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About This Book

This handbook is designed to help you get up and running quickly on your Palm™
Tungsten™ C handheld. It describes all you need to know about how to use your
handheld and the applications that come with it. It describes:

» Enabling wireless features

» Locating all the parts of your handheld

» Viewing and entering data

» Working with expansion cards

» Using your handheld with your computer

» Personalizing your handheld with your own preference settings

After you become familiar with the basic functionality of your handheld, you can
use the rest of this handbook as a reference for performing less common tasks, for
maintaining your handheld, and for solving problems that might arise as you
operate your handheld.
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Welcome

Your new Palm™ Tungsten™ C handheld is wirelessly enabled so that you can use
it to transmit and receive information over the airwaves. Use your handheld to do
the following;:

» Connect to your corporate or personal local area network (LAN) wirelessly with
a built-in 802.11b radio, enabling you to read, compose, and send e-mail on
the go.

» Browse or search the Internet through your wireless LAN.

» Stay organized and on time by keeping your appointments, contact
information, and to-do items in one place.

s Wirelessly connect in coffee shops and airports that have wireless LAN service.
A service subscription agreement is required for you to access these services.

IMPORTANT Your Tungsten C handheld operates in the Industry Scientific and
Medical band (ISM). Not all countries support all channels in the ISM band.
Because the regulations for wireless communication vary between countries, the
Tungsten C handheld is only certified for use in the country where it was originally
sold. For more information on which channels your handheld supports, see
Appendix C.

Before you can use all these features, you must set up your handheld and install
software on your desktop computer.

Your handheld comes with an easy-to-follow installation guide, Palm™ Tungsten™
C Read This First, that walks you through the process of successfully setting up
your handheld. The guide contains important information that must be followed
for initial setup of the features available on your handheld.

IMPORTANT If you are upgrading from another Palm OS® handheld, see
www.palm.com/support/tungstenc for important upgrade instructions before
beginning your Tungsten C handheld installation.
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System requirements

Before you install and operate Palm™ Desktop software, your computer system
must meet the following minimum requirements.

Minimum requirements: Windows computers

The minimum requirements for Windows computers are as follows:

IBM-compatible Pentium-class computer
One of the following operating systems:

— Windows NT 4.0 Workstation with SP6 or later (requires a serial
cradle/cable, sold separately, and administrator rights to install Palm
Desktop software)

— Windows 98
— Windows ME

— Windows 2000 Pro (requires administrator rights to install Palm Desktop
software)

— Windows XP Home or Pro (requires administrator rights to install Palm
Desktop software)

Internet Explorer 4.1
50 megabytes (MB) available hard disk space

VGA monitor or better (16 Bit or High Color, and 800 x 600 resolution
recommended)

CD-ROM or DVD-ROM drive
Mouse

One available USB port or serial port (serial cradle/cable sold separately)

Minimum requirements: Mac computers

The minimum requirements for Mac computers are as follows:

Mac computer or compatible with a PowerPC processor

Mac OS X, version 10.1.2 or later

25MB available hard disk space

12MB available RAM

Monitor that supports screen resolution of 800 x 600 or better
CD-ROM or DVD-ROM drive

Mouse

One available USB port




Finding information

Finding information

For installation information, see the Palm™ Tungsten™ C Read This First that came
with your Tungsten C handheld. For information to help you connect to your
wireless LAN, see the Wi-Fi Getting Started Guide. For comprehensive information
about using your handheld, continue reading this electronic handbook.

For support information, upgrade information, articles, and answers to questions,
see www.palm.com/support/tungstenc.

For more information about using Palm Desktop software, see the following:

» The handheld tutorial, Quick Tour. To access this tutorial, tap the Quick Tour
icon from the Applications main screen.

» The electronic Palm™ Desktop Software for the Macintosh User’s Guide. To access
this guide, open the Palm folder and then open the Documentation folder.
Double-click the file Palm Desktop.pdf.

= The online help for Palm Desktop software. To access the online help, open
Palm Desktop software and select the Help menu.
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Exploring Your Handheld

Your Palm™ Tungsten™ C handheld uses a wireless LAN to help you stay in touch
with important information while you are away from your desk. You can stay
organized, on time, and up-to-date with daily tasks. Use your new handheld to do
the following;:

» Compose and securely send and receive business or personal e-mail through

your wireless LAN.

NOTE Some companies restrict access to internal e-mail accounts when using
a handheld. Check your company or network administrator for their policy on
the use of handhelds.

= Receive alerts when a new e-mail arrives or a reminder occurs. Rely on any or
all of the three alert modes: the indicator light, vibrator, or alarm sound.

» Set preferences for how you receive alarms: hearing a sound, seeing a blinking
indicator light, or feeling your handheld vibrate. Choose any combination.

» Browse or search the Internet.

» Enter your schedule in Date Book.

s Keep all your contact names, addresses, and phone numbers in Address Book.
» Prioritize and assign your tasks a due date in To Do List.

s Set alarms from World Clock, Note Pad, and Date Book to keep yourself on
schedule and remind yourself of appointments, redial reminders, and notes.

» Synchronize your data with Palm™ Desktop software on your Windows or Mac
computer so you can work with your personal information on your computer
and maintain a copy of your information.

s Insert SD, MultiMediaCard, or SDIO expansion cards to add more software or
memory, or to back up your data.

» Beam information to another device that has an infrared (IR) port.
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Locating handheld components

Take a few moments to locate the front and back panel components of your
handheld.

Locating front panel controls

Green indicator light

Screen
Stylus

IR port

Keyboard area

Date

Book

Address Power button

Book

Navigator Select button Application buttons

IR port Uses infrared technology to transmit data to and receive data
from other Palm OS® handhelds, and to perform HotSync®
operations. See “Using elements of the handheld interface”
in Chapter 3 and see “Conducting IR HotSync operations” in
Chapter 17 for more information.

Keypad The area where you type letters and numbers, and access
special function keys. See Chapter 3 to learn how to type
characters.




Locating handheld components

Power button

Application buttons

Navigator

Select button

Screen

Green indicator light

Stylus

Turns your handheld on or off. If your handheld is turned
off, pressing the power button turns the handheld on and
returns you to the last screen you viewed.

If your handheld is turned on, pressing the power button
turns the unit off.

Pressing and holding the Power button opens the Adjust
Brightness dialog box enabling you to adjust the screen
brightness. See “Adjusting the screen brightness level” later
in this chapter.

Activate the individual handheld applications that
correspond to the icons on the buttons: Date Book, Address
Book, E-mail, and Web. See “Buttons preferences” in
Chapter 18 for details on reassigning these buttons to open
any application on your handheld.

The five-way navigation button enables you to move up,
down, right, and left in pick lists and menus. You can scroll
down to view information below the viewing area, and scroll
up to view the information above the viewing area. The
navigator also has some special functions that are described
in this handbook.

The navigator center Select button enables you to select
items. The Select button also has some special functions that
are described in this handbook.

Displays the applications and information stored in your
handheld. It is touch-sensitive and responds to the stylus.

A blinking green light indicates:
» An e-mail message has arrived.
=  An alarm or event notification has occurred.

A dialog box appears, describing the reason for notification.
Acknowledging the notification turns off the indicator light.

The light also indicates that the handheld is properly placed
in the cradle.

Slides in and out of the slot in the side channel of the
handheld. To use the stylus, remove it from the slot and hold
it as you would a pen or pencil. Unscrew the top of the stylus
to access the reset tool.




Chapter 2 Exploring Your Handheld

Locating back panel components

Side channel :
for cover \ .
~. __ — Universal

Speaker

Expansion
card slot

Universal connector

Reset button

Expansion card slot

Headset jack

Speaker

Side channel

Reset
button

Connects your handheld to the cradle, which in turn
connects to the back of your computer and through the

AC adapter to the wall current. This allows you to recharge
your handheld as well as update the information between
your handheld and computer, using HotSync technology.

The universal connector also connects peripheral hardware
devices to your handheld.

Under normal use, you should not have to use the reset
button. See “Resetting your handheld” in Appendix A for
information about when and how to use the reset button.

Accepts SD, MultiMediaCard, and SDIO expansion cards,
enabling you to add more memory, applications, or other
functionality. You can also back up data to an expansion
card.

NOTE Expansion cards are purchased separately.

Connects a hands-free headset to your handheld, enabling
you to record and playback voice memos. You can also listen
to audio-enabled applications with the privacy of using a
headset.

For improved system sounds and the playing of audio files,
such as voice recording (.wav) or multimedia.

The left side channel holds the front cover, which slides in
and out.

10



Adding an expansion card

Adding an expansion card

A tiny expansion card (sold separately) increases the variety of tasks you can do
and the amount of space you have for storing software and data on your handheld.

To insert a card:
1. Insert the card.

2. Push the card in with your thumb. You feel the card lock and hear the
system sound.

Label on card
faced down

Notched
corner

To remove a card:
1. Push lightly against the card with your thumb.
When the card is released, you hear the system sound (provided that system

sounds are turned on). See “Sounds and Alerts preferences” in Chapter 18 for
information on turning system sounds on and off.

IMPORTANT You can damage the expansion slot if you pull the card out of the
expansion slot before you hear the tone and it releases from the expansion slot.

1"



Chapter 2 Exploring Your Handheld

2. Slide the card out of the expansion slot.

For complete information about working with expansion cards, see Chapter 7.

Adjusting the screen brightness level

The screen brightness makes it easy for you to see the information on your
handheld. The screen brightness level can be adjusted to make of viewing easier
and to extend battery life. You can adjust the brightness level using the Adjust
Brightness dialog box.

To adjust the screen hrightness level:

1. Perform one of the following:
— Press Function C D + Brightness 5
— Press and hold the Power button.

2. Tap to the left or right of the slider to adjust the brightness in small increments,
or drag the slider to change the brightness in large increments.

12



Tapping

Navigating and Entering Data

This chapter explains how to enter data into your handheld, navigate around the
interface, and use menu commands. There are several ways to enter data, to
navigate, and to use menu commands:

» Tapping

» Using the five-way navigator

» Using the handheld keyboard

» Using Graffiti®2 writing

» Beaming data from another device that has an infrared port

» Entering or importing data in Palm™ Desktop software and then synchronizing
with your handheld

Like using a mouse to click elements on a computer screen, using the stylus to tap
elements on your handheld screen is the basic action that gets things done on your
handheld.

The first time you start your handheld, setup instructions appear on the screen.
These instructions include a calibration screen. Calibration aligns the internal
circuitry of your handheld with its touch-sensitive screen so that when you tap an
element on the screen, the handheld can detect exactly which task you want to
perform.

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

13



Chapter 3 Navigating and Entering Data

With your handheld turned on, you can tap the handheld screen to do many
operations, such as the following:

»  Open applications
» Choose menu commands
» Select options in dialog boxes

Just as you can drag the mouse to select text or move objects on your computer, you
can also drag the stylus to select text. You can also use the stylus to drag the slider
of any scroll bar.

Using the navigator

When you work with most applications, the navigator on the front panel of your
handheld makes it easy for you to navigate among and select your entries. You can
use the navigator to perform tasks without the stylus, using one hand.

See Chapter 4 and Chapter 5 for additional information on using the navigator
with Address Book, and Chapter 8 for additional information on using the
navigator with Date Book.

Up
o
Left/ Right/
Back Forward
A 4
Down

To navigate in list screens, do any of the following:
s Press Up or Down on the navigator to scroll an entire screen of records.

» Press and hold Up or Down on the navigator to accelerate the scrolling.

» PressSelect on the navigator to insert the selection highlight. When the selection
highlight is present, you can do the following:

— Press Up or Down on the navigator to scroll to the previous or next records.
— DPress Select again to view the selected record.

— Press Left on the navigator to remove the selection highlight.

14



Using the keyboard

To navigate in record screens:
1. Press Up or Down on the navigator to scroll within the current record.

2. Press Right or Left on the navigator to scroll to the previous or next record. (This
feature is not available in Address Book.)

3. Press Select on the navigator to return to the list screen.

To navigate in dialog boxes:

»  While a pick list is open, press Up or Down on the navigator to highlight an
item, and then press Select on the navigator to select the item.

» Press Select on the navigator to close a dialog box.
— If there’s only one button, pressing Select activates that button.

— If there are two buttons, pressing Select activates the action button (versus
Cancel) such as OK, Yes, or Delete.

— If there are multiple buttons, Select activates affirming buttons such as OK,
Yes, or Done.

IMPORTANT Read dialog boxes carefully. Sometimes, selecting OK or Yes results in
deleting data.

Using the keyboard

You can quickly and accurately enter text or numbers on your handheld using the
keyboard. The keyboard also has special function keys that enable you to access
features. Another feature is AutoCorrect, which automatically corrects some
common misspellings when entering data from the keyboard.

Below the keyboard are application buttons and the 5-way navigator that enables
you to navigate menus and pick lists quickly without using the stylus. These
features are described in Chapter 2.
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Chapter 3 Navigating and Entering Data

hitrtr?t;:rnlgeys { Delete key
Tab/Brightness , / — Return/Enter key
key

— Home/ShortCut key
Function key

0

Caps O

SYMBOL

Command/Menu key

CAPS/Find key

Space/Symbol key

Letter and number keys: Enable you to enter letters and numbers. You
can change the key response from the Keyboard preferences screen.
See “Keyboard preferences” in Chapter 18.

You can also access international characters using the navigator control.
See “Accessing international and special characters” later in this
chapter.

Tab/Brightness key: Adds a tab or opens the Brightness dialog box. For
more information on the Brightness dialog box, see “Adjusting the
screen brightness level” in Chapter 2.

Function key: Press to access the secondary character set. See “Using the
Function key” later in this chapter.

CAPS/Find key: Capitalizes letters or opens the Find dialog box. For
more information on capitalizing letters, see the next section, “Typing
capital letters.”. For information on the Find dialog box, see “Finding
information” in Chapter 4.

Space/Symbol key: Adds a space to the text or opens the onscreen
keyboards. For more information about the onscreen keyboards, see
“Accessing international and special characters” later in this chapter.

Command/Menu key: Opens the Command toolbar or menu. The
Command bar has many functions, such as showing the signal strength
for the 802.11b radio. For information about the Command mode,

see “Using menu commands and the command toolbar” in Chapter 4.
For more information about menus, see “Using menus” in Chapter 4.

Home/ShortCut key: Opens the Application Launcher or enables you to
enter a text ShortCut. For more information on ShortCuts, see “Using
ShortCuts” later in this chapter.

Return/Enter key: Adds a manual return to the next line or enters the
data.

Delete/Backspace key: Deletes the previous character.
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Using the keyboard

Typing capital letters
The keyboard enables you to capitalize letters in two ways:
» Use the CAPS key 2. Press the CAPS key twice to initiate CAPS lock.

» Press and hold the key. This feature works only when the Keyboard preference
repeat function is set to Capital. See “Keyboard preferences” in Chapter 18 for
more information.

Accessing international and special characters

You can access international and special characters directly from the keyboard or
from onscreen keyboards. These character sets enable you to communicate
accurately through your memos or wireless messages.

Accessing from the keyhoard

You can access international characters from the keyboard by pressing and holding
a key, and then pressing Up and Down on the navigator. The character on the
screen scrolls through a sequence of related international characters. You can scroll
though the sequence either forward or backward, depending on whether you are
pressing Up or Down on the navigator.

NOTE This feature does not work with every key or with the Function key secondary
character set.

To use the onscreen keyhoard:
1. Open any application (such as Memo Pad).

2. Tap any record, or tap New.

17



Chapter 3 Navigating and Entering Data

3. Press Function C ) + Symbol e D).

When a keyboard is open, you can tap to open any of the other keyboards.
When a keyboard is open, you can tap the abc, 123, Int’l, or Sym boxes to open
any of the other keyboards, including the international keyboard.

Tab  Tqw[e[r[t[y[u]i[o]p] # |—Backspace
#lals[d[f[g[n[i[k[1]:]"
Caps lock —{cap | z||x| cJvb[n[m[ [.[ed —Carriage return
hift space -/
P
Caps shift | ("Done ) EE123]int"[Sym]

Tap here to display

alphabetic keyboard International

EHEE 1123 T u|u|u|"|u|u|ae|g|nﬁ|z| 4-
]2 21 & s nlefele[e[ ([ [i[a[v]y
enE KMEIEl nur cap[éfofsfa]a[afufalale
e[~[al#| ([0 ) |[space [ sh|ft| space |('.|«
Done ) [abc KB Int![Sym ((Dene ) [abe 123 [iffI5ym|
Tap here to display Tap here to display
numeric keyboard international keyboard
Symbol
%[& {] H<|=[™]u
of=|\[[]|]]«|»|®[0
€£¥¢§B...©I
(Shortcut) [ [A~[ T 1A
("Done ) [abe[123]Int'

Tap here to display
symbol keyboard

After you finish, tap Done to close the onscreen keyboard and place the text in
the record.

Using the Function key

The Function key ) enables you to access the secondary character or feature set
from each of the keys. The secondary character and feature set is labeled in blue in
the upper right on each available key.

—_— e e e e

@.m..

Function key
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Using the keyboard

When you press Function €, the Function active icon appears in the lower-right
corner, indicating that the next key pressed will use the secondary character or
feature set. If you press the Function () twice, the Function active icon changes
to the Function lock icon and the function feature remains locked. Pressing
Function € again unlocks it.

[Memo EETSERTS ‘Unfiled: Memo KEETXERLS ‘Unfiled]
11/22 Meeting Minutes 11/22 Meeting Minutes
Wayne Hoff to sendin Wayne Hoff 10 sendin
documentation plan. dacumentation plan.
Paul Osborne to report on customer Paul Osborne to report on customer
visits. lvisits.
Micki Hickox to manage customer Micki Hickox to manage customer
relations. relations.
Done ] ( Details 1 [[Done ) (Details 1
Function active icon Function lock icon

Using special features

In addition to characters, the Function key accesses special features on some of the
keys. The following keys have special features:

Brightness key: Opens the Brightness dialog box. See “Adjusting the
screen brightness level” in Chapter 2 for more information.

Find key: Opens the Find dialog box. See “Using Find” in Chapter 4 for
more information.

g Menu key: Opens the menu for the current screen. For more information,
see “Using menus” in Chapter 4 and see “Using menu commands and
the command toolbar” in Chapter 4.

Using ShortCuts

ShortCuts make entering commonly used words or phrases quick and easy.
ShortCuts are similar to the Glossary or Autotext features of some word
processors.

Your handheld comes with several predefined ShortCuts, and you can also create
your own. Each ShortCut can represent up to 45 characters. For example, you
might create a ShortCut for your name or for the header of a memo. See “ShortCuts
preferences” in Chapter 18 to learn about creating your own ShortCuts.

You can also create security shortcuts that automatically perform security
functions. See “Using security shortcuts” in Chapter 18 for more information.
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Chapter 3 Navigating and Entering Data

To use a ShortCut;
1. Press Function C ) + ShortCut @ 9.

When you press the ShortCut key, the ShortCut symbol appears at the insertion
point to show that you are in ShortCut mode.

2. Type the ShortCut characters.

Using elements of the handheld interface

- Menu bar [m 4 Tue Julzi B——Previous/next
F

10:00 Work on project arrows
Menu 1:00 Warking Lunch with Anne
command 2:00 Take g walk

2:30 File weekly reports

335 Return all calls

4:45 Project presentation

"| delete Memo...
"| Bearn Memo

———Pick list

g{m

|
O 1 Call Lavid -
Fort ¥lorthares, Check —{# 1 send flawers ta M I‘— Scroll bar
L

box O 1 Write thank you note to Mickie
O 2 Fick up frezh wvegetables

Lone | | Details

Command button

Menu bar and menu A set of commands that are specific to the application. Not all
commands applications have a menu bar.

To access the menu bar, do one of the following;:
» Tap the Menu bar.
s Press Function C D + Menu (“®),

To access the menu commands, do one of the following;:
» Tap the menu command on the menu.
» Use Right, Left, Up, or Down on the navigator.

s Press Command Stroke + the letter. For more
information see “Using menu commands and the
command toolbar” in Chapter 4.

Check box When a checkmark appears in a check box, the
corresponding option is active.

To insert or remove a checkmark:
» If a check box is empty, tapping it inserts a checkmark.

» If a check box is selected, tapping it removes the
checkmark.
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Command buttons

Previous/next arrows

Pick list

Scroll bar

These appear in dialog boxes and at the bottom of
application screens.

To select a command button, do one of the following;:
» Tap a button to perform a command.

» Press Select on the navigator to select a button such as
OK, Yes, or Done.

s Press Function C D + Enter @ to select the OK, Done, or
Yes button.

» Press Function U + Backspace (), to select the Cancel
or No button.

The left and right arrows display the previous and next
record; the up and down arrows display the previous and
next page of information.

To use the arrows, do one of the following:
» Tap the arrows.

= Use Right, Left, Up, or Down on the navigator.

A list of choices that you can select from.
To use the pick list:

» Tap the arrow to display a list of choices.
» Tap an item in the list.

= Use Up or Down on the navigator to scroll through the list
and select an item.

A bar that enables you to scroll up and down a page.
To use the scroll bars:

» Drag the slider, or tap the top or bottom arrow, to scroll
the display one line at a time.

» Toscroll to the previous page, tap the scroll bar just above
the slider. To scroll to the next page, tap the scroll bar just
below the slider.

= You can also scroll to the previous and next pages by
pressing Up and Down on the navigator.
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Chapter 3 Navigating and Entering Data

Displaying online tips

Many of the dialog boxes that appear on your handheld contain an online Tips icon
in the upper-right corner. Online tips anticipate questions you have about a dialog
box, provide shortcuts for using the dialog box, or give you other useful
information.

To display an online tip:
1. Tap the Tips icon ®.

2. After you review the tip, tap Done.

. * Speed lets you change the
Speed: ~ 115,200 bps baud rate at which this
Flow Ctl: ~ Automatic connection communicates.

* Flow Ctl {control) aids your
q handheld in communicating
with other devices.
-Automatic = handheld
determines when to use flow

control
-0On = handheld always uses

&

Using Graffiti 2 writing to enter data

IMPORTANT Writing Area preferences must be turned on before you can use Graffiti
2 writing. See “Writing Area preferences” in Chapter 18 for more information.

In this section you learn to create Graffiti 2 letters, numbers, punctuation, and
symbols. You also learn some Graffiti 2 tips and tricks.

Most people find they can enter text quickly and accurately with only minutes of
practice. Graffiti 2 writing includes any character you can type on a standard
keyboard. The Graffiti 2 characters closely resemble the uppercase letters of the
regular alphabet, which makes Graffiti 2 writing easy to learn.

Activating and deactivating Writing Area preference

When Writing Area preferences are turned on and active, you can write letters
anywhere on the left side of the screen, or write numbers anywhere on the right
side of the screen. Capital letters are formed in the middle of the screen straddling
the imaginary dividing line between the left and right sides. You can also continue
to use your keyboard to enter characters.
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Using Graffiti 2 writing to enter data

To use the full-screen writing area:

1. Turn on Writing Area Preferences. See “Writing Area preferences” in Chapter 18
for details.

2. Open the application in which you want to use the full-screen writing area.
A shaded box appears in the lower-right corner of the screen.
3. Position the cursor where you want the characters to appear.
4. Do any of the following;:
—  Write lowercase Graffiti 2 letters anywhere on the left side of the screen.
— Write numbers anywhere on the right side of the screen.
— Write uppercase letters in the middle of the screen.
— Write the Shift stroke before writing symbols and other special characters.

— Access buttons and other controls that appear on the screen by tapping and
holding the control until it activates.

To temporarily disable the full-screen writing area:
» Tap the shaded box in the lower-right corner.

The shaded box changes to a box outline and Writing Area preferences are
deactivated.

Learning Graffiti 2 concepts
There are four basic concepts for success with Graffiti 2 writing:

» If you draw the character shape exactly as shown in the tables later in this
chapter (like the shapes shown in the following diagram), you can achieve close
to 100 percent accuracy.

NBCDE

» The heavy dot on each shape shows where to begin the stroke. Certain
characters have similar shapes but different beginning and end points. Always
begin the stroke at the heavy dot. (You should not create the heavy dot; it is there
only to show you where to begin the stroke.)

» Graffiti 2 includes symbols made with a single stroke and symbols made with
multiple strokes. With some multi-stroke symbols, the first stroke is the same as
a single stroke symbol. As a result, the down stroke for the letter “i” cannot be
recognized as an “i” at the end of the down stroke. The “i” will not be
recognized as an “i” until you enter another symbol that establishes, by its
shape or position, that the down stroke was not part of a two-stroke character
(such as a “t” or “k”), or until a limited time window expires. Similarly,

recognition of a space symbol (a horizontal stroke from left to right) or a period
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Chapter 3 Navigating and Entering Data

symbol after a down stroke is dependent upon where the down stroke was
drawn.

The screen is divided into two parts: one for writing lowercase letters and one
for writing numbers. Capital letters are formed across the imaginary line that
divides the two areas.

Write letters here Write numbers here

To write Graffiti 2 characters:

1.

5.

Tap the screen where you want your text to appear.

You must see a blinking cursor before you write the text.

Use the tables on the following pages to find the stroke shape for the letter you
want to create. For example, the stroke shown below creates the letter n.

Lift stylus
here

Start stroke
at heavy dot
Position the stylus in the left side of the screen.

Start your stroke at the heavy dot, and draw the stroke shape as it appears in the
tables.

Lift the stylus from the screen at the end of the stroke shape.

When you lift the stylus from the screen, your handheld recognizes your stroke
immediately and prints the letter at the insertion point on the screen.

As soon as you lift the stylus from the screen, you can begin the stroke for the next
character you want to write.
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Using Graffiti 2 writing to enter data

To delete Graffiti 2 characters:

Graffiti 2 tips

Set the insertion point to the right of the character you want to delete and make
the backspace stroke.

Backspace - .

When using Graffiti 2 writing, keep these tips in mind:

Accuracy improves when you write large characters. Draw strokes that nearly
fill the side of the screen.

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

Press firmly and do not write on a slant. Vertical strokes should be parallel to
the sides of the screen.

Alternate stroke shapes are available for some characters. You can use the
Graffiti 2 Preferences screen to choose the one that’s easiest for you. See “Graffiti
2 Preferences” in Chapter 18 for details.
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Chapter 3 Navigating and Entering Data

Graffiti 2 alphabet

The Graffiti 2 alphabet consists of the following letters:

Draw letters on LEFT side of the screen
Letter Strokes Letter Strokes
A /\ B B
C C D D
j £ F B
G G H h
BRI U
Sl | L
ol m N
NG ” P
° g ’ R
S S T 2.1_1
U U Vv \/
W T X
' Y i 7
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Using Graffiti 2 writing to enter data

Capital letters

Graffiti 2 writing automatically capitalizes the first letter of a new record or
sentence but you can also write additional capital letters.

To write additional capital letters:

» Draw the same stroke shapes used for a lowercase letter, but write across the
middle of the screen.

Imaginary division line

Graffiti 2 numbers

Writing numbers with Graffiti 2 writing is similar to writing letters of the alphabet,
except that you make the character strokes on the right side (numbers side) of the
Graffiti 2 writing area.

Draw numbers on RIGHT side of the screen

Number Strokes Number Strokes
0 O 1 ]
2 3

w
o J U W

27



Chapter 3 Navigating and Entering Data

Punctuation marks

With Graffiti 2 writing you can create any punctuation mark that you can enter
from a standard keyboard. You can write the period and comma strokes on either
side of the screen. You must write other punctuation marks on a designated side of
the screen. Punctuation marks that appear in the following table must be written
on the left (letter) side of the screen.

Draw these marks on LEFT side of the screen

Mark Stroke Mark Stroke
Period Ampersand
[ ]
& &
Comma Carriage
’ —1 return /
Apostrophe At
/ I @ @
Space Straight quotes

Tl

Question Tab

5 10 —
o2

Exclar?atlon 1 I
2
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Using Graffiti 2 writing to enter data

Punctuation marks that appear in the following table must be written on the right
(number) side of the screen.

Draw these marks on RIGHT side of the screen

Mark Stroke Mark Stroke
Period R Backslash .
\ AN
Comma K Sla;sh /
Tilde Left Paren
- N ( C
Dash Right Paren
_ — ) ')
Plus Equal
+ 1 ._1_2 = b
Asterisk
* 1 ><2

Accented characters

When writing letters with accent marks, first write the letter stroke on the left side
(or in the center for uppercase letters) of the screen. Then quickly write the accent
stroke on the right side of the screen.

You can use the following accent strokes in combination with Graffiti 2 letters:

Draw accents on RIGHT side of screen

Accent Stroke Accent Stroke
Acute Dieresis . o

a / a
Grave Circumflex

a \ a A

Tilde Ring
“ N e

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

A~

aaaaa

......
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Symbols and other special characters

You can write symbols and other special characters using the Shift stroke.

NOTE You can also use the Shift stroke to write punctuation marks.

To write symbols and special characters:
1. Enter the Shift stroke:

Shift

When Shift is active, an up arrow symbol appears in the lower-right corner of
the handheld screen. If you accidentally activate Shift, a backspace will cancel it.

+ Shift indicator
2. Write the symbol or other special character shown in the table that follows. You
can make a symbol stroke anywhere on the screen.

3. (Optional) Enter an additional Shift stroke to finish writing the character and to
make the character appear more quickly.

After the arrow disappears, the symbol appears.

Draw symbols on EITHER side of the screen

, ? I & @ ~ /

TSR TTRI@EINL/IN
{

; : ( < > [ 1
Tal=T1]¢

<>

% A N ™

% NNITM®

. ¢ € ¥ £

MG [

® I\

@l -3

e+ L]
I

>K

1o

1

He

_..-.
- -
mo &
-

L|J—trd

C
o8
=
“Hl~ ;
@& )| =
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Graffiti 2 Gestures

Gestures enable you to use editing commands. To use gestures, draw the following
strokes on the left (letter) side of the screen:

Draw gestures on LEFT side of the screen
Gesture Stroke Gesture Stroke
Cut .9/ Paste 3}
Copy Undo

Graffiti 2 ShortCuts

Graffiti 2 ShortCuts make entering commonly used words or phrases quick and
easy. ShortCuts are similar to the Glossary or Autotext features of some word
processors.

Graffiti 2 writing comes with several predefined ShortCuts, and you can also create
your own. Each ShortCut can represent up to 45 characters. For example, you
might create a ShortCut for your name or for the header of a memo. See “ShortCuts
preferences” in Chapter 18 to learn about creating ShortCuts.

To use a ShortCut, draw the ShortCut stroke followed by the ShortCut characters.
The ShortCut symbol appears at the insertion point to show that you are in
ShortCut mode.

ShortCut

R

Your handheld includes the predefined Graffiti 2 ShortCuts shown in the following

table.

Entry Shortcut
Date Stamp ds
Time stamp ts

Date / time stamp dts
Meeting me
Breakfast br
Lunch lu
Dinner di
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Beaming data

Your handheld is equipped with an infrared (IR) port that is located at the top of
the handheld, behind the small dark shield. The IR port supports the rCOMM
implementation of the standards for infrared communication established by the
Infrared Data Association (IrDA). This means that not only can you beam data to
another Palm OS® handheld that’s close by and is equipped with an IR port, but
you can also beam data to a mobile phone and to any other device that supports
the IrCOMM implementation of the IrDA standards and that can read the type of
data you're beaming.

NOTE You cannot beam data between your Tungsten C handheld and a Palm Vlix
handheld.

You can beam the following information between devices with an IR port:

s The record currently displayed in Date Book, Address Book, To Do List,
Note Pad, Palm Photos, or Memo Pad

» All records of the category currently displayed in Address Book, To Do List,
Note Pad, Palm Photos, or Memo Pad

» A special Address Book record that you designate as your business card,
containing information you want to exchange with business contacts

» An application installed in RAM memory

» An application installed on an expansion card that is seated in the card slot

TIP You can also perform HotSync® operations using the IR port.
See “Conducting IR HotSync operations” in Chapter 17 for details.

To select a husiness card:

1. Create an Address Book record that contains the information you want on your
business card.

2. Press Function C D + Menu (/8.
3. Select “Select Business Card” on the Record menu.
4. Tap Yes.
To beam a record, business card, or category of records:
1. Locate the record, business card, or category you want to beam.
2. Press Function C ) + Menu (/8.
3. Select one of the following from the Record menu:
— The Beam command for an individual record
— In Address Book only: Beam Business Card

— Beam Category
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Beaming data

4,

When the Beam Status dialog box appears, point the IR port directly at the
IR port of the receiving handheld.

For best results, handhelds should be between 10 centimeters (approximately
4 inches) and 1 meter (approximately 39 inches) apart, and the path between the
two handhelds must be clear of obstacles. The beaming distance to other Palm
OS handhelds may be different.

R (2

Wait for the Beam Status dialog box to indicate that the transfer is complete
before you continue working on your handheld.

TIP You can also press and hold the Address Book application button to
instantly beam your business card to another device with an IR port.

To beam an application:

1.
. Press Function C ) + Menu (“©),

2
3.
4

Press Home @ 9,

Tap App, and then select Beam.

. Select either Handheld or Card from the Beam From pick list.

Tap the application you want to transfer.

Some applications are copy-protected and cannot be beamed. These are listed
with a lock icon next to them.

Tap Beam.

When the Beam Status dialog box appears, point the IR port directly at the IR
port of the receiving handheld.

Wait for the Beam Status dialog box to indicate that the transfer is complete
before you continue working on your handheld.

To receive beamed information:

1.

2.

Turn on your handheld.

Point the IR port directly at the IR port of the transmitting handheld to open the
Beam dialog box.
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3. Select a category for the incoming information, create a new category, or leave
the information unfiled.

Do you want to accept
“Accessories” into
Address ¥

Category: w Unfiled

4. Tap Yes.

Using your computer keyboard

If you have a lot of data to enter, or prefer to use the computer keyboard, you can
use Palm Desktop software or any supported personal information manager (PIM)
to enter information. You can then perform a HotSync operation to synchronize the
information on your computer with the information on your handheld. Many of
the applications that came with your handheld are also available in Palm Desktop
software and in most PIMs, so you don’t need to learn different applications. For
more information on entering data on your computer, refer to the online Help in
Palm Desktop software and the Palm Desktop Software for the Macintosh User’s Guide
on the Desktop Software CD-ROM.

Importing data

If you have data stored in computer applications such as spreadsheets and
databases, or if you want to import data from another handheld, you can transfer
the data to your handheld without having to enter it manually. Save the data in one
of the file formats in the following list, import it into Palm Desktop software, and
then perform a HotSync operation to transfer the data to your handheld.

Importing data from a Windows computer

Palm Desktop software can import data in the following file formats:
» Comma delimited (.csv, .txt): Address Book and Memo Pad only

» Tab delimited (.tab, .tsv, .txt): Address Book and Memo Pad only
» CSV (Lotus Organizer 2.x/97 Mapping): Address Book only

» vCal (.ves): Date Book only

» vCard (.vcf): Address Book only

» Date Book archive (.dba)

» Address Book archive (.aba)

34



Importing data

» To Do List archive (.tda)
»  Memo Pad archive (.mpa)

Archive formats can be used only with Palm Desktop software. Use the archive file
formats to share information with other people who use a Palm OS handheld or to
create a copy of your important Palm Desktop information.

To import data from a Windows computer:
1. Open Palm Desktop software.
2. Click the application into which you want to import data.

3. If you are importing records that contain a field with category names, do the
following:

a. Select All in the Category box.

b. Be sure that the same categories that appear in the imported file also exist in
the application. If the categories do not exist, create them now; otherwise, the
records are imported into the Unfiled category:.

4. From the File menu, choose Import.
5. Select the file you want to import.

6. Click Open.

If you are importing a vCal or vCard file, skip to step 10. You do not have to
specify which fields correspond to the imported data.

7. To import data into the correct Palm Desktop fields, drag the fields in the left
column so that they are opposite the corresponding imported fields on the right.

8. If you do not want to import a field, deselect the check box for that field.
9. Click OK.
The imported data is highlighted in the application.
10. To add the imported data to your handheld, perform a HotSync operation.

See Palm Desktop online Help for more information on importing and exporting
data.

Using File Link

The File Link feature enables you to import Address Book and Memo Pad
information to your handheld from a separate external file on your Windows
computer, such as a company phone list. You can configure the File Link feature to
check for changes to the external file when you perform a HotSync operation.
HotSync Manager stores the data in a separate category in Palm Desktop software
and on your handheld.
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With File Link, you can import data stored in any of the following formats:
» Comma-separated (*.csv)

» Memo Pad archive (*.mpa)

» Address Book archive (*.aba)

»  Text (*.txt)

For information on how to set up a file link, see the Palm Desktop online Help.

Importing data from a Mac computer

Palm Desktop software can import data from any applications that can export the
data in any of the following file formats:

» Tab-delimited file

s Text

» Palm Desktop software for Mac
vCal (.vcs)

vCard (.vcf)

For example, you can export tab-delimited files from applications such as:
FileMaker Pro, Meeting Maker, Now Contact, and Now Up-to-Date.

To import data from a Mac computer:

1. Open Palm Desktop software.

2. From the File menu, choose Import.
3. Select the file you want to import.
4. Click Import.

5. If you want to change the order of the fields you're importing, point to a field,
wait for the cursor to change to a double arrow, and then drag the field to a
new location.

6. If you do not want to import a field, click the arrow between the field names.
7. From the Fields pop-up menu, choose the appropriate field.

8. From the Delimiters pop-up menu, choose the appropriate delimiter.

9. Click OK.

10. To add the imported data to your handheld, perform a HotSync operation.

See Palm Desktop online Help for more information on importing and exporting
data.
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Working with Applications

This chapter explains how to open and switch between applications on your
handheld, how to change application settings so they are personalized to your
work methods, and how to categorize applications so you view them in related
groups.

Opening applications

You can use the Applications Launcher to open any application installed on your
handheld or on an expansion card. You can also open Date Book, Address Book,
VersaMail™ application, and PalmSource® Web Browser with the application
buttons on your handheld.

Home key opens
| Application Launcher

Q9]
0000000
€ larwla)

Date Book Web

Address Book E-mail

In addition to providing a way for you to open applications, the Applications
Launcher displays the current time, battery level, and application category.

To open an application on your handheld:
1. Press Home @ 9.
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2. Tap the icon of the application that you want to open. If you have many
applications installed on your handheld, tap the scroll bar to see all your
applications.

Other ways to open applications

You can also open applications on your handheld in either of the following ways:

» Press and hold Select on the navigator to open the Applications Launcher. Press
Select on the navigator to insert the highlight. Press Up, Down, Right, and Left
on the navigator to highlight the icon of the application you want to open. Press
Select on the navigator to open the application.

» Inthe Applications Launcher, type the first letter of the application’s name. The
Applications Launcher scrolls to the first application with a name that begins
with that letter and highlights the icon. You can open the icon by pressing the
Enter key.

Opening expansion card applications

When an expansion card is properly seated in the expansion card slot, your
handheld responds based on the contents of the card and the application that is
active when you insert the card. In some cases, the application on the card opens
automatically upon insertion, or if you insert a card containing data from the
current application, the application displays the data on the card. In other cases,
the Applications Launcher switches to the card and displays its contents, and the
pick list in the upper-right corner of the screen displays the name of the card.

To open an application on an expansion card:
» Select the icon of the application that you want to open.

m. - Oy card

HardBall
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Switching between applications

When working with any application, press Home or press an application
button on your handheld to switch to another application. Your handheld
automatically saves your work in the current application and displays it when you
return to that application.

When you use an expansion card, your handheld creates and displays a new
category that matches the name of the expansion card. You can easily switch
between applications installed on your handheld and on the expansion card.

To switch to an expansion card:
1. Tap the pick list in the upper-right corner.

TIP When the highlight in the Applications Launcher is not active, you can
also press and hold Select on the navigator to open the category pick list.

2. Select the category item that matches the name of the expansion card.

] . v Oy card

Address HardBall

&

Date Book

& £

HotSync MemoPad NotePad

Photos Prefs ToDolList -

Categorizing applications

The category feature enables you to manage the number of application icons that
appear onscreen in the Applications Launcher. You can assign an application to a
category and then display a single category or all your applications.

By default, your handheld includes system-defined categories, such as All and
Unfiled, and user-defined categories, such as Games, Main, and System.

You cannot modify the system-defined categories, but you can rename and delete
the user-defined categories. In addition, you can create your own user-defined
categories. You can have a maximum of 15 user-defined categories.

When you have an expansion card properly seated in the expansion card slot, the
expansion card name appears as the last item in the category pick list. You can
assign applications to the expansion card, but you cannot otherwise categorize
applications that reside on an expansion card.
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To categorize an application:
1. Press Home @ 9.

2. Press Command Stroke +Y.

Alternately, press Function C 0 + Menu (“/©), and then select Category on the
App menu.

3. Tap the pick list next to each application to select a category.

Category (i}

Address ¥ Main
Calc ¥ Main
Card Info ¥ System

Date Book ¥ Main
Documents ¥ Unfiled

Expense ¥ Main
HotSync ¥ System
Keyboard ¥ System
Memo Pad * Main
Note Pad * Main

TIP To create a new category, select Edit Categories from the pick list.
Tap New, enter the category name, and then press Function C D + Enter @
or tap OK to add the category.

4. Press Function C + Enter (¢), or tap Done.
To display applications hy category:

1. Press Home @ 9.

2. Do one of the following:

— Press Home repeatedly to cycle through all your categories.

— Tap the pick list in the upper-right corner of the screen, and select the
category you want to display.

— When the highlight in the Applications Launcher is not active, press and
hold Select on the navigator to open the category list, press Up or Down on
the navigator to highlight a category, and then press Select on the navigator
to display that category.

Changing the Applications Launcher display

By default, the Applications Launcher displays each application as an icon. As an
alternative, you can choose to show a list of applications. You can also choose to
view the same category of applications each time you open the Applications
Launcher.
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To change the Applications Launcher display:
1. Press Home @ 9.

2. Press Command Stroke +R.

Alternately, press Function € + Menu (“®), select Options, and then select
Preferences.

3. Tap the View By pick list and select List.
a. Press Function O + Enter (¢, or tap OK.

I E Im B== v Main
Address Calc

@ CardInfo (& Date Book
@& Documents & Expense
&} HotSync (& Keyboard
El MemoPad &/ Note Pad
Photos Prefs

E ToDolList B4 VersaMail
World Clock

To open the Applications Launcher to the last opened category:
1. Press Home @ 9.

2. Press Command Stroke +R.

Alternately, press Function C ) + Menu (“®), select Options, and then select
Preferences.

3. Tap the Remember Last Category check box to select it.
a. Press Function C ) + Enter (¢, or tap OK.

Copying applications to or from an expansion card

You can copy applications from your handheld to an expansion card, or from an
expansion card to your handheld.

To copy an application to an expansion card:
1. Press Home @ 9.

2. Press Command Stroke +C.
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3

4,

5.
6.

7

NOTE

To copy an application from an expansion card:
1.

2.

3.

Alternately, press Function C D + Menu (“®, and select Copy on the

App menu.

Copy To: w By Card

From: w Handheld

ardBall 26K

Select Handheld from the Copy From pick list.
Select the card name from the Copy To pick list.
The Copy To pick list appears only if there are multiple cards available.

Tap an application that you want to copy.

Tap Copy.

Press Function C ) + Enter (¢, or tap Done.

You can install applications to a card that is seated in the expansion card slot
during a HotSync® operation; see “Installing files and add-on applications”
later in this chapter for details.

Press Home @ 9,

Press Command Stroke +C.
Alternately, press Function C ) + Menu (), and select Copy on the

App menu.

CopyFrom: ~ BMy Card

To: Handheld
(13.9M Free)
CaveRibbon 6K
Cloak 77K
MineHunt 9K
Puzzle 4K
ScreenShot 124K
SubHunt 17K

(Done ) ( Copy ) (Settings.. )

If you view your applications on the card using a Card Reader on your
Windows or Mac computer, the actual file names may differ from those displayed
in the Applications Launcher.

Select the card name from the Copy From pick list.
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4. Select Handheld from the Copy To pick list.
5. Tap an application that you want to copy.

6. Tap Copy.

7 Press Function ) + Enter (¢), or tap Done.

You can also beam applications from expansion cards to your handheld.
See “Using elements of the handheld interface” in Chapter 3 for details.

Selecting copy settings
When using the copy feature, you can set the following:
» How applications are sorted and listed
=  Whether to copy only the application or both the application and its data files
To select copy settings:
1. Press Home @ 9.
2. Press Command Stroke +C.

Alternately, press Function ) + Menu (“®, and select Copy on the
App menu.

3. Tap Settings.

Settings Options a

Sort By: w Mamne
O <opy Applications Only

4. Select Name or Size from the Sort By pick list.

5. Tap the Copy Application Only check box to select it, if you want to copy only
the application files. Leave it deselected if you want to copy both the application
file and its associated data files.

6. Press Function C) + Enter (¢), or tap OK.
NOTE The Sort By setting is in effect each time you use the copy feature. Each time

you want to copy an application only, you must select the Copy Applications Only
check box.

Using menus

Menus on your handheld are easy to use. Once you have mastered them in one
application, you can use them the same way in all other applications.

The menus of each application are illustrated in the chapter that discusses that
application.
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To open the menu bar:
1. Open an application (such as Memo Pad).

2. Do one of the following:
— Press Function C ) + Menu (9,

— Tap the inverted title area at the top of the screen.

Tap the title area
ﬁ 4 10f5 p Cnfiled.

11422 Meeting Minutes

"| delete Memo...
"| Bearn Memo

implemnented by employeaess, implermented by ermployeess,

Michele Baker toreparton Michele Boker toreparton .
expanding roarkets in the Dallas - expanding roarkets in the Dallas -
Fort Waorth area, # Fort Warth areq,

@.--

m

Press Press
Function Menu

In this example, three menus are available: Record, Edit, and Options. The Record
menuis selected and contains the commands New Memo, Delete Memo, and Beam
Memo.

Choosing a menu

The menus and menu commands that are available depend on the application that
is currently open. Also, the menus and menu commands vary depending on which
part of the application you're currently using. For example, in Memo Pad the
menus are different for the Memo list screen and the Memo record screen.

To select a menu command with the stylus:

1. Tap the menu bar for an application.

2. Tap the menu that contains the command you want to use.

3. Tap the command you want to use.

TIP After you open the menu bar, you can also press Right and Left on the navigator

to select a menu, press Down on the navigator to select the command you want to
use, and then press Select on the navigator to run the command.
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Menu commands

Most menu commands have an equivalent Command stroke, which is similar to
the keyboard shortcuts used to execute commands on computers. For information
on using menu commands, see the next section “Using menu commands and the
command toolbar”.

Using menu commands and the command toolbar

By using the menu commands you can access many functions directly from the
keyboard without tapping. You can also view the 802.11b radio signal strength and
access the Wi-Fi Preferences screen.

Using menu commands

Most menu commands have an equivalent Command stroke, which is similar to
the keyboard shortcuts used to execute commands on computers. The command
letters appear to the right of the command names. For example, to choose Select All
in the Edit menu, press Command stroke and type the letter s.

U
X
i
P
Select All 51— Command letters

Keyboard K
Graffiti 2 Help G

Menu commands

Using the command toolbar

The command toolbar displays the 802.11b radio signal strength indicator. The
command toolbar also displays context-sensitive menu commands for the current
screen. For example, if text is selected, the menu icons displayed may be Undo,
Cut, Copy, and Paste. Tap an icon to select the command.

'Memo K IFTSFEL “Unfiled]

11/22 Meeting Minutes

Wayne Hoff to sendin
documentation plan.

Paul Oshorne to report on customer
visits.

Micki Hickox to manage customer
relations,

/. —% Tu[lﬂﬂ]‘

\ | FL
Cut Copy aste

[Memo K IFTIFN S {Unfiled]

11/22 Meeting Minutes

Wayne Hoff to sendin
documentation plan.

Paul Osborne to report on customer
visits.

Micki Hickox to manage customer
relations.

Beam Delete

e — 3 '@ﬁﬂﬂﬂ]}— Radio signal

strength indicator

45



Chapter 4 Working with Applications

To use menu commands:
1. Press Command stroke (9.

The Command toolbar opens at the bottom of the screen. The Command toolbar
indicates that you are in Command mode.

Tap an icon or type the command letter immediately to choose the menu
command.

Command mode is active only for a short time.

To access Wi-Fi status:

1.

Press Command stroke (< ).

2. Tap the radio signal strength indicator.

From the Wi-Fi Status dialog box, you can view the network connection and
signal strength. You can also tap to access Wi-Fi and VPN preferences.

See “Wi-Fi preferences” in Chapter 18 and see “VPN preferences” in Chapter 18
for more information on preferences.

[Memo L IEETEEL [Unfiled

11/22 Meeting Minutes

Wayne Hoff to sendin

documentation plan. Wi-Fi: On
Paul Osborne to report on customer q Network: WorkLAN
s Signai: (I

Micki Hickox to manage customer

oo ( Done ) (Wi-FiPrefs.. ) ( VPN...)

. T RTul— Tap here

Choosing application preferences

You can set options that affect an entire application in the application’s
Preferences dialog box.

To change preferences for an application:

1.

2.

Open an application.
Press Command Stroke +R.

Alternately, press Function C D + Menu (), and then select Preferences on the
Options menu.

NOTE Not all applications have a Preferences command.

Make changes to the settings.
Press Function C D + Enter (¢, or tap OK.
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Performing common tasks

The tasks described in this section use the term records to refer to an individual item
in any of the applications: a single Date Book event, Address Book entry, To Do List
item, Memo Pad memo, Note Pad note, or Expense item.

Creating records

You can use the following procedure to create a new record in Date Book, Address
Book, To Do List, Memo Pad, Note Pad, and Expense.

To create a record:

1.
2.
3.

Select the application in which you want to create a record.
Tap New.

In Date Book only: Select start and end times for your appointment, and press
Function C) + Enter (¢), or tap OK.

Enter text for the record.

(Optional) Tap Details to select attributes for the record. (In Note Pad the Details
command is located on the Options menu.)

In Address Book, Note Pad, and Memo Pad only: Press Function @
+ Enter (¢, or tap Done.

There’s no need to save the record, because your handheld saves it automatically.

Editing records

After you create a record, you can change, delete, or enter new text at any time.
Two screen features tell you when your handheld is in editing mode:

A blinking cursor

One or more dotted edit lines

(sui 24,02 IKIEEE HEEL

Planning Teamn_Mesting

——— Blinking cursor

oo Edit line
c:.00
&:00

NOTE In Note Pad you can write anywhere on the screen. Therefore, you will
not see an edit line or blinking cursor unless the cursor is in the title line.
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Entering text
For information on how to enter text using the keyboard on your handheld or the

keyboard attached to your computer, see Chapter 3. For information on entering
text in Note Pad, see Chapter 11.

Using the Edit menu

The Edit menu is available with any screen where you enter or edit text. In general,
commands available in the Edit menu apply to text that you select in an application.

To select text in an application:
1. Tap the beginning of the text that you want to select.

2. Drag the stylus over the text to highlight it (in yellow).

NOTE You can also double-tap to select a word, or triple-tap to select a line of
text. You can also drag across the text to select additional words, or drag down
to select a group of lines.

The following commands may appear in an Edit menu:

Undo Reverses the action of the last edit command. For example, if you
used Cut to remove text, Undo restores the text you removed. Undo
also reverses deletions you made using the backspace.

Cut Removes the selected text and stores it temporarily in the memory
of your handheld. You can paste the text you cut into another area
of the current application or into a different application.

Copy Copies the selected text and stores it temporarily in the memory of
your handheld. You can paste the copied text into another area of
the current application or into a different application.

Paste Inserts the cut or copied text at the selected point in a record. The
text you paste replaces any selected text. If you did not previously
cut or copy text, Paste does nothing.

Select All Selects all the text in the current record or screen. This enables you
to cut or copy all of the text and paste it elsewhere.

Keyboard Opens the onscreen keyboard. After you finish with the onscreen
keyboard, press Function C + Enter ), or tap Done.
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Deleting records

To delete a record using the menu command:

1.

2.

Select the record you want to delete.

Press Command Stroke +D.

To delete a record using the Menu:

1.
2.
3.

4.

Select the record you want to delete.

Press Function C ) + Menu (“®).

Select Record, and then select one of the following Delete commands:
Date Book: Delete Event

Address Book: Delete Address

To Do List: Delete Item

Note Pad: Delete Note

Memo Pad: Delete Memo

Expense: Delete [tem

A confirmation dialog box appears. If you want to save a copy of the deleted
item to an archive file in Palm™ Desktop software, be sure that the check box is
selected. If you don’t want to save a copy, tap the check box to deselect it.

Press Function C ) + Enter (¢, or tap OK.

If you choose to save a copy of the selected item, your handheld transfers it to the
archive file on your desktop the next time you perform a HotSync operation. (The
archive option is not available in Note Pad.)

Other ways to delete records
You can also delete records in the following ways:

Delete the text of the record.

In Date Book, Address Book, To Do List, and Memo Pad, open the Details dialog
box for the record, tap Delete, and then press Function D + Enter (¢, or
tap OK.

NOTE When deleting a repeating event in Date Book, you can choose to delete
the current repeating event, current and future events, or all instances of that
event.

In Note Pad, open the note you want to delete, and then tap Delete.
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Purging records

Over time, as you use Date Book, To Do List, and Expense, you'll accumulate
records that have outlived their usefulness. For example, events that occurred
months ago remain in the Date Book, and To Do List items that you marked as
completed remain in the list, as do Expense items.

All these outdated records take up memory on your handheld, so it’s a good idea
to remove them by using Purge. If you think Date Book or To Do List records might
prove useful later, you can purge them from your handheld and save them in an
archive file on your computer.

Purging is not available in Address Book, Note Pad, or Memo Pad; you must delete

outdated records manually from these applications.

To purge records:
1. Open the application.

2. Press Command Stroke +E.

Alternately, press Function C ) + Menu (8, and then select Purge on the
Record menu.

A confirmation dialog box appears.

Date Book: Tap the pick list and select how old a record must be to be purged.
Purge deletes repeating events if the last of the series ends before the date that
you purge records.

Date Book, To Do List: If you want to save a copy of the purged records to an
archive file on your desktop, be sure that the check box is selected. If you don’t
want to save a copy, tap the check box to deselect it.

Expense: Select the category you want to purge. All data in the selected category
will be purged, and there is no archive option.

3. Press Function C) + Enter (¢, or tap OK or Done.
If you chose to save a copy of the purged records, your handheld transfers them to

an archive file on your desktop the next time you perform a HotSync operation.

NOTE Purging does not happen automatically. You must select the command to
make it happen.

Categorizing records

You can categorize records in the Address Book, To Do List, Note Pad, Memo Pad,
and Expense applications so that they are grouped logically and are easy to review.

When you create a record, your handheld automatically places it in the category
that is currently displayed. If the category is All, your handheld assigns it to the
Unfiled category. You can leave an entry as Unfiled or assign it to a category at any
time.
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By default, your handheld includes system-defined categories, such as All and
Unfiled, and user-defined categories, such as Business and Personal.

You cannot modify the system-defined categories, but you can rename and delete
the user-defined categories. In addition, you can create your own user-defined
categories. You can have a maximum of 15 user-defined categories in each
application.

When you have an expansion card properly seated in the expansion card slot, the
last item in the category pick list is the name of the expansion card. You cannot
otherwise categorize applications that reside on an expansion card.

Address Book contains the QuickList user-defined category, in which you can store
the names, addresses, and phone numbers you might need in emergencies (doctor,
fire department, lawyer, and so on).

Expense contains two user-defined categories, New York and Paris, to show how
you might sort your expenses according to different business trips.

The illustrations in this section come from Address Book, but you can use these
procedures in all the applications in which categories are available.

To move a record into a category:
1. Select the record you want to categorize.

2. In Address Book only: Tap Edit.
3. Tap Details.
4. Tap the Category pick list to display the list of available categories.

Address Entry Details

Show in List: w Work

-|Business

Cat :
a ?gury Fersonal
Private:nyick st

Unfiled N
@ Edit Categaories... :]

5. Select the category for the record.
6. Press Function C ) + Enter (¢, or tap OK.
NOTE In Address Book, Note Pad, and Memo Pad you can select the category

name in the upper-right corner of the screen to assign the item to a different
category.
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To display a category of records:
1. Tap the category pick list in the upper-right corner of the list screen.

Tap here

+ Fll

Abrarns, Liz
Adarns, Ben
Beckrnan, Rachel
Eertolli, Marous
Bruce, Jarerny
Eutler, Richard
Cain, Cathy
Carpenter, Joan
Carter, Melania
Chu, Byron
Connet, Sandy

Lok Up:

BE0-454-6121W
408-FF2-1900W
E10-E32-0748 W
213-422-1363W
403-459-1279W
Eig-g2e-1424W
BE0-235-6222 W
T18-g24-1548W
212-395-6277 W
213-343-9301 W
I01-933-6833W

o

NOTE
To Do list.

—

Abrarns, Liz
Adarns, Ben
Beckrnan, Rachel
Eertolli, Marous
Bruce, Jarerny
Eutler, Richard
Cain, Cathy
Carpenter, Joan
Carter, Melania
Chu, Byron
Connet, Sandy

Lok Up:

Buziness
Fersonal

Eig-g2e-1424W
BE0-235-6222 W
T18-g24-1548W
212-395-6277 W
213-343-9301 W
I01-933-6833W

o

2. Select the category you want to view.

In the Date Book Agenda view, the pick list is in the upper right of the

The list screen now displays only the records assigned to that category.

TIP Pressing an application button on your handheld scrolls through all the
categories of that application except for Unfiled. This feature is not available in
Date Book.

To define a new category:
1. Tap the category pick list in the upper-right corner of the screen or list.

Tap here

- Fll

Abrarns, Liz
Adarns, Ben
Beckrnan, Rachel
Eertolli, Marous
Bruce, Jarerny
Eutler, Richard
Cain, Cathy
Carpenter, Joan
Carter, Melania
Chu, Byron
Connet, Sandy

Lok Up:

BE0-454-6121W
408-FF2-1900W
E10-E32-0748 W
213-422-1363W
403-459-1279W
Eig-g2e-1424W
BE0-235-6222 W
T18-g24-1548W
212-395-6277 W
213-343-9301 W
I01-933-6833W

o

2. Select Edit Categories.

Abrarns, Liz
Adarns, Ben
Beckrnan, Rachel
Eertolli, Marous
Bruce, Jarerny
Eutler, Richard
Cain, Cathy
Carpenter, Joan
Carter, Melania
Chu, Byron
Connet, Sandy

Buziness
Fersonal

Eig-g2e-1424W
BE0-235-6222 W
T18-g24-1548W
212-395-6277 W
213-343-9301 W
I01-933-6833W

o
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3. Tap New.
Edit Categories a
Buziness
Fersonal
CriickList

4. Enter the name of the new category, and then press Function C D + Enter ), or
tap OK.

Edit Categories

Enter a new categqory name:

.

5. Press Function C) + Enter (¢), or tap OK.

You can assign any of your records to the new category:.

To rename a category:

1. Tap the category pick list in the upper-right corner of the screen or list.
2. Select Edit Categories.

3. Select the category that you want to rename, and then tap Rename.

Edit Categories a

Buziness
Fersonal
CriickList

4. Enter the new name for the category, and then press Function C D + Enter (@),
or tap OK.

Edit Categories
Enter a new categqory nanme:
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5. Press Function C) + Enter (¢), or tap OK.

TIP You can group the records from two or more categories into one category
by giving the categories the same name. For example, if you change the name
of the Personal category to Business, all records formerly in the Personal
category appear in the Business category.

Finding information
Your handheld offers several ways to find information quickly:

= All applications that reside on your handheld: Find locates any text that you
specify, always starting with the current application. However, Find does not
search through applications on expansion cards.

» Date Book, To Do List, Memo Pad: Phone Lookup displays the Address list
screen and enables you to add to a record the information that appears in this
list.

= Address Book: The Look Up line enables you to scroll immediately to a name
when you enter the first letters of that name.

» Expense: Lookup displays the names in your Address Book that have data in the
Company field. You can add these names to a list of attendees associated with
an Expense record.

Looking up Address Book records

In Address Book, you can use the Look Up line with the stylus or the navigator to
look up and quickly scroll to any of your Address Book entries.

To look up an Address Book record with the stylus:
1. From the Address list screen, enter the first letter of the name you want to find.

anzi, Arthur 415-555-7775 W

Mosich, Donn donna@example.c...
Nguyen, Mai 555-3434W
Plasterer, Michael 831-555-3792M
Spear, Midyne 831-555-7534M
Srivinas, Sanagala  954-555-1234H
Taylor, David 650-555-3434W
Technical Support

Venkat..,Raja raja@anyisp.com

Weiss, Chris 555-2367 W
Weston, Michelle 555-6338W .

‘ - Look Up line
Look Up:man New 5

The list scrolls to the first entry that begins with that letter. If you write another
letter, the list scrolls to the first entry that starts with those two letters. For
example, writing an s scrolls to “Sands,” and writing sm scrolls further to
“Smith.” If you sort the list by company name, the Look Up feature scrolls to the
tirst letter of the company name.

2. Tap the record to view its contents.
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To look up an Address Book record with the navigator:

1. From the Address List screen, press Right on the navigator to display the
navigator Quick Look Up line.

2. Press Up or Down on the navigator to select the first letter of the name you want
to find.

The list scrolls to the first entry that begins with that letter.

3. Press Right on the navigator to move to the next letter box.

Manzi, Arthur 415-555-7775W
Mosich, Donn  donna@example.c...
Nguyen, Mai 555-3434W

Plasterer, Michael 831-555-3792M
Spear, Midyne 831-555-7534M
Srivinas, Sanagala  954-555-1234H
Taylor, David 650-555-3434W
Technical Support

Venkat..,Raja  raja@anyisp.com
Weiss, Chris 555-2367 W

Weston, Michelle 555-6338W Quick Look Up line

Lookup:[M[AT | &

The Quick Look Up line displays only letters that are a possible match for that
position.

If only one match is possible for a particular position, the highlight jumps to the
next position.

4. Press Up or Down on the navigator to select the next letter of the name you want
to find.

The list then scrolls to the first entry that starts with those two letters. For
example, selecting s scrolls to “Sands,” and selecting sm scrolls further to
“Smith.” If you sort the list by company name, the Quick Look Up feature
scrolls to the matches for the company name.

5. Repeat steps 3 and 4 until the entry you want appears in the list.
6. Press Select on the navigator to highlight the record you want.

7. Press Select on the navigator to view the contents of the selected record.

TIP If only one match is possible for the letters you selected, the contents of
the record displays automatically.

Using Find

You can use Find to locate any text that you specify, in any application that resides
on your handheld. Find does not search applications that reside on an expansion
card.
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To use Find:
1. Press Function C ) + Find @9,

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

2. Enter the text that you want to find.

Find is not case-sensitive. For example, searching for the name “davidson” also
finds “Davidson.”

Find locates any words that begin with the text you enter. For example,
searching for “plane” finds “planet” but not “airplane.”

3. Press Function C) + Enter (¢), or tap OK.

Find searches for the text in all records and all notes.

Matches for “David”

To Do Items
Call David 555- 2676
— V Memos

= - —— Addresses —88M8
Find:
(LT | # Taylor, David 650-555-3434W

———— Datebook

Expense ltems
Memos
Notes

As your handheld searches for the text, you can tap Stop at any time. You may
want to do this if the entry you want appears before your handheld finishes the
search. To continue the search after you tap Stop, tap Find More.

4. Tap the text that you want to review.

Using Phone Lookup

Phone Lookup displays the Address list screen and enables you to add to a record
the information that appears in this list.

To use Phone Lookup:

1. Display the record in which you want to insert a phone number. The record can
be in Date Book, To Do List, Memo Pad, or any other application that takes
advantage of this feature.

2. Press Command Stroke + L.

Alternately, press Function C D + Menu (“®, and then select Phone Lookup on
the Options menu.
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3. Begin to spell the last name of the name you want to find.

The list scrolls to the first record in the list that starts with the first letter you
enter. Continue to spell the name you're looking for, or when you see the name,
tap it.

Abrarns, Liz BE0-454-6 1211
Adarnsz, Ben A08-772-19004
Beckrnan, Rachel E10-532-0746 W
Bertolli, Marous 213-422-13631W
Bruce, Jarerny A03-459-1279 1
Butler, Richard E16-626-1424 W
Cain, Cath BE0-235-6222 W

Carpenter, Joan A

Carter, Melania 212-395-627T W
Chu, Byron 213-343-9801 W
Conner, Sandy 301-933-6833 W

Look Upcar s

4. Tap Add.

The name you selected, along with the other information associated with it, is
pasted into the record you selected in step 1.

Looking up names to add to Expense records

In Expense, Lookup displays the names in your Address Book that have data in the
Company field. You can add these names to a list of attendees associated with an
Expense record.

To add names to an Expense record:
1. Tap the Expense record to which you want to add names.

2. Tap Details.

Receipt Details

Category: w Unfiled
Type: w Lunch
Payment: w Unfiled
Currency: * §
Vend
City:
|JAttendess:

(58 (e (o) ()
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3. Tap Who.

Category: w Unfiled

Type: w Lunch

Payment: w MasterCard

Currency: * § #
Vendor: Rogie's Cafe

City: 5 neisco

|Attendees: B Tap here

(58 (e (o) ()

[+

4. Tap Lookup.

The Attendees Lookup screen displays all the names in your Address Book that
have data in the Company field.

5. Select the name you want to add, and then tap Add.
The name appears in the Attendees screen.

6. Repeat steps 4 and 5 to add more names.

7 Press Function C ) + Enter (¢, or tap Done.

8. Press Function C + Enter (¢), or tap OK.

Sorting lists of records

You can sort lists of records in various ways, depending on the application. Sorting
is available in applications that have list screens: Address Book, Note Pad, To Do
List, Memo Pad, and Expense.

NOTE You can also assign records to categories. See “Categorizing records” earlier
in this chapter.
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To sort records in Address Book, Note Pad, and Memo Pad:

1.

2.

Open the application to display the list screen.
Press Command Stroke +R.

Alternately, press Function C 0 + Menu (), and then select Preferences on the
Options menu.

Address Book

O Remember Last Category
¥ Enable Tap-to-Connect

List By:

Last Name, First Name
Company, Last Name

Note Pad

Sort by: » Manual
Alarm Sound: w Alarm
# Confirm note delete?

Memo Pad Memo Preferences 3
Sort by: w Alphabetic

Do one of the following:

Address Book: Tap the setting you want.

Note Pad: Tap the Sort by pick list and select Alphabetic, Date, or Manual.
Memo Pad: Tap the Sort by pick list and select Alphabetic or Manual.
Press Function C ) + Enter (¢, or tap OK.

To sort the Note Pad and Memo list manually, tap and drag a note or memo to
a new location in the list.

To make the list appear in Palm Desktop software as you manually sorted it on
your handheld, open the application in Palm Desktop software and click Sort
by. Then select Order on Handheld.

To sort records in To Do List and Expense:

1.

2.

3.

Open the application to display the list screen.
Tap Show.

Tap the Sort by pick list and select an option.
Press Function C ) + Enter (¢, or tap OK.
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Attaching notes

In Address Book, Date Book, To Do List, and Expense, you can attach a note to a
record. A note can be up to several thousand characters long. For example, for an
appointment in Date Book, you can attach a note with directions to the location.

To attach a note to a record:
1. Display the entry to which you want to add a note.

To display an entry, tap it or press Up or Down on the navigator to highlight it,
and then press Select on the navigator.

2. In Address Book only: Tap Edit.

3. Tap Details.

4. Tap Note.

5. Enter your note.

6. Press Function C0) + Enter (¢), or tap Done.

A small note icon appears at the right side of any item that has a note.

Guitar Lessan [} —— Note icon

T (Mew) (Details) [Go 1o

To review or edit a note:
» Tap the Note icon [J.

TIP In Date Book, you can also select the event that contains the note, press Select
on the navigator to open the note, and then press Select on the navigator again to
close the note.

To delete a note:
1. Tap the Note icon [J.

2. Tap Delete.
3. Press Function C) + Enter (¢, or tap Yes.
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Choosing fonts

In many applications, you can change the font style to make text easier to read. You
can choose small, small bold, large, or large bold fonts in each application that

enables you to change font style.

'Memo KIETSEN S Unfiled

12/06 Meeting Minutes

Rick Hartwig to develop action plan
for marketing team,

Stephane Maes gave results of
customer visits)

[Memo CEETSEN) Unfiled

12/06 Meeting Minutes
Rick Hartwig to develop
action plan for marketing
team.

Stephane Maes gave results

of customer visits, |

Done ] | Details Done ] [ Details
Small font Small bold font

[Memo CEETSEN) Unfiled

12/06 Meeting Minutes 12/06 Meeting Minutes
Rick Hartwig to develop Rick Har twig to develop
action plan for marketing action plan for marketing
team, team.

Stephane Maes gave results
of customer visits]

Done ] [ Details

[Memo CEETSEN) Unfiled

Stephane Maes gave results
of customer visits.

Done ] [ Details

Large font Large bold font

To change the font style:

1.

2.

Open an application.
Press Command Stroke +E

Alternately, press Function C D + Menu (), and then select Font on the
Options menu.

Tap the font style you want to use.

Tap here for small bold font
Font: | 4 |3 — Tap here for large bold font

l Tap here for large font

Tap here for
small font

Press Function C ) + Enter (¢, or tap OK.
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Receiving alerts

You can receive alerts on your handheld and in Palm Desktop software.

Receiving alerts on your handheld

When you use certain application settings, your handheld can alert you to any of
the following;:

» An appointment set in Date Book
= A note created in Note Pad
= An alarm set in World Clock

When an alert occurs, your handheld displays a reminder message. If you tap
Snooze in response to an alert message, your handheld reminds you of the item
again in five minutes. The Reminders screen displays alerts that await attention.

555 pin Reminders

O 1y 5:lS prn Today
Stop on the way horne

O @ 540 pro Today
Alarrm

O & 10:15 ann- 11:00 arn Taday
Review schedules

[Deone ] [ Snocze | [ Clear Al

To respond to alerts, do one of the following:
= Select an item’s check box to clear the item.

» Tap an item (either the icon or the text description) to open the application

where the alarm was set. The application opens to the entry associated with the
alarm.

= Press Function C ) + Enter (¢, or tap Done to close the reminder list and return
to the current screen. An attention indicator blinks in the upper-left corner of the
screen; tap it to view the alert list again.

» Tap Snooze to see the list again in five minutes.

If you tap Done or Snooze and view the reminder list later, the current time is
displayed in the Reminder bar and the original alert time is displayed with each
list item.

» Tap Clear All to dismiss all alerts in the list.
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Receiving alerts from Palm Desktop software

You can also set an option to receive Date Book event alerts from Palm Desktop
software. The feature is disabled by default, so you must enable it within Palm
Desktop software.

To enahle an event alert from Palm Desktop software:
1. Double-click the Palm Desktop icon.

2. From the Tools menu, select Options, and then select Alarms.

3. Set Alarm Configuration options, either Always Available or Available only
when the Palm Desktop is running.

4. (Optional) To hear an alert sound as well as receive an alert message, select the
check box Play audible notification with alarm dialog.

5. Click OK.

Hiding or masking private records

You can use the Security preferences to set a password and select whether to mask
your private records or hide them completely. See “Security preferences” in
Chapter 18 for details.

Installing and removing applications

This section explains how to install and remove applications and other files on
your handheld or on an expansion card, and how to remove Palm Desktop
software from your computer.

Installing files and add-on applications

Your handheld comes with many applications installed and ready to use. During
a HotSync operation you can also install additional applications, such as games
and other software, on your handheld or on a card that is seated in the expansion
card slot. Applications or games that you install on your handheld reside in
RAM memory, and you can delete them at any time.

You can also install other files that are associated with an application on your
handheld, such as photos. Files that are not associated with an application on your
handheld may not be installed during a HotSync operation.

Both applications and files are easy to install during a HotSync operation. You can
install the following types of files:

» Palm file types, including PRC and PDB
» Image files, including BMP and JPEG

» Kinoma video files (requires the Kinoma application from the Software
Essentials CD-ROM)
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There are a variety of third-party applications available for your handheld. To
learn more about these applications, go to the web site: www.palm.com.

NOTE Palm works with developers of third-party add-on applications to ensure the
compatibility of these applications with your new Palm handheld. Some third-party
applications, however, may not have been upgraded to be compatible with your new
Palm handheld. If you suspect that a third-party application is adversely affecting the
operation of your handheld, contact the developer of the application.

Installing applications and files on a Windows computer

Palm Quick Install makes it easy to install applications and files during the next
HotSync operation. You can even install compatible files directly from a Zip file.
Depending on the file type, Palm Quick Install determines whether to install the
files on your handheld or on an expansion card.

You can use any of the following methods to install applications and files with
Palm Quick Install:

» Drag and drop files onto the Palm Quick Install icon on the Windows desktop.
» Drag and drop files onto the Palm Quick Install window.

»  Use the commands or buttons in the Palm Quick Install window.

» Right-click a file and send it to Palm Quick Install.

The procedures that follow explain how to install applications and files using each
of these methods.

To drag and drop applications or files onto the Palm Quick Install icon:

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

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

3. Drag and drop the file(s) or folder onto the Palm Quick Install icon on the
Windows desktop.

‘%:@

Palm Quick Install displays a confirmation dialog box that shows whether the
files will be installed on your handheld or on an expansion card, and you can
choose the user name to which the files will be installed.

4. Click OK.

The selected files are placed in the Handheld or Expansion Card file list, based
on the file extension.
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Installing and removing applications

5. Perform a HotSync operation to install the files. See “Performing cradle/cable
HotSync operations” in Chapter 17 for details.

NOTE Files that remain in the list after you perform a HotSync operation were
not installed. This can happen if the file type was not recognized during the
HotSync operation. If files are unrecognized, try launching the associated
application from your handheld and then performing another HotSync
operation. If the files still remain in the list, they are not associated with an
application on your handheld and cannot be installed. Expansion cards may
also hold files that are not Palm application files.

To drag and drop applications or files onto the Palm Quick Install window:

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

2. Double-click the Palm Quick Install icon on the Windows desktop.

Handheld file list 4 Paim Quick Instal B=ES
Fie Edi Yiew Help
@ Handheld: 12.5MB iree ss of last Hat$yno oparation User: | Stevs Wigget -
Hame [ Size [ Type
[ AppChack pdb IEE4 KR pdb 3
[ EiAppCheck.pre AOEIEE  pic i nowedrilajog
[ Multhail e A29TICE  pie
[R5 Palrn Fisader pr 2METER  pie
I — | |
lf . g . Additional Info
?__ ‘ : > xpansian Card:125.6 M9 ree s of lost HekSyme cporaton| | -
:E!’. Hame: [ Size | Tupe |
EEBE_Cruisin' Tunes: ARBME
A Emsbdayipg AEEKE jpg TH
T RosellE A
®sufing_22_Flace 222ME mod
|
Add.. Aemove Hide Delais
Ready 1iker, 10R.S3KE 2
Expansion card file list Status bar

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

4. Drag and drop the file(s) or folder onto the handheld or expansion card file list.

If a No symbol appears when you attempt to drag a file onto a file list, that file
is not supported on that destination.

The status bar shows the number of files selected and their total size. However
since some file types are compressed during synchronization they may actually
require less space then the amount shown in the file size column or status bar.
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5. Perform a HotSync operation to install the files. See “Performing cradle/cable

HotSync operations” in Chapter 17 for details.

NOTE Files that remain in the list after you perform a HotSync operation were
not installed. This can happen if the file type was not recognized during the
HotSync operation. If files are unrecognized, try launching the associated
application from your handheld and then performing another HotSync
operation. If the files still remain in the list, they are not associated with an
application on your handheld and cannot be installed. Expansion cards may
also hold files that are not Palm application files.

To use the command buttons in the Palm Quick Install window:
1. Copy or download the application(s) or file(s) you want to install onto your

computer.

. Double-click the Palm Quick Install icon on the Windows desktop.

"
A Palm Quick Install O] =]

Fle Edi Yiew Hep User

[@ Handheld: 12 5 M8 free s= of last HotSyne oprstion LUsar: | Steva wiggat - — drop-down
e [ Bl ii list

[ AppChack pb IBEIER  pdb Properties

[E AppCheck pre 4083KE pic Hame:
[ MultMailpre 4097340 prc et
[FE Pl Aeader pro 22067 B pio

Snowedrilaog
TLATKE
P3

“ o | — g

L
?.-@ Expansion Card:125.5 M8 free as of losi HxSyne operaton]
:Eg [ Size | Type B
d unes

I5EME  mpl
HMEBEE g

5 ruseM conl o AR m
#"5uling_22_Flace 2Z22ME mod

Add button

- Add. Bemave HideDetais_|

Ready 1item, 108.53K3 —

Status bar

. In the User drop-down list, select the name that corresponds to your handheld.

. Click Add.

TIP To install a folder, open the File menu and select Add Folder.

. Select the application(s) or file(s) that you want to install.

If you do not see the application(s) or file(s) in the default folder, navigate to the
folder that contains the application(s) or file(s) that you want to install.

. Click OK.

If you need to change the destination of the application you are installing, drag
the files to move applications between the handheld and expansion card file list.

The status bar shows the number of files selected and their total size. However
since some file types are compressed during synchronization they may actually
require less space then the amount shown in the file size column or status bar.
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8. Perform a HotSync operation to install the selected application(s).

See “Performing cradle/cable HotSync operations” in Chapter 17 for details.

NOTE Files that remain in the list after you perform a HotSync operation were
not installed. This can happen if the file type was not recognized during the
HotSync operation. If files are unrecognized, try launching the associated
application from your handheld and then performing another HotSync
operation. If the files still remain in the list, they are not associated with an
application on your handheld and cannot be installed. Expansion cards may
also hold files that are not Palm application files.

To use the right-click menu to send the file to Palm Quick Install:

1.

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

2. From My Computer or Windows Explorer, right-click the file(s) or folder that

you want to install.
Select Send To and then select Palm Quick Install.

Palm Quick Install displays a confirmation dialog box that shows whether the
tiles will be installed on your handheld or on an expansion card.

Click OK.

The selected files are placed in the Handheld or Expansion Card file list, based
on the file extension.

Perform a HotSync operation to install the files. See “Performing cradle/cable
HotSync operations” in Chapter 17 for details.

Any unrecognized files are not installed.

Palm Quick Install Tips

The following tips can help you use Palm Quick Install most effectively:

By default video files are placed in the expansion card file list. If you prefer to
store these files on your handheld you can move them to the handheld file list.

When you drag and drop a folder, Palm Quick Install looks at files in the first
level of subfolders only; it does not look at folders nested inside the subfolders.

To install files in a different location, start Palm Quick Install and drag the files
to a different file list.

You can also access the Palm Quick Install window by clicking Quick Install on
the Palm Desktop Launch bar.

Installing applications and files on a Mac computer

The Install Tool makes it easy to install applications and files during a HotSync
operation. You can specify whether to install the files on your handheld or on an
expansion card.
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To install add-on software on your handheld using a Mac computer:

1.

5.

On your Mac computer, copy or download the application you want to install
into the Add-on folder in your Palm folder.

Double-click the HotSync Manager icon in the Palm folder.
From the HotSync menu, select Install Handheld Files.

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

806 Install Handheld Files
P o
User: dkajiyama lic 7 ‘
Srajyama Y3 i/
f al i —]
File | Size Destination &=
@) Giraffe.prc 19K Handheld (2
Add To Lt
@ HARDBALL.PRC 17K Handheld sl
@ MINEHUNT.PRC 9K Handheld = ‘
'
@ PUZZLE.PRC 4K Handheld =] |
Remove FromLit | |
|
Change Destination.
#ppliatian hio
— Tips!
| The fiks n this Ist willbe nstaled on  To add fes to this It efther drag- T d other third party appliestions
| your handhel deviee the next tme  and-drop them onfo this windew, or 3 files for your handhe K device,
| you perform a HotSne operation clik the "Add " button. check out ourweb site 3t
| http /A paim.com
A

Click Add To List.

From: | Add-on ?1

[~ Add-on F ) @ Giraffe.prc

2 Conduit Manage @ HARDBALL.PRC
[7 Holiday Files b @ MINEHUNT.PRC
%) HotSync Manager @) PUZZLE.PRC

29 Palm Desktop

L2 Palm OS™ Updates P

Palm Setup Assistant

ReadMe
O Transport Monito

73 _Tutarial r

Go to:
Add to Favorites Cancel Add File

If the file you want to install is not listed in the dialog box, go to the folder to
which you copied the file. Most handheld application files have the extension
PRC or PDB.

Select the application(s) you want to install.

Click Add File to add the selected application to the Install Handheld Files list.

TIP You can also drag files, or folders of files, to the list in the Install Handheld
Files dialog box. The files are copied to the Files To Install folder.
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8. If you need to change the destination of the application you are installing, click
Change Destination in the Install Handheld Files window, and then use the
arrows to move applications between your handheld and an expansion card.

Handheld SecureDigital (SD) Card

HARDBALL.PRC

>
<

&)
j

9. Click OK to close the Change Destination window.
10. Close the Install Handheld Files window.

1. Perform a HotSync operation to install the selected application(s) on your
handheld. See “Performing cradle/cable HotSync operations” in Chapter 17 for
details.

NOTE Files that remain in the list after you perform a HotSync operation were
not installed. This can happen if the file type was not recognized during the
HotSync operation. Expansion cards may hold applications that use files other
than the Palm application files. For your handheld to recognize such a file, you
must first launch the associated application at least once.

Removing applications

If you run out of memory or decide that you no longer need an application you
installed, you can remove applications from your handheld or from an expansion
card. From your handheld, you can remove only add-on applications, patches, and
extensions that you install; you cannot remove the applications that reside in the
ROM portion of your handheld.

To remove an add-on application:
1. Press Home @ 9.
2. Press Command Stroke +D.

Alternately, press Function C D + Menu (8, and then select Delete on the
App menu.

3. Tap the Delete From pick list and select either Handheld or Card. If you want
to delete applications from a card, the card must be seated in the expansion
card slot.
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4. Tap the application that you want to remove.

Delete (i}
Delete From: w Handheld

Free Space: 14.1M of 14.3M

I |
FlashCard 36K
Graffiti 2 24K
ScreenShot 24K

5. Tap Delete.
6. Press Function O + Enter (¢), or tap Yes.
7 Press Function C0) + Enter (¢), or tap Done.

Removing Palm Desktop software

If you no longer want to use Palm Desktop software, you can remove it from your
computer.

This process removes only the application files. The data in your Users folder
remains untouched.

IMPORTANT If you remove Palm Desktop software, you also remove the HotSync
Manager synchronization software and can no longer synchronize with your
computer. If you want to synchronize data with another personal information
manager (PIM), you need to install HotSync Manager from the Desktop Software CD-
ROM after you remove Palm Desktop software. During the installation select the
Custom option and then choose to install only HotSync Manager.

NOTE You may need to modify the steps shown here to accommodate the version
of the operating system installed on your computer.

To remove Palm Desktop software from a Windows computer:
1. From the Windows Start menu, select Settings and then click Control Panel.

2. Double-click the Add/Remove Programs icon.
3. Click the Change or Remove Programs button.
4. Select Palm Desktop.

5. Click Change/Remove.

This process removes only the application files. The data in your Users folder
remains untouched.
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6. Click Yes in the Confirm File Deletion box.
7 Click OK.
8. Click Close.

To remove Palm Desktop software from a Mac computer:

1. Insert the Desktop Software CD-ROM into the CD-ROM drive on your
computer.

2. Double-click the Desktop Software CD-ROM icon on your desktop.
3. Double-click the Palm Desktop Installer icon.

4. From the Easy Install screen, select Uninstall from the pop-up menu.
5. Select the software you want to remove.

6. Click Uninstall.

7. Select the folder that contains your Palm Desktop software files.

8. Click Remove.

9. Restart your computer.
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Using Address Book

Address Book enables you to keep names, addresses, phone numbers, and
other information about your personal or business contacts. Use Address
Book to do the following;:

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

» Enter up to five phone numbers (home, work, fax, mobile, and so on) or e-mail
addresses for each name.

» Define which phone number appears in the Address list for each Address Book
entry.

» Attach a note to each Address Book entry, in which you can enter additional
information about the entry:.

» Assign Address Book entries to categories so that you can organize and view
them in logical groups.

» Create your own digital business card that you can beam using e-mail to other
devices with an infrared (IR) port.

NOTE You can encrypt your Address Book entries. For more information,
see “Encrypting your data” in Chapter 18.
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To open Address Book:

» Press the Address Book application button (& on the front panel of your
handheld. Address Book opens to display the list of all your records.

QOOHOOOOOE
VOHOOLOOOE
|

6[0/0/6]6]6]0/6/6/0)
D= @D

.

Address Book button

TIP Press the Address Book application button repeatedly to cycle through the
categories in which you have records. You can also press and hold the Address Book
application button (®) to instantly beam your business card to another device with an
IR port. The receiving device must also have an application that can read the
Address Book data.

Creating an Address Book entry

A record in Address Book is called an entry. You can create entries on your
handheld, or you can use Palm™ Desktop software to create entries on your
computer and then transfer the entries to your handheld during your next
HotSync® operation.

Palm Desktop software also has data import capabilities so that you can load
database files into Address Book on your handheld.

See “Importing data” in Chapter 3 and Palm Desktop online Help for more
information.

To create a new Address Book entry:
1. Press the Address Book button @ on the front of your handheld to display the

Address list.
2. Tap New.
 All Cursor at Address Edit { Linfiled:
Abrarns, Liz BE0-454-6 121 W Last name Last narne:
Adarns, Ben A08-7r2-19004 First narne:
Beckrnan, Rachel EA0-Eaz-07de Title:
Eertolli, Marous 213-d22-13830 COrnpany:
Bruce, Jarerny A0E-459-12790 w Wark:
Butler, Richard E16-626-1424'W # » Home:
Cain, Cathy BEO-235-6222 W w Mobile:
Carpenter, Joan Tg-g2d-15400 w E-rnail:
Carter, Melania 212-395-627T w Other:
Chu, Byron 213-343-0801 W Address:
Connet, Sandy A01-93E-R0EEN City:
N r N
LookUp: ¥ (Done | (Detais | (Tote ]3|
Tap New
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3. Enter the last name of the person you want to add to your Address Book.

The handheld automatically capitalizes the first letter of each field (except
numeric and e-mail fields). You do not have to use the CAPS key to capitalize
the first letter of the name.

4. Tap the First Name field.
TIP Pressing Tab moves the cursor to the next field.

5. Enter the first name of the person in the First Name field.
6. Enter the other information that you want to include in this entry.

As you enter letters in the Title, Company, City, and State fields, text appears for
the first logical match that exists in your Address Book. As you enter more
letters, a closer match appears. For example, you may already have Sacramento
and San Francisco in your Address Book. As you enter S, Sacramento appears,
and as you continue entering a2 and n San Francisco replaces Sacramento. As
soon as the word you want appears, tap the next field to accept the word.

7. Tap the scroll arrows ¢ or press Up/Down on the navigator to move to the next
page of information.

8. After you finish entering information, Press Function C ) + Enter @ , Or
tap Done.

Address Edit i Business

(TS Weston

First name: Michelle
Title:
Company: Example, Inc.
~ Work: §55-338
* Home:
w Fax:
w Qther:
 E-mail:

(Done ) (Details..) (Note ) &

Tap Done

TIP To create an entry that always appears at the top of the Address list, begin the
Last name or Company field with a symbol, as in *If Found Call*. This entry can
contain contact information in case you lose your handheld.

Selecting types of phone numbers

You can select the types of phone numbers or e-mail addresses that you associate
with an Address Book entry. Any changes you make apply only to the current
entry.
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To select other types of phone numbers in an entry:
1. Tap the entry that you want to change.

2. Tap Edit.

3. Tap the pick list next to the label you want to change.

Address Edit

(ST Weston

First name: Michelle
Title:

i Business

Address Edit i Business

Last name: Weston

First name: Michelle
Title:

Company: Example, Inc.
Tap -~ Work:555-6338
triangle ~ Home:

¥ Fax:
w QOther:
* E-mail:

Pager

(Done ) (Details.. ) (Note ) & Mobile ](Details... ) ( Note &

4. Select a new label.

Changing Address Entry details

The Address Entry Details dialog box provides a variety of options that you can
associate with an entry.

To open the Address Entry Details dialog hox:
1. Tap the entry whose details you want to change.

2. Tap Edit.
3. Tap Details.

Address Entry Details £

Show in List:  Work
Category: w Unfiled
Private: [

4. Select any of the following settings:

Show in List Select which type of phone or other information appears in
the Address list screen. Your options are Work, Home, Fax,
Other, E-mail, Main, Pager, and Mobile. The identifying
letters W, H, F, O, M, or P appear next to the record in the
Address list, depending on which information is displayed.
If you select E-mail, no identifying letter is displayed.

Category Assign the entry to a category.

Private Hide this entry when Security is turned on.
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Making connections from Address Book

You can use the entries in your Address Book to launch applications that perform
tasks such as dialing a phone number or creating an e-mail message. Some of the
applications you can launch are included on the Software Essentials CD-ROM that
comes with your handheld, and others may be available from third-party
developers and are sold separately. Most of these applications require a GSM
mobile phone or an optional modem accessory that is compatible with your
handheld (mobile phone and modem accessory sold separately).

Quick Connect

You can use Quick Connect to select an entry and initiate a related task with one
hand, using the navigator. You can also configure which application opens when
you choose a specific Address record field, and whether to add a prefix to all phone
numbers.

To use Quick Connect from an Address entry:
1. Open the Address entry to which you want to connect.

2. Press Right on the navigator to open the Quick Connect dialog box.

TIP You can also tap the Quick Connect icon in the title bar of the Address

record.
S s
EArthurI M:"'Zi Arthur Manzi

xample, Inc.

Work: 415-555-7775

(Done ) Edit ) ( New )

3. Select the method you want to use to connect.

Quick Connect initiates the related task. For example, if you tap a phone
number, Quick Connect sends the selected phone number to your mobile
phone.

77



Chapter 5 Using Address Book

To use Quick Connect from the Address list:

1.

2.

Highlight the Address entry to which you want to connect.
Press Command Stroke + L

Alternately, press Function ) + Menu (“®, and select Connect on the
Record menu.

Select the method you want to use to connect.

Quick Connect initiates the related task. For example, if you tap a phone
number, Quick Connect sends the selected phone number to your mobile
phone.

To configure Quick Connect settings:

1.

4,

From the Quick Connect dialog box, tap Settings.

[ QuickConnect @ [ Settings @O
Arthur Manzi 0 Number Prefix:

Dial: > Phone Dialer

SMS: ~ - None Available -

# Fax: ¥ - None Available -

EMail: > - None Available -

Map: ~ - None Available -

(Optional) Tap the Number Prefix check box and enter a prefix.

For example, to dial 1 before all phone numbers, select this check box and enter
a “1” in this field. The prefix is not added to a number that begins with the “+”
character.

Tap each of the pick lists and select the application you want to associate with
that task.

Press Function ) + Enter (¢, or tap OK.

Tap-to-Connect

With Tap-to-Connect you can select an entry and initiate a related task by tapping
it with the stylus. By default, Tap-to-Connect is not enabled.
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To enable Tap-to-Connect:
1. From the Address list, Press Command Stroke +R.

Alternately, press Function C D + Menu (“®), and select Preferences on the
Options menu.

2. Tap Enable Tap-to-Connect.
3. Press Function C + Enter (¢), or tap OK.
TIP You can also configure which application opens when you tap a specific Address

record field, and whether to add a prefix to all phone numbers. See “Quick Connect”
earlier in this chapter to learn how to configure these settings.

To make a connection with Tap-to-Connect:
1. Open the Address entry to which you want to connect.

2. Tap an item.

For example, to dial a phone number, tap the number you want to dial. To
address an e-mail message, tap an e-mail address.

3. (Optional) Tap the number to edit it.

Address =5 Business
Arthur Manzi
Example, Inc.

Work: 415-555-7715 Arthur Manzi (W)

(Done ][ Edit ) New )

For example, you might want to add an area code, a “1,” or a country code
before a phone number.
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Address Book menus

Record menus

Address Book menus are shown here for your reference, and Address Book
features that are not explained elsewhere in this book are described here.

See “Using menus” in Chapter 4 for information about selecting menu commands.

The Record and Options menus may differ, depending on whether you're
displaying the Address list screen or the Address view screen.

(G0 Edit Options ] (2T Edit Options ]
Duplicate Address /T Delete Address 7D
Connect 1 Duplicate Address /T
Beam Category Beammadress /8
Send Category Connect /1
Beam Business Card

R Attach Note Fdi
Address list Delete Note 70
Select Business Card
Beam Business Card

Address view

Duplicate Makes a copy of the current record and displays the copy in

Address Address Edit so you can make changes to the copied record. The
copy has the same category and attached notes as the original
record.

Connect Opens the Quick Connect dialog box where you can select which

application to use to make the connection.

Send Category  Opens a dialog box where you can select how to send all records
in the selected category to another device. The options available
depend on the software installed on your handheld.

Send Address Opens a dialog box where you can select how to send the
selected entry to another device. The options available depend
on the software installed on your handheld.
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Options menus

Record Edit Qeladint

(Record Edit [RT00Y

Font.. «F Font.. 7 F
Preferences... R Rename Custom Fields...
Rename Custom Fields... About Address Book
Security.. «H .
About Address Book Address view
Address list

Preferences

Rename Custom
Fields

About Address
Book

O Remember Last Category
¥ Enable Tap-to-Connect

List By:

Last Name, First Name
Company, Last Name

Remember last category: Determines how Address Book
appears when you return to it from another application. If
you select this check box, Address Book shows the last
category you selected. If you clear it, Address Book
displays the All category.

Fields that appear at the end of the Address Edit screen.
Rename them to identify the kind of information you enter
in them. The names you give the custom fields appear in

all entries.

Renaome Custom Fields

Create your own field names
by editing the text on the
lines below:

Cuztorn

Shows version information for Address Book.
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Using Calculator

Calculator enables you to perform basic calculations. Use Calculator to do
the following:

» Perform addition, subtraction, multiplication, division, and square root
operations.

= Store and retrieve values.

» Display the last series of calculations, which is useful for confirming a series of
“chain” calculations.

To open Calculator:
1. Press Home @ 9.

2. Tap the Calculator icon &.

Performing calculations

The Calculator includes several buttons to help you perform calculations.

0

Clears the entire calculation, so that you can begin a fresh
calculation.

Clears the last number you entered. If you make a mistake while
entering a number in the middle of a calculation, you can use this
button to reenter the number without starting the calculation over.
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Toggles the current number between a negative and positive value.
If you want to enter a negative number, enter the number first and
then press the +/- button.

s |

Places the current number in memory. Each new number you enter
with the M+ button is added to the total already stored in memory. The
number that you add can be either a calculated value or any number
you enter by pressing the number buttons. Pressing this button has
no effect on the current calculation (or series of calculations); it
merely places the value into memory until it is recalled.

=3
+

Recalls the stored value from memory and inserts it into the current
calculation.

Clears any value that is stored in the Calculator memory.

Calculates the square root of a number. Enter the number, and then
tap the square root button.

SHH

Viewing recent calculations

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

To display recent calculations:
1. Press Command Stroke +1.

Alternately, press Function " + Menu (“®, and then select
Recent Calculations on the Options menu.

Recent Calculations BB
65, *
32 =
2080, =
2080, !
24, =
B6.GEGEGT =
B6.GEG66T !
3 =
10833333 =

2. After you finish reviewing the calculations, press Function 0 + Enter ), or
tap OK.

84



Using Calculator menus

Using Calculator menus

The Calculator menu shown here is for your reference, and the Calculator feature
described here is not explained elsewhere in this book.

See “Using menus” in Chapter 4 for information about choosing menu commands.

Options menu
I options

Recent Calculations 1
About Calculator

About Calculator Shows version information for Calculator.
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Using Card Info

@ Card Info enables you to review general information about an expansion
card. Use Card Info to do the following:

s Review card contents.
= Rename a card.

s Format a card.

Reviewing Card Information

You can view the card name, type, available storage space, and a summary of its
contents.

To review Card Information:

1. Press Home @ 9.

2. Tap the Card Info icon &.

3. Review Card name, Type, and Size.

4. Review card contents summarized by directory.

Card: B My Card
Type: MultiMedia Card }
Size: 3 MEFresof 3ME
Application Directory: T Review summarized
3 Applications, 105 KB card contents

Review card information
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Renaming a card

Renaming a card enables you to give an easy-to-recognize name to the card.
To rename a card:

1. Press Home @ 9.

2. Tap the Card Info icon &.

3. Press Command Stroke +R.

Alternately, press Function () + Menu (“®, and then select Rename Card on
the Card menu.

4. Enter the new name for the card.

Renamne Card

MNew Card Mame:
Tl Garnes Card

5. Tap Rename.

Formatting a card

Formatting a card destroys all its data and prepares it to accept new applications
and data.

To format a card:

1. Press Home @ 9.

2. Tap the Card Info icon &.

3. Press Command Stroke +F

Alternately, press Function C ) + Menu (“®, and then select Format Card on
the Card menu.

a. Press Function C) + Enter (¢), or tap OK.
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Managing an expansion card

» When writing data to an expansion card, wait for your handheld to complete
the operation before removing the card from the slot. This prevents data
corruption or accidental damage to the expansion card.

» You can install applications to an expansion card after performing an initial
HotSync® operation. See “Installing files and add-on applications” in Chapter 4
for information. For optimal performance, we recommend that you do not
install more than fifty applications to a single expansion card.

»  When your handheld’s battery level becomes very low, access to the expansion
card may be disabled to protect your data. If this occurs, recharge your
handheld as soon as possible.

Using the Card Info menu

The Card Info menu is shown here for your reference, and the Card Info features
that are not explained elsewhere in this book are described here.

See “Using menus” in Chapter 4 for information about choosing menu commands.

Rename Card 'R
Format Card  ~F
Help «H
About Card Info

Help Provides help text.

About Card Info Shows version information for Card Info.
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Using Date Book

Date Book enables you to quickly and easily schedule appointments or any
kind of activity associated with a time and date. Use Date Book to do the
following:

» Enter a description of your appointment and assign it to a specific time
and date.

» Display a chart of your appointments for an entire week. The Week view makes
it easy to spot available times and potential scheduling overlaps or conflicts.

» Display a monthly calendar to quickly spot days where you have morning,
lunch, or afternoon appointments.

» Display an agenda showing appointments, untimed events, and your To Do
items for the day.

» Set an alarm to notify you of the scheduled activity.

» Create reminders for events that are based on a particular date, rather than time
of day. Birthdays and anniversaries are easy to track with your handheld.

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

NOTE You can encrypt your Date Book records. For more information,
see “Encrypting your data” in Chapter 18.

To open Date Book:

= Press the Date Book application button & on the front panel of your handheld.
Date Book opens to today’s schedule.

@) &) (oo ) (@D @D

Date Book button

TIP Press the Date Book application button repeatedly to cycle through the
Day, Week, Month, and Agenda views.

When you open Date Book, the screen shows the current date and a list of times for
a normal business day.
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Scheduling an event

A record in Date Book is called an “event.” An event can be any kind of activity
that you associate with a day. You can enter a new event on any of the available

time lines.

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

duration for any event.

It’s possible to schedule events that overlap, but Date Book makes it easy to find

such conflicts. See “Spotting event conflicts” later in this chapter.

You can also schedule events in your Date Book that occur on a particular date but
have no specific start or end times, such as birthdays, holidays, and anniversaries.
These are referred to as “untimed events.” Untimed events appear at the top of the
list of times, marked with a diamond. You can have more than one untimed event

on a particular date.

You can also schedule a repeating event, such as a weekly meeting, and continuous

events, such as a three-day conference or a vacation.

To schedule an event for the current day:
1. Tap the time line that corresponds to the beginning of the event.

TEXA CGMIETFED TEXA CGMIETFED
£:00 —Tap atime £:00
200 line 200
10:00 10:00
11:00 11:00
12:00 —> 12:00
Planning Teamn_Mesting
200 200
00 00
400 ) 400
500 Time bar 500
600 shows £:00
B e | duration

Enter event

2. Enter a description of the event. You can enter up to 255 characters.

3. If the event is one hour long, skip to step 5. If the event is longer or shorter than

an hour, tap the time of the event to open the Set Time dialog box.

[Jui 24, 02 IKIBTE HEAELE
ggg B :(I;?’]F])etlz)? an Start Time: t + N
; 9 05
10:00 event m 10 10
11:00 End Timne: 11 15
1zon 12p | | 20
mf_l_qn_ninq Tearmn Meeting q [ 2:00prn | . | 2
200 L. 3
00 2 25
500 5 ||4s
- 3 L))
o) o) L7 o] 55
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4. Do one of the following:

— Tap the time columns on the right side of the Set Time dialog box to set the
Start Time, and then tap the End Time box and tap the time columns to set
the End Time.

— Tap All Day to automatically insert the start and end time of the event as
defined in your Date Book preferences.

Start Time

highlighted Tap to scroll to

earlier hours

S5et Timne
Start Time: =00
Tap to automatically 10 '1]3 Tap to change
fill the start and end End Time: 1 15/l hours
times 12p | | 20
I | -
z 30— Tap to change
3 35|| minutes
4 40
3 L))
Ok Cancel T | | 55
I

Tap to scroll to
later hours

5. Press Function ) + Enter (¢, or tap OK.

6. Tap a blank area of the screen to deselect the event. A vertical line appears next
to the time, indicating the duration of the event.

If an event has the same start and end time, the time is displayed only once.
To schedule an event for another day:
1. Select the date you want for the event by doing one of the following:

— Tap the day of the week that you want in the date bar at the top of the screen.
If necessary, tap the Previous week or Next week scroll arrow to move to
another week.

Previous — Next
week week

BUd EEE
800 L} Tap to select a day of
%00 the current week

— Press Right or Left on the navigator to scroll to the next or previous day:.

FY

— Press Up or Down on the navigator to scroll within the current day.
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— Tap Go To at the bottom of the screen to open the Go to Date dialog box.
Select a date by tapping a year, month, and day in the calendar.

Previous year Next year

4 zo02 p

Jan | Feb [Mar | Apr [May| Jun Tap to select a
Aug | Sep | ot Moy | Dec month

S§M TW T F S
1 2 3 4 & &

7 8 9 10 11 12 13— Taptoselecta
14 15 19 20
222 2% 27 day
2 29
(Today }——|— Tap to select

current date

2. After you locate the date, follow the steps for scheduling an event for the
current day:.

To schedule an untimed event:
1. Select the date that you want for the event.
2. Tap New.

3. Tap No Time, so that no start or end time is defined for the new event.

Start Time: 10 4| |[=0D
. 12F 10

End Timne: 1 15
3 25

4 =30

6 40

] L0

Ik Cancel 9 ¥ | 5%

4. Enter a description of the event.

A[s[| T RlF[s]p A[s[| T RlF[s]p
2:00 New HIECH Irite Kwong to dinner
o untimed | &0
11:00 event 10:00
12:00 11:00
1:00 _> 12:00
200 1:00
200 200
400 ) 200
E:00 ™ No time 400
&0 selected 500
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5. Tap a blank area on the screen to deselect the untimed event.

If you create an event and decide later that there is no particular start or end time,
you can easily change it to an untimed event. Tap the time of the event in the Date
Book screen, tap No Time, and then press Function € + Enter ©, or tap OK.

Selecting an event

After you create an event, you can select an event to view its contents, reschedule
it, make it a repeating event, and add alarms or notes.

To select an event:
1. Go to the day on which the event is scheduled.
2. Tap the event.

TIP You can also press Select on the navigator to insert the highlight on the
next event in the current day or on the first event of another day. To scroll
through the events in the selected day, press Up and Down on the navigator.

Rescheduling an event
You can easily make changes to your schedule with your handheld.
To reschedule an event:
1. Select the event you want to reschedule.
2. Tap Details.
3. To change the time, tap the Time box and select a new time.
4. To change the date, tap the Date box and select a new date.
5. Press Function C) + Enter (¢), or tap OK.

Setting an alarm for an event

The Alarm setting enables you to set an alarm for events in your Date Book. You
can set an alarm to notify you minutes, hours, or days before an event. The default
Alarm setting is five minutes before the time of the event, but you can change the
Alarm to any number of minutes, hours, or days.

When you set an alarm, this icon & appears at the far right of the event with the
alarm. When the alarm occurs, a reminder message also appears onscreen.

To set an alarm for an event:
1. Select the event to which you want to assign an alarm.

2. Tap Details.
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3. Tap the Alarm check box to select it.
The default setting, 5 Minutes, appears.
4. Tap the pick list to select Minutes, Hours, or Days.

5. Select the 5 and enter any number from 0 to 99 (inclusive) as the number of
time units.

Event Details a

Tirne: | 2:00 arn - %00 amn
Date: i Wed 77247021
o i : Enter number of
Alarm: [ .5y Minutes time units here
Repeat: |
Private: — Tap hel’(—_) to select
unit of time

6. Press Function ) + Enter (¢), or tap OK.
7. When the reminder message appears on screen, do one of the following:

— Press Function C + Enter (¢, or tap OK, to permanently dismiss the
reminder and return to the current screen.

— Tap Snooze to dismiss the reminder and return to the current screen. The
reminder message appears again five minutes after you tap Snooze, and
meanwhile an attention indicator blinks in the upper-left corner of the screen
to remind you of the pending alarm.

— Tap Go To to open Date Book. Date Book opens and displays the event
associated with the alarm.

«(1): Saturday, 12/6/03
8:35pm=-9:35pm

Bike ride with Lori

(o )(wore ) (w70 )

Alarm for untimed events: You can set a silent alarm for an untimed event. In this
case, the alarm triggers at the specified period of minutes, hours, or days before
midnight (beginning) of the day of the untimed event. When the alarm triggers, the
reminder list displays the alarm message until you clear it. See “Receiving alerts”
in Chapter 4 for details.

For example, you might set an alarm for an untimed event that occurs on
February 4. If the alarm is set for five minutes, the reminder message appears at
11:55 PM on the night of February 3. The reminder remains in the reminder list
until you turn on your handheld and dismiss it.
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Scheduling repeating or continuous events

The Repeat function lets you schedule events that recur at regular intervals or
extend over a period of consecutive days.

A birthday is a good example of an event that repeats annually. Another example
is a weekly guitar lesson that falls on the same day of the week and the same time
of day.

A business trip or a vacation is an example of a continuous event.
To schedule a repeating or continuous event:

1. Select the event.

2. Tap Details.

3. Tap the Repeat box to open the Change Repeat dialog box.

Change Repeat a
Time: q Day | Week [Month [ear |
Date: Tap one of the above
Alarm: buttons to set arepeat
Repeat: ; -— Tap the interval.
Private: [ Repeat
box

4. Tap Day, Week, Month, or Year to set how often the event repeats.
For a continuous event, tap Day.

5. On the Every line, enter a number that corresponds to how often you want the
event to repeat.

For example, if you select Month and enter the number 2, the event repeats
every other month.

6. To specify an end date for the repeating or continuous event, tap the End on
pick list and tap Choose Date. Use the date picker to select an end date.

7 Press Function C0) + Enter (¢), or tap OK.

After you schedule a repeating or continuous event, the Repeat icon B appears at
the far right of the event.

Changing repeating or continuous events

When you make changes to a repeating or continuous event, such as deleting or
adding notes or changing the time of an event, you can decide which of the events
you want to change—all events in the series, just the current event, or the current
and future events.
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To delete repeating events:

1.

2.

3.

5.

Select the record you want to delete.

Press Function C D + Menu (£ 9,

Select Record, and then select Delete Event.

Do one of the following:

— Tap Current to delete only the current event item.

— Tap Future to delete the current and all future event items and reset the end
date of the repeating event to the last shown date.

— Tap All to delete all occurrences of the repeating event.

Repeating Event

@ Apply the changes to:
- the Current record,
- this & all Future records,
- All occurrences ¥

Press Function C ) + Enter (¢, or tap OK.

Considerations for repeating or continuous events

Keep the following points in mind:

If you change the start date of a repeating event, your handheld calculates the
number of days you moved the event. Your handheld then automatically
changes the end date to maintain the duration of the repeating event.

If you change the repeat interval (e.g., daily to weekly) of a repeating event, past
occurrences (prior to the day on which you change the setting) are not changed,
and your handheld creates a new repeating event.

If you change the date of an occurrence of a repeating event (e.g., from January
14th to January 15th) and apply the change to all occurrences, the new date
becomes the start date of the repeating event. Your handheld adjusts the end
date to maintain the duration of the event. If you apply the change to current
and future occurrences, past occurrences are not changed.

If you change other repeat settings (e.g., time, alarm, private) of a repeating
event and apply the change to all occurrences, your handheld creates a new
event. The start date of this new event is the day on which the setting is
changed.

If you apply a change to a single occurrence of a repeating event (e.g., time), that
occurrence no longer shows the Repeat icon .
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Changing the Date Book view
In addition to displaying the time list for a specific day, you can also display a

whole week, a month, an agenda, and the current time.

To cycle through Day, Week, Month, and Agenda views:
» Press the Date Book application button repeatedly to display the next view.

» Tap the appropriate view icon in the lower-left corner of Date Book.

Working in Week view

Week view shows the calendar of your events for an entire week. This view lets you
quickly review your appointments and available time slots. In addition, the
graphical display helps you spot overlaps and conflicts in your schedule.

To display the Week view:
1. Tap the Week view icon.
£:00

Week view

2. Tap the navigation controls to move forward or backward a week at a time, or
tap on a column to display details of an event.

The Week view also shows untimed events and events that are before and after
the range of times shown. Untimed repeating events appear in green.

Previous weekT — Next week
Ciee )
s M T W T F s — Tapforthatday
30.1.2 3.4 5.6
800 ~~L—1— Diamond indicates untimed event
1000 - O OO O e _
12:00 |:| — Bar indicates earlier event
2:00 |:|
400 I:I | O
6:00 (. Dashed line indicates repeating event
GeTo) ¥

———— Bar indicates later event
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3.

Tap an event to show a description of the event.

Sat12/6/03  10:00am-11:00am}—— FEyent details
Take Blade to Vet Appt
MLl 20k

8:00 | -

o0 O8O 0 Tap to show event details
12:00

2:00

400 I:I | =

6:00 (]

T A

GoTo) 4

Tips for using Week view
Keep the following points in mind:

To reschedule an event, tap and drag the event to a different time or day.

Tap a blank time on any day to move to that day and have the time selected for
a new event.

Tap any day or date that appears at the top of the Week view to move directly
to that day without selecting an event.

Press Right and Left on the navigator to scroll to the next or previous week.

Press Select on the navigator to insert the highlight, and then press Right and
Left to select a day within the selected week. To view the events on the selected
day, press Select on the navigator again.

The Week view shows the time span defined by the Start Time and End Time in
the Date Book Preferences settings. If you have an event before or after this time
span, a bar appears at the top or bottom of that day’s column. Use the onscreen
scroll arrows # to scroll to the event, or press Up and Down on the navigator to
scroll to earlier and later time slots within the selected week.

Working in Month view

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

m 4 Dec )

S

7
14

M T W T F s I Previous/next month
1 "2 "3 14 5 1s !
1 (] 1 1 1

EOPOPINS. 3 SRR FOUOTOR i

8 19 119111112 {3 Diamond below date indicates untimed event
1 1 1 1

15 16 17 '18"19"20°" ] o ]
+— Dashed line below date indicates continuous event

Dashes on right side indicate events

Month view button
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Changing the Date Book view

You can control the dots and lines that appear in the Month view. See “Display
Options” later in this chapter.

Tips for using Month view
Keep the following points in mind:

» Tap a day in the Month view to display that day in the Day view.

» Tap the scroll arrows in the upper-right corner, or press Left and Right on the
navigator, to move forward or backward a month.

s Press Select on the navigator to insert the highlight, and then press Left and
Right on the navigator to scroll to a specific day. Press Select on the navigator to
display that day in the Day view.

» Untimed repeating events appear in green.

Working in Agenda view

The Agenda view shows you your untimed events, appointments, and To Do items
in one screen. When you tap an untimed event or appointment in the Agenda view,
the Day view appears so you can see more detailed information about the event.
You can tap the check box next to a To Do item to mark it as completed. When you
tap a To Do item, your To Do list appears.

NOTE Which To Do items appear and how you can change them depend on the
settings in your To Do preferences. See “Setting To Do preferences” in Chapter 13 for
more information.

To display the Agenda view:
1. Tap the Agenda view icon.

£:00

(- (Few) (Detali) (Go to)
[ Agenda view
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Chapter 8 Using Date Book

2. Tap the navigation controls to move forward or backward a day at a time, or to
display more events and To Do items.

TIP You can also press Up and Down on the navigator to scroll through the
events on the selected day, or press Right and Left on the navigator to scroll to
the next or previous day.

(2:12 am] o Tue Julz: A Tue ulzi p

2

10:00 Work on project “' Mo Appointrnents Today
i
-

1:00 Waorking Lunch with A
orking Lunch with Anne -l

2:00 Take awalk

B O 1 Call Lavid
2:30 File weekly reports
335 Return all calls g : f‘?r?fefliﬁﬁLs;-:un:nte to Wickie
4:45 Project presentation O] 2 Fick up fresh vagetables

- Al O 2 Drop off library books

O 1 <all David - O 4 Srog the car
1 Send flawers to M I O 5 Check out www.palrn.conn
O 1 Write thank you note to Mickie %
O 2 Fick up frezh wvegetables -

NOTE You can also change the category of To Do items shown. Tap the pick list
to choose another category. See Chapter 13 for more information on working
with To Do items.

Spotting event conflicts

With the ability to define specific start and end times for any event, it’s possible to
schedule events that overlap (an event that starts before a previous event finishes).

An event conflict (time overlap) appears in the Week view as overlapping bars. The
first event created appears as a gray bar, and any subsequent conflicting events
appear as a single red bar. The Day view displays overlapping red brackets to the left
of the conflicting times. The Month view displays conflicting appointments in red.

Dec'03 - Jan '04 KR ARR Y san 2, 04 IKIBNGTH F B
S M T W T F & 8:.00
28 29 30 31 1 2 3 9:00 Staff meeting
8:00 1 ’{EETake Blade to the vet
r 2:.00
10:00 e
3:.00
12:00 =1 400
;vaenF 5:00
2:00 —1 conflict 6:00
400 =
6:00
Jan
g-ER m 4 L4 ] (New) (Details) (Go To)
- | $ M T W T S
12\

4 5'6I? 8 9I10
" 12'13I14 15 16I1?
18 19'20I21 22 23I24

25 26'2?I28 29 30I31
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Using Date Book menus

Using Date Book menus

Date Book menus are shown here for your reference, and Date Book features that
are not explained elsewhere in this book are described here.

Record menu

Options menu

See “Using menus” in Chapter 4 for information about choosing menu commands.

BRI TR Edit Options

Mew Event L |
Delete Event.. D
Attach Mote « A
Delete Mote.. 0O
Furge... «E
Beamn Event ~B
S5end Event
Send Event

Options
Font... «F
Preferences... R
Display Options.. Y
Phone Lookup L
Security.. «~H
About Date Book

Opens a dialog box where you can choose how you want to

send the selected event to another device. The options available

depend on the software installed on your handheld.
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Chapter 8 Using Date Book

Display Options

Allows you to change Date Book’s appearance and which events are displayed.

Display Options a

Day View:
F Show Timne Bars
¥ Compress Day View

Month View:
' Show Timed Events

' Show Untimed Events
# Show Daily Repeating Euts

Show Time Bars

Compress Day View

Month View settings

Activates the time bars that appear in the Day view. The
time bars show the duration of an event and illustrate
event conflicts.

Controls how times appear in the Day view. When
Compress Day View is off, all time slots are displayed.
When it is on, start and end times are displayed for each
event, but blank time slots toward the bottom of the screen
disappear to minimize scrolling.

These check boxes apply to the Month view of the Date
Book. You can deactivate any or all of these settings to hide
Timed, Untimed, or Daily Repeating events in the Month
view only.
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Using Date Book menus

Preferences

S5tart Time: ¢
End Time: 600 prn ¢

O Alarm Preset:

Alarm Sound: » Alert
Rermind Me: w 3 Times

Play Every: 10 minutes

Start/End Time

Alarm Preset

Alarm Sound

Remind Me

Play Every

About Date Book

Defines the start and end times for Date Book screens. If the
time slots you select do not fit on one screen, you can tap the
scroll arrows ¢ to scroll up and down.

Automatically sets an alarm for each new event. The silent
alarm for untimed events is defined by minutes, days, or hours
before midnight at the end of the date of the event.

Sets the tone of the alarm.

Defines how many times the alarm occurs after the initial
occurrence. The choices are Once, Twice, 3 Times, 5 Times, and
10 Times.

Defines how often the alarm sounds. The choices are Minute,
5 minutes, 10 minutes, and 30 minutes.

Shows version information for Date Book.
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Using Expense

Expense enables you to keep track of your expenses and then transfer the
information to a spreadsheet on your computer. In Expense you can do the
following;:

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

» Assign expense items to categories so that you can organize and view them in
logical groups.

» Keep track of vendors (companies) and people involved with each expense.
» Log miles traveled for a particular date or expense category.
» Sort your expenses by date or expense type.

» Send or export your expense information to popular computer applications,
such as Microsoft Excel or Microsoft Word, using Palm™ Desktop software and
HotSync® technology on a Windows computer.

IMPORTANT To access Expense, you must first perform a HotSync operation with
your handheld. Expense is automatically loaded onto your handheld during the first
HotSync operation.

To open Expense:
1. Press Home @9,

2. Select the Expense icon &.

4/4 Breakfast $ 2300
4/4 Dinner $  65.00
4/4 Hotel $ 88.33
4/4 Mileage mi 366
474 Taxi $ 23.00
BusinessMeals % 269.00]
New | [ Details... ) [ Show...

107



Chapter 9 Using Expense

Adding expense items

A record in Expense is called an item. You can sort your Expense items into
categories or add other information that you want to associate with the item.

1. Tap New.
[Expense ~a e ~m
Expenzetype- F . |
Cursor of |
new item
Tap New

2. Enter the amount of the expense.
3. Tap the Expense type pick list and select a type from the list.

As soon as you select an expense type, your handheld saves your entry. If you
do not select an expense type, it does not save the entry.

v ~ (Expensel ~
Expense type-  $ 20,00 EIBY firfore D)

\ Tap here Breakfast
Buz

Buziness Meals
Car Rental

# Dinner
Entertainrment

Faz

30z

Gifts

Haotel

Incidentals &

TIP Another quick way to create a new Expense item is to make sure that no
Expense item is selected in the Expense list, type the first letter(s) of the
expense type, and then type the numerical amount of the Expense item. This
technique takes advantage of the automatic fill feature. See “Options menu”
later in this chapter for details.
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Adding expense items

Changing the date of an Expense item
Initially, Expense items appear with the date on which you enter them. You can

change the date associated with any Expense item.

To change the date of an Expense item:
1. Tap the Expense item you want to change.

2. Tap the date of the selected item.

[Expense] > il ____ Date |
4714 Taxi | 4 2002 p
4714 Lunch
4714 Hotel Jan | Feb | Mar Hmuy Jun
4714 Car Rental Jul | Aug | Sep | Gt [ Moy | Dec

5M T W T F §
# 1 2 3 4 &5 &
g 9 10 11 12 13

7
6 5 16 17 18 19 20

Tap date 21 2z 23 24 M 26 27
28 29 a0

3. Tap the new date.

Entering receipt details

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

To open the Receipt Details dialog hox:
1. Tap the Expense item to which you want to assign details.

2. Tap Details.

Category: w Unfiled
Type: w Lunch

Payment: w Unfiled

Currency: * §

Vendor:
R —
|Attendees: H
+

3. Select any of the following options:

Category Opens a pick list of system and user-defined categories.
See “Categorizing records” in Chapter 4 for more information.

Type Opens a pick list of expense types.
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Chapter 9 Using Expense

Payment

Currency

Vendor and

City

Attendees

Enables you to choose the payment method used to pay the
Expense item. If the item is prepaid (such as airline tickets
supplied by your company), you can choose Prepaid to place your
expense in the appropriate company-paid cell of your printed
expense report.

Enables you to choose the type of currency used to pay the
Expense item. The default currency unit is defined in the
Preferences dialog box. You can also display up to four other
common types of currency. See the next section, “Customizing the
Currency pick list” for more information.

Enables you to record the name of the vendor (usually a company)
associated with the expense and the city where the expense was
incurred. For example, a business lunch might be at Rosie’s Cafe
(Vendor) in San Francisco (City).

See “Looking up names to add to Expense records” in Chapter 4
for more information.

4. Press Function C D + Enter @, or tap OK.

Customizing the Currency pick list

You can select the currencies and symbols that appear in the Currency pick list.

To customize the Currency pick list:
1. Tap the Currency pick list in the Receipt Details dialog box, and then select

Edit currencies.

Receipt Details

Category: w Unfiled
Type: w Lunch
Payment: w Unfiled

Currency:

I
g |-
{11 I [

Vendor:
City:

|Attendees: |Edit currencies. .

display on that line.

box.

—

Tap Edit
currencies

. Press Function C D + Enter @, or tap OK.

Select the currencies that
display in currency list.

Currency 1: w United States
Currency 2: w EL {Eurad
Currency 3: » United Kingdam
Currency 4: w Germany
Currency 52 w Mone

. Tap each Currency pick list and select the country whose currency you want to

. Press Function C D + Enter @ , or tap OK, to close the Select Currencies dialog
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Customizing the Currency pick list

Changing the default currency

You can select which currency appears by default when you're entering Expense
items. You can override this setting when entering individual expense items.

To change your default currency:
1. Open Expense.
2. Press Command Stroke +R.

Alternately, press Function C D + Menu (), and then select Preferences on the
Options menu.

3. Tap the Default Currency pick list.

4. Select the currency symbol that you want to appear in Expense.

Preferences a

# Use automatic fill when
entering datn

Default Currenc|<
£

(el
Edit currencies...

5. Press Function C D + Enter @, or tap OK.

Defining a custom currency symbol

If the currency you want to use is not in the list of countries, you can create your
own custom country and currency symbol.

To define a custom currency symbol:
1. Press Command Stroke +Y.

Alternately, press Function C ) + Menu (“®, and then select Custom
Currencies on the Options menu.

2. Tap one of the four Country boxes.

Create your own custom
currencies by tapping on
the country name below:

Tap a Country box
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Chapter 9 Using Expense

3. Enter the name of the country and the symbol that you want to appear in
Expense.

Currency Properties

a. Press Function C ) + Enter (¢, or tap OK, to close the Currency Properties
dialog box.

5. Press Function C ) + Enter @, or tap OK.

NOTE If you want to use your custom currency symbol as the default for all Expense
items, select the symbol in the Preferences dialog box. If you want to use your
custom currency symbol only for a particular Expense item, select the symbol in the
Receipt Details dialog box associated with that item.

Setting Show Options

Show Options defines the sort order and other settings that relate to your Expense
items.

To open the Show Options dialog hox:
1. In the Expense list, tap Show.

2. Select any of the options.

4714 Taxi $ 2000

4714 Lunch % Show Options a
4¢14 Hotal $

4/14 Car Rental § Sortby: w Date

' Distance: w Miles

¥ Show currency

() Top Show
Sort by Enables you to sort expense items by date or type.
Distance Enables you to display Mileage entries in miles or kilometers.

Show currency  Shows or hides the currency symbol in the Expense list.

3. Press Function C D + Enter @, or tap OK.
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Working with Expense data on your computer

Working with Expense data on your computer

After you enter your expenses into the Expense application on your handheld and
perform a HotSync operation, Palm Desktop software enables you to do any of the
following on your computer. See the Palm Desktop software online Help for
details. This feature is not available on Mac computers.

» Add, modify, and delete your Expense data.
» Organize your Expense data by category, amount, date, type, or notes.
» View Expense data in various formats: List, Large Icons, or Small Icons.

» Record individual expenses in various currencies and display the total in one
selected currency type.

» Print Expense reports.

» Transfer Expense data to other applications, such as Microsoft Excel, using the
Send command or Export command, and import data in popular file formats.

Displaying the euro on your computer

When you perform a HotSync operation, the euro symbol is transferred to Palm
Desktop software like any other piece of data on your handheld. The symbol
appears in Palm Desktop software, however, only if you are using fonts that
support the euro symbol.

These fonts are part of the operating system on your computer. They do not reside
with your Desktop application, and they are not produced by Palm, Inc. For more
information, refer to the documentation that accompanies your desktop
computer’s operating system.

Printing the euro

Even with operating system support, problems may arise when you print
documents that contain the euro. When a font is present on both the printer and
the computer, the printer font is used by default to increase printing speed. If the
printer font does not include the euro, a box is printed instead of the euro symbol.

These fonts are part of the operating system on your computer. They do not reside
with your Desktop application, and they are not produced by Palm, Inc. For more
information, refer to the documentation that accompanies your desktop
computer’s operating system.

Using Expense menus

Expense menus are shown here for your reference, and Expense features that are
not explained elsewhere in this book are described here.

See “Using menus” in Chapter 4 for information about choosing menu commands.
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Record menu

Y] Edit Options |

Ir
Delete ltem.. D
Purge

«E

Options menu

Record Edit Qeladint

Preferences...
Customn Currencies.. Y
About Expense

R

Preferences

About Expense

Opens the Preferences dialog box, where you can select
automatic fill and default currency options.

Preferences a

# Use automatic fill when
entering dota

Default Currency: = §

Use automatic fill. Enables you to select an expense type by
typing the first letter of an expense type. For example, if you
type the letter T, it enters the “Taxi” expense type. Typing T and
then E enters Telephone, which is the first expense type beginning
with the letters TE.

Shows version information for Expense.
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Using Memo Pad

@ Memo Pad provides a place to take notes that are not associated with
records in Date Book, Address Book, or To Do List. The number of memos
you can store is dependent only on the memory available on your handheld.
Use Memo Pad to do the following;:

» Send memos to popular computer applications like Microsoft Word when you
synchronize using Palm™ Desktop software and HotSync® technology.

» Assign memos to categories so that you can organize and view them in logical
groups.

» Write down phone numbers and other types of information that you can later

copy and paste into other applications.

NOTE You can encrypt your Memo Pad memos. For more information,
see “Encrypting your data” in Chapter 18.

To open Memo Pad:
1. Press Home @ 9
2. Tap the Memo Pad icon &.

Creating memos

A record in Memo Pad is called a memo. You can assign memos to categories and
mark them private as described in Chapter 4. This section covers how to create a
memo.
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Chapter 10 Using Memo Pad

To create a new memo:
1. Open Memo Pad.

2. Tap New.

[Merno] - Al TR  cofs b Cnfiled,

1. 11722 Meeting minutes

2. Directions to Mozcone Center
3. Plans for conference

4. Priorities on new project

E. Todizcuss Joze Ribera

—

Tap New '

TIP Inthe Memo list screen, you can also begin typing to create a new memo.
The first letter is automatically capitalized and begins your new memo. If you
have a memo open, you can press Command Stroke + N.

3. Enter the text that you want to appear in the memo.

a. Press Function C ) + Enter (¢, or tap Done.

Reviewing memos

The first line of a memo appears in the Memo list. This makes it easy to locate and
review your memaos.

To review a memo:
1. In the Memo list, select the text of the memo.

TIP You can also select, review, and move between memos with the navigator.
See “Using the navigator” in Chapter 3 for details.

[Merno] - Al [Merme KRR Tnfiled
1. 11722 Meeting minutes —— Select a memo 11422 Meeting Minutes
2. Directions to Mozcone Center to review
3. Plans for conference
4. Priorities on new project manag
E. To discuss Jose Ribera implemented by employvess,
ing rarkets in the Dallas -
Fort Worth area,

2. Review or edit the text in the memo.

3. Press Function ) + Enter (¢, or tap Done.
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Using Memo Pad menus

Memo Pad menus are shown here for your reference, and Memo Pad features that
are not explained elsewhere in this book are described here.

See “Using menus” in Chapter 4 for information about choosing menu commands.

The Record and Options menus differ, depending on whether you're displaying
the Memo list or an individual memo.

Record menus

Record TN | [EITE] Edit Options |
Beamn Category New Memo L |
Send Categor Delete Memo.. D
. Bearn Memo B
Memo list send Memo

Memo screen

Send Category Opens a dialog box where you can choose how to send all
records in the selected category to another device. The options
available depend on the software installed on your handheld.

Send Memo Opens a dialog box where you can choose how to send the
selected memo to another device. The options available depend
on the software installed on your handheld.

Options menus

[T Options | | IR ©ptions |
Font.. ~F Font.. ~F
Prefe_rences... R Phone Lookup L
Security... «H About Memo Pad
About Memo Pad
Memo list Memo screen
Preferences Displays the Memo Preferences dialog box, where you define

the sort order for memos.

About Memo Pad Shows version information for Memo Pad.
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Using Note Pad

@ Note Pad provides a place to take notes in your own handwriting. You can
use Note Pad to do everything you might do with a piece of paper and a
pencil. Use Note Pad to do the following:

» Take notes, draw a sketch, or write any kind of message directly on your
handheld screen. Later, you can enter this information into other applications.

» Setan alarm to use your notes as reminder messages.

» Assign notes to categories so that you can organize and view them in logical
groups.

» Exchange notes with other devices that have Note Pad 2.x installed.

» Use Palm™ Desktop software and HotSync® technology to copy and paste
notes into popular computer applications like Microsoft Word, or to send notes
as e-mail attachments.

NOTE You can encrypt your Note pad notes. For more information, see “Encrypting
your data” in Chapter 18.

To open Note Pad:
1. Press Home @9,

2. Select the Note Pad icon &.

Note Pad w All
1. 9:26 pm 12/6

2. 932 pm 12/6
New
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Creating a note

A record in Note Pad is called a note. You can assign notes to categories and mark
them private as described in Chapter 4. This section covers how to create a note.

To create a new note:

1. Tap New.
(Note KIEEENLS TUnfiled
1:16 pm 6/29 |— Enter title here
Write
information
here
Pen selector
=
& Ed
(Done ) (Delete )| &2 Eraser

1. Write the information directly on the handheld screen.

Tap the pen selector to select a different pen width, or select the eraser to remove
unwanted strokes.

2. Press Function C ) + Enter (¢, or tap Done.
To clear the screen:

1. Press Function C ) + Menu ().

2. Select Edit, and then select Clear Note.

Reviewing notes

The note title and the date you created the note appear in the Note Pad list. If you
did not assign a title to your note, the time you created the note appears as the note
title. This makes it easy to locate and review your notes.
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Changing Note Pad color settings

To review a note:
1. In the Note Pad list, select the note title.

TIP You can also select, review, and move between notes with the navigator.
See “Using the navigator” in Chapter 3 for details.

Tap arrows to scroll to
next and previous notes

Note Pad - Al m 4 10f2 p Unfiled
1. 9:26 pm IFF] —— Select a 9:26 pm 12/6
2. 932 pm 12/6 note to view

Call

Gﬁiorye

New (Done ) (Delete )

2. Review or edit the contents of the note.

3. Press Function ) + Enter (¢, or tap Done.

Changing Note Pad color settings

By default, your notes appear with a white “paper” background, and the ink from
the pen is blue. You can change the color of both the paper and the ink from the
pen. Your color selections apply to all your notes. You cannot change the color
settings for individual notes.

To set the colors:
1. In the Note Pad list, press Command Stroke +R.

Alternately, press Function C D + Menu (), and then select Preferences on the
Options menu.

2. Tap Color.

Select Colors (i)

Pen

Ooanc
COENEC
(0 ]

3. Tap Pen, and then tap the color of ink you want to use.
4. Tap Paper, and then tap the color of paper you want to use.

5. Press Function C + Enter (¢), or tap OK.
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Setting an alarm for a note

You can set an alarm for a specific time and date to remind you to follow up on
a note.

To set an alarm for a note:
1. Tap the note to which you want to assign an alarm.

2. Press Command Stroke + A.

Alternately, press Function C ) + Menu (“®), and then select Alarm on the
Options menu.

3. Tap the Date box.

4 2002 p———|— Tap here to select year
Jan | Feb | Mar | Apr [May| Jun
H Aug | Sep | Oct [Mov | Dec Tap here to select month

5M TW T F §
1 2 3 4 & &

Toog 910 11 12 13
14 15 16 17 18 19 20

21 z 2z @Rz 2 @—]— Tap here to select date
22 29 m A

4. Tap the year, month, and date you want the alarm to sound.
After you tap the date, the Set Alarm dialog box reappears.
5. Tap the Time box.

6. Tap the hour and minute columns to select the time you want the alarm to occur.

12A | HlI Tap here to
1 05 ;
2 " select minutes
3 15
4 20
5 25
6 =30
7 35
M 40— Tap here to
13 ;3 select hour
Alarrn 0FF | |11_4| | 55|

7 Press Function C0) + Enter (¢), or tap OK.

122



Using Note Pad menus

8. When the alarm goes off and the reminder message appears on screen, do one
of the following;:

Press Function C ) + Enter (¢), or tap OK, to permanently dismiss the
reminder and return to the current screen.

Tap Snooze to dismiss the reminder and return to the current screen. An
attention indicator blinks in the upper-left corner of the screen to remind
you of the pending alarm, and the reminder message appears again in
five minutes. When the reminder message reappears, the current time
appears in the Reminder bar and the note title appears on the screen.

If you did not title the note, the time the note was created appears on the
screen.

Tap Go To to open Note Pad. Note Pad will open and display the note
associated with the alarm.

9:35pm Reminder

9:32 pm
Get

((ouuer_(

por April
(o ) (smooze ) wome |

Using Note Pad menus

Note Pad menus are shown here for your reference, and Note Pad features that are
not explained elsewhere in this book are described here.

Record menu

The Record menu is the same when you're viewing the Note Pad list and an
individual note. The Options menu differs, depending on whether you're viewing
the Note Pad list or an individual note.

[ Record (TS ] (LX) Edit Options ]
Beam Category Beam Note /B
Send Category Send Note
Compatibility Compatibility

Note Pad list Note screen

Send Category Opens a dialog box where you can choose how you want to

send all records in the selected category to another device. The

options available depend on the software installed on your
handheld.
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Send Note Opens a dialog box where you can choose how you want to
send the selected note to another device. The options available
depend on the software installed on your handheld.

Compatibility Displays the Compatibility dialog box, where you can choose to
beam notes to a previous version of Note Pad.

Options menus

[T Options | | Options
Font.. «F Font.. «F
Preferences.. #R Alarm... A
Security.. «~H Details.. T
About Mote Pad About Mote Pad
Note Pad list Note screen
Preferences Displays the Note Pad Preferences dialog box, where you
define the pen and paper color, the sort order for notes, and the
alarm sound.
Details Displays the Note Details dialog box, where you assign a

category and privacy option for a note.

About Note Pad Shows version information for Note Pad.
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Using Palm™ Photos

Palm™ Photos enables you to view and manage photos on your handheld
or on an expansion card. Use Palm Photos to do the following:

» Locate photos quickly with the Thumbnail and List views.

» Organize photos into albums.

» Play a slide show of your photos.

» Sort photos by name or date.

» View details for each photo.

» Keep track of your thoughts about a photo by entering notes.

» Exchange photos with other devices that use infrared or e-mail communication.

» Use Palm™ Desktop software and HotSync® technology to transfer photos to
your handheld, to copy and paste photos into popular computer applications,
and to send photos as e-mail attachments or to other applications.

To open Palm Photos:
1. Press Home @9,
2. Select the Photo icon &.

Viewing photos

A record in Palm Photos is called a photo. Photos can be a file that you transfer
from your computer, store on an expansion card, or receive from another device.

This section covers how to view, manage, and exchange photos that are stored on
your handheld or on an expansion card that is seated in the expansion slot. For
information on transferring photos from your computer, see “Installing files and
add-on applications” in Chapter 4 and the online Help in Palm Desktop software.

You can use Palm Photos to view the following types of photos:
» JPG files
= BMP files
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Viewing photos in Thumbnail view

Thumbnail view displays miniature versions of your photos so that you can see
several photos on the screen at the same time. Use this view to browse through
photos or to locate a photo when you don’t know the name of the photo.

To view photos in Thumbnail view:
1. Tap the Thumbnail icon HHR

Album
pick list

w Camera

—

Select a photo
to view

Slide Show

Thumbnail icon

2. Tap the Album pick list in the upper-right corner and select the album you want
to view.

3. Tap the thumbnail of the photo you want to view.

TIP You can also select a photo with the navigator. Press Select on the
navigator to insert the highlight, press Up, Down, Right, or Left to highlight a
specific photo, and then press Select to view the photo.

4. Tap anywhere on the screen to return to Thumbnail view.

Viewing photos in List view

List view displays a list of your photos so that you can see the names and dates
associated with your photos. Use this view to locate a photo when you know the
name or the date the photo was created.

To view photos in List view:
1. Tap the List icon E.
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2. Tap the Album pick list in the upper-right corner and select the album you want

to view.

Tap and drag divider
to resize columns

[Photos| c Album
O D - - - -

; amerd pick list
Name Date =

Set4_005 10/05/02 4

Set4_006 10/05/02

Set4_007 10/05/02

Set4_008 10/05/02

Set4_009 10/05/02

et4 010 10/05/02 ;
Set4 011 10/05/02 to view
Set4. 012 10/05/02

Set4 013 10/05/02

Set4 014 10/05/02 %

EH= Slide Show _’
List icon

Select a photo

3. Tap the name of the photo you want to view.

TIP You can also browse and select a photo with the navigator. See “Using the
navigator” in Chapter 3 for details.

4. Tap anywhere on the screen to return to List view.

Viewing a slide show

A slide show is a sequential presentation of each of the photos in the current
album. You can set the length of time each photo remains on the screen in the
Preferences dialog box.

To view a slide show:
1. Tap the Album pick list in the upper-right corner and select the album you want

to view.

2. Tap Slide Show.

~__Album

w Camera

pick list

-

Slide Show

Tap Slide Show

w w Camera
Name Date =)
Set4_005 10/05/02 4
Set4_006 10/05/02
Set4_007 10/05/02
Set4_003 10/05/02
Set4_009 10/05/02
5et4 010 10/05/02
Set4 011 10/05/02
Set4_012 10/05/02
Set4_013 10/05/02
Set4 014 10/05/02 «

Slide Show

~_Album
pick list

Tap Slide Show
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To adjust the delay between photos during a slide show:
1. Press Function C D + Menu (/9.

2. Select Options, and then select Preferences.

Preferences

Slide Show Delay: w 3seconds

3. Tap the pick list and select the delay interval: 1 second, 2 seconds, 3 seconds,
5 seconds, or 1 minute.

a. Press Function C + Enter (¢, or tap OK.

Rotating photos
If a photo appears in the wrong orientation, you can rotate the photo.
To rotate and photo:
1. Press Command Stroke +R.

Alternately, press Function C ) + Menu (“®), select Photo, and then select
Rotate.

Rotate (i)
Tap a photo torotate:

Rotate Photo
Select arotation:

— KT

2. Tap the photo you want to rotate.

TIP You can also select a photo with the navigator. Press Select on the
navigator to insert the highlight, press Up, Down, Right, or Left to highlight a
specific photo, and then press Select to view the photo.

3. Select the new orientation.

a. Press Function C ) + Enter (¢, or tap Done.
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Viewing photo information

The Photo Details dialog box enables you to view information about a photo and
to change the photo name, assign it to an album, add a note about the photo, and
delete a photo.

To review photo information:
1. Press Command Stroke +L.

Alternately, press Function C ) + Menu (“®), select Photo, and then select

Details.
Details 0

Tap a photo to view details: Name: 5et4 010

0 ey - Date: 11/17/02
f ‘;, e Size: 46 KB, 640x480
Location: Handheld

: BE | —> | e
el

'

2. Tap the photo for which you want to view information.

TIP You can also select a photo with the navigator. Press Select on the
navigator to insert the highlight, press Up, Down, Right, or Left to highlight a
specific photo, and then press Select to view the photo.

3. Review or edit the information.

a. Press Function C ) + Enter (¢ twice, or tap Done twice.

Organizing photos

There are several ways you can organize your photos. You can sort photos in the
List view, file photos in albums, and copy photos to an expansion card.
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Sorting photos in List view

In List view you can sort photos in ascending or descending order by name or date.

To sort photos in List view:
1. Tap a column heading to sort the photos based on that item.

Tap here to m = camerf Tap here to
sort by name Name Date = sort by date

Set4_005 10/05/02 %

Set4_006 10/05/02

Set4_007 10/05/02

Set4_008 10/05/02

Set4_009 10/05/02

Ket4 010 10/05/02

Set4 011 10/05/02

Set4_012 10/05/02

Set4_013 10/05/02

Set4 014 10/05/02 3

B ( Slide Show )

2. Tap the column heading to sort the photos in reverse order.

Creating an album

The process for creating a new photo album is identical to creating a new category
in your other handheld applications.

To create an album:
1. Tap the Album pick list in the upper-right corner.

2. Select Edit Albums.

Friends
Vacation

Enter an album name:

*

New ][ Rename ] [ Delete
\

Tap New

3. Tap New.

4. Enter a title for the album.

5. Press Function C) + Enter (¢, or tap OK.
6. Press Function C) + Enter (¢), or tap Done.
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Filing photos in albums

You can organize the photos on your handheld by filing them into different
albums. Since each expansion card is viewed as its own album, you cannot file
photos stored on an expansion card in albums.

To file photos in albums:

1. Tap the Album pick list in the upper-right corner and select the album to which
you want to add photos.

w w Friends Organize Friends (i)

Tap to select photos:

FE Ui
—_— |Etas D
g

= [ Organize ] [Slide Show]

Tap Organize

2. Tap Organize.
Plus signs appear next to the photos that are part of the selected album.
3. Tap any photos you want to add to the current album.
A plus sign appears next to each photo you select.
4. Tap any photos you want to remove from the current album.
The plus signs next to the selected photos disappear.
5. Press Function C) + Enter (¢, or tap Done.

Copying photos

The Copy command enables you to make a copy of a photo on your handheld or
on an expansion card. If the photo is currently located on your handheld it is
copied to an expansion card, and vice versa.

When you copy a photo from an expansion card to your handheld a number is
appended to the photo name. If a photo was originally larger than 320 x 320 pixels,
then the photo is scaled to a maximum of 320 x 320 pixels and the aspect ratio is
maintained.
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To copy photos:
1. Press Command Stroke +C.

Alternately, press Function C ) + Menu (“®, select Photo, and then select
Copy.

2. Tap the photo(s) you want to copy.
A plus sign appears next to the photo(s) you select.

TIP You can also select a photo with the navigator. Press Select on the
navigator to insert the highlight, press Up, Down, Right, or Left to highlight a
specific photo, and then press Select to view the photo.

Copy to Card (i)

Tap to select photos:

el == S
L =
il Copying Set4_015
== — Coprmasers 015 te
((Copy )( Cancel )( Select All )
|
Tap Copy
3. Tap Copy.

Renaming or deleting an album

You can rename or delete any of the albums that you create. You cannot rename or
delete the Camera album or the Unfiled album. For information about renaming
an expansion card, see “Renaming a card” in Chapter 7.

When you delete an album all the photos in that album are reassigned to the
Unfiled album.
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To rename an album:
1. Tap the Album pick list in the upper-right corner.

2. Select Edit Albums.

Vacation

(New) [Ren?me] (Delete )
|

Tap Rename

3. Select the album you want to rename.

4. Tap Rename.

5. Enter the new name.

6. Press Function C ) + Enter (¢, or tap OK.

7 Press Function C ) + Enter (¢, or tap Done.

To delete an album:

1. Tap the Album pick list in the upper-right corner.
2. Select Edit Albums.

Friends
Vacation

((New ) (Rename] [ Delete )

|
Tap Delete

3. Select the album you want to delete.
4. When the confirmation dialog box appears, tap Delete.
5. Press Function C ) + Enter (¢, or tap Done.
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Beaming photos

The Beam command enables you to beam photos to other devices that are enabled
with infrared technology. The receiving device must have an application that can
display photos. For instructions on beaming a single photo, see “Beaming data” in
Chapter 3. Follow the steps below to beam multiple photos.

To beam photos:
1. Press Function € D + Menu (/).

2. Select Photo, and then select Beam.

Tap to select photos:

il * e
<+ B2 -
*L # Searching..

( Beam ) (Cancel )( Select All )

\
Tap Beam

3. Tap the photos you want to beam.
A plus sign appears next to the photos you select.
TIP You can also select a photo with the navigator. Press Select on the
navigator to insert the highlight, press Up, Down, Right, or Left to highlight a
specific photo, and then press Select to select the photo.

4. Tap Beam.

5. Point the IR port on your handheld at the IR port on the receiving device.
See “Beaming data” in Chapter 3 for additional information on beaming data.
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Deleting photos

If you no longer want a photo on your handheld or expansion card, you can delete
the photo. Photos that were stored on your handheld and were synchronized with
the Desktop software will be removed from Palm Photos on your computer the
next time you perform a HotSync operation.

To delete photos:

1.

Press Command Stroke + D.

Alternately, press Function € + Menu (“®, select Photo, and then select
Delete.

Tap to select photos:

F 5 :z i
pxq™ 2@@1 ]
LE = q @ E::;:“p:::::;:::‘;‘;zr

handheld?

'll

( Delete ) (Cancel )( Select All )

\
Tap Delete

Delete Photo

Tap the photo(s) you want to delete.
An X sign appears next to the photo(s) you select.
TIP You can also select a photo with the navigator. Press Select on the

navigator to insert the highlight, press Up, Down, Right, or Left to highlight a
specific photo, and then press Select to view the photo.

3. Tap Delete.

4. When the confirmation dialog box appears, tap Delete.

Working with photos on your computer

After you take manage photos on your handheld and perform a HotSync
operation, Palm Desktop software enables you to do any of the following on your
Windows computer. See the Palm Desktop software online Help for details.

View photos in various formats: List, Thumbnails, Details, and Editor with a
Handheld preview.

Drag photos onto the Palm Quick Install icon or the Palm Photos desktop
window to install them on your handheld or on an expansion card during the
next HotSync operation.

Modify and delete your photos.
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» Organize your photos and add notes.

» Transfer photos to other applications using the Send command or
Export command, and import data in popular file formats.

For information on working with photos on your Mac computer, open the Palm

folder, open the Documentation folder, and double-click the Photo and Audio
Readme file.

Using Palm Photos menus

Photo menu

Palm Photos menus are shown here for your reference, and Palm Photos features
that are not explained elsewhere in this book are described here.

The Photo menu varies slightly when you're viewing the Palm Photos list or
thumbnails and an individual photo.

[m Options ] [m Options
Details... 1 Details... 7
Delete... 7D Delete Photo.. D
Rotate.. 7R Rotate Photo.. /R
Copy to Card.. /€ CopytoCard.. C
Beam... Beam Photo..

Thumbnail and List view Photo view

Options menus
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Using To Do List

l To Do List is a convenient place to create reminders and prioritize the things
that you have to do. Use To Do List for the following;:

» Make a quick and convenient list of things to do.
» Assign a priority level to each task.
» Assign a due date for any or all of your To Do List items.

» Assign To Do List items to categories so that you can organize and view them
in logical groups.

» Sort your To Do List items by due date, priority level, or category.

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

To open To Do List:
1. Press Home @9,

2. Tap the To Do icon &.

- All
1 <all David e
(D 5end flowers to b
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Creating list items

A To Do List item is a reminder of some task that you have to complete. A record
in To Do List is called an item.

To create a To Do List item:
1. Do one of the following;:
— Tap New.
— If no To Do List item is currently selected, begin typing.

- Al - Al
O 1 <all bavid ! O 1 <all bavid o
(D 5end flowers to b O 1 Send flawers to b
New To Do— =}
item
‘ Tap New
R

2. Enter the text of the To Do List item. The text can be longer than one line.

3. Tap anywhere onscreen to deselect the To Do List item.

Setting priority

You can use priority setting for items to arrange the tasks in your To Do List
according to their importance or urgency. The default setting for the To Do List is
to arrange items by priority and due date, with priority 1 items at the top. If you
have a number of items in your list, changing an item’s priority setting may move
its position in the list.

When you create a new To Do List item, its priority is automatically set to level 1,
the highest (most important) level. If you select another item first, however, the
item you create appears beneath the selected item and is given the same priority as
the selected item.
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To set the priority of a To Do List item:
1. Tap the Priority number on the left side of the To Do List item.

- Al - Al
O 1 <all bavid ! 011 call David o
D =end flowers to b =R :=nd flowers to b
‘ Tap here
Select —
priority

2. Select the Priority number that you want to set (1 is most important).

Checking off a To Do List item

You can check off a To Do List item to indicate that you’'ve completed it. You can
set the To Do List to record the date that you complete the To Do item, and you can
choose to show or hide completed items. See “Setting To Do preferences” later in
this chapter.

To check off a To Do List item:
» Tap the check box on the left side of the item.

TIP You can also highlight the item you want to check off, and then press
Select on the navigator.

%’ 1 Send flowars ta M

Completed
To Do item
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Changing To Do List item details

The To Do Item Details dialog box enables you to change settings for individual
items.

To display the To Do Item Details dialog hox:
1. Tap the text of the item whose details you want to change.

TIP You can also select an item with the navigator. See “Using the navigator”
in Chapter 3 for details.

2. Tap Details.

To Do ltern Details €8
Priovity: [l 2 ]2 ]a]=]
Category: w Unfiled
Due Date: w MoDate
Private: ]

Setting a due date

You can associate a due date with any To Do List item. You can also sort the items
that appear in the list based on their due dates.

To set a due date for a To Do List item:
1. In the Details dialog box, tap No Date to open the Due Date pick list.

To Do ltemn Devails €

Priovity: [ 2]z ]4]5]

Category: w Unfilzd

Tap here

Due Date: w MoDate
Private: [

2. Tap the date that you want to assign the item:

Today Assigns the current date.

Tomorrow Assigns tomorrow’s date.

One week later Assigns the date exactly one week from the current date.
No Date Removes the due date from the item.

Choose date Opens the date selector, where you can choose any date

that you want for the item.
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3. Press Function C) + Enter (¢), or tap OK.

TIP If you turn on the Show Due Dates option in the To Do Show options
dialog box, you can tap directly on the due date in the To Do List to open the
pick list shown in step 2.

Setting To Do preferences

The To Do Preferences dialog box enables you to control the appearance of To Do
List and of To Do items in the Date Book Agenda view.

To change the Preferences settings:
1. In To Do List, tap Show.

To Do Preferences a

Sorthy: w Priority, Due Date

O Show Due Dates
[ Show Priorities

# Show Completed Items
O Show Only Due Items
O Record Completion Date

O Show Categories

2. Select any of the following settings:

Show Completed
Items

Show Only Due
Items

Record
Completion Date

Show Due Dates

Displays your completed items in the To Do List. If you turn
off this setting, your To Do items disappear from the list when
you complete (checkmark) them.

Items that no longer appear on the list because you turn off
this setting have not been deleted. They are still in the
memory of your handheld. Purge completed items to remove
them from memory.

Shows only the items that are currently due, are past due, or
have no due date specified. When this setting is active, items
that are not yet due do not appear in the list until their due
dates.

Replaces the due date with the actual date when you
complete (checkmark) the item. If you do not assign a due
date to an item, the completion date still records when you
complete the item.

Displays the due dates associated with items in the To Do List
and displays an exclamation mark next to items that remain
incomplete after the due date passes.
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Show Priorities ~ Shows the priority setting for each item.

Show Categories Shows the category for each item.

3. Press Function C ) + Enter (¢, or tap OK.

Using To Do List menus

To Do List menus are shown here for your reference, and To Do List features that
are not explained elsewhere in this book are described here.

See “Using menus” in Chapter 4 for information about choosing menu commands.

Record menu

Edit_Options |

Delete ltem.. D
AttachMote R
Delete Mote.. 0
Furge... «E
Bearn Item B
S5end Itemn
Beamn Category
Send Category
Send Item Opens a dialog box where you can choose how you want to

send the selected item to another device. The options available
depend on the software installed on your handheld.

Send Category Opens a dialog box where you can choose how you want to
send all records in the selected category to another device. The

options available depend on the software installed on your
handheld.

Options menu

Options
Font... «F
Phone Lookup L
Security.. «~H
About To Do List

About To Do List Shows version information for To Do List.

142



Using Palm™ VersalMail ™
Personal E-mail Software

With the VersaMail™ application, you can send, receive, and manage e-mail on
your handheld. This chapter describes how to set up different types of e-mail
accounts and explains how to use the many e-mail features in the VersaMail
application.

The VersaMail application version 2.5 is the newest offering in the line of Palm™
personal e-mail software applications. Formerly known as MultiMail® software,
the VersaMail 2.5 application contains new features that make sending and
receiving e-mail messages and managing e-mail accounts easier than ever.

VersaMail™ application features

Key features of the VersaMail 2.5 application include the following:

Support for both the Palm™ Tungsten™ C navigator and keyboard, simplifying
data entry and navigation

Support for the built-in 802.11b radio in your handheld, enabling wireless
e-mail connectivity

Enhanced use of color, fonts, styles, and user-selected display options
Basic HTML formatting display for e-mail messages received in HTML format

Increased number of file types supported for being sent and received as
attachments

Scheduled retrieval of new e-mail, with notification
Improved message-addressing capabilities

Enhanced message security
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Getting started with the VersaMail application

To start using the application, simply press the VersaMail button & on your
handheld.

If you are using a Windows computer, the Palm VersaMail HotSync® Conduit is
installed automatically when you install the Palm Desktop software. See
“Synchronizing e-mail between the handheld and the desktop” later in this
chapter for information on using the conduit.

Synchronizing an existing username

If you plan to synchronize your Tungsten C handheld with an existing username
by performing a HotSync operation, you must do so before you enter your e-mail
account information in the VersaMail application. If you enter the e-mail account
information first and then synchronize your handheld to an existing username, the
e-mail account information you entered is overwritten.

Upgrading a MultiMail/VersaMail database

If you have previously used a Palm personal e-mail application such as MultiMail
SE or MultiMail Deluxe, or used version 2.0 of the VersaMail application, you can
upgrade your e-mail database for use with the VersaMail 2.5 application.

To upgrade an existing e-mail database for use with the VersaMail application:

1. Perform a HotSync operation with a user profile that contains the existing
e-mail database. To do so, press the HotSync button ®, and then select a profile
that contains an e-mail database from the displayed list of users.

Select a profile

Mewr

Cancel

Users...

Help

;I
[ el
s, |
_ e |

2. Press the VersaMail button @ on your handheld.
3. Tap Yes to accept the upgrade.
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Setting up and managing e-mail accounts

With the VersaMail application, you can access e-mail accounts from providers
such as Earthlink or Yahoo. You may also access your corporate e-mail with the
appropriate mail server configuration. See “Using a corporate e-mail account”
later in this chapter for more information.

You can add up to eight e-mail accounts on your handheld by setting up a
connection to an e-mail service provider or synchronizing to a desktop e-mail
application. For example, if you have a Yahoo e-mail account with POP access, you
can create a new account in the VersaMail application and name that new account
Yahoo, so that you can send and receive e-mail on your handheld using your Yahoo
account.

Account and connection types
Two types of e-mail accounts are supported:

» Network: You can send and receive e-mail directly to and from your handheld
by connecting with an e-mail service provider.

= Synchronize Only (Windows computers only): You can download, view, and
manage e-mail between the handheld and a desktop e-mail application, such as
Microsoft Outlook, by performing a HotSync operation using the cradle/cable.
You can’t send and receive messages wirelessly or with a modem for an account
of this type.

Using a network account, you can set up or access an e-mail account using any of
the following connection methods:

» Built-in 802.11b radio enabling you to make a wireless LAN connection

» Bluetooth card product (sold separately) attached through the expansion card
slot connection to a mobile phone or local access point that is enabled with
Bluetooth technology

» PalmModem® accessory (sold separately)

» External modem sled (sold separately)

» Infrared (IR) port on the handheld to infrared port on a mobile phone
» Direct connection to a mobile phone by means of a physical cable

» Handheld cradle connected to your desktop (Windows users only)
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Network e-mail account prerequisites
Before you can set up a network e-mail account, you must do the following:

» Establish the e-mail account with an e-mail service provider. Common
providers include Internet service providers (ISPs) such as Earthlink and
Prodigy. A provider can also be a wireless GSM or GPRS carrier such as
VoiceStream, Cingular, or Vodafone.

» Configure the service connection settings for this account on your handheld
using your handheld’s WiFi screen (for connections using your handheld’s
built-in 802.11b radio) or the Network Preferences and Connection Preferences
screens (for all other connection types). See Chapter 18 for more information.

You must also have the appropriate prerequisite for the type of connection you
want to make, as follows.

Connection Type Prerequisite

Connection to a wireless LAN using Proximity to an 802.11b access point.
your handheld’s built-in 802.11b
radio

High-speed GPRS Bluetooth card and mobile phone enabled
with Bluetooth technology.

Active GPRS service ordered from your
wireless carrier.

GSM dial-up Bluetooth card and mobile phone enabled
with Bluetooth technology.

Active wireless service with a GSM carrier. If
you are using GPRS, the same carrier
generally provides both GSM and GPRS
service.

Note that some GSM carriers require you to
order a special data service (separate from
voice service) to make a network connection.

PalmModem accessory PalmModem accessory.
External modem sled Wireless modem accessory.
IR to IR phone IR-enabled mobile phone.

Direct connection to a phone by Connector cable and mobile phone.
means of a physical cable

Handheld cradle connected to Handheld cradle and cable (Windows users
desktop only).
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Using an ISP

If you are setting up a new e-mail account and have a well-known ISP such as
Earthlink or Mindspring, many of the required settings during the account setup
are automatically configured.

For other ISPs, you need the following information:

» The protocol used for incoming mail, such as POP or IMAP
» The name of the incoming mail server

» The name of the outgoing mail (SMTP) server

»  Whether your e-mail account requires any security, such as SSL, APOP, or
ESMTP

» Your e-mail address and password

» The login script (if any) that you need for connecting to your ISP or mail server

NOTE Information about your e-mail account is available from the e-mail provider.
Depending on the type of e-mail service you have, you may be able to access this
information by going to the e-mail provider’s web site or by contacting the provider’s
customer support.

Using a corporate e-mail account

If you want to access e-mail on your handheld using your corporate e-mail
account, you create this account on your handheld in exactly the same way as any
other account (see “Network e-mail account prerequisites” later in this chapter),
with one exception: for a corporate e-mail account, you may need to set up a virtual
private network (VPN). See “VPNs” later in this chapter for information.

NOTE If 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 e-mail account. See the
following section for details.

The following considerations apply when setting up a corporate e-mail account:

Username and These might be your Windows NT or Windows 2000 username

password and password, your Lotus Notes ID username and password,
or something else. Check with your company’s server
administrator to obtain the correct username and password.
The VersaMail 2.5 application provides strong 128-bit AES
encryption for your password.

Protocol Most corporate mail servers use the IMAP protocol for
retrieving mail. In rare cases, your company server may use the
POP protocol. Check with your company’s server administrator
to verify the protocol.

Incoming and Check with your company’s server administrator to obtain

outgoing mail :
server settings these settings.
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See “Creating a network e-mail account” later in this chapter for steps for inputting
your username, password, protocol, and incoming and outgoing server settings
when you set up your corporate e-mail account.

With a corporate e-mail account, you can access the following types of mail servers,
among others:

» Microsoft Exchange
» Lotus Domino

s  Sun iPlanet

VPNs

If you want to access e-mail on your handheld using your corporate e-mail
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 “break through”
the firewall to gain access to the mail server.

You need to set up a VPN to access corporate e-mail in either of the following two
situations:

» Your company’s wireless LAN is located outside the firewall.

» 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).

NOTE Check with your company’s server administrator to see if a VPN is required to
access the corporate network.

See Chapter 18 for instructions on setting up a VPN on your handheld.

NOTE You cannot use auto get mail with notification or scheduled sending retry of
e-mail with accounts that use a VPN connection. See “Auto get mail with notification”
and “Send retry” later in this chapter for information.
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Creating a network e-mail account

You create a new account in Account Setup, which guides you through the process.

To create a network e-mail account:
1. Press Function C ) + Menu (), select Accounts, and select Account Setup.

[ Message Options [[lioqned]

Sam Yahoo 71
Sam IMAP 72
Sam Sync 73
Speakeasy 74
Account Setup.. /W

2. Tap New.

Account Setup

To setup an account, tap New,
ot select an account to edit.

Sam Yahoo

Speakeasy

(New.) (Edit.) (Delete)

3. Enter the following;:

Account Name Enter a descriptive name for the account, such as “My Yahoo.”

Mail Service  Tap the Mail Service pick list and select the provider to which
you are connecting. Select Other if your ISP is not listed.

Protocol Tap the Protocol pick list and select POP or IMAP. (Most e-mail
providers use the POP protocol.)

Account Setup (i)

Enter a name for this account
(e.g. My Mail) and select settings.

Account Name: Sam Yahoo

Mail Service: v Yahoo
Protocol: ¥ POP

O Synchronize Only Account

If the VersaMail application knows the protocol for the mail service you
selected, it displays the correct protocol.

4. Tap Next.
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Entering the account username and password
In the next part of the VersaMail Account Setup, you enter the username and

password for this account. The VersaMail 2.5 application provides strong128-bit
AES encryption for your password.

To enter the account username and password:

1. Enter the username you use to access your e-mail. This is generally the part of
your e-mail address appearing before the @ symbol; it is usually not your entire
e-mail address.

Sam Yahoo (i)

Enter a username and password
for this account.

Username:
SamYahoo|

Password:

(Cancel) (Previous) (Next)

2. Tap the Password box, and then enter your password.

3. Tap OK, or press Function C_ D +Enter (). The Password box displays the word
“Assigned” to indicate that a password has been entered.

4. Tap Next.

Entering the name of the incoming and outgoing mail server

You need to verify your e-mail address for the account you are accessing, as well
as enter the names of the outgoing and incoming mail servers.

To enter mail server settings:

1. If you chose a preconfigured service from the Mail Services pick list on the
Account Setup screen, the e-mail address field is completed automatically,
based on the username and mail service you entered. Check the address to
verify that it is correct, and edit it if necessary.

If you chose Other from the Mail Services pick list on the Account Setup screen,
enter the e-mail address for your account.

Sam Yahoo (i)

Review your settings and edit

if necessary.

Email Address: E-mail address will be filled in
SamYahoo@yahoo.com . [ automatically if you chose a
Incoming Mail Server: preconfigured mail service

pop.mail.yahoo.com
L Mail servers will be filled in

| automatically if the VersaMail
application knows the names based
(Cancel) (Previous) (Next ) on the mail service you chose

Outgoing Mail Server:
smtp.mail.yahoo.com
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. Enter the name of your incoming (POP) mail server, such as
pop.mail.yahoo.com.

If the VersaMail application knows the incoming mail server name based on the
mail service you selected, the correct server name is displayed.

. Enter the name of your outgoing (SMTP) mail server, such as
smtp.mail.yahoo.com.

If the VersaMail application knows the outgoing mail server name based on the
mail service you selected, the correct server name is displayed.

. Tap Next.
. Do one of the following:

— To accept these mail options and begin using the VersaMail application, tap
Done. This takes you to the Inbox of the account you set up. See “Getting,
sending, and managing e-mail” later in this chapter for information on
getting and sending e-mail.

— To set up additional mail options, tap Next. Continue with the next set of
procedures.

VersaMail Setup

Tap Done to complete the
setup of your Sam Yahoo
account and then exit.

Tap Next to continue to set
additional mail options.

( Done ] (Previous) (Next)
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Setting mail retrieval options for a POP or IMAP account

The next VersaMail Setup screen displays different options depending on whether
your mail service uses a POP or an IMAP protocol.

To set mail retrieval server options for a POP or IMAP account:
1. (Optional) Select any of the following;:

Get unread mail NOTE The POP protocol does not support retrieval of unread
mail only from the server. If you have a POP e-mail account,
the VersaMail application downloads all messages from the
server regardless of whether you have read them (for
example, on your desktop or on the web), and regardless of
whether this check box is selected.

For IMAP accounts, select Get unread mail ONLY to
download only unread mail to your handheld. If you don’t
choose this option and you tap Get & Send, all of your e-mail
messages on your provider’s mail server are downloaded to
your Inbox, including messages you have already read. To
get all mail (including mail you have already read) and not
just unread mail, deselect Get unread mail ONLY.

Delete messages To delete messages on your provider’s mail server when

on server they are deleted in the VersaMail application, select the
Delete messages on the server when they are deleted in
VersaMail check box.

Leave mail on To get e-mail on your handheld but also leave it on the server

server (POP

so you can view it later on your desktop, select the Leave
mail on server check box. For example, if you create an
account to receive e-mail from your Yahoo account and select
this option, your old Yahoo e-mail is still visible the next time
you visit Yahoo.com to access your Yahoo e-mail Inbox.

account only)

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 bullet item). If you are not sure
about the correct port number, check with your mail server

administrator.

Use Secure To retrieve incoming mail over a secure (Secure Sockets

Connection Layer, or SSL) connection, select the Use Secure Connection
check box. See “Using Secure Sockets Layer (SSL)” later in
this chapter for information on SSL.

Maximum To limit the maximum size of an incoming e-mail message,

Message Size 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 a smaller size. The maximum
message size that you can retrieve is 60KB for the body text
and 2MB total, including attachments.
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POP accounts

Sam Yahoo (i) Sam IMAP (i)

Port Number: 110

Incoming Mail Options: Incoming Mail Options:
M Getunread mail ONLY. M Getunread mail ONLY.
O Delete messages on the O Delete messages on the

server when they are
deleted in VersaMail.

o Leave mail on server (e.g.
to view on desktop later.)

O Use Secure Connection (SSL). O Use Secure Connection (SSL).
Maximum Message Size: 5 KB. Maximum Message Size: 3 KB.

IMAP accounts

server when they are
deleted in VersaMail.

Port Number: 143

(Cancel) (Previous)

(Next) (Cancel) (Previous) (Next)

2. Tap Next.

Setting outgoing mail options
Outgoing mail options are the same for POP and IMAP accounts.

To set outgoing mail options:
1. (Optional) Do any of the following:

Display Name

Reply To Address

BCC

Sam Yahoo (i)

Outgoing Mail Options:
Your Name (for display only):

Sam Yahoo

current account)

Reply To Address: (if different than

O BCC acopy of outgoing msgs to:

Enter the name you want to appear on your outgoing
messages, such as “Joe Smith.”

Enter the e-mail address that you want recipients to see and
reply to on your e-mail messages, only if this is different
from the e-mail 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 e-mail came from the
address you entered.

Select the BCC check box to send a blind copy of any e-mail
message you send to another e-mail address. The blind copy
e-mail 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
e-mail account, enter that e-mail address.

(Cancel) (Previous)

(Next)

2. Tap Next.
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Adding a signature

If you want, you can add a signature to each e-mail message you send. For
example, you can enter your name and telephone number so that they appear on
each message you send.

To add a personal signature:
1. Tap the Attach Signature to messages check box, and then enter the text of the

signature.

This signature is attached to all your outgoing e-mail.

Sam Yahoo (i)

Outgoing Mail Options:
M Attach signature to messages.

Sam Yahoo
Marketing Director
555-555-5555

| Signature lines appear only if
check box is selected

(Cancel) (Previous) (Next)

2. Tap Next.

Setting advanced outgoing mail options
You can set additional outgoing mail options.

To set advanced outgoing mail options:
1. (Optional) Select either of the following;:

Port Number

Authentication

The default is 25, the port number most SMTP servers use. If
you are not sure about the correct port number, check with
your mail server administrator.

Select the My server requires authentication (ESMTP) check
box if the outgoing server (SMTP) requires authentication.
Check with your system administrator before selecting this
option. See “Adding ESMTP to an account” later in this
chapter for information. If you select this option, username
and password fields appear. These fields are already filled in
based on the account information you entered previously. In
most cases, the information displayed is correct; however,
occasionally your authentication username and/or
password is different from your account username or
password. Check with your e-mail service provider for
authentication username and password information.

If you need to enter new information, enter a username
and/or tap the Password box and enter a password, and
then tap OK.
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Sam Yahoo (i)

Advanced Outgoing Options:
Port Number: 25

[ My server requires
authentication (ESMTP)

Username:

| Username and Password fields appear only if
ESMTP check box is selected

Password:

Tap done to complete setup.

2. Tap Done, or press Function () + Enter (@)

Testing your new account

After you finish setting up a new e-mail account, the Inbox of the account you just
created is displayed. You can test whether the e-mail account is set up and working
properly by tapping Get Mail. See “Getting e-mail by subject or getting the entire
message” later in this chapter for more information.

Creating a synchronize-only account

NOTE You must be using a Windows computer to use a synchronize-only account.

A synchronize-only e-mail account enables you to download, view, and manage
e-mail between the handheld and a desktop e-mail application, such as Microsoft
Outlook, by performing a HotSync operation by means of the cradle/cable. You
can’t send and receive messages wirelessly or with a modem for any account of this

type.

To create a synchronize-only e-mail account:
1. Press Function C ) + Menu (), select Accounts, and then select Account

Setup.

(Message Options [ITT0 0t
Sam Yahoo 1
Sam IMAP 2
Sam Sync 73
Speakeasy 74
Account Setup.. /W

2. Tap New.

To setup an account, tap New,
or select an account to edit.

Sam Yahoo

Speakeasy

(New.) (Edit.) (Delete)
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3. Do the following:

Account Name Enter a descriptive name for this account, such as “My Yahoo.”

Mail Service Tap the Mail Service pick list and select the provider to which
you are connecting. Select Other if your ISP is not listed.

Protocol Tap the Protocol pick list and select POP or IMAP. (Most mail
providers use the POP protocol.)

If the VersaMail application knows the protocol for the mail service you
selected, it displays the correct protocol.

Account Setup (i)

Enter a name for this account
(e.g. My Mail) and select settings.

Account Name: Sam Sync

Mail Service: v EarthLink
Protocol: ¥ POP

O Synchronize Only Account

4. On the same screen, select the Synchronize Only Account check box.

Account Setup (i)

Enter a name for this account
(e.g. My Mail) and select settings.

Account Name: Sam Sync

Mail Service: v EarthLink

Protocol: v POP
@ Synchronize Only Account: § Select Ch?Ck box for a
synchronize-only account

5. Tap Next.
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Entering the account username and password
In the next part of the VersaMail Account Setup, you enter the username and

password for this account. The VersaMail 2.5 application provides strong 128-bit
AES encryption for your password.

To enter the account username and password:
1. Enter the username you use to access your e-mail. This is generally the part of

your e-mail address appearing before the @ symbol; it is usually not your entire
e-mail address.

Enter a username and password
for this account.

Username:
samSynd

Password:

(Cancel) (Previous) (Next)

2. Tap the Password box, and then enter your password.

3. Tap OK, or press Function C D + Enter (¢). The Password box displays the word
“Assigned” to indicate that a password has been entered.

4. Tap Next.

Entering the name of the incoming and outgoing mail server

You need to enter your e-mail address for the account you are accessing, as well as
the names of the outgoing and incoming mail servers.

To enter mail server settings:

1. If you chose a preconfigured service from the Mail Services pick list on the
Account Setup screen, the e-mail address field is completed automatically,
based on the username and mail service you entered. Check the address to
verify that it is correct, and edit it if necessary.

If you chose Other from the Mail Services pick list on the Account Setup screen,
enter the e-mail address for your account.

[ SamSync @
Review your settings and edit
if necessary.
Email Address: E-mail address will be filled in
SamSync@earthliinknett | automatically if you chose a
Incoming Mail Server: preconfigured mail service

pop.earthlink.net
L Mail servers will be filled in
automatically if the VersaMail
application knows the names based
(Cancel) (Previous) (Next ) on the mail service you chose

Outgoing Mail Server:
smtp.earthlink.net e — R
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. Enter the name of your incoming (POP) mail server, such as

pop.mail.yahoo.com.

If the VersaMail application knows the incoming mail server name based on the
mail service you selected, the correct server name is displayed.

. Enter the name of your outgoing (SMTP) mail server, such as

smtp.mail.yahoo.com.

If the VersaMail application knows the outgoing mail server name based on the
mail service you selected, the correct server name is displayed.

. Tap Next.

. Do one of the following:

— To accept these mail options and begin using the VersaMail application, tap
Done. After you finish setting up a synchronize-only e-mail account, you
need to configure this account on your desktop. See “Configuring an account
in HotSync Manager” later in this chapter for information. You will not be
able to synchronize e-mail between your handheld and your desktop until
you configure the account on your desktop.

— To set up additional mail options, tap Next. Continue with the next set of
procedures.

VersaMail Setup

Tap Done to complete the
setup of your Sam Sync
account and then exit.

Tap Next to continue to set
additional mail options.

((Done ) (Previous) (Next)
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Setting mail retrieval options for a POP or IMAP account

The next VersaMail Setup screen displays different options, depending on whether
your mail service uses a POP or an IMAP protocol.

To set mail retrieval server options for a POP or IMAP account:
1. (Optional) Select any of the following;:

Get unread mail

Delete messages
on server

Leave mail on
server (POP
account only)

Port Number

Use Secure
Connection

NOTE The POP protocol does not support retrieval of unread
mail only from the server. If you have a POP e-mail account,
the VersaMail application downloads all messages from the
server regardless of whether you have read them (for
example, on your desktop or on the web), and regardless of
whether this check box is selected.

For IMAP accounts, select Get unread mail ONLY to
download only unread mail to your handheld. If you don’t
choose this option and you tap Get & Send, all of your e-mail
messages on your provider’s mail server are downloaded to
your Inbox, including messages you have already read. To
get all mail (including mail you have already read) and not
just unread mail, deselect Get unread mail ONLY.

To delete messages on your provider’s mail server when
they are deleted in the VersaMail application, select the
Delete messages on the server when they are deleted in
VersaMail check box.

To get e-mail on your handheld but also leave it on the server
so you can view it later on your desktop, select the Leave
mail on server check box. For example, if you create an
account to receive e-mail from your Yahoo account and select
this option, your old Yahoo e-mail is still visible the next time
you visit Yahoo.com to access your Yahoo e-mail Inbox.

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 bullet item). If you are not sure
about the correct port number, check with your mail server
administrator.

To retrieve incoming mail over a secure (Secure Sockets
Layer, or SSL) connection, select the Use Secure Connection
check box. See “Using Secure Sockets Layer (SSL)” later in
this chapter for information on SSL.
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Maximum
Message Size

POP accounts

_ samSync @ Sam IMAP o

Port Number: 110

Incoming Mail Options: Incoming Mail Options:

M Getunread mail ONLY. M 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.

o Leave mail on server (e.g.
to view on desktop later.)

To limit the maximum size of an incoming e-mail 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 a smaller size. The maximum
message size that you can retrieve is 60KB for the body text
and 2MB total, including attachments.

IMAP accounts

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)
2. Tap Next.

Setting outgoing mail options
Outgoing mail options are the same for POP and IMAP accounts.

To set outgoing mail options:
1. (Optional) Enter or select any of the following;:

Display Name

Reply To
Address

BCC

Enter the name you want to appear on your outgoing messages,
such as “Joe Smith.”

Enter the e-mail address that you want recipients to see and
reply to on your e-mail messages, only if this is different from the
e-mail 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 e-mail came from the address you entered.

Select the BCC check box to send a blind copy of any e-mail
message you send to another e-mail address. The blind copy
e-mail 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 e-mail account, enter
that e-mail address.

160



Setting up and managing e-mail accounts

Outgoing Mail Options:
Your Name (for display only):
Sam Sync

Reply To Address: (if different than
current account)

[ BCC a copy of outgoing msgs to:
sam@samsync.com|

(Cancel) (Previous) (Next)

2. Tap Next.

Adding a signature

If you want, you can add a signature to each e-mail message you send. For
example, you can enter your name and telephone number so that they appear on
each message you send.

To add a personal signature:

1. Tap the Attach Signature to messages check box, and then enter the text of the
signature.

This signature is attached to all your outgoing e-mail.

Outgoing Mail Options:
[ Attach signature to messages.

Sam Sync
Marketing Director . . .
555-555-5555 —— Signature lines appear only if

check box is selected

(Cancel) (Previous) (Next)

2. Tap OK, or press Function @D + Enter @,
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Setting advanced outgoing mail options
You can set additional outgoing mail options.

To set advanced outgoing mail options:
1. (Optional) Select either of the following;:

Port Number

Authentication

Advanced Outgoing Options:

Port Number: 25

M My server requires

Username:

Password: -
Tap done to comp

authentication (ESMTP)

The default is 25, the port number most SMTP servers use. If
you are not sure about the correct port number, check with
your mail server administrator.

Select the My server requires authentication (ESMTP) check
box if the outgoing server (SMTP) requires authentication.
Check with your system administrator before selecting this
option. See “Adding ESMTP to an account” later in this
chapter for information. If you select this option, username
and password fields appear. These fields are already filled in
based on the account information you entered previously. In
most cases, the information displayed is correct; however,
occasionally your authentication username and/or
password is different from your account username or
password. Check with your e-mail service provider for
authentication username and password information.

If you need to enter new information, enter a username
and/or tap the Password box and enter a password, and
then tap OK.

| Username and Password fields appear only if
ESMTP check box is selected

2. Tap Done, or press Function D + Enter Ch

Configuring your synchronize-only account

After you finish setting up a synchronize-only e-mail account, you need to
configure this account on your desktop. See “Configuring an account in HotSync
Manager” later in this chapter for information. You will not be able to synchronize
e-mail between your handheld and your desktop until you configure the account

on your desktop.
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Editing e-mail accounts

From time to time, you may need to edit information about one of the e-mail
accounts you set up.

To select the account to edit:

1.

2

3

Press Function C ) + Menu (“/®),

Select Accounts.

Select Account Setup.

Tap the name of the account to edit, and then tap Edit.

To setup an account, tap New,
or select an account to edit.

Sam Yahoo

Speakeasy

(New.) (Edit.) (Delete)

To edit an account:
1. On the Account Setup screen, change any of the following;:

Account Name Enter a descriptive name for this account, such as “My

Yahoo.”

Mail Service Tap the Mail Service pick list and select the provider to
which you are connecting. Select Other if your ISP is not
listed.

Protocol Tap the Protocol pick list and select POP or IMAP. (Most mail

providers use the POP protocol.)

If the VersaMail application knows the protocol for the mail service you

selected, it displays the correct protocol.

Account Setup (i)

Enter a name for this account
(e.g. My Mail) and select settings.

Account Name: 5am Yahoo

Mail Service: v Yahoo
Protocol: ¥ POP

O Synchronize Only Account

2. Tap Next.
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Changing the account username and password

In the next part of the VersaMail Account Setup, you can change the username
and/or password for this account. The VersaMail 2.5 application provides strong
encryption for your password.

To edit the account username and password:

1. (Optional) Enter a new username for accessing your e-mail. This is generally the
part of your e-mail address appearing before the @ symbol; it is usually not your
entire e-mail address.

Sam Yahoo (i)

Enter a username and password
for this account.

Username:
SamYahoo|

Password:

(Cancel) (Previous) (Next)

2. (Optional) Tap the Password box, and then enter a new password. The
Password box displays the word “Assigned” to indicate that a password has
been entered.

3. Tap OK, or press Function ) + Enter (¢). The Password box displays the word
“Assigned” to indicate that a password has been entered.

4. Tap Next.

Editing the names of the incoming and outgoing mail servers

If your e-mail address or the names of the outgoing and incoming mail servers
have changed or have been entered incorrectly, you can edit the address or the
server names.

To edit mail server settings:

1. (Optional) Enter a new e-mail address for the account you are accessing, such
as “examplename@yahoo.com.”

Sam Yahoo (i)

Review your settings and edit
if necessary.

Email Address:
SamYahoo@yahoo.com
Incoming Mail Server:
pop.mail.yahoo.com

Outgoing Mail Server:
smtp.mail.yahoo.com

(Cancel) (Previous) (Next)

2. (Optional) Enter the new or correct name of your incoming (POP) mail server,
such as pop.mail.yahoo.com.
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If the VersaMail application knows the incoming mail server name based on the
mail service you selected, the correct server name is displayed.

3. (Optional) Enter the new or correct name of your outgoing (SMTP) mail server,
such as smtp.mail.yahoo.com.

If the VersaMail application knows the outgoing mail server name based on the
mail service you selected, the correct server name is displayed.

4. Tap Next.

5. Do one of the following:

— To accept these mail options and begin using the VersaMail application, tap
Done. This takes you to the Inbox of the account you set up. See “Getting,
sending, and managing e-mail” later in this chapter for information on
getting and sending e-mail.

— To edit additional mail options, tap Next. Continue with the next set of

procedures.

VersaMail Setup

Tap Done to complete the
setup of your Sam Yahoo
account and then exit.

Tap Next to continue to set
additional mail options.

((Done ) (Previous)

(Next)

Editing mail retrieval options for a POP or IMAP account

The next VersaMail Setup screen displays different options, depending on whether
your mail service uses a POP or an IMAP protocol.

To edit mail retrieval server options for a POP or IMAP account:
1. (Optional) Change any of the following:

Get unread mail

NOTE The POP protocol does not support retrieval of unread
mail only from the server. If you have a POP e-mail account,
the VersaMail application downloads all messages from the
server regardless of whether you have read them (for
example, on your desktop or on the web), and regardless of
whether this check box is selected.

For IMAP accounts, select Get unread mail ONLY to
download only unread mail to your handheld. If you don’t
choose this option and you tap Get & Send, all of your e-mail
messages on your provider’s mail server are downloaded to
your Inbox, including messages you have already read. To
get all mail (including mail you have already read) and not
just unread mail, deselect Get unread mail ONLY.
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Delete messages
on server

Leave mail on
server (POP
account only)

Port Number

Use Secure
Connection

Maximum
Message Size

POP accounts

Sam Yahoo (i) Sam IMAP (i)

Port Number: 110

Incoming Mail Options: Incoming Mail Options:
M Getunread mail ONLY. M Getunread mail ONLY.
O Delete messages on the O Delete messages on the

server when they are
deleted in VersaMail.

o Leave mail on server (e.g.
to view on desktop later.)

O Use Secure Connection (SSL). O Use Secure Connection (SSL).
Maximum Message Size: 5 KB. Maximum Message Size: 5 KB.

To delete messages on your provider’s mail server when
they are deleted in the VersaMail application, select the
Delete messages on the server when they are deleted in
VersaMail check box.

To get e-mail on your handheld but also leave it on the server
so you can view it later on your desktop, select the Leave
mail on server check box. For example, if you create an
account to receive e-mail from your Yahoo account and select
this option, your old Yahoo e-mail is still visible the next time
you visit Yahoo.com to access your Yahoo e-mail Inbox.

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 bullet item). If you are not sure
about the correct port number, check with your mail server
administrator.

To retrieve incoming mail over a secure (Secure Sockets
Layer, or SSL) connection, select the Use Secure Connection
check box. See “Using Secure Sockets Layer (SSL)” later in
this chapter for information on SSL.

To limit the maximum size of an incoming e-mail 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 a smaller size. The maximum
message size that you can retrieve is 60KB for the body text
and 2MB total, including attachments.

IMAP accounts

server when they are
deleted in VersaMail.

Port Number: 143

(Cancel) (Previous)

(Next) (Cancel) (Previous) (Next)

2. Tap Next.
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Editing outgoing mail options
Outgoing mail options are the same for POP and IMAP accounts.

To edit outgoing mail options:
1. (Optional) Change any of the following:

Display Name Enter the name you want to appear on your outgoing messages,
such as “Joe Smith.”

Reply To Enter the e-mail address that you want recipients to see and

Address ; e ie di
reply to on your e-mail messages, only if this is different from
the e-mail 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 e-mail came from the address you entered.

BCC Select the BCC check box to send a blind copy of any e-mail
message you send to another e-mail address. The blind copy
e-mail 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 e-mail account, enter
that e-mail address.

Outgoing Mail Options:
Your Name (for display only):
Sam Yahoo

Reply To Address: (if different than
current account)

O BCC a copy of outgoing msgs to:

(Cancel) (Previous) (Next)

2. Tap Next.

167



Chapter 14 Using Palm™ VersaMail™ Personal E-mail Software

Editing a signature

If you added a signature to the e-mail messages you send, you can edit the
signature. For example, you can change your name or the telephone number that
appears in each message you send.

To edit a personal signature:

1. (Optional) To add a signature, select the Attach Signature to messages check
box, and then enter the text of the signature.

To edit an existing signature name, phone number, and so on, edit the
information on the signature lines.

To remove a signature, deselect the Attach Signature to messages check box.

This signature is attached to all your outgoing e-mail.

Sam Yahoo (i)

Outgoing Mail Options:
M Attach signature to messages.

Sam Yahoo
Marketing Director
555-555-5555

(Cancel) (Previous) (Next)

2. Tap Next.

Editing advanced outgoing mail options
You can change additional outgoing mail options.

To edit advanced outgoing mail options:
1. (Optional) Change either of the following;:

Port Number The default is 25, the port number most SMTP servers use. If
you are not sure about the correct port number, check with
your mail server administrator.
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Authentication  Select the My server requires authentication (ESMTP) check
box if the outgoing server (SMTP) requires authentication.
Check with your system administrator before selecting this
option. See “Adding ESMTP to an account” later in this
chapter for information. If you select this option, username
and password fields appear. These fields are already filled in
based on the account information you entered previously. In
most cases, the information displayed is correct; however,
occasionally your authentication username and/or
password is different from your account username or
password. Check with your e-mail service provider for
authentication username and password information.

If you need to enter new information, enter a username
and/or tap the Password box and enter a password, and
then tap OK.

Sam Yahoo (i)

Advanced Outgoing Options:
Part Number: 25

M My server requires
authentication (ESMTP)

Username:

| Username and Password fields appear only if
ESMTP check box is selected

Tap done to cEIrnp

2. Tap OK, or press Function @ + Enter @,

Deleting an e-mail account

When you delete an account in the VersaMail application, the account is removed
from your handheld. The account still exists on the server. For example, deleting
your Yahoo account from the VersaMail application deletes only the account from
your handheld. Your e-mail account still exists at Yahoo.com.

NOTE You can delete all but one of your e-mail accounts; you must have at least one
account.

To delete an account:
1. Press Function ) + Menu (9.

2. Select Accounts.
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3. Select Account Setup.

(Message Options 33000

Sam Yahoo 71
Sam IMAP 72
Sam Sync 73
Speakeasy 71
Account Setup.. /W

4. Tap the name of the account you want to delete, and then tap Delete.

To setup an account, tap New,
or select an account to edit.

Sam Yahoo

Speakeasy

(New.) (Edit.) (Delete)

5. Tap Yes in the Delete Confirmation dialog box to delete the account and all
associated e-mail messages.

Delete Account

Are you sure you want
to permanently remove
the 5am IMAP account?

6. Tap OK, or press Function () + Enter Ch

After you perform the next HotSync operation, the memory associated with an
account and its messages is released.

Selecting a different service for a given e-mail account

When you set up connections on your handheld (on the Connection Preferences
screen), you pair each connection with a network service (on the Network
Preferences screen) and then select one of these services to be the default for all
network activity (sending and receiving e-mail, surfing the web, and so on) on
your handheld. By default, the VersaMail application uses this service for sending
and receiving messages for all e-mail accounts you set up. See Chapter 18 for
information on setting up the default service for your handheld.

However, for any given e-mail account, you have the option of switching to a
different service for use with that account only. For example, the default service
you have selected for your handheld may be called My VPN and may use your
handheld’s built-in 802.11b radio to make a dial-up connection to your corporate
mail server. You may also have set up an e-mail account called My Earthlink, which
runs on the My VPN connection by default. However, if you travel into an area that
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has GPRS coverage, you may want to switch your My Earthlink account to the
service called Earthlink GPRS, which connects to a GPRS service using a Bluetooth
card product (sold separately) inserted into your handheld’s expansion card slot.

To set up a service for a given e-mail account (different from the default service for your handheld):
1. From the Inbox of the account you want to switch, tap Get Mail.

New ) GetMail )(Display )

2. Tap Details.

Get Mail Options (i)

Subjects Only

(oK ) (Cancel ) (Details..)

3. Tap the Always connect using check box. A pick list of available services
appears. The currently used connection is displayed by default.

¥ Get unread mail ONLY

™ Download Attachments
M UseFilters

O Auto-Disconnect

Max Message Size 5 KB

™ Always connect using: —
Service: ¥ WiFig02.11b

Tap to change the service
connection for this e-mail account

| only from your default handheld
service connection

4. Select the connection you want to switch to from the Service pick list.

¥ Get unread mail ONLY

™ Downl AT&T WorldNet
__|Compuserve

0 Use Fill gy yhjink

O Auto-l|PSiNet

Max Mess|Unix ) ]
= leay:i Select a new service connection

Servic 33:‘,'? for this e-mail account only

@ WiFi 802.11b

Windows RAS
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5. Tap OK (alternately, press Function ) + Enter (¢)), and then tap OK (or press
Function C ) + Enter @) again. 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 e-mail using the new connection.

When you exit the VersaMail application, the new service disconnects. When you
reopen the application, the e-mail account you selected (My Earthlink in this
example) continues to connect using the new connection (Earthlink GPRS in this
example) until you either select a new service or deselect the Always connect using
check box. If you deselect the Always connect using check box, the e-mail account
(My Earthlink) connects using the default handheld service (My VPN in this
example).

The Always connect using check box changes the connection service for the
selected e-mail account only. You must follow the preceding procedure for each
e-mail account whose connection you want to switch from the default connection
on your handheld.

Troubleshooting account access problems

Occasionally you may experience problems using an e-mail account after you set
it up. If you followed the account setup procedures described in “Setting up and
managing e-mail accounts” earlier in this chapter but experience problems using
the account, you may need to verify that the account complies with your e-mail
provider’s requirements. See Appendix B for troubleshooting information for
account access problems.

Getting, sending, and managing e-mail

Getting and sending e-mail on your handheld is easy and helps you keep your
business and personal life organized. You can get and send e-mail by simply
tapping one button on the handheld.

You can manage the messages in your e-mail accounts by moving messages
between folders, deleting old e-mail messages individually or in groups, and
marking messages as read or unread.

This section explains how to do the following;:
» Get and send e-mail for your e-mail accounts

» View and send e-mail attachments, such as text or Microsoft Word documents,
wirelessly
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Getting e-mail

You can get e-mail subjects only—the message size, author, and subject—or you
can get entire messages immediately. If you choose to get message subjects only
and want to read a full message, you can get more of the message. If you choose to
get the entire message, the body text of the message will be downloaded up to the
maximum message size you select. See “Reading e-mail” later in this chapter for
information.

Choosing the e-mail account and displaying the Inbox

To view the e-mail in an account, you must switch to that account and then get the
e-mail. For example, if you want to collect and view the e-mail from your Yahoo
account, you switch to the account created to retrieve e-mail from your Yahoo
account.

To display an account and its Inbox:
1. In your Inbox or on another folder screen, press Function C ) + Menu (“®).

2. Select Accounts.

(Message Options [ITT0 0t

Sam Yahoo 1
Sam IMAP 2
Sam Sync 73
Speakeasy 74
Account Setup.. /W

3. Tap the name of the account you want from the list.
Alternately, press Command + the number of the account you want from
the list.

TIP You can also press the VersaMail button repeatedly to scroll through
the accounts you have configured in the VersaMail application until you get to
the account you want.

4. Tap the folders pick list, and tap Inbox if the Inbox is not displayed.

Edit Folders...

New ) GetMail )(Display )
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Getting e-mail by subject or getting the entire message

When you get e-mail messages, you can choose to get the subject only or to get the
entire message. You can also use the Details dialog box to select options for getting
unread e-mail only, downloading attachments, using filters, and more.

To get e-mail messages:
1. Tap Get Mail.
If you have e-mail stored in your Outbox, tap Get & Send.

2. In the Get Mail dialog box, tap Subjects Only to download subjects only, or tap
Messages to download entire messages.

Get Mail Options (i)

Subjects Only

(oK ) (Cancel ) (Details..)

TIP You can deactivate the Get Mail dialog box by using VersaMail
Preferences. See “Setting preferences for getting and deleting e-mail” later in
this chapter.

3. (Optional) Tap Details and select options for retrieving unread e-mail,
downloading attachments, using filters, auto-disconnect, maximum download
size, and default connection type for this account. Tap OK.

NOTE See “Creating mail filters” later in this chapter for more information
about filters. See “Setting advanced account preferences” earlier in this
chapter for information on the auto-disconnect feature. See “Selecting a
different service for a given e-mail account” earlier in this chapter for
information on setting a default connection type.

NOTE The maximum size of an incoming message is 5KB by default.

& Get unread mail ONLY

& Download Attachments
[ Use Filters

O Auto-Disconnect

Max Message Size 5 KB
O Always connect using:

4. (Optional) For IMAP accounts, you have the option of synchronizing IMAP
folders from the Get Mail dialog box. See “Wireless IMAP folder
synchronization” later in this chapter for information.

5. Tap OK, or press Function @ + Enter @
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6. (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. If so, enter
the username and password. See “VPNs” earlier in this chapter for more
information.

7. The Getting Messages dialog box shows updates as your e-mail is downloaded.

When the Getting Messages dialog box disappears, another dialog box appears
and displays the number of new e-mail messages.

1 new message

8. Tap OK, or press Function D + Enter @

A list of your e-mail appears in the Inbox.

Shows unread/
total messages

\
s~

o [ Joe Sadusky 12:10p -

E | . out of office tomorrow
=nvelope icon ° [ Angela Yee 12:09 Displays the time for
indicates whether review comments .

- ; - — messages received today
a message or—————[¢ 5 Travis Washingt.. 12:08p
subject has been these are funny and the date for all other
downloaded. and o [ Joe Sadusky 12:07p messages

heth h ! lunch meeting today

whether there are s ywickipickox 11:41a
any attachments FW: Revised Instructions for U...

New ) GetMail )(Display )

Auto get mail with notification

You can set up the VersaMail application to automatically search for new mail on
a regular schedule for an e-mail account. The auto get mail feature automatically
retrieves new messages and downloads them to your handheld, without needing
to tap Get Mail.

If auto get downloads any new messages, your handheld notifies you by blinking
an indicator light, beeping, or vibrating. The handheld also displays a visual list of
notifications on the Reminders screen.

The auto get feature downloads the first 3KB of each message. If a message is larger
than 3KB, tap the More button on the message screen to download and view the
entire message.

Auto get mail recognizes any filter criteria you have set up for downloading
messages to your handheld. “Managing mail filters” later in this chapter for
information. Any messages that do not meet the filter criteria are not downloaded
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during an auto get. To retrieve messages that do not conform to filter criteria,
perform a manual get with all filters turned off.

If auto get is occurring and you turn your handheld off or the connection to your
e-mail service provider is disconnected, the auto get fails. If you are attempting an
auto get over a network from a public location, you must be in range of a network
access point for the auto get to work.

Scheduling auto get mail

When setting up a schedule, you select the interval for retrieving mail, the start and
end times for retrieving mail, and the days on which scheduled e-mail retrieval
should take place.

You can set up different schedules for each of your e-mail accounts, but you can set
up only one schedule for an account. For example, if you set up a schedule for mail
retrieval on weekdays for your Yahoo account, you cannot set up a separate
schedule for weekends on the same account.

If more than one scheduled auto get takes place at the same time (for example, for
two separate e-mail accounts), the retrievals take place in the following order:

» Any past-due auto get (for example, a retry of an earlier failed auto get)

» Current retrievals according to the order of e-mail accounts (#1, #2, and so on)

NOTE The auto get feature is not supported for VPN or SSL connections. It is also

not supported if you have configured the security preferences on your handheld to
encrypt databases on the handheld. For some nonsupported connection types, the
Options menu does not display the auto get mail option; for others, if you try to set
up an auto get schedule, an error message appears.

Get Mail Alert

@ Auto Get Mail is not
available for accounts
that use S5L.

To set up a scheduled auto get mail:
1. On the message screen, Tap the Menu icon ®.

2. Select Options.

Message I:m m Accounts

Preferences.. /R
Display Options...

Notification...
Auto Get Mail...
Filters..

Disconnect

Mail Servers...
Ahout VersaMail

3. Select Auto Get Mail.
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4. Select the Get mail automatically check box.

Auto Get Mail

[ Get mail automatically

Every:

Start Time:
End Time:

SEMTWT FH

Days

5. Set schedule options:

Interval

Start Time

End Time

Days

6. Tap OK.

Tap the Every pick list and select the time interval, from
15 minutes to 12 hours. See “Resource issues with auto get
mail” later in this chapter for information on setting the
interval.

Tap the Start Time box, tap to enter the start time hour and
minute, and tap to enter AM or PM. Then tap OK.

[e 1M + EWI

Tap the End Time box, tap to enter the end time hour and
minute, and tap to enter AM or PM. Then tap OK.

Tap 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 e-mail account.

7. (Optional) Tap Get Mail. You should perform a manual Get Mail after setting up
a scheduled auto get. This ensures that only new messages are retrieved during

auto get.
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TIP Alternately, if you have configured an e-mail account to synchronize
messages between your handheld and your desktop, you can perform a
HotSync operation after setting up a scheduled auto get to ensure that only
new messages will be retrieved during auto get. See “Synchronizing e-mail
between the handheld and the desktop” later in this chapter for configuration
information.

Auto Get Mail

@ To activate the
schedule, tap Get Mail

Or, perform aHot Sync
operation now, using
the VersaMail conduit
with accounts active

Auto get notifications

The auto get mail feature provides three types of alerts during and after message
retrieval:

» Depending on the connection type, a series of status messages may appear
during the auto get connection and mail retrieval process.

» You can choose to have your handheld alert you when a new message arrives
in your account. The beep or alert sound your hear is called a notification. Your
handheld also notifies you of a new message’s arrival by blinking an indicator
light or vibrating if certain preferences are selected. For more information, see
“Making your handheld buzz or blink when you get new e-mail” later in this
chapter.

NOTE You must select the Notification option to have your handheld notify
you when new messages are received. See the next section, “Setting
notification options,’ for more information.

» If auto get discovers and downloads new messages for an e-mail account, a
notification appears on the Reminders screen, displaying 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. See “Viewing and
using the Reminders screen” later in this chapter.

3:53pm Reminders

O &=: IMAP mail account

You have 18 new messages
O &: Yahoo mail account

You have 27 new messages

((Done ) ((Snooze ) (Clear All )
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Setting notification options

You can turn the notification sound on or off to notify you when new e-mail
arrives. You can choose from a variety of sounds, such as birds, bumble bees, or
simply an alarm.

To set notification options:

1.

2.

6.

In the Inbox or on another folder screen, tap the Menu icon @.

Tap Options.
Message I:mm Accounts

Preferences.. /R
Display Options...

Notification..
Auto Get Mail...
Filters..

Disconnect

Mail Servers...
About VersaMail

Tap Notification.

Tap the Notify me of new mail and mail alerts check box.

Notification

& HNotify me of new mail
and mail alerts.

Notify Sound: « flert

Tap the Notify Sound pick list and select a sound. The handheld plays a brief
demonstration of the sound.

NOTE If you have installed a custom sound on your handheld, it appears on
the Notify Sound pick list.

. System

™ HNotify mel|flarm ail
and mail a|flert

Bird

Notify Sound: Concerto
Phone

Sci-fi
(Cance Wake up

Tap OK.

You can follow these procedure steps to change the notification sound or to turn
the sound on or off at any time.
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Making your handheld buzz or blink when you get new e-mail

In addition to setting a notification sound, you can also choose to have your
handheld’s indicator light blink or to have your handheld vibrate when you
receive new e-mail. You select how your handheld notifies you of new e-mail in
your handheld’s General preferences.

To make your handheld buzz or blink when you get new e-mail:
1. Press Home @ 9,

2. Tap the Prefs icon ©.
3. Tap Sounds & Alerts.

Preferences

General

Digitizer
Formats Graffiti 2
Keyboard Power

Sounds & Alerts * Writing Area
Communication

Connection Network

PN Wi-Fi
Personal

Buttons Color Theme

4. Do any of the following;:

— To change the volume of the Alarm Sound, tap the Alarm Sound pick list and
select Low, Medium, High, or Off.

— To change whether or not the handheld indicator light blinks when you
receive new e-mail, tap the Alarm LED pick list and select On or Off.

— To change whether or not the handheld vibrates when you receive new
e-mail, tap the Alarm Vibrate pick list and select On or Off.

Preferences Sounds & RAlerts

Silent | All Off |

System Sound:  High

Game Sound: ¥ High

Alarm Sound: + High
Alarm LED: + On
Alarm Vibrate: « Off

Done

5. Depending on your handheld model, press the VersaMail button ¢ or tap
Done.
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Viewing and using the Reminders screen

Your handheld displays a Reminders screen that shows summary information
about new e-mail messages and alerts from other applications, such as alerts to
remind you of Date Book appointments.

To view the Reminders screen:
» Tap the blinking asterisk &l in the upper-left corner of any screen.

Tap the check box to 53 LIS Tap the text to open

rempvde a fsmgltihi = \'j‘;":ml‘;"g;‘:;‘“;essages—ithe account Inbox or

reminder from the i i

ror O & Yahoo mail account view a detailed error
You have 27 hew messages message

The mail icon tells

you that this
reminder is for an
e-mail message

((Done ) ( Snooze ) (Clear All)

If you set up a scheduled auto get mail and you receive new e-mail messages, they
are downloaded into the Inbox. As you work with e-mail messages in the Inbox,
the Reminders screen doesn’t display a reminder for any new messages that arrive,
because the messages are already displayed in the Inbox.

NOTE A broken envelope icon &3¢ appears next to a message when an auto get mail
or automatic send retry fails.

To respond to the reminders, do one of the following:
» Tap the check box to clear a reminder from the list.

» Tap 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.

» Tap Done to close the Reminders screen and return to whatever you were doing
on your handheld before the Reminders screen appeared.

» Tap Clear All to dismiss all reminders on the Reminders screen.

When a notification appears on the Reminders screen, tap 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 it is removed from the Reminders
screen, even if you do not open the message. Auto get then starts at the next
scheduled interval, with the Reminders screen counter reset to 1.

If you do not view the Inbox of the selected account and another scheduled e-mail
retrieval takes place and 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 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.
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If auto get discovers new messages but then fails for any reason, a notification
appears on the Reminders screen, displaying the account name and an error
message.

8:01 am Reminders

O =% L3¢ Speakeasy mail account
Scheduled get failed

((Done ) (( Snooze ) (Clear All )

You can tap the error message or open the VersaMail application to that account for
more detailed information on the failed auto get.

Get Mail Alert

@ The last scheduled get
failed. You may wish to
perform a manual get at
your convenience.
timeout (0x1212)

If auto get discovers no new messages for an account, no notifications appear on
the Reminders screen for that account.

The Reminders screen displays only the most recent notification for an account.
For example, if one scheduled auto get failed, but the next one succeeded and
downloaded two new messages, the Reminders screen would first display the
error message, but would display the number of messages retrieved after the
successful retrieval.

Reminders screen notifications are specific for each account. For example, if auto

get fails for one account but succeeds in downloading new messages for a separate
account, the Reminders screen displays an error message for the first account and
a message indicating the number of messages downloaded for the second account.

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 continues
attempting to retrieve e-mail at 30-minute intervals until either the next scheduled
auto get occurs or the end time for scheduled e-mail retrieval is reached. If the
interval is set for more frequently than one hour and an auto get fails, the
VersaMail application waits until the next scheduled auto get.
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Resource issues with auto get mail
If you use the auto get mail feature, you should be aware of the following potential
resource constraints:

Decreased battery If you set the auto get interval for more frequently than once per
life hour, you may drain your handheld’s battery charge more
quickly, and thus need to recharge the battery more frequently.

Increasedmonthly If your e-mail service provider charges a service fee, using the

charges auto get feature can substantially add to your monthly charges.
This issue is especially noticeable for POP accounts, because the
size of the IDs used to locate POP account messages is much
larger (and thus POP messages take longer to download) than
for IMAP accounts.

NOTE If you primarily retrieve messages over your company’s
wireless LAN using the built-in 802.11b on your handheld,
monthly charges should not be an issue.

If you set the auto get mail interval for more frequently than once per hour, an alert
message appears.

Get Mail Alert

@ Setting Auto Get Mail
schedule more often
than once an hour will
shorten battery life and
may increase usage
costs.

To minimize resource concerns, set your interval for e-mail auto get to no more
frequently than once per hour.

Inhox icons in the VersaMail application
The icons to the left of a message in the Inbox indicate the message’s status.

R Only the subject header information is downloaded.
E Part or all of the message text is downloaded.

@ Part or all of the message text and attachment information is
El downloaded.
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Reading e-mail
To read e-mail, tap the e-mail message in the Inbox or the folder where the message
is located.

s~

o [ Joe Sadusky 12:10p -
out of office tomorrow Tap to read

o & Angela Yee 12:09p
review comments

o (8 Travis Washingt.. 12:08p
these are funny

o [ Joe Sadusky 12:07p
lunch meeting today
o [ Micki Hickox 11:41a

FW: Revised Instructions for U...

New ) GetMail )(Display )

Alternately, you can use the navigator for one-hand message viewing.

To read a message using the navigator:

1. Press Select on the navigator to highlight the first message displayed on the
screen, and then press Up or Down to scroll one message at a time to the
message you want to read.

2. Press Select to open the message.
3. After reading the message, press Select to close the message.

If you chose to get messages by subjects only, tap the More button ¥ to view the
body of the e-mail 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. Tap the More button to view the entire
message. See “Getting e-mail by subject or getting the entire message” earlier in
this chapter.

If you chose to get entire messages, the body of the e-mail message is displayed.
However, if the downloaded message exceeds your maximum message size, only
a partial message is displayed. Tap the More button to view the entire message.

nbe 4 10f10 p [E

From: "Joe Sadusky"
<jms510@hotmail.com>
Subj: for your review

see attached.

Join the world’s largest e-mail
service with MSN Hotmail.
http://www.hotmail.com

|

[ Done ) (Reply ) (Delete) (@) ——— Tap More to view the entire
message
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Plain text and HTML e-mail

By default, the VersaMail application is set to receive mail in HTML format. This
means that any e-mail messages sent as HTML will be displayed on your handheld
with basic HTML formatting intact, including the following;:

» Boldface

s [talics

» Underlining

s Colored words
= Bullet lists

s  Numbered lists
= Line breaks

Most formatting not displayed is stripped of its HTML tags and shown as plain
text. For certain types of graphic images (for example, JPEG or GIF files), the
graphic may be displayed as a URL in the body of the e-mail message. In some
cases, you can tap the URL to open the graphic image. See “Working with URLs”
later in this chapter for more information.

When you set the VersaMail application to receive e-mail messages as HTML, any
messages sent as plain text will be displayed as plain text only. You can also 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 will be displayed.

NOTE 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.

To select whether to receive e-mail messages in HTML or in plain text format:
1. Press Command + R.

Alternately, press Function C + Menu (), select Options, and then select
Preferences.

General [Advanced|System

Get v Subjects Only

™ RAsk Every Time
™ Confirm Deletions
O Delete Msgs on Server
™ Download Attachments

Receive Format: JgllVi(8
0K Cancel

2. Tap the Receive Format pick list and select HTML or Plain Text. The default is
HTML.

3. Tap OK.
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Viewing other folders

When you get new e-mail, it appears in the account’s Inbox folder. You can move

an e-mail message from one folder to another and then view it in the destination
folder.

To view other folders:
1. Tap the folders pick list in the upper-right corner of the screen.

Available folders

Edit Folders...

New ) GetMail )(Display )

2. Tap the folder you want to view.

Managing display options in the folder’s list view
You can customize the way in which messages appear in the list view of your mail
folders. The options you choose apply to all folders.

The display options that you can customize, and the default settings, are as

follows:

Option Default

Sort by Date

Sort order Descend
Summary view Two-line view

Summary view columns  Sender, Date, Subject

Font Gil Sans MT 12 Plain
Unread message color Black
Read message color Black
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To change the sort order:
1. Tap Display.

2. Tap the Sort by pick list, and then tap the column name.

Display Options (i)

Sort by: B8t + Descend

Show: ew

Unread: ¥ Black

Read: v Black

3. Tap Descend or Ascend to change the sort order.

Display Options (i)
Sortby: w Subject I
Show: w 2line vie [escend
M Date
O Size

Unread: ¥ Black

Read: v Black

4. Tap OK.

To select a one-line or two-line view:
1. Tap Display.

2. Tap the Show pick list, and then tap the view you want.

Display Options (i)

Sortby: w Subject » Descend

Show: |1line view

2 line view

O Size

Unread: ¥ Black

Read: v Black

3. Tap OK.
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To display or hide a column in a folder’s list view:
1. Tap Display.

2. Tap the check box for each column that you want to show. The column options
will change depending on whether you choose a one-line or a two-line view.

Display Options (i)

Sortby: ~ Date w Descend

Show: ¥ 1line view
¥ Date
O Size
M Subject

Unread: ¥ Black

Read: ¥ Black

NOTE If you select Date, the Date column displays the message time for any
messages received today—that is, any message received after 12:01 A.M.
Otherwise, the Date column shows the date the message was received.

3. Tap OK.

To change the font:
1. Tap Display.

2. Tap in the Font field.

Display Options (i)

Sortby: ~ Date w Descend

Show: ¥ 2line view
O Date
O Size

— Tap here

Unread: ¥ Black

Read: ¥ Black

3. Tap the Font pick list and select the font you want.

(.13 £l 4 Gill Sans MT
} Segoe MT
Size: ¥|sqbon MT
Thorndale MT

Style: ¥

Palm

Sample:

This is a sample.
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4. Tap the Size pick list and select the font size you want.

Font:  Gill Sans MT
Size: v[6 |
9
Style: *

Sample:

This is a sample.

5. Tap the Style pick list and select the font style you want.

6.

To select colors for read and unread mail:
1.

2.

Font:  Gill Sans MT

Size: v 9

style: ~ (LI

Sample:

This is a sample.

Tap OK.

Tap Display.

Tap the Unread pick list, and then tap the color you want to use to display

unread messages.

Tap the Read pick list, and then tap the color you want to use to display read

messages.

Display Options
Sortby: w Date w Descend
Show: |Black
Aqua

Blue
Green

Font: (Maroon
Unread:|grange

Read: |Purple

4. Tap OK.

In the list view itself, you can also change the size of the columns.
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To change the size of a column in the folder’s list view:
NOTE Changing column size is available for one-line message view only.

1. Tap and hold the stylus on the column divider.

2. Drag the column divider to change the width of the column.

3/18 ~ Tnbox

o & out of of.|Joe Sad..[12:10p 1
o Mreview c..|[Angela.. (12:09p
o [ these ar..|Travis.. |12:08p
© [ lunch meet..|Joe Sadu... 12:07p

© [ FW: Revise...[Micki Hic... |11:41a Drag the column

o M Re: cross ... [Wayne H...|10:55a F :
o [<1 Registratio. |LinkeSOF..|11:36p divider left or right to

© [ The Searc... |Search R... |11:02p make the CO|UI_'T'I n

o [ Fw: REVIEW...[Donna M... [10:33p narrower or wider
o [ My scheduldKwong Li... [4:54p
© [ Re: Bluetooijong Li... [2:48p

New ) GetMail )(Display )

3. Tap OK.

You can also change the font within an individual message. This change affects the
the font of all messages you compose.

To change the font of a composed message:
1. On the message screen, tap the Menu icon ®.

2. Select Options.

[ [T Option ]
Attachment.. <R
Save ToDrafts /W
Send Now 7Y
Font.. s F
Address Lookup.. /L
GoTo Top ST
Go To Bottom < Q

3. Tap Font.

4. Tap the Font pick list and select the font you want.

(.13 Sl Gill Sans MT
} Segoe MT
Size: ¥|sgbon MT
Thorndale MT

Style: ~

Palm

Sample:

This is a sample.
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5. Tap the Size pick list and select the font size you want.

Font:  Gill Sans MT
Size: v[6 |
9
Style: *

Sample:

This is a sample.

6. Tap the Style pick list and select the font style you want.

Font: w Gill Sans MT

Size: v 9

sryle: ~(LNNNNNN

Sample:

This is a sample.

7. Tap OK.

Moving e-mail between folders
You can move one or more e-mail messages between folders.

To move one e-mail message:

1. Tap the folders pick list in the upper-right corner of the screen, and then tap the
folder name, or press Up or Down to move to the folder you want, and the press
Select to select the folder.

Edit Folders...

New ) GetMail )(Display )
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2. Press Right on the navigator to open the Message menu, press Down to move
to the Move To option, and then press Select to select this option.

Alternately, tap the icon to the left of the message, and then tap Move To from
the pop-up menu.

s <o

o & out of of.|Joe Sad..[12:10p 1
o Mreview c..|[Angela.. (12:09p
o [ these ar..|Travis.. 12:08p
W lunch meet..|Joe Sadu... |12:07p
° iHic... |11:41a
o ...|10:55a
o .|11:36p
© [Mark Unread .. |11:02p
© [Reply... ...|10:33p
¢ |Forward i..|4:54p

< |Delete i..|2:48p

New ) GetMail )(Display )

The folders pick list appears.

3. Press Up or Down on the navigator to move to the folder you want, and then
press Select to select the folder.

Alternately, tap the folder you want.

s <o

o & out of of.|Joe Sad..[12:10p 1

o Mreview c..|[Angela.. (12:09p

o [ these ar..|Travis.. 12:08p

W lunch meet..lJoe Sadu... |12:07p
Inbox (18)%* ckiHic... |11:41a
Outbox ayne H...|10:55a
Drafts keSOF...|11:36p
Sent archR... |11:02p
Trash (18)* inna M... |10:33p
Edit Folders... vong Li... |4:54p

o I Re: Bluetoo..|Kwong Li... [2:48p

New ) GetMail )(Display )

TIP You can also move a single e-mail message from within the body of the message
by pressing Command 8, tapping the folder icon, and selecting the destination
folder from the pick list. See “Using the command bar” later in this chapter for more
information on the command bar.
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To move multiple e-mail messages:

1.

2.

Tap the folder that contains the e-mail messages you want to move.

Select the messages by tapping to the left of each message icon.

TIP To select a group of adjacent messages, drag the stylus to the left of the

message icons.

A checkmark appears next to each selected message.

w Inbox

> [ these ar..|Travis..

o [ out of of.]Joe Sad..]
o Mreview c..[Angela...

v [ lunch meet..[Joe Sadu...
v FW: Revise... [Micki Hic...
VB Re: crossr... [Wayne H...
o [ Registratio..|LinkeSOF...
o [ The Searc... |Search R...
> I8 Fw: REVIEW..[Donna M...
o [ My schedulgiKwong Li...
© [ Re: Bluetooijong Li...

12:10p 1
12:09p
12:08p
12:07p
11:41a
10:55a
11:36p
11:02p
10:33p
4:54p
2:48p

New ) GetMail )(Display )

Do either of the following;:

— Press Command +V (alternately, press Function C ) + Menu (“®), and
then select Move To on the Message menu.

— Tap a message icon next to a selected message, and then tap Move To on the

pick list.

O

w |nbox

Mark Unread

Reply...
Forward
Delete

000 0 0 O

o & out of of.|Joe Sad..[12:10p 1
o Mreview c..|[Angela.. (12:09p
o [ these ar..|Travis.. 12:08p
W lunch meet..|Joe Sadu... |12:07p

ic.. [11:41a
...|10:55a
.|11:36p
. |11:02p
..|10:33p
i.. [4:54p
i..|2:48p

New ) GetMail )(Display )

Tap the folders pick list, and select a destination folder.

w Inbox

> [ these ar..|Travis..

o [ out of of.]Joe Sad..]
o Mreview c..[Angela...

v lunch meet..|Joe Sadu...
Inbox (18)* cki Hic...
Quthox ayne H...
Drafts keSOF...
Sent archR...
Trash (18)* inna M...
Edit Folders... wong Li...

© [ Ke: Bluetoo..|Kwong Li...

12:10p 1
12:09p
12:08p
12:07p
11:41a
10:55a
11:36p
11:02p
10:33p
4:54p

2:48p

New ) GetMail )(Display )

Tap OK, or press Function D + Enter Ch
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Creating and editing mail folders

You can also create new folders so that you can store e-mail messages by subject,
person, or project. The VersaMail application has certain existing folders, such as
Inbox, Outbox, Drafts, and Trash.

The procedure for creating and editing folders varies slightly between POP and
IMAP e-mail accounts, as described in the following procedure.

To create and edit e-mail folders:

1. Tap the folders pick list in the upper-right corner of the screen, and then tap Edit
Folders.

2. On the Edit Folders or Edit IMAP Folders screen, select any of the following;:

POP accounts IMAP accounts

Edit Folders... (i) Edit IMAP Folders (i)

(New ) (Rename ] (Delete ) (oK )( New )(Rename)( Delete )

— To create a new folder, tap New, and then enter the new folder name. For
IMAP accounts only, select the check box if you also want to create the folder
on the server. When finished, tap OK, or press Function + C D Enter @

POP accounts IMAP accounts

Edit Categories Edit IMAP Folders

Enter anew category name: Enter a new folder name:

[0 Alsocreate onserver

— To rename a folder, tap the folder name from the list on the screen, tap
Rename, and then enter the new folder name. For IMAP accounts only, select
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the check box if you also want to rename the folder on the server. When
finished, tap OK, or press Function C_ + Enter Ch

POP accounts IMAP accounts

Edit Categories

Edit IMAP Folders
Enter anew category name: Enter a new folder name:
Favorites

O Alsorename on server

— To delete a folder, tap the folder name from the list on the screen, and then
tap Delete. For IMAP accounts only, select the check box if you also want to
delete the folder on the server, and then tap OK, or press Function () +
Enter (¢). For POP accounts, the folder will be deleted immediately and you
will not see a confirmation screen.

Edit IMAP Folders

Are you sure you want to

permanently delete folder Delete confirmation
"Favorites"? This action cannot be appears for IMAP
undone.

accounts only
O Also delete on server

Creating and sending new e-mail

When you create a new e-mail message, you can enter the person’s e-mail address
or use the Lookup screen to find a particular address.

To create a new e-mail message:
1. Tap New, or press Command +N.

m 0/0 * Inbox New Message =

—

New ) GetMail )(Display ) Send ) Outbox )(Drafts )(Cancel)

2. Enter the recipient’s name using one of the methods described in the next
procedures.

NOTE When you address a message to several recipients, you do not see all the
recipients on the To list because the list is truncated on the To line. If you tap the To
field, a dialog box shows all recipients for the current message.
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Addressing a message hy typing the address
You can address a message by entering the complete address.

To enter the address:
1. On the New Message screen, tap or navigate to the To field and enter the
address, and then tap Done.

New Message =l
mfarsi@farsi.com|

Send )(Outbox )(Drafts )(Cancel)

For multiple recipients, type a semicolon (;) and then a space between recipient
names, or press Enter (¢). The To field expands to two lines during address entry
for addresses longer than the one-line display.

New Message =]

Send )(Outbox )(Drafts )(Cancel)

After address entry, addresses longer than one line are shown on a single line
with an ellipsis symbol to the right of the address line.

New Message =l

Eoanna Kwan" Ellipsis indicates address is longer

than one line

Send )(Outbox )(Drafts )(Cancel)
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Alternately, on the New Message screen, tap To and enter the address on the
Recipient List screen, and then tap Done. Use the shortcut buttons at the bottom
of the screen for quick address entry.

For multiple recipients, type a semicolon (;) or tap the semicolon button at the
bottom of the screen, and then type a space between recipient names.

To: Recipient List (i)

M. Farsi; Ang Yee

[; T@[com] net].org].edu.gov]

NOTE Ifyou enter acomma instead of a semicolon, it is automatically changed
to a semicolon. If you enter a space with no punctuation between names,
semicolons are not inserted and the e-mail message is improperly addressed.

If you want to edit an e-mail address that is longer than the line provided on the
New Message screen, tap the To field and edit the address.

2. To send copies, tap cc: or bec: and enter the recipient’s address.
Copies (cc:) allow recipients to see the addresses of the other recipients, but

addresses in the blind copies (bcc:) field are hidden from all other recipients.

TIP To automatically fill in the address as you type, see “Using Smart
Addressing to address a message” later in this chapter.

Addressing a message using Address Book

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 Address Book.

To use an address from Address Book:
1. On the New Message screen, tap the word To.

2. On the Recipient List screen, tap Lookup.
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3. On the Address Lookup screen, tap the address you want, and then tap Add.

Address Lookup

Kwan, Joanna jkwan@ jkwan.net
Badusky, Joe jms510@hotmail.com

Look Up] Add ] (Cancel

4. (Optional) Repeat steps 2 and 3 for each address you want to add.

5. To enter an address in the cc: or bcc: field, tap the field name and follow the
steps given for the To field.

Using Smart Addressing to address a message

Smart Addressing types ahead and completes a recognized e-mail address. Smart
Addressing automatically fills in fields when the recipient’s name and e-mail
address are in your Address Book.

By default, Smart Addressing is selected in VersaMail Preferences.

To use Smart Addressing to address a message:
1. On the New Message screen, tap in the To field.

2. Start entering the person’s name, such as Joe Smith.

Once the name is recognized from your Address Book, the name and e-mail
address are automatically completed on the recipient list. For example, if you
have a Joe Smith and a Joan Smith in your Address Book (and no other names
starting with J), once you type “Joe,” the entry “Joe Smith” is completed with
the correct e-mail address.

3. If Smart Addressing recognizes more than one name for the typed entry, or if
the recognized name has more than one e-mail address associated with it, all of
the names or e-mail addresses are displayed. Navigate or tap to select the
name/e-mail address you want.

=

Send )(Outbox )(Drafts )(Cancel)

4. Tap Done.
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Turning Smart Addressing on or off

You can turn Smart Addressing on or off in VersaMail Preferences. By default,
Smart Addressing is turned on.

To turn Smart Addressing on or off in VersaMail Preferences:
1. In the Inbox, press Command + R.

Alternately, in the Inbox, press Function C 0 + Menu (), tap Options, and
then tap Preferences.

2. Tap Advanced.

General | Advanced|System

M Enable Smart Addressing

™ Auto-Empty Mail from Trash:
w Older Than 1 Week

Timeout: 45  secs

O Auto-Disconnect

M Disconnect on Exit

Modem Wait: 0. . secs

0K Cancel

3. Tap the Enable Smart Addressing check box if it is not selected. A checkmark
means it is turned on.

4. Tap OK, or press Function C D + Enter @

Composing and sending e-mail
After you enter your recipient addresses, you can compose the rest of the e-mail
message.

To compose the rest of the e-mail and send it:
1. Tap the Subject field and enter the subject of your e-mail.

New Message =l

Toi myemployees@meinc.com

Subj Payroll dates

Sam Y ahoo
Marketing Director
555-555-5555

Send )(Outbox )(Drafts )(Cancel)
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2. Tap the area below the Subject line and enter the text of your e-mail.

New Message =l

Have been changed to the 5th and
the 19th because of the holiday.

Sam Y ahoo
Marketing Director
555-555-5555

Send )(Outbox )(Drafts )(Cancel)

To access the editing features available on the Edit menu, press
Function C + Menu (“®). The first character of each sentence is automatically
capitalized for you.

3. (Optional) Tap the Options menu and select Add Attachments (alternately,
press Command + A). See “Attaching files from a handheld application”
later in this chapter.

4. Tap one of the following to send the e-mail:

Send Sends the e-mail immediately. (Alternately, press
Command +Y)
Outbox Stores e-mail in the Outbox so you can compose e-mail offline and

then send all e-mail during one connection with the server. To send
your e-mail later, tap Get & Send. A connection is made to the mail
server and all the e-mail in the Outbox is delivered.

TIP You can also tap Drafts (or press Command + W) to save this
message in the Drafts folder rather than send it.

Send retry

When you tap Send on the message menu, the VersaMail application automatically
attempts to send the message. If the send attempt fails for any reason (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
continue to try to send the message at 30-minute intervals, a maximum of three
times.

If you put a message in the Outbox, you must perform a manual send to send the
message on the first attempt. The VersaMail application attempts automatic send
retry only after a manual send attempt fails.

If automatic send retry succeeds on any attempt, the message is moved to the Sent
folder.

NOTE Automatic send retry occurs only if you tap Send to send the message
manually. It does not work if you tap Get & Send.
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To select automatic send retry:
» Tap Yes on the dialog box notifying you that manual send has failed.

Sending Mail

The message could not
be sent {
RequestURI=COM

). Do you want to keep
trying to senditin the
background?

NOTE Automatic send retry is not supported for VPN or SSL connections, or for
accounts for which your ISP requires you to log in to the mail server before sending
mail. It is also not supported if you have configured the security preferences on your
handheld to encrypt databases on the handheld.

Send retry notifications
If automatic send retry fails after the third attempt, a notification appears on the

Reminders screen. A separate notification appears for each e-mail account for
which a send retry has failed.

10:16 am Reminders

O = L3s Sam Yahoo mail account
Background send failed

(Done ) ((Snooze ) (Clear All)

Tap the notification or open the account in the VersaMail application to view a
detailed error message.

Get Mail Alert

@ One or more messages
could not be sent.
timeout (0x1212)

Viewing the error message deletes the notification from the Reminders screen. The
Reminders screen shows only the most recent notification for an e-mail account, no
matter how many automatic send retries have been attempted for that account.

If automatic send retry fails after the third attempt, you must send the message
manually.

NOTE If you perform a soft reset or a HotSync operation during automatic send retry,
the retry cancels. You must manually send any messages in the Outbox after the soft
reset.
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Modifying messages in the Outhox

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 will need to perform a
manual send in order to send the message. If the manual send fails, you can choose
to store the message in the Outbox to await the next automatic send retry.

During automatic send retry, any message that the VersaMail application is
attempting to send is in a locked state and cannot be edited, moved, or deleted. If
you try to modify a message in the locked state, an error message appears.

Sending Mail

@ VersaMail is trying to
send this message, it
cannot be accessed at
this time.

If a send retry fails after the third attempt, 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 perform a manual
send in order to send the message. If the manual send fails, you can choose to store
the message in the Outbox to await the next automatic send retry.

See the next section “Outbox icons in the VersaMail applications,” for icons that
indicate messages awaiting the next automatic send retry as well as messages in
the locked and error state.

Outbox icons in the VersaMail applications
The icons to the left of a message in the Outbox indicate the message’s status.

‘ Message is waiting either to be manually sent or to be sent during the
z next send retry. You can edit, move, or delete a message in this state.

Send retry is currently in process; you cannot edit, move, or delete a
message in this state.

Third automatic send retry has failed. You must manually send a
message in this state.

Completing drafts

If you are composing an e-mail message and you exit the VersaMail application
before tapping Outbox, Send, or Cancel, the e-mail automatically moves to the
Drafts folder. To finish editing the e-mail, tap the folders pick list and select Drafts.
Select the e-mail you want to complete or edit, and tap Edit. You can also delete the
e-mail in the Drafts folder.
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Attaching a personal signature
You can include a personal signature, such as your name, e-mail address, and
telephone number, with each e-mail you send.

To create a personal signature:
1. Press Command +R.

Alternately, press Function € + Menu (&), tap Options, and then tap
Preferences.

2. Tap Signature.

General [Advanced|System

Get « Subjects Only

™ RAsk Every Time
™ Confirm Deletions
O Delete Msgs on Server
™ Download Attachments
Receive Format: « HTML

0K Cancel

3. Tap the Attach Signature check box to select it.

[ RAttach Signature:
Sam Yahoo

Marketing Director
555-555-5555

4. Enter your signature information.

5. Tap OK, or press Function D + Enter Ch

Forwarding e-mail

You can quickly forward e-mail messages from any folder other than the Outbox
folder.

To forward e-mail:
1. Tap the folders pick list and select the folder that contains the e-mail.

2. Tap the e-mail message to display it.
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3. Press Command +E
Alternately, tap the Forward button.

nha 4 1of1 B E
From: "Travis Washington" n
<trwashjr@hotmail.com>
Subj: cool site

check this out:
www.futurefacing.com

tw

Done ] (Reply) (Delete)

Tap Forward

4. Tap the word To.

5. On the Recipient List screen, enter or look up the recipient address. See the
procedure for creating new e-mail earlier in this chapter for more information
on addressing messages.

Forward Message =l

Joanna Kwan"

beci

Subj fwd:.cool site

See below from T} i

"Travis Washington"
[<trwashjr@hotmail.com> wrote:

>check this out: -

Send ) Outbox )(Drafts )(Cancel)

6. (Optional) Enter some text describing the forwarded message.
7. Tap Send (alternately, press Command +Y) to send the message, or tap
Outbox to store it in the Outbox.

NOTE Forwarded messages are always sent as text only, even if you received the
original message in HTML format.
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Replying to e-mail
You can reply to an e-mail message as you are reading it, or start the reply when
viewing messages in the folders list view.

To reply to an e-mail message that you are reading:

1.

2.

Tap the message you want to reply to.

Tap Reply, or press Command + 0.

T 4 101 b [E

From: "Travis Washington"
<trwashjr@hotmail.com>
Subj: cool site

check this out:
www.futurefacing.com

tw

Done ] (Reply) (Delete)

In the Reply Options dialog box, select options for replying to the sender only
or to all e-mail recipients, and for including original message text.

Reply Options

™ Include Original Text

Tap OK, or press Function (" + Enter Ch
Enter a reply.

Reply To Message =l
ravis Washington"

bect

Subj re: cool site

neat]

—

"Travis Washington"
<trwashjr@hotmail.com> wrote:

>check this out: k1

Send )(Outbox )(Drafts )(Cancel)

Tap Send (alternately, press Command +Y) to send the message now, or
tap Outbox to send it later.

NOTE Replies are always sent as text only, even if you received the original message
in HTML format.
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To reply to an e-mail message from the folders list:

1. On the message screen, tap the folder name in the upper-left corner to open the
message menu, and then press Right on the navigator to move to and open the
Options menu.

2. Press Down on the navigator to move to the Reply option, and then press Select
to select this option.

TIP Alternately, you can tap the folders pick list, select the folder that contains
the e-mail, tap the envelope icon next to the message, and then tap Reply on
the pick list.

<o

o [ Joe Sadusky 12:10p ¢
out of office tomorrow
o & Angela Yee 12:09p

review comments
W8 Travis Washington 12:08p

Get Message

o [Move To...
Mark Read

o |Mark Unread 11:41a
Reply... actions for U...
Forward A
Delete ) (Display

3. In the Reply Options dialog box, select options for replying to the sender only
or to all e-mail recipients, and for including original message text.

Reply Options
Reply To:

& Include Original Text

4. Tap OK, or press Function () + Enter Ch

12:07p
day

The e-mail is addressed.

5. Enter a reply.

FEepIViNnIMEs=ans =
ot " Travis Washington"

Subj re: cool site

neat]

—

"Travis Washington"
<trwashjr@hotmail.com> wrote:

>check this out: k1

Send )(Outbox )(Drafts )(Cancel)

6. Tap Send (alternately, press Command +Y) to send the message now, or
tap Outbox to send it later.

NOTE Replies are always sent as text only, even if you received the original message
in HTML format.
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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 PalmSource® Web Browser to view the page
or file.

You can also tap an embedded e-mail 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 e-mail addresses appear in slightly different forms, as follows:

HTML URLs and e-mail addresses appear as blue underlined text.

Plain text URLs appear as any text beginning with “http://” or “www.” You
cannot view the page or file associated with a URL that does not
begin with “http://” or “www” in a plain text message.

E-mail addresses appear in the form
“username@mailservice.com” (or other three-letter extension such
as .net, .org, and so on).

Inbox| 4 20f315 p  [G b 4 1of2r p [
From: AndQA1 1l From: "Joe Sadusky" n
<andgal1@yahoo.com> Tap underlined blue <jms510@hotmail.com>
SUBFHTML text in HTML e-mail Dot hom v 18, 2002 14:38.am
Hey, Size: 297 bytes '
Check out this new website To: joe@jmswordsmith.com
RS Tap text beginning check out this site:
Talk to you soon with “www” or www.futurefacing.com

“html” in text e-mail
[[Done ) (Reply) (Delete) Done ] (Reply) (Delete)

Working with attachments

You can easily download, view, and send attachments with e-mail messages.

Downloading attachments to your handheld

At times e-mail contains attached files, such as Microsoft Word or text files, that
you want to view or install on your handheld. You can download and work with
the following attached files:

vCard (.vcf) This is an address.
vCal (.ves) This is usually a calendar appointment or a To Do task.
Text (.txt) This is usually a memo or another plain text file.

207



Chapter 14 Using Palm™ VersaMail™ Personal E-mail Software

HTML (.html or
.htm)

Microsoft Word
(.doc)

JPEG (.jpg),
bitmap (.bmp), and
TIFF (.tif) tiles

Other application
files

PRC (.prc)

PDB (.pdb)

Usually a web page or a formatted text file. Your handheld
displays HTML attachments with full formatting intact in Web
Browser.

The formatting is stripped and the text of most Microsoft Word
documents is shown.

These are graphics files. You can download these files and view
them using the Photo Viewer application on your handheld.

For other types of application files, your handheld may contain
a viewer that allows other applications to pass it a file for
viewing. For example, your handheld may contain an image
viewer that allows another application to pass it a GIF
attachment for viewing. You do not need to do anything
different in the steps for downloading and viewing
attachments; if your handheld contains such a viewer, the
attachment is automatically opened. If your handheld does not
contain such a viewer, you cannot view the attachment. Among
the file types that may be supported are GIF, MP3, and AAC
files.

This is a Palm OS® application that you can install and run on
your handheld.

This is a file that works with specific Palm OS applications.

Among the types of attachments you can receive are the following handheld

application files:

= Address Book entries

» Date Book appointments

s To Do list items

s Text memos

You can also save downloaded files to an expansion card. See “Saving attachments
to an expansion card” later in this chapter for information.

NOTE The maximum message size that you can retrieve is 60KB for the body text
and 2MB total, including attachments. If the attachment is too large, it cannot be
downloaded to the handheld.
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To download an attachment:
1. In the Inbox, tap the message with the attachment.

A paper clip icon appears on the message’s icon if the message has an
attachment that has been downloaded.

3/22 ~ Tnbox

© [ Joe Sadusky 12:10p -
out of office tomorrow
F © & Angela Yee 12:09
!’ap_er clip icon rev?ew comments ?
indicates ———————— @ Travis Washingt.. 12:08p
downloaded these are funny
attachment o [ Joe Sadusky 12:07p
lunch meeting today
© 1 Micki Hickox 11:41a

FW: Revised Instructions for U...

New ) GetMail )(Display )

If you choose to get messages by subject only, you must tap More for each
downloaded message in order to view the body of the e-mail message plus any
attachments, up to the maximum message size. If the downloaded message
(either body text alone or body text plus any attachments) exceeds your
maximum message size, you see a message showing that the message and/or
attachments were too large and asking if you would like to continue
downloading them.

Get Message

® The remaining message
and/or attachment is
392K. Do you want to
continue to download
it?

For example, if the maximum message size is 5KB and you download a body of
2KB, then any attachment under 3KB is also downloaded, and any attachment
over 3KB is not. See “Downloading large attachments” later in this chapter.

2. Click the red paper clip icon in the upper-right corner. If the attachment is not
downloaded, a paper clip icon will not appear even though the message was
sent with an attachment. You must download the attachment for the paper clip
icon to appear.

nhe 4 1of7 P [@0E—Tap red paper clip icon to view
From: "Joe Sadusky" - attachment
<jms510@hotmail.com>

Subj: files for your review

please see attached and get back to
me by COB.

Add
photos to your e-mail with MSN 8.
Get 2 months FREE*.

Done ] (Reply) (Delete)
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3. Your options for working with a downloaded attachment vary according to the

file type.

Type Action

Viewable file: Tap the name of the attachment you want to view, and then
text, Word doc, tap View. If there are multiple viewers registered on your

To Do task, HTML, handheld for the attachment file type, either use the default

graphic, and so on viewer shown, or select a viewer from the list. For example,
if you have two photo viewing applications on your
handheld and you select a photo attachment on the list, the
Viewer pick list appears containing the names of the photo
viewing applications. Tap the pick list and select the
application you want to use to view the photo attachment.

If there is only one viewer registered for the attachment file
type, the viewer is shown without a list.

Palm OS Tap the name of the attachment you want, and then tap
application Install. The file is installed automatically.

or database file

(.prc or .pdb)

Viewer pick list is displayed only if handheld has

Size: 25k Viewer: L multiple viewers registered for attachment file
Type: MSWc v MMWordPlugin type

Button displays View or Install,
depending on the attachment file
type

. When you have finished viewing or installing the attachment, tap Done. This

returns you to the Attachments dialog box, where you can select another
attachment if you want to.

If there is no Done button on the attachment screen, press the VersaMail button
to return to the Inbox of the account you were in.

. When you have finished viewing or installing all attachments, tap Done on the

Attachments dialog box. This returns you to the Message screen.

Downloading large attachments

Downloading and viewing a message with a single attachment that exceeds your
maximum message size, or a message with multiple attachments whose total size

exceeds your maximum message size, requires some extra steps.
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To determine if a message has an attachment or multiple attachments that exceed the
maximum message size:

» In the Inbox, tap the message title.

4 1010 p [
From: "Joe Sadusky" -
<jms510@hotmail.com>
Subj: for your review

see attached.

Join the world's largest e-mail
service with MSN Hotmail.
http://www.hotmail.com

«  More button indicates that message

(Done ) (Reply ) (Fwd) (Delete) () —— Plus any attachments exceeds
maximum message size

If the message plus attachments exceeds the maximum message size, the More
button ¥ appears on the Message screen. In the case of multiple attachments, if
some of the attachments were downloaded completely, you see both the red paper
clip icon (indicating fully downloaded attachments) and the More button
(indicating incompletely downloaded attachments).

To download a single attachment that exceeds the maximum message size:
1. Tap the More button.

4 10f10 p [E

From: "Joe Sadusky"
<jms510@hotmail.com>
Subj: for your review

see attached.

Join the world's largest e-mail
service with MSN Hotmail.
http://www.hotmail.com

|

[ Done ) (Reply ) (Delete) () +—— Tap More

2. Tap No to stop downloading and return to the Message screen.

Tap Yes to continue downloading the entire message with attachment.

Get Message

@ The remaining message
and/or attachment is
392K. Do you want to
continue to download
it?

3. (Optional) Tap Cancel to stop downloading and return to the Message screen.

When downloading is complete, the red paper clip icon appears and the More
button is no longer displayed. Follow the procedure for viewing an attachment
presented earlier in this chapter.
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To download multiple attachments whose total size exceeds the maximum message size:
1. Tap the red paper clip icon.

nbo € 1of7 p UE
From: "Joe Sadusky" n

<jms510@hotmail.com>
Subj: files for your review

please see attached and get back to
me by COB.

Add
photos to your e-mail with MSN 8.
Get 2 months FREE*.

Done ] (Reply) (Delete)

2. Select one of the following:
— To return to the Message screen, tap Cancel.

- Toview any fully downloaded attachments without continuing to download
additional attachments, tap No. Follow the procedure for viewing an
attachment presented earlier in this chapter.

— To continue downloading all messages, tap Yes.

There are additional
attachment(s). The
remaining message
and/or attachment(s)
is 119K. Do you want to
download them now?

(Yes J( No )(Cancel)

3. (Optional) Tap Cancel to stop downloading and return to the Message screen.

When downloading is complete, the Attachments dialog box appears, showing all
downloaded messages. Follow the procedure for viewing an attachment presented
earlier in this chapter.

Saving attachments to an expansion card

If you have purchased an expansion card that provides extra memory, you can save
downloaded attachments to the expansion card.

To save an attachment to an expansion card:
1. Insert the expansion card into the slot on your handheld.

2. Follow the procedure for downloading attachments described earlier in this
chapter.
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3. On the Attachments screen, tap Save To Card.

ac books (2).doc

Size: 25k Viewer:

Type: MSWc v MMWordPlugin

(Done ) ( View ) (Save To Card)

4. Tap OK.

Attaching files from a handheld application

File Saved To Card

@ The file is saved to the

card.

You can attach files on your handheld to e-mail messages you send. For example,
you can attach files from the various handheld applications, such as any Date Book
appointment (.vcs), To Do List tasks (.vcs), or text memos (.txt).

NOTE The maximum size message you can send is 60KB for the body text and 2MB
total, including attachments. The maximum number of attachments for any e-mail
message is ten, regardless of the attachments’ total size.

You can attach the following types of files from a handheld application:

To attach a file from a handheld application:
1. Press Command + A.

vCard (.vcf)
vCal (.vcs)
Memo/Text (.txt)
PRC (.prc)

PDB (.pdb)

Alternately, press Function € + Menu (&), tap Options, and then tap

Attachment.

[ [T Option
Attachment.. <R
Save ToDrafts /W
Send Now 7Y
Font.. s F
Address Lookup.. /L
GoTo Top ST
Go To Bottom < Q
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2. Tap the Type pick list and select the file type.

Type: [Address (vCard)
Handhelc| Application {prc)
Four Way| Appointment {vCal)
Downloae| Database {pdb)
Power Tij|Html
Memo/Text

MSWord

Select type of file you want to
attach

D

Attach

All files of the selected type appear in the Type box. For example, if you select
Appointments (vCal), tap Date Book to see a list of appointments from a
particular date that you can attach, or tap To Do to see To Do List tasks.

3. Tap the file that you want to attach, and then tap Add.

Type: ¥ Memo/Text
Download Free Applications
Four Ways to Enter Text
Handheld Basics

Power Tips

E"

Attachments:

The selected file appears in the Attachments box.

Type: ¥ Memo/Text
Download Free Applications
Four Ways to Enter Text
Handheld Basics

Power Tips

E"

Attachments:

Four Ways to Enter Text.txt

4. Repeat steps 2 and 3 for each attachment you want to add, and then tap Done.

TIP To delete an attachment from an e-mail message, tap the attached file in
the Attachments box and then tap Delete.

5. Tap Send or Outbox.
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Attaching files from an expansion card

If you have purchased an expansion card and have saved files to the card, you can
attach files from the card to an e-mail message you are sending. The types of files
you can attach from an expansion card include the following:

Word docs

HTML files

JPEG and GIF graphics files
MP3 and WAV audio files
Any other file type

To attach a file from an expansion card:

1.
2.
3.

Insert the expansion card into the slot on your handheld.

On the New Message screen, tap the Menu icon ©@.

Tap Options.

Tap Add Attachment.

[ Edit felidlil ]
Attachment.. /A
Save ToDrafts /W
Send Now 7Y
Font.. 7F
Address Lookup... /L
GoToTop 7T

Go To Bottom 7/ Q

Tap the From pick list and select Files on Card.

From: [Handheld

Type: [[ELLRE S
ac books.doc

Attachments: Add

Four Ways to Enter Text.txt
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6. Tap the Type pick list and select the file type.

Type: [Address (vCard)
Handhelc| Application {prc)
Four Way| Appointment {vCal)
Downloae| Database {pdb)
Power Tij|Html
Memo/Text

MSWord

D

Attach

Only file types that correspond to the types of files on the card will be displayed
on the list. For example, if the card contains only Word docs and Address Book
entries, only the file types “doc” and “vCard” will be listed. You can select a
particular file type, or select All Files to view all files on the card.

7. Tap the file that you want to attach, and then tap Add.

From:  FilesonCard

Type: w fAllFiles

ac books.doc

ac books (2).doc

countrycode.prc ¥

Attachments: Add

The selected file appears in the Attachments box.

From:  FilesonCard

Type: w fAllFiles
ac books.doc

Attachments: Add
ac books.doc

8. Repeat steps 6 and 7 for each attachment you want to add, and then tap Done.

TIP To delete an attachment from an e-mail message, tap the attached file in
the Attachments box and then tap Delete.

9. Tap Send or Outbox.
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Forwarding an attachment

You can include an attachment on any message you forward, up to the maximum
message size.

To forward a message with an attachment:
1. Tap the folders pick list and select the folder that contains the e-mail.

2. Tap the e-mail message to display it.
3. Tap the Forward button, or press Command +FE

4. Tap the word To. On the Recipient List screen, enter or look up the recipient
address. See the procedure for creating e-mail earlier in this chapter for more
information on addressing messages.

5. Follow the procedure for attaching files presented earlier in this chapter.

Deleting messages

You can delete one or more e-mail 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. See
“Emptying the trash” later in this chapter.

To delete messages on the server when you empty the trash on your handheld, you
can select the Delete Msgs on Server setting in VersaMail Preferences. If you don’t
periodically empty the trash and delete messages on the server, any incoming
e-mail may “bounce” back to the sender. See “Setting preferences for getting and
deleting e-mail” later in this chapter.

To delete one or more messages:

1. Tap the folders pick list and select the folder that contains the message you want
to delete.

2. Do one of the following:

Item to delete Action

One message Tap the bullet next to the message’s icon.

Multiple Tap the bullet next to the icon of each message that you want
messages to delete.

A group of Drag the stylus along the left of the message icons. To select
adjacent another group, lift the stylus and select the next group of
messages messages.

3. Press Right on the navigator to move to and open the Message menu.

4. Press Down on the navigator to move to the Delete option, and then press Select
to delete the message.
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TIP Alternately, you can tap the message icon next to a selected e-mail
message and then tap Delete, or press Function C D + Menu and then
select Delete.

Message I:u m Accounts

Preferences.. /R
Display Options...

Notification..
Auto Get Mail...
Filters..

Disconnect

Mail Servers...
About VersaMail

5. Tap OK, or press Function (D + Enter Ch

6. (Optional) Tap Also delete message(s) on server if you want to delete the
message from the server now.

Delete Confirmation

@ Delete message(s) from

?
the handheld: If you selected the setting

O Also delete message(s) Delete Msgs on Server in
onserver. VersaMail Preferences, this
check box is selected

The selected messages move to the Trash folder and are deleted from your
handheld when you empty the trash. If you set the preference to automatically
empty the trash, the messages are deleted when the trash is emptied. By default,
the trash auto-empties all deleted e-mail older than one week. See “Emptying
the trash” later in this chapter for more information.

IMPORTANT If you delete a message on the server, you cannot retrieve it and view it
again later.

To delete messages hefore a certain date:

1. Press press Function € + Menu (9, and then tap Delete Old from the
Message menu.

(JEXZZTT Options Accounts )
Select All 75
DeselectAll /2

New Message N
Get Message /M
Move To.. Fa')
Mark Read < H
Mark Unread /1

Delete 7D
Delete Old...
Empty Trash /E
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2. Tap the Folder pick list and select the folder that contains the messages you
want to delete.

Delete Old Messages

Delete all messages in the

Displays the current

Inbox {3) .
Older than: [ "= "2 folder for deleting
messages

Folder:

Sent
Favorites

3. Tap the Older than pick list, and then tap One Week, One Month, or Choose
Date.

Delete Old Messages

Delete all messages in the

Folder: « |nhbox

Older than: [SLTR TS
One Month
Choose Date...

If you tap Choose Date, you can select a date from the calendar.

4 2002 p

Feb [Mar | Apr |May| Jun
Jul | Aug | Sep | Oct [Nov | Dec
SM TW T F § Tap a date to select it,

1 2 3 4 5

6 7 8 9 10 11 12 or tap Today
13 14 15 16 17 18 19
20 21 22 23 24 25
27 23 29 30 @D

4. Tap Delete.

5. (Optional) Tap Also delete message(s) on server if you want to delete the
message from the server now.

Delete Confirmation

@ Delete message(s) from
the handheld?

[0 Also delete message(s)
on server.

6. Tap OK, or press Function D + Enter @
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Emptying the trash

Deleted e-mail accumulates in the Trash folder and takes up space on your
handheld. To increase memory, you should empty the trash regularly. If you want
to automatically empty the trash, you can set a preference to empty the trash
immediately or empty any e-mail older than a certain number of days.

To empty the trash:

1.

Press Command +E.

Alternately, press Function 0 + Menu (“®), and then select Empty Trash from
the Message menu.

Empty Trash

@ Delete messages from
both the handheld and
the server, or from
just the handheld ?

(Both ) (Handheld ) ( Cancel )

NOTE If Auto-Empty Mail from Trash is selected in VersaMail Preferences, a
message asks if you want to delete the trash.

(Optional) Tap Details to see how many messages are in the trash and whether
the messages are set to be deleted on the server.

@ There is 1 message out
of atotalof 1 inthe
Trash that will also be
deleted on the server.

3. If you want to delete messages from the handheld as well as from the server, tap

Both. A message asks if you want to update the server now.

To delete the message from only the handheld now, tap Handheld.

NOTE Many e-mail providers, such as Yahoo, have size restrictions for mail storage.
If your mailbox on the server becomes full, messages are returned to the senders.
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To have the trash emptied automatically:
1. Press Command +R.

Alternately, press Function O + Menu “®), select Options, and then select
Preferences.

2. Tap Advanced.

General | Advanced|System

M Enable Smart Addressing

™ Auto-Empty Mail from Trash:
w Older Than 1 Week

Timeout: 45  secs

O Auto-Disconnect

M Disconnect on Exit

Modem Wait: 0. . secs

0K Cancel

By default, Auto-Empty Mail from Trash is selected, and the time interval is set
at Older Than 1 Week.

3. Tap the pick list, and select how often you want the e-mail messages
automatically emptied from the trash.

— Immediately.
— Older Than 1 Day.
— Older Than 3 Days.
— Older Than 1 Week.
— Older Than 1 Month.
4. Tap OK, or press Function D + Enter @

Marking messages as read or unread

You can mark messages as read or unread. When you tap a message to read it, it is
automatically marked as read.

To mark messages as read or unread:
1. Tap the folders pick list and select the folder you want.

2. Tap the icon next to the message you want to mark.
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3. Tap Mark Read or tap Mark Unread.

2re <o

o [ Joe Sadusky 12:10p 1
out of office tomorrow
o M Angela Yee 12:09p

review comments
W8 Travis Washington 12:08p

Get Message

o [Move To... 12:07p
Mark Read day

o |Mark Unread 11:41a
Reply... ictions for U...
Forward
Delete )[ Display ]

TIP To mark multiple messages, tap the bullets next to the messages you
want, press Function () + Menu (%), and then select Mark Read or Mark
Unread.

Options Accounts |

Select All 75
Deselect All 7z

New Message N
Get Message /M
Move To.. Fa')
Mark Read < H
Mark Unread /1

Delete 7D
Delete Old...
Empty Trash /E

]

4. For IMAP accounts only: Tap Handheld to mark the messages as read or unread
on your handheld. Tap Both to mark the messages on both the handheld and the
server.

Mark Read

Would you like to mark
the selected messages
read on both the
handheld and server, or
on just the handheld?

(Both ) (Handheld) (Cancel )

If you tap Both, this message appears.

Update Server

Would you like to
update the server
now to avoid delays
getting and sending
mail later?

Tap OK to connect with the server and immediately mark the messages as read
or unread on the server. This action also processes any other pending actions on
the server, such as messages not yet deleted.
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Tap Cancel if you want the messages marked during the next HotSync
operation or the next time you connect to the server.

NOTE Because POP servers do not support the read or unread message
feature, the message is in bold or regular typeface for POP accounts on the
handheld, but you can’t connect with the server to change the message state.

Read messages appear in plain text; unread messages appear in bold text.

Setting preferences for getting and deleting e-mail

VersaMail Preferences determine how the VersaMail application gets, sends, and
deletes e-mail.

To set e-mail preferences:
1. Press Command + R.

Alternately, press Function T + Menu “9), select Options, and then select
Preferences.

General [Advanced|System

Get w Subjects Only

[ Ask Every Time
M Confirm Deletions
O Delete Msgs on Server

[ Download Attachments
Receive Format: « HTML

OK Cancel

2. Select preferences:

Get Enables you to retrieve the subject only or the entire
message.

Ask Every Time  Displays a dialog box for choosing subjects only or entire
messages each time you retrieve e-mail. If deselected,
messages are retrieved according to the option you select in
the Get pick list.

Confirm Deletions Displays a confirmation dialog before deleting e-mail.

Delete Msgs on  If selected, automatically deletes messages on the server that

Server you have deleted on your handheld. If not selected, you will
be asked each time you delete messages on your handheld
whether you want to also delete them on the server. Because
mailboxes on the server usually have size restrictions, we
recommend periodically deleting messages on the server.
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Download Causes files attached to e-mail to be automatically

Attachments downloaded to your handheld. Attachments that exceed the
maximum message size cannot be downloaded. See
“Working with attachments” earlier in this chapter for more
information.

Receive Format  Enables you to retrieve messages in HTML format or in plain
text format. If you choose HTML, any messages sent to you
in HTML format will be displayed with basic HTML
formatting intact. Other messages will be displayed as plain
text. If you choose Plain Text, all messages will be displayed
as plain text, regardless of the format in which they were
sent. Default setting is HTML.

See “Working with URLs” earlier in this chapter for more
information on receiving e-mail in HTML format.

Signature Enables you to attach a default signature to all your outgoing
messages. See “Attaching a personal signature” earlier in
this chapter for more information.

Adding or updating an Address Book entry directly from a message

You can add or update an e-mail address in the Address Book directly from the
body of a received e-mail message.

To add a new Address Book entry:

1. On the Message screen, press Function T + Menu 9, select Options, and
then select Add to Address Book.

[ [T Option ]

Font...

Get Message.. /M
Move To.. Fa')
Reply.. 70
Forward s F
Delete 7D
GoTo Top ST

Go ToBottom /Q

Add To Address Book
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A dialog box appears with the “From” address displayed. If a Display Name
exists for this Address Book entry, the Last name and First name fields show the
display name.

Add to Address Book

Add angyee999@hotmail.com to
Address Book.

Last name: Yee

First name: fAngela

2. (Optional) If the Last name and First name fields are blank, enter the first and
last name associated with the “From” e-mail address.

3. Tap OK to add the e-mail address to the Address Book, and then tap OK in the
confirmation dialog box.

You can also update an existing Address Book entry with a new e-mail address, or
create a second Address Book entry for a name that has an existing record. The
procedure is the same as for adding a new Address Book entry. If you tap Add to
Address Book from the body of an e-mail message and a record already exists for
the recipient name, you are prompted either to update the e-mail address for the
recipient or to create a new record for the recipient.

Synchronizing e-mail hetween the handheld and the desktop

IMPORTANT You must have a Windows computer to synchronize e-mail between
your handheld and your computer.

To manage your e-mail on your desktop as well as on your handheld, you can
synchronize an e-mail account on the handheld with an e-mail application on the
desktop. You can use many popular e-mail applications, called clients, such as
Microsoft Outlook, Eudora, Lotus Notes, Outlook Express, or any other e-mail
clients that use MAPIL.

This chapter describes the following:

» Starting the Palm VersaMail HotSync Conduit

» Configuring and activating accounts in the HotSync Manager

» Synchronizing e-mail on the handheld with a desktop e-mail application

» Converting attached files using attachment conversion plug-ins
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Configuring an account in HotSync Manager

Before synchronizing an e-mail account, you configure the account’s settings in the
Palm VersaMail HotSync Conduit. The settings have to be specified only once
unless you need to make changes.

To start Palm VersaMail HotSync Conduit:
1. Click the HotSync Manager icon ® in the Windows system tray.

2. Select Custom.

3. Select VersaMail in the Conduit list.

Custom
[Jae Sadusky |
Capduit Action
Sorsenihol Handheld overites Desktop & Done I
Drate Book Sunchronize the files
&ddress Book Synchronize the files LChange...
To Do List Synchionize the files
Mema Pad Synchronize the files Default
Expense Sunchronize the files
Mote Pad Synchronize the files Help

Synchonize the files
Install Erabled

Imstall Garvira Tamnlstar  Frahlad

4. Click Change.

5. Select Synchronize Active Accounts.

8 VersaMail Configuration For User Joe Sadusky X
Eile Help

IJne Sadusky j EI % E ‘E @I

< VersaMail

@E@Busingss

Sam vahoo HotSync Action For YersaMail

Sam IMAP

[ Sam Spnc & Synchionize A

+ 5 Synchronize Active Accounts
Speakeasy P!

£ Attachment Conversion o || Do Nothing

¥ Set Selection As Default

¥ Enable Informational Logging
Current HotSync Configuration For VersaMail

Permanent Synchronization Freference: Synchionize Active Accounts

Temporary Spnchionization Preference: Synchronize dctive Accounts
[Dceurs an nest HotSyne anly)

[vailable Accounts: § |Carfigured Accounts: 2 |Betive Accounts: 1

6. (Optional) Select the check box Enable Informational Logging if you want the

HotSync log to record information, such as errors encountered, about the
conduit during a HotSync operation.

7. (Optional) Select the check box Set Selection As Default to make the current
settings the default settings for all accounts.
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Setting synchronization options and account settings

Next, you must configure each e-mail account’s general synchronization settings.
For example, if you created an Earthlink e-mail account on the handheld and want
to synchronize that with the desktop, set the synchronization options for the
Earthlink account. During a HotSync operation, the Earthlink account on the
handheld and the e-mail application specified in the conduit are synchronized.

To configure an account and set the synchronization options:

1. On the VersaMail Configuration For User ... screen, click the plus sign to the left
of the account you want to configure.

Click plus — |
sign

¥ VersaMail Configuration For User Joe 5adusky

IJue Sadusky

Fie Help
o L R S

o Wersabail
HotSync Action For YersaMail

=1y =
DII

% Synchronize Active Accounts

“ Aftachment Conversion " DaNothing

¥ Set Selection As Default

¥ Enable Informational Logging

Current HotSync Configuration For YersaMail

Permanent Synchronization Preference:

Temporary Spnchionization Preference:
[Dccurs on next HotSyne only)

Synchronize Active Accounts

Synchionize Active Accounts

[#vailable Accounts: B

|Corfigured Accourts: 3

|Betive Accounts: 1

2. Under the account name, click Mail Client Sync Setup.

¥ VersaMail Configuration For User Joe 5adusky

File Help

IJue Sadusky

SN ]

= Wergabail
@@Business
Sam Yahon

Sam IMAP
Sam Spnc
[l Speakeasy
i Mail Clies
Advanced

i Options
| Handheld Settings
% Attachment Conversion

Mail Client Sync Setup: Speakeasy

[¥ Check this box to synchranize this mail account when you perform a HotS yne operation

Mail Cliest IMlcrosoll Outlaok Express ﬂ

Mail Prafile: I

Mail Password: |

Setup Notes:

(1 crdder to synchronize with Dlutlook Express, pou must first properly set up MAP in Outlock =
Express. The MAP! setting can be found under Options in the Outlook Express Toaols menu

Dutlook Express version 4 or earlier:

Check the box 'Make Outlook Express my defaulk e-mail pragram,’ and then check the box
M ake Dutlook Espress my default Simple MAP] clent”

f -2 Outlook Express

=

Desktop Default Mail Client:

[vailable Accounts: § |Carfigured Accounts: 2 |Betive Accounts: 1

3. Select the option Check this box to synchronize this mail account when you
perform a HotSync operation; otherwise, the account cannot be synchronized.
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4. Click the Mail Client pick list and select the desktop e-mail application you will

use to synchronize the selected account with your handheld. For each
application, additional setup information is displayed in the Setup Notes box.
See the following table for additional setup information for each client.

TIP If your e-mail application is compatible with Extended MAPI, try Microsoft
Exchange 5.0 or later as a choice for the Mail Client option. If your e-mail
application is compatible with Simple MAPI (SMAPI), try Microsoft Outlook
Express as a choice for the Mail Client option. Although Netscape uses SMAPI,
Netscape is not supported.

(Optional) If prompted, enter profile and password information for the client
you selected.

IMPORTANT You must select the synchronize check box and select a mail client in
order to synchronize the account between your desktop and your handheld.

Mail Client Action

Microsoft Select a MAPI profile to access the mail server. The conduit

Exchange 5.0 or displays any existing MAPI profiles in the list. Enter your

later password for Exchange.

Microsoft Select the MAPI profile to access the mail server. The conduit

Outlook 97 or checks for any existing MAPI profiles and displays them in the list.

later Enter your password for Outlook. See “Configuring Microsoft
Outlook” later in this chapter for the changes you need to make in
Outlook.

Microsoft If you select Microsoft Outlook Express, enter the password for

Outlook Express your e-mail account. See “Configuring Microsoft Outlook

5.5 or later Express” later in this chapter for details.

Lotus Notes Enter your Lotus Notes ID and password. Click Browse if you need

to locate your Notes ID.

If you want to synchronize to a local mail file instead of a server

mail file, select the Synchronize to local (replicated) mail file check
box. You must do all of the following in order to synchronize to a
local mail file:

= Replicate the server mail file to the desktop.
= Make sure the replicated mail file is in the Notes data directory.

= If you have performed a custom Notes installation and have
replicated the server mail file to another directory on your
desktop, make sure that it is the path found in the notes.ini file.

Eudora 5.0 or See “Configuring Eudora” later in this chapter for more
later information about the settings to make in Eudora.
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Mail Client

Action

Direct POP
connection to
server

Select this option to synchronize an account by connecting
directly with a POP server. You must enter the information about
the server in the VersaMail application on your handheld when
you create the e-mail account to access the server. You will enter
information about the incoming (POP) server, the outgoing
(SMTP) server, your e-mail username, your password, and your
e-mail address. You can change these settings under Handheld
Settings in the conduit; see the procedure for setting handheld
synchronization settings later in this chapter.

During the HotSync operation, the conduit reads the settings you
made. If the settings do not exist or all server information is
wrong, an error is reported in the HotSync.log file. However, if the
incoming server (POP) is correct, the Inbox is synchronized if the
option to synchronize the Inbox is selected. If the outgoing server
(SMTP) is correct, the Outbox is synchronized (send e-mail) if you
selected the option to synchronize the Outbox. If neither is correct,
then nothing happens.

If you want to synchronize e-mail for an account that requires
APOP authentication, you must select the option to use APOP on
your handheld. “Adding APOP to an account” later in this chapter
for details.

If you want to synchronize e-mail for an account that requires
ESMTP authentication (for example, Yahoo accounts require
ESMTP authentication), you must select the option to use ESMTP
on your handheld. “Adding ESMTP to an account” later in this
chapter for details.

The conduit does not support SSL for accounts set up as direct
POP.
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Mail Client

Action

Direct IMAP
connection to
server

Other e-mail
applications

Select this option to synchronize an account by connecting
directly with an IMAP server. You must enter the information
about the server in the VersaMail application on your handheld
when you create the e-mail account to access the server. You will
enter information about the incoming (IMAP) server, the outgoing
(SMTP) server, your e-mail username, your password, and your
e-mail address. You can change these settings under Handheld
Settings in the conduit; see the procedure for setting handheld
synchronization settings later in this chapter.

During the HotSync operation, the conduit reads the settings you
made. If the settings do not exist or all server information is
wrong, an error is reported in the HotSync.log file. However, if the
incoming server (IMAP) is correct, the Inbox is synchronized if the
option to synchronize the Inbox is selected. If the outgoing server
(SMTP) is correct, the Outbox is synchronized (send e-mail) if you
selected the option to synchronize the Outbox. If neither is correct,
then nothing happens.

If you want to synchronize e-mail for an account that requires
ESMTP authentication (for example, Yahoo accounts require
ESMTP authentication), you must select the option to use ESMTP
on your handheld. “Adding ESMTP to an account” later in this
chapter for details.

The conduit does not support SSL for accounts set up as direct
IMAP

Select Microsoft Exchange 5.0 or later as a choice for the Mail
Client option if your e-mail application is compatible with
extended MAPI. If your e-mail application is compatible with
SMAPI, select Microsoft Outlook Express as a choice for the Mail
Client option.

NOTE A profile contains configuration information, such as the location of
incoming e-mail, your personal address book, and other information services
that you can use. The profile may be MS Exchange Settings, your name, or
something different. For more information on profiles, see your e-mail
application’s documentation.
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5. Under the account name, click Advanced Sync Options.

Eile Help

IJne Sadusky j EI % E ‘E @I

- Versaail

@@Business Advanced Sync Options: Sam Sync

=) Sam Yahoo

-1 Mail Client Sync Setup
Advanced Sync Options
Handheld Settings

#- Sam IMaP

£} Sam Syne

Mail Client Sync Setup
tons

plions:
Handheld Settings
Speakeasy

% Attachment Conversion

50 Magimum message size: [KB)

Specifies the maximum message size to download during a HotSync operation. Mail that is
larger than this size will be tuncated an your Palm handheld

|4_ Days To Synchionize Mait

Synchronize mail that has been on the server for the specified number of days or less with your
Palm handheld.

I Synchronize urread mail orly
¥ Download attachments during HotSpnc
¥ Send mail that is in the Outbox on your Palm handheld duing the HotSync operation.

¥ Synchronize all Inbow mail on your Palm handheld with mail in the Inbox of your desktop mail
application or mail server.

Felden Spnchronization U ptions:.

Business Account Security Settings
7| Eratle Key Erpration

a days.

Ewpire security key every

[vailable Accounts: § |Carfigured Accounts: 2 |Betive Accounts: 1

6. Enter the synchronization options you want:

Maximum
message size
(KB)

Days To
Synchronize
Mail

Enter the maximum message size from 1 to 2048KB. If the
message exceeds the maximum size, the conduit truncates
the message. For example, the maximum message size might
be 50KB, and the message might have the following:

=  Message header: 1KB
= Body: 20KB

= Attachment: 140KB

= Attachment: 220KB

In this case the conduit puts the message header, body, and
attachment 2—totaling 41KB—on the handheld. Attachment
1 is removed because adding it to the message causes the
message to exceed the maximum.

Set how many days of e-mail, between 0 and 999, that e-mail
should be synchronized. A value of 0 synchronizes all e-mail
in the Inbox during the next HotSync operation. For other
values, the conduit synchronizes e-mail for today and the
number of days preceding today. For example, if you enter a
value of 2, e-mail is synchronized for today and yesterday,
but if you enter 3, e-mail is synchronized for today,
yesterday, and the day before.
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Synchronize
unread mail only

Download
attachments

Send e-mail from
Outbox

Synchronize
incoming e-mail

Select whether to synchronize all e-mail between your
desktop and your handheld, or unread e-mail only. By
default, the check box is deselected, meaning that all e-mail
will be synchronized.

Select whether to download attachments during
synchronization. By default, the check box is selected; if
unselected, only the body text of any message containing an
attachment will be downloaded to your handheld during
synchronization.

Select the check box to send any e-mail in the handheld’s
Outbox during the next HotSync operation.

Select the check box to synchronize the Inbox during the next
HotSync operation.

(Optional) If you chose Microsoft Outlook, Microsoft Exchange, Lotus Notes, or
Direct IMAP as your mail client, click Folder Synchronization Options.

8 VersaMail Configuration For User Joe 5adusky
File Help

IJue Sadusky j FIESESES @l

= Wergabail

@@Business

Sam Yahoo

Sam IMaP

Sam Spnc

[l Speakeasy

Wail Clisrt Syrc: Setup
plions

| Handheld Setfings
" Attachment Conversion

Advanced Sync Options: Speakeasy

50 M aximum message size [KB]:

Specifies the maximum meszage size to download during a HotSyne operation. bail that is
larger than this size will be tuncated on your Palm handheld

la_ Days To Synchionize Maik

Synchronize mail that has been on the server for the specified number of days or less with your
Pl handheld.

¥ Synchionize urread mail only
¥ Download attachments during HotSypne
¥ Send mail that is in the Outbox on your Palm handheld during the HotSync operation.

¥ Synchronize all Intiox mail on your Palm handheld with mail in the Inbox of your desktop mail
application or mail server.

Folder Synchronization Dptions

Business Account Securiy Settings

7| Eratl= Key Expation

Ewpire security key every a days.

[vailable Accounts: § |Canfigured Accounts: 2 |Betive Accounts: 2
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Set folder synchronization options as follows:

a. Click the name of the folder you want.

Folder Synchronization Options
Server Folder | Synchronize |
Inbax e

Refresh List Cancel I

b. Click in the Synchronize column to the right of the folder name.

c. Click the arrow to open the drop-down list, and click Yes or No to
synchronize the folder or not.

Folder Synchionization Options

Server Folder _Sym:hrumze—l_
IYes -

Refresh List Cancel I

8. Click OK.

You can now set synchronization options for your handheld for the selected
account.
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To set handheld synchronization settings:

1. Under the selected account name, click the plus sign to the left of Handheld
Settings.

8 VersaMail Configuration For User Joe Sadusky

onsomsy =] k||

< VersaMail
@E@Busingss
Sam ¥ahoo
Sam IMAP
Sam Sync
=) Speakeasy
t L Mail Client Sunc Setup
Options
andheld Settings;
chment Corversion

Click plus
sign

2. Click Account Information

¥ VersaMail Configuration For User Joe 5adusky

Joe Sadusky

o Wersabail

@@Business

Sam Yahoo

Sam IMAP

Sam Spnc

£l Speakeasy

o ¢ Mail Client Sync Setup
Advanced Sync Options

i - Settings
- Attachment Conversion

Joe S adusky
isaduskp@speakeasy.net
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3. If you are using an account that is already configured on your handheld, the
account information will already be entered. If not, enter the following:

NOTE You do not need to fill in these fields if the account is a synchronize-only
account and the mail client is not Direct POP or Direct IMAP.

Display Name Enter the name you want to appear on your outgoing
messages, such as “Joe Smith.”

E-mail Address  Enter the e-mail address of the account you are accessing,
such as examplename@yahoo.com.

Username Enter the username you use to access your e-mail. This is
generally the part of your e-mail address appearing before
the @ symbol; it is usually not your entire e-mail address.

Password Enter the password for this account.

4. Under Handheld Settings, click Server Settings.

¥ VersaMail Configuration For User Joe Sadusky
File Help

IJue Sadusky j RS @l

- Versaball

E@Business .

S ahom Server Settings: Speakeasy

Sam IMAP . . o 8

Sam Syrc The Server Settings form is used to change your incoming POP or IMAP server, as well as your SMTP

server for your Palm handheld mail account. These settings are alzo used for direct POF and IMAP

- Speakeasy connections thiough the conduit

- Mail Client Sync Setup
i Advanced Sync Options
! B Handheld Settings

: L Account Information Incoming Mail Server: [mail.speakeasy.net

Configure your incoming mail server settings:

tings;

: - o Pait Mumnber, 110
- Attachment Conversion

™ My incoming mail ssrver requires authentication to get mail [APOR)

Configure your outgoing mail server settings:

Outgoing Mail Server: |ma\|.speakeasy.nel
Port Number: |25
™ My server requires authentication (ESMTP)

Usemame: I\sadusky

Password,

|&vailable Accounts: 5§ |Corfigured Accourts: 2 [Active Acsounts: 2

5. If you are using an account that is already configured on your handheld, the
account information will already be entered. If not, enter the following:

NOTE You do not need to fill in these fields if the account is a synchronize-only
account and the mail client is not Direct POP or Direct IMAP.

Incoming Mail Enter the name of your incoming (POP) mail server, such as
Server pop.mail.yahoo.com.
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Incoming Mail
Server Port
Number

Whether this
account requires
APOP
authentication
(POP accounts
only)

Outgoing Mail
Server

Outgoing Mail
Server Port
Number

Whether this
account requires
ESMTP
authentication

The default is 110 for POP and 143 for IMAP servers. If you
are not sure about the correct port number, check with your
mail server administrator.

Selecting this check box encrypts your username and
password when traveling over the network. Some services
require APOP to work properly, while others do not work
properly if APOP is used. If you aren’t sure if your ISP or
web e-mail provider supports APODP, check with your e-mail
provider. “Adding APOP to an account” later in this chapter.

Enter the name of your outgoing (SMTP) mail server, such as
smtp.mail.yahoo.com.

The default is 25, the port number most SMTP servers use. If
you are not sure about the correct port number, check with
your mail server administrator.

Select this check box if the outgoing server (SMTP) requires
authentication. Check with your system administrator
before selecting this option. See “Adding ESMTP to an
account” later in this chapter for information. If you select
this option, username and password fields appear. These
fields are already filled in based on the account information
you entered previously. In most cases, the information
displayed is correct; however, occasionally your
authentication username and/or password is different from
your account username or password. Check with your
e-mail service provider for authentication username and
password information.

If you need to enter new information, enter a username
and/or tap the Password box and enter a password, and
then tap OK.

6. Click the Save icon & on the toolbar to save the settings for this account.

Account information screens

Two screens in the Palm VersaMail HotSync Conduit provide summary
information on your accounts:

s The Account Overview screen indicates whether the account is active; whether
the account has been synchronized and, if so, the last synchronization date; the
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mail client for this account; and whether the mail client and/or the incoming
mail server has been changed since the last HotSync operation.

8 VersaMail Configuration For User Joe Sadusky X
Eile Help

IJne Sadusky j EI % E ﬂa @I

- Wersabdall

@B usingss
Sam ' ahoo
Sam IMAP
Sam Syne

=

Account Overview: Speakeasy

Mail Client Sync Setup
Advanced Sync Options
= Handheld Settings

L. Account Information This account has been spnchionized Yes
: ' Sever Seltings
- Attachment Canversion

The account is active: Yes

This account was last synchronized Wednesday, December 04, 2002

This account is using the desktop mail client; Microsoft Outlook Express

The desktop mail client for this account has changed  Yes
since the last HotSyne operation:

The incaming mail server for this acoount was No
changed on the Windows desktop since the last
HatSync operation.

[&vailable Accourts: 5 [Corfigured Accourts: 3 [Active Aosounts: 1

» The Handheld Settings Overview screen lists the server protocol, display name,

e-mail address, incoming and outgoing mail server addresses, and whether
APOP or ESMTP authentication is required.

8 VersaMail Configuration For User Joe Sadusky X
Eile Help

IJne Sadusky j EI % E ‘E @I

o Versatal

@E@Busingss
Sam ¥ahoo
Sam IMAP
Sam Sync
=) Speakeasy

Handheld Settings Overview: Speakeasy

Mail Client Sunc Setup

Server Protacal POP
Advanced Sync Options
nohold S ottnge :
- Attachment Conversion Display Name:

E-mail Address: jsadusky@speakeasy.net

Incaming mail server address:

Incoming mail server requires APOF

Dutgoing mail server addiess:

Dutgoing mail server requires ESMTP:

mail.speakeasy.net
No
mail.speakeasy.net

No

[vailable Accounts: §

|Carfigured Accounts: 2 |Betive Accounts: 1

To view the Account Overview screen:
s Click the selected account name.

To view the Handheld Settings Overview screen:

» Under the selected account name, click Handheld Settings.
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Palm VersaMail HotSync Conduit shortcuts

You can use the icons in the toolbar to perform certain tasks quickly, such as saving
account configuration settings.

Icon Action

Save account settings. Saves any changes you have made to
an account.

Add a new account. You are prompted to enter the account
name and protocol.

Delete an account. You are prompted to select the account to
delete from a drop-down list.

Quick Account Reference. Lists all accounts and shows
whether they are active and the date they were last
synchronized.

Help. Displays the Help window with complete online help.

B g & e i

Verifying handheld account settings before synchronizing accounts

Certain settings you configure on your handheld for an e-mail account must be set
correctly for the synchronization process as well. Before configuring an e-mail
client on your desktop for synchronization, be sure to verify the following settings
on your handheld:

= APOP ESMTP and SSL: If you want to synchronize e-mail for an account that
requires either APOP or ESMTP authentication (for example, Yahoo accounts
require ESMTP authentication) or a secure (SSL) connection for incoming mail,
you must select the option to use APOP, ESMTP, or a secure connection on your
handheld. See “Adding APOP to an account,” “Adding ESMTP to an account,”
and “Using Secure Sockets Layer (SSL)” later in this chapter for details.

» Mail filters: Any mail filters you have configured for an e-mail account on your
handheld also apply during the synchronization process. For example, if you
have set filters to accept only e-mail containing the subject words “Current
Software Project,” only those same messages are synchronized between your
desktop and your handheld. Be sure to turn mail filters off if you want to
synchronize all messages between your desktop and your handheld. See
“Turning filters on and oft” later in this chapter for details.
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Configuring Microsoft Outlook

You can synchronize Microsoft Outlook 97/98/2000/XP with a VersaMail e-mail
account, but you must set Microsoft Outlook as the default e-mail handler. You
must check your username and password.

To configure Microsoft Qutlook:
1. In the Control Panel, click Internet Options.

NOTE For Windows XP click Network and Internet Connections, and then click
Internet Options.

2. Click the Programs tab.

3. Select Microsoft Outlook as the default e-mail program.
4. Click OK.

NOTE Make sure your username and password are set up correctly within Microsoft
Outlook.

Configuring Microsoft Outlook Express

You can synchronize a VersaMail e-mail account with Microsoft Outlook Express
5.5 or 6.0, but you must set Outlook Express as the default e-mail handler.

NOTE Make sure your username and password are set up correctly within Outlook
Express.

To configure Outlook Express:
1. In the Control Panel, click Internet Options.

NOTE For Windows XP click Network and Internet Connections, and then click
Internet Options.

2. Click the Programs tab.
3. Select Outlook Express as the default e-mail program.

4. Click OK.
TIP You can also make Outlook Express the default e-mail handler within the e-mail

application. From the Tools menu, select Options. Click the General tab, and then click
Make Default.
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Configuring Eudora

If you are using Eudora as your e-mail application, you must set up MAPI in
Eudora.

To set up MAPI in Eudora:
1. From the Eudora Tools menu, select Options.
2. Do one of the following:

— If Eudora is the only e-mail application that you use, select Always as the
MAPI setting.

— If you use more than one e-mail application, select When Eudora is running
as the MAPI setting.

3. Ensure that your username and password are set up correctly within Eudora.
This information is needed to log in to Eudora to retrieve and synchronize your
e-mail.

IMPORTANT Eudora must be running in order for you to perform a HotSync
operation. The VersaMail application synchronizes with your Dominant Personality in
Eudora 5.1 or later.

Converting attached files

You can use attachment conversion plug-ins to convert attached files that you are
receiving. Your handheld comes with DataViz Documents To Go version 5
installed, and Documents To Go plug-ins are automatically configured.
Documents To Go enables you to convert attachments using HotSync operations.
With Documents To Go, you can view Word, Excel, and PowerPoint attachments
on your handheld. See the Documents To Go Getting Started Manual for more
information.

When you receive a message with an attachment on your handheld, the file is
converted to the DataViz format on the handheld when you perform a HotSync
operation. You can then read and edit the file in Documents To Go on the handheld.

In the Palm VersaMail HotSync Conduit, you can turn off DataViz Documents To
Go plug-ins or select other plug-ins.

To turn off attachment conversion plug-ins:

1. Click the HotSync Manager icon ® in the Windows system tray.

2. Select Custom.
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3. Select VersaMail in the Conduit list.

IJoe Sadusky j
Conduit Action

ScreenShot Handheld cvenarites Desktop & Done I
Date Book

Synchonize the files

A ddress Book Synchionize the files Change.
To Do List

Sunchronize the files

Mema Pad Synchronize the files Default

Expense Synchonize the files

Haote Pad Synchrarize the files Help

& il e files

Install Erabled
Inctall Ganira Tamnlatae  Enahlad LI

4. Click Change.

5. Click Attachment Conversion.

¥ VersaMail Configuration For User Joe Sadusky
File Help
IJue Sadusky j E {E ﬁ & @l
- Versaball
E@Business The Atachment Canwersion foim is used lo configue plagins for use dhring the HolSyne aperalion
Sam ‘vahoo for all accounts.
Sam IMAP
Sam Spnc ‘when receiving messages to the Palm handheld the plug-n will convert the incoming sttachment ta
5 Speckeasy it's Falm compatible fil: type. When sending messagas from the Falm handheld thiough the condut,

M et Sync Setup the plug-in will convert the outgoing attachment ta it's desktop compatible file type.

Advanced Sync Options
! B Handheld Settings

: i Account Information
- Gerver Seli

Please refer to the documentation supplied by the plug-in vendor for mare information about each

Attachment Conversion Plug-In Configuration

] Microsoft word [+ doc) Dataviz Documents Ta Go =
Microsoft Excel (*uls | “t] Dataviz Documents To Go

Power Point Presentation [*.ppt] Dataviz Documents To Go

&) Wweb Page (* himl | % him) Not Selacted

ﬁ Adobe Acrobat [=.pdf) Mat Selected

@ Campressed File [*.zip) Mot Selected

@ Saund File [%.wav] Mot Selected

|4 GIF Image [*.qf] Mot Selected

3] Bitmap Image [ bmp) Mot Selected

5 JPG Image (*jpeal *jpa] Not Selected =

|dvailable Accounts: 5 |Configured Accounts: 2 |Active Accounts: 2

Plug-in types are listed in the left column. If the plug-in is selected, the right
column shows the name of the company supplying the plug-in. If a plug-in is
not selected, the right column reads Not Selected.

NOTE The drop-down lists in the right column display only the companies
currently supplying plug-ins for a particular type. If more than one company
supplies a plug-in of a particular type (for example, Word doc), then multiple
company names appear on the list. If no company is currently supplying a

plug-in of a particular type, then the only option that appears on the list is Not
Selected.
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6. Do one of the following:

Item Action

To deselect a plug-in  Click the right column next to the plug-in type name, and
then select Not Selected from the drop-down list.

To select a plug-in Click the right column next to the plug-in type name, and
then select the name of the company supplying the
plug-in from the drop-down list.

To change the Click the right column next to the plug-in type name, and
company supplying a then select the name of the company you want to supply
plug-in of a particular the plug-in from the drop-down list.

type
8 VersaMail Configuration For User Joe 5adusky
File Help
IJue Sadusky j FIESESES @l
= Wergabail

@@Business

SamVah The Attachment Corwersion foim is used to configure plug-ins for use during the HotSyne operation
i) Sam ‘Yahoo

Sam IMAP

Sam Spnc

E SGpeakeasy

Mail Client Sync Setup
Advanced Sync Options

for all accounts.

‘when receiving messages to the Palm handheld the plug-in will convert the incoming attachment to
it's Palm-compatible file type When sending messages from the Palm handheld through the conduit,
the plug-n will convert the outgoing attachment b it's deskbop compatible file tpe.

Please refer to the documentation supplied by the plug-in vendor for mare information about each

| B Handheld Settings
- Azeount Information ) o
.. Gerver Seftings Attachment Conversion Plug-In Configuration

i Attachment Conversion

aY M rd (% doc)

Micrasoft Excel [* s | =1l
[@ Power Point Presentation [*.ppt]

@_] “w'eb Page [*html | = htm) Mot Selected
E Adobe Acrabat [*.pdf] Mot Selected
L) Compressed File [* zip] Mot Selected
4] Sound File <wav) Mot Selected
5 GIF Imags *.gi) Mot Selacted
@ Bitrap Image [*.bmp) Mat Selected
Lff JPG Image [%jpea | *.jpa) Mot Selected ;I
|&wailable Accounts: 5 |Canfiguied Accaunts: 2 |ictive Accounts: 2

7 Click save.

Synchronizing an account

To synchronize accounts, you must set the HotSync action for the VersaMail
application in the HotSync Manager. You can, however, exclude e-mail accounts
from a HotSync operation.

TIP If you don’t want an account synchronized, deselect the check box Select this
check box to synchronize this e-mail account when you perform a HotSync operation.

To select which accounts are synchronized during a HotSync operation:
1. Click the HotSync Manager icon ® in the Windows system tray.

2. Select Custom.
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3. Select VersaMail in the Conduit list.

IJoe Sadusky j
Conduit Action

ScreenShot Handheld cvenarites Desktop & Done I
Date Book

Synchonize the files

Addhess Book Syrchorize the fles Change.

ToDaList Sunchronize the files

Mema Pad Synchronize the files Default

Expense Synchonize the files

Haote Pad Synchrarize the files Help

Enabled

Frahlad LI

Install
Inetall &

4. Click Change.

5. Select one of the following;:

Synchronize Select this option to include active accounts in the next

Active Accounts  1,tGync operation. For an account to be synchronized, you
must have selected the option Check this box to synchronize
this mail account when you perform a HotSync operation.

Do Nothing Select this option to exclude e-mail accounts from the next
HotSync operation.

#8 VersaMail Configuration For User Joe Sadusky
File Help

IJue Sadusky j | |% & @l

- Versaball

@EBusiness

Sam Yahoo HotSync Action For YersaMail

Sam IMAP

[ Gam Gpnc O S

H ynchronize Active Accaunts
Sk oA

“ Attachment Conversion D || ¢ DoMothing

¥ Set Selection As Default

¥ Enable Informational Logging
Current HotSync Configuration For YersaMail

Permanent Synchronization Preference: Synchronize Active Accounts

Temporary Spnchionization Preference: Synchronize Active Accounts
[Dccurs on next HotSyne only)

|&vailable Accounts: 6 |Corfigured Accourts: 3 [Active Aosounts: 1

6. (Optional) Select Set Selection As Default to apply the options you selected to
all subsequent HotSync operations. Otherwise, the settings apply to the next
HotSync operation only.

7. Click OK.

8. Perform a HotSync operation.
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Synchronizing multiple accounts
You can synchronize more than one account during the same HotSync operation.

NOTE If you want to synchronize both a Microsoft Outlook and a Microsoft Outlook
Express account, you must have Microsoft Outlook set as the default e-mail client on
the desktop.

The maximum number of accounts you can synchronize are as follows:

» 1 Simple MAPI account (for example, an account set up using Outlook Express
or Eudora)

» 1 Extended MAPI account (for example, an account set up using Outlook)
= 1 Lotus Notes account
» 5 combined direct POP or direct IMAP accounts

If you attempt to synchronize more than the limit for a particular type of account
during a HotSync operation, you will receive an alert prompting you to deactivate
any accounts over the allowed number.

Using SSL with the conduit

When you set up an e-mail account, you can choose to use a secure connection
(Secure Sockets Layer, or SSL) for sending and receiving e-mail messages. The
Palm VersaMail HotSync Conduit supports SSL when synchronizing with an
e-mail account only if that account uses one of the following desktop e-mail
applications (mail clients):

s Outlook
s Outlook Express
» FEudora

The conduit does not support SSL for accounts set up as direct POP or direct IMAP
or for Microsoft Exchange or Lotus Notes accounts.

Going beyond the basics

You use many of the VersaMail application features, such as getting and sending
e-mail, daily. Other features are used less frequently but are especially valuable in
certain situations. For example, filtering e-mail is helpful if you are traveling and
want to receive messages only from certain people or about specific subjects.
Filters and other special features are discussed in this chapter.

This section describes the following;:
» Creating and using filters to determine which e-mail you actually view
» Managing mail settings

» Adding APOP to an account
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» Adding ESMTP to an account

» Setting advanced account options

» Cutting and copying text from an e-mail message for use in other applications
» Using the command bar

» Viewing e-mail header details

» Backing up your mail databases

» Synchronizing IMAP folders wirelessly

» Using Secure Sockets Layer (SSL)

» Viewing the wireless coverage indicator

The section ends with a summary of the VersaMail application navigator controls
and keyboard shortcuts.

Managing mail filters

Filters provide efficient ways to manage e-mail retrieval and storage. When you
tap Get Mail or Get & Send, filters determine which e-mail messages are
downloaded to your handheld and in which folder the downloaded messages are
stored.

For example, you may want to file e-mail about sales meetings in a Sales folder.
You can create a filter that automates this action, so that whenever you receive
e-mail about sales meetings, it is immediately sent to the Sales folder, which you
created on the filters screen.

Creating mail filters

To create a mail filter, you select various criteria, such as To, From, and Contains.
This information makes up the filter statement.

For example, if you want stock quotes from your online brokerage service sent to
a folder you created called Finance, you can filter those e-mail messages and store
them in the Finance folder. The filter statement, which is displayed in the Filter
Editor, is shown in the following figure.

Filter Editor (i)

Name: Quotes

If the ¥ From
w Contains

onlinebroker

Then get mail and move to:

w Finance
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IMPORTANT If you create a filter, only messages that meet the filter criteria are
downloaded to your handheld. You do not see any other messages that have been
sent to you, even in your Inbox. To avoid this, you must set up two filters as described
in the following procedure. Using the example above, the first filter would have all
mail containing “onlinebroker” in the “From” field moved to the “Finance” folder.
For the second filter, you should specify that all mail NOT containing “onlinebroker”
in the “From” field should be moved to the Inbox (or other folder you designate). If
you do not create this second filter, then only messages containing “onlinebroker” in
the “From” field are downloaded to your handheld.

To create a filter:
1. From the Inbox or another folder, press Function € + Menu “®.

2. Select Options, and then select Filters.

Message I:u m Accounts

Preferences.. /R
Display Options...

Notification..
Auto Get Mail...
Filters..

Disconnect

Mail Servers...
About VersaMail

3. Tap New.

4. Enter a short description of the filter in the Name field.

Filter Editor (i)

Name: Quotes

Ifthe ¥ From
w Contains

onlinebroker

Then get mail and move to:

w Finance

5. Use the If the pick lists to create criteria for the filter.

The three pick lists and the edit line combine to create a statement that identifies
the type of e-mail and where you want the e-mail stored. For example, a filter
might read, “If the [Subject] [Contains] sales meeting, Then get mail and move
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to [Sales].” When

you use this filter to sort incoming e-mail, any e-mail

containing sales meeting in the subject line is filed in the Sales folder.

To pick list

Contains pick list

Edit line

Then get mail and
move to pick list

Select the message header field with the information
contained in the edit line: To, From, Subject, cc, Date, Size.
For example, you might select Date to download only
messages that are less than a certain number of days old.

Select a filter action: Contains, Starts with, Does NOT
Contain.

Enter the text that must be found in the header field. For
example, if you want to sort e-mail with the subject Sales,
enter “Sales.” If you enter more than one criteria, separate
each with a comma—for example, Sales, New York.

Select the folder or mailbox into which you want your
filtered e-mail to go. You can also create a new folder for
storing the incoming e-mail. Tap Edit Folders, and then
create a new folder or delete or rename existing ones.

Tap OK, or press Function @ + Enter @

The filter appears in the Filters list.

w Conhnected

M ¥ Quotes

O ~ Sales

[T
Move Down

Retrieve mail if the sender

OR the subject contains
'seminar’.

address contains 'onlinebroker’

Selected filters execute in the order in which they appear on the list. Move filters

up and down the

list to ensure that they execute in the correct order.

NOTE Filters created on the handheld also apply to e-mail synchronization. See
“Synchronizing an account” earlier in this chapter for more information.

247



Chapter 14 Using Palm™ VersaMail™ Personal E-mail Software

Turning filters on and off

By default, a filter that is turned on or selected affects all subsequent downloads of
e-mail until you deselect it. More than one filter can be in effect at once. Before you
download e-mail, be sure to turn on the filters you want and turn off those you
don’t want.

To turn a filter on or off:
1. Press Function C ) + Menu (“®.
2. Select Options, and then select Filters.

The Filters dialog box appears with the filters you created.

w Conhected

o ~ Quotes Filters with a checkmark are
O ~ Sales turned on

™ ~ Seminar

Retrieve mail if the sender
address contains 'onlinebroker’
OR the subject contains
'seminar’.

3. Tap the pick list in the upper-left corner, and select Connected or Synchronize.

b4 Connected

—
|L

T e

O ~ Sales
M ¥ Seminar

Retrieve mail if the sender
address contains 'onlinebroker’
OR the subject contains
'seminar’.

— Connected applies a filter to messages downloaded to your handheld over a
modem or network connection.

— Synchronize applies a filter to messages downloaded to your handheld
during a HotSync operation.

4. Tap the filter check boxes to select the filters you want to use for subsequent
e-mail transactions.

IMPORTANT If you deselect a filter listed under Connected, be sure that the filter
is deselected also under Synchronize.

5. Tap OK, or press Function @ + Enter @,
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Editing or deleting a filter
You can edit a filter to change its name or the criteria in the filter.

To edit or delete a filter:

1. Press Function C D + Menu ().

2. Select Options, and then select Filters.
3. Tap the name of the filter.

4. Do one of the following:

— To edit the filter, revise your entry in the Name field and/or your selections
in the pick lists, and revise the text in the edit line. Tap OK.

— To delete the filter, tap Delete, and then tap Yes to confirm the deletion.
5. Tap OK, or press Function @ + Enter @,

Managing mail settings
You can configure advanced mail settings such as server information, incoming
and outgoing mail server options, and more, for each e-mail account.
To select the account whose settings you want to manage:

1. In your Inbox or on another folder screen, press Function C 0 + Menu (“®).

2. Select Options.

Message I:u m Accounts

Preferences.. /R
Display Options...

Notification..
Auto Get Mail...
Filters..

Disconnect

Mail Servers...
About VersaMail

3. Select Mail Servers.

Mail Servers (i)

Account ¥ Sam Yahoo———— Shows server settings for current
Protocol = POP account. Tap the Account pick list
to edit the account.
Username:
SamYahoo
Password: -

O Always connect using:

(oK ) (Cancel ) ( Details... )
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Mail Servers (i)

Account v FENNETT
Sam IMAP

Protocol v

Speakeasy
Edit Accounts...

Username:

O Always connect using:

(oK ) (Cancel ) ( Details... )

tap OK.

To change the protocol type:
1. On the Server Settings screen, tap the Protocol pick list, and then tap POP or

IMAP.

RAccount ¥ Sam Yahoo

Protocol « |[Je]d
IMAP
Username:

O Always connect using:

(oK ) (Cancel ) ( Details... )

4. Tap the Account pick list, and then tap Edit Accounts.

Sam Sync —— All e-mail accounts

appear in the list

5. Tap the name of the account whose settings you want to manage, and then

2. Tap OK, or press Function @ + Enter @,

To change your username or password:
1. On the Server Settings screen, enter a new username.

Your username is typically the first part of your e-mail address, which appears

before the @ symbol.

Account ¥ Sam Yahoo

Protocol v POP

Username:
SamYahoo

O Always connect using:

(oK ) (Cancel ) ( Details... )
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2. Tap the Password box, and enter a new password in the Password Entry dialog
box. The VersaMail 2.5 application provides strong 128-bit AES encryption for
your password.

3. Tap OK, or press Function @ + Enter @,

To set a default service for this account (different from the default service for your handheld):
1. On the Server Settings screen, tap the Always Connect Using check box.

Mail Servers (i)

Account ¥ Sam Yahoo

Protocol v POP

Username:
SamYahoo|

Tap to change the service
connection for this e-mail
account only from your default
handheld service connection

& Always connectusing:: |
Service: ¥ WiFi802.11b

(oK ) (Cancel ) ( Details... )

2. Tap the connection type you want from the Services pick list.

Mail Servers (i)

RAccount ¥ Sam Yahoo

Protocol -|Synchronize Only

u . |AT&T WorldNet
sername: Compuserve

SamYahoo _ (Earthlink . .

p g ©|PSiNet +——— Select a service connection for
asswore: < lunix this e-mail account only

o

M RAlways o UUNet

Service: ¥ [verio

WiFi 802.11b
@ Windows RAS

3. Tap OK, or press Function 0 + Enter Ch

NOTE Select this option only if you want an e-mail account to use a different
service from the default service you set for your handheld. For example, you
may have selected a default service that uses the built-in 802.11b radio on your
handheld to make a dial-up connection with your corporate account through a
VPN. However, for your Earthlink account, you may want to switch to the
Earthlink service, which uses a Bluetooth card inserted into your handheld’s
card expansion slot to make a connection with your GPRS service provider. To
do this, tap the Always connect using check box, and then select Earthlink from
the Services pick list. Leave this box deselected if you want to use your default
handheld service for this e-mail account.

See Chapter 18 for information on setting connection types and selecting a
default service for your handheld. See “Selecting a different service for a given
e-mail account” earlier in this chapter for details on using a different service for
a specific e-mail account.
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To change e-mail address/mail server settings:
1. On the Server Settings screen, tap Details.

2. Tap the Options pick list and select Address/Servers.

Mail Servers (i)

LD Address/Servers
Incoming Mail
Email Addr € Outgoing Mail
Advanced Incoming

) Advanced Outgoing
Incoming Manserver

Outgoing Mail Server:

3. Edit any of the following:

Email address Enter the e-mail address of the account you are accessing,
such as examplename@yahoo.com.

Incoming mail Enter the name of your incoming (POP) mail server, such as
server pop.mail.yahoo.com.

Outgoing mail Enter the name of your outgoing (SMTP) mail server, such as
server

smtp.mail.yahoo.com.

Mail Servers (i)

Options: - Address/Servers
Email Address:
SamYahaol@yahoo.com

Incoming Mail Server:
pop.mail.yahoo.com

Outgoing Mail Server:
smtp.mail.yahoo.com

4. Tap OK, or press Function (D + Enter Ch

252



Going beyond the basics

To change incoming mail server settings:
1. On the Server Settings screen, tap Details.

2. Tap the Options pick list and select Incoming Mail.

Mail Servers i)
Options: v [Address/Servers

7 Get { Incoming Mail
B Getunre QOutgoing Mail
Max Message adyanced Incoming
™ Leave ma|Advanced Qutgoing

3. Select or enter either of the following;:

Get unread mail

Get u For IMAP accounts, retrieves unread e-mail only. To get all

e-mail and not just unread e-mail, deselect Get unread mail
ONLY.

Maximum

] Shows the maximum message size that you can receive.
Message Size

Mail Servers (i)
Options: v Incoming Mail
[ Get unread mail ONLY
Max Message Size: 5 KB
[ Leave mail on server

4. Tap OK, or press Function C D + Enter @,
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To set additional incoming mail options:
1. On the Server Settings screen, tap Details.

2. Tap the Options pick list and select Advanced Incoming.

Mail Servers i)
Options: v [Address/Servers
Qutgoing Mail

Advanced Incoming
[0 Use APOP|Advanced Qutgoing

Port Number:|Incoming Mail

3. The incoming mail options are different depending on the connection type you
selected and the server protocol—POP or IMAP.

POP accounts

Mail Servers (i) Mail Servers (i)

Options: « Advanced Incoming Options: « Advanced Incoming
Port Number: 110 Port Number: 143
O Use Secure Connection (S5L) O Use Secure Connection (S5L)
O UseRPOP IMAP Server Folders:

Root Folder:

IMAP accounts

O Deleted Mail: Trash
O SentMail:  Sent

Port Number Defaults to 110 for POP and to 143 for IMAP servers. If you
are not sure about the correct port number, check with your
mail server administrator.

Secure Retrieves incoming mail over a secure (Secure Sockets Layer,

Connection

Leave mail on
server (POP only)

Use APOP
(POP only)

Mailbox (IMAP
only)

or SSL) connection. See “Using Secure Sockets Layer (SSL)”
later in this chapter for information on SSL.

Leaves e-mail that you receive on the handheld on the server
also.

Encrypts your username and password when traveling over
the network. Some services require APOP to work properly,
while others do not work properly if APOP is used. If you
aren’t sure if your ISP or web e-mail provider supports
APOP, check with your e-mail provider. See “Adding APOP
to an account” later in this chapter.

Defines the root mailbox on your IMAP server.
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Deleted Mail
(IMAP only)

Sent Mail (IMAP
only)

Stores deleted e-mail in the folder you specify on the server.
This field is case sensitive, so spell the folder name exactly as
it is on the server. For example, if your Deleted Mail folder is
called Trash on the server, you must enter Trash in this space.

Shows the name of your Sent Mail folder on the server. This
field is case sensitive, and the folder name should be spelled
exactly as it is on the server.

If you are using the Palm VersaMail HotSync Conduit and have an IMAP
account, you must configure the outgoing mail settings to send mail.

To set outgoing mail server (SMTP) settings:
1. On the Server Settings screen, tap Details.

2. Tap the Options pick list and select Outgoing Mail.

Incoming Mail
AEMAEEIS] Outgoing Mail
Advanced Qutgoing

O Reply To Hddress:

O BCC Qutgoing Msgs to:

3. Enter any of the following:

Display Name

Reply To Address

BCC

Enter the name you want to appear on your outgoing
messages, such as “Joe Smith.”

Enter the e-mail address that you want recipients to see and
reply to on your e-mail messages, only if it is different from
the e-mail 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 like the e-mail came from the address
you entered.

Select the BCC check box to send a blind copy of any e-mail
message you send to another e-mail address. The blind copy
e-mail 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 desktop
e-mail account, enter that e-mail address.
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Mail Servers (i)

Options: v Qutgoing Mail

Your Name (for display only):
Sam Yahod|

O Reply To Address:

O BCC Outgoing Msgs to:

4. Tap OK, or press Function D + Enter C)

To set additional outgoing mail options:
1. On the Server Settings screen, tap Details.

2. Tap the Options pick list and select Advanced Outgoing.

Mail Servers (i)

Options: v [Address/Servers

Port Number: |Incoming Mail

Outgoing Mail

Advanced Incoming

(MR Advanced Outgoing
authentication (ESMIP)
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3. Set additional options for outgoing e-mail:

Port Number The default is 25, the port number most SMTP servers use. If
you are not sure about the correct port number, check with
your mail server administrator.

My server requires Select the My server requires authentication (ESMTP) check

?é‘ék,f{‘;')catm“ box if the outgoing server (SMTP) requires authentication.
Check with your system administrator before selecting this
option. See “Adding ESMTP to an account” later in this
chapter for information. If you select this option, username
and password fields appear. These fields are already filled in
based on the account information you entered previously. In
most cases, the information displayed is correct; however,
occasionally your authentication username and/or
password is different from your account username or
password. Check with your e-mail service provider for
authentication username and password information.

If you need to enter new information, enter a username
and/or tap the Password box and enter a password, and
then tap OK.

Mail Servers (i)

Options: - Advanced Outgoing
Port Number: 25

& My server requires

authentication (ESMTP)
Username: Username and Password fields appear only if
SamYahoo e | ESMTP check box is selected
Password:

4. Tap OK twice, or press Function @D + Enter ¢ twice.

Adding APOP to an account

To encrypt your username and password when they are traveling over the
network, some services require APOP to work properly, while others do not work
properly if APOP is used. If you aren’t sure if your ISP or web e-mail provider
supports APOP, check with your e-mail provider.

NOTE APOP works only with accounts that use the POP protocol.

To edit an account and add APOP:
1. In your Inbox or on another folder screen, press Function 0 + Menu (“®).

2. Select Options.
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Select Mail Servers.

Message I:u m Accounts

Preferences.. /R
Display Options...

Notification..
Auto Get Mail...
Filters..

Disconnect

Mail Servers...

About VersaMail

Tap the Account pick list and select Edit Accounts.

Mail Servers (i)

Account ¥ EEGREILN
Sam IMAP
Sam Sync
Speakeasy
Edit Accounts...

Protocol v

Username:

O Always connect using:

(oK ) (Cancel ) ( Details... )

Tap the name of the account you want to change, and then tap OK.

All e-mail accounts
appear in the list

On the Server Settings screen, tap Details.

Tap the Options pick list and select Advanced Incoming.

Mail Servers (i)

Options: ~ [Address/Servers
Port Number-{Incoming Mail
Outgoing Mail

Advanced Incoming
[0 Use APOP|Advanced Qutgoing

Select the Use APOP check box.

Mail Servers (i)

Options: « Advanced Incoming
Port Number: 110

[0 Use Secure Connection (S5L)
[ Use APOP

Tap OK, or press Function @ + Enter @,
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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 e-mail provider
supports ESMTDP, check with your e-mail provider.

To edit an account and add ESMTP:
1. In your Inbox or on another folder screen, press Function C 0 + Menu (“®.
2. Select Options.

3. Select Mail Servers.

Message I:m m Accounts

Preferences.. /R
Display Options...

Notification...
Auto Get Mail...
Filters..

Disconnect

Mail Servers...
About VersaMail

4. Tap the Account pick list and select Edit Accounts.

Mail Servers (i)

Account v FENNETT
Sam IMAP
Sam Sync | All e-mail accounts

Speakeasy H P
Edit Accounts... appearin the list

Protocol v

Username:

O Always connect using:

(oK ) (Cancel ) ( Details... )

5. Tap the name of the account you want to change, and then tap OK.
6. On the Server Settings screen, tap Details.

7. Tap the Options pick list and select Advanced Outgoing.

Options: v [Address/Servers

Port Number: |Incoming Mail
Outgoing Mail
Advanced Incoming

(MR Advanced Outgoing
authentication (ESMIP)
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8. Select the My server requires authentication (ESMTP) check box if the outgoing
server (SMTP) requires 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 previously. In most cases, the information displayed is correct;
however, occasionally your authentication username and/or password is
different from your account username or password. Check with your e-mail
service provider for authentication username and password information.

If you need to enter new information, enter a username and/or tap the
Password box and enter a password, and then tap OK.

Mail Servers (i)

Options: - Advanced Outgoing
Port Number: 25

& My server requires

authentication (ESMTP)
Username: . .
SamYahoo ———1— Username and Password fields appear only if
Password: |- ESMTP check box is selected

9. Tap OK, or press Function D + Enter @

Setting advanced account preferences

You can set advanced preferences for each e-mail account. Any preferences you set
are account-specific; they apply only to the account you are currently in.

To set advanced account preferences:
1. In your Inbox or on another folder screen, press Function "0 + Menu (“®.

2. Select Options.
3. Select Preferences.

4. Tap Advanced.

General | Advanced|System

[ Enable Smart Addressing

& Auto-Empty Mail from Trash:
w Older Than 1 Week

Timeout: 45  secs

O Auto-Disconnect

[ Disconnect on Exit

Modem Wait: 0 . secs

OK Cancel
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5. Select any of the following preferences:

Enable Smart
Addressing

Auto-Empty Mail
from Trash

Timeout

Auto-Disconnect

Disconnect on
Exit

Modem Wait

Types ahead and completes a recognized e-mail address. See
the procedure for creating new e-mail later in this chapter for
more information.

Determines how often e-mail messages in the trash are
automatically deleted. See “Emptying the trash” earlier in
this chapter for more information.

Sets the number of seconds to try to connect before timing
out. This value can be any number greater than 0 seconds;
however, if you set the number too low, your connection
attempt may time out before you make a connection with the
e-mail service provider.

The default setting is 45 seconds. To change, tap the Timeout
field and enter a new value.

Automatically disconnects your remote connections after
each command. Each command you perform initiates a new
call to your ISP. This setting is not recommended if you plan
to perform multiple e-mail transactions in a short amount of
time.

Disconnects from the network only after you leave the
VersaMail application. This feature is an alternative to
Auto-Disconnect. This option keeps your connection active
while you perform multiple transactions in the VersaMail
application, but automatically disconnects when you move
on to a different application on your handheld. If this option
is not selected, you must manually disconnect from your ISP.

Displays the number of seconds that the modem uses to
initialize itself. If you have a modem, tap and enter a number
of seconds for the wait. The typical setting for a wireless
modem is 3, and the typical setting for most normal modems
is 0.

Cutting and copying text from an e-mail message for use in other applications

You can copy any text from an e-mail message, either from one you have composed
or have read or from an attachment you have downloaded and opened (such as a
Word doc), for use elsewhere in the VersaMail application or in another
application. Text you can select and copy includes:

= A name

s  An e-mail address

» Body text of an e-mail message or a downloaded attachment
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To copy and paste text from an e-mail message:
1. Select the text by dragging the stylus over it.

2. Press Command + C.

3. To paste the text elsewhere in the VersaMail application or in another
application, go to the new location and press Command + P

You can also cut or copy text from a Word document that you download as an
attachment and view on your handheld. You can then paste this text in another

part of the Word document, another Word document, or another application on
your handheld.

To cut/copy and paste text from within a Word document:
1. Select the text by dragging the stylus over it.

2. Press Command + X.

3. To paste the text elsewhere in the VersaMail application or in another
application, go to the new location and press Command +P

See “Performing common tasks” in Chapter 4 for more information on copying
and pasting.

Using the command bar

The command bar provides shortcuts for performing numerous tasks. The options
presented on the command bar may change, depending on which screen is
displayed in the application. For example, if you are viewing a message in the
Inbox, the command bar gives you the option of quickly moving the message to
another folder. See “Moving e-mail between folders” earlier in this chapter.

To access the command bar on your handheld:
s Press Command on the keyboard.

For each type of screen, the command bar offers various options.

View Options

List (Inbox, Outbox, and so v= Select all messages.
on showing list of

Deselect all messages.
messages)

>

Change display font (toggles between large and
small font).

Eb

Delete messages from the handheld; icon appears

only if you have previously selected at least one
message.

th

Empty the trash; icon appears only if you have
previously deleted at least one message.
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View Options

Reading a message Delete message from the handheld.

3 Move message to a different folder; select folder
from pick list.

A Change display font (toggles between large and
small font).
Composing a message @ Insert the @ symbol into a recipient’s e-mail
address.

@ Add attachment.

¥) Undoes last action; icon appears in command bar
only if you have previously performed one of the
actions above or any of the cut/copy/paste
functions described below.

Reading or composing a % Cuts selected text.
message Copies selected text.

Pastes selected text.

See “Using menu commands” in Chapter 4 for more information on the command
bar.

Changing e-mail header details

When viewing a message in any folder, you can change the view of the message
header. The e-mail header options are as follows:

= Short header: Shows sender’s name or address (From field) and subject line
(Subj field).

nbo 4 _60f6 | [E]l— Tap headericon to switch to full
From: "Joe Sadusky" 1 header
<joe@jmswordsmith.com>
Subj: Fw: cool site

Short header
shows sender
name and

message subject
ony | Original Message -----

From: "Joe Sadusky
<jms510@hotmail.com>

To: <joe@jmswordsmith.com>
Sent: Monday, November 18, 2002
10:37 AM

Done ] (Reply) (Delete)

= Full header: Shows the following:
— Sender’s name or e-mail address (From field)
— Subject line (Subij field)

— Date message was composed, sent, or received (Date field)
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— Size of message including any attachments (Size field)

— Recipient’s name or e-mail address (To field)

Full header ——|Subj: new campaign

shows sender,
subject, date,
size, and
recipient
information

Date: Mon Nov 25, 2002 11:45 am
Size: 352 hytes
To: joe@jmswordsmith.com

Have some ideas for "sleek but not
slick." Are you free to meet
tomorrow, say, around 11?

4 1of6 p [T

From: "Angela Yee"
<angyee9399@hotmail.com>

[ Done ) (Reply ) (Delete)

short header

— Tap header icon to switch to

You can also switch between a short header and a full header for a message you are
composing. Short header shows the To and Subject fields only; full header shows
the To, cc:, bec:, and Subject fields.

Message short header

_. Message =l

....... jAna Yee
Subj Lunch meeting

Can we make it 1:307

Send )(Outbox )(Drafts )(Cancel)

— Tap header
icon to switch
to full header

Message long header

New Message =l

Can we make it 1:30?

Send )(Outbox )(Drafts )(Cancel)

To switch between short header and full header view:
» Tap the header icon in the upper-right corner of the message screen.

— Tap header icor
to switch to
short header
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Backing up mail databases

In most cases your e-mail is on your server, so you do not need to back up your
e-mail database from your handheld. If you want to make sure you have a current
copy of all your e-mail, you can back up all the e-mail databases from the
handheld.

To back up the e-mail database:
1. Press Command +R.

Alternately, press Function C 0 + Menu (/®), select Options, and then select
Preferences.

2. Tap System.

General | Advanced] System

[ Backup ALL Databases

OK Cancel

3. Tap Backup ALL Databases to select it.
NOTE If you don't select this option, HotSync operations are faster.

4. Tap OK, or press Function @D + Enter @,

Wireless IMAP folder synchronization

If you create an IMAP folder in an account on your handheld that matches a folder
on the mail server, you can wirelessly synchronize e-mail messages that you move
into or out of the IMAP folder, or delete in the folder.

When you synchronize a folder, any e-mail messages in the selected folder on the
mail server will be downloaded to the same folder on your handheld. Any
messages moved out of the selected folder on your handheld or deleted on your
handheld will be moved or deleted in the folder on the mail server.

Depending on how you have set up IMAP folders on your handheld and/or the
mail server, you may have to perform some steps before you can wirelessly
synchronize e-mail messages between your handheld and the server, as follows:

» If you need to create a folder on both your handheld and the server, see
“Creating and editing mail folders” earlier in this chapter. Be sure to select the
Also create on server check box as described in that section, After creating the
folders, continue with the following procedures for synchronizing IMAP
folders.
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» If thereis a folder on the mail server but you need to create it on your handheld,
see “Creating and editing mail folders” earlier in this chapter. You do not need
to select the Also create on server check box as described in that section. After
creating the folder, continue with the following procedures for synchronizing
IMAP folders.

» If you have a folder on your handheld that matches a folder on the mail server,
continue with the following procedures for synchronizing IMAP folders.

You can synchronize server folders either during a Get Mail operation, or from a

menu.

NOTE You can synchronize folders whose names are up to 16 characters in length.
You can synchronize up to 11 custom folders you create, in addition to the default
folders Inbox, Outbox, Drafts, Sent, and Trash.

To wirelessly synchronize handheld/mail server IMAP folders during a Get Mail operation:
1. From within an IMAP e-mail account, tap Get Mail.

2. Select the Sync IMAP Folders check box and then tap OK.

Get Mail Options (i)

Subjects Orly

™ Sync IMAP Folders

(oK ) (cancel ) (Details.. )

3. Select the check box next to each folder you want to synchronize. You can select
more than one folder.

4. (Optional) The Subjects Only check box is selected or deselected based on the
preference you set for getting mail. Select or deselect the check box to change
this preference for the IMAP e -mail account only.

5. (Optional) Select the Use Filters check box to apply any filters you have created
to the IMAP e-mail account. See “Managing mail filters” earlier in this chapter
for information.

6. Tap OK.
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To wirelessly synchronize handheld/mail server IMAP folders from the Options menu:
1. In your Inbox or on another folder screen of an IMAP e-mail account, press

Function C ) + Menu (9.
2. Select Options.

Message I:u m Accounts

Preferences.. /R
Display Options...

Notification..
Auto Get Mail...
Filters..

SyncIMAP Folders.. /L
Disconnect

Mail Servers...
About VersaMail

3. Select Sync IMAP Folders (alternately, press Command +L).

4. From the pick list, select the folders you want to synchronize either by tapping
the folder name or by using the navigator, as shown in the following table.

Button Action

Select If no folder is selected, the Select button highlights the first
visible folder on the list. If a folder is selected, the Select button
toggles the check box between selected and deselected.

Up or Down If a folder is selected, use Up and Down to scroll up or down
one folder on the list. If no folder is selected, use Up and Down
to scroll up or down one page.

Left If a folder is selected, deselects the folder. No function if no
folder is selected.

Right No function.

A connection is made to your e-mail service provider to update the server with
changes from your handheld, and to have your handheld updated with changes
from the server.
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Using Secure Sockets Layer (SSL)

Secure Sockets Layer (SSL) is a protocol designed to ensure that data you receive
from a network or the Internet is secure and authentic. The VersaMail application
uses SSL to help guarantee the secure transmission of e-mail messages that you
receive. When you set up an account in the VersaMail application, you are given
the option of selecting SSL for incoming mail. See “Setting up and

managing e-mail accounts” earlier in this chapter for instructions.

The VersaMail application supports SSL for incoming mail only; for example, if
AT&T is your e-mail service provider, you can receive messages over a secure (SSL)
connection. You cannot send messages over a secure connection. However, there is
a way that you can make it appear as though messages are being sent over a secure
connection.

To send messages so that they appear to have heen sent over a secure connection:

1. Set your outgoing mail (SMTP) server to the correct server for your e-mail
account. See the procedure for entering the outgoing mail server in “Entering
the name of the incoming and outgoing mail server” earlier in this chapter.

2. Set the reply-to address to an e-mail address from an e-mail service provider
that supports sending messages over a secure connection (for example, AT&T).
See the procedure to entering a reply-to address in “Setting outgoing mail
options” earlier in this chapter.

If you set up an account that uses an SSL connection on Outlook, Outlook Express,
or Eudora, then SSL is supported in the Palm VersaMail HotSync Conduit when
you synchronize with that account as well.

NOTE You cannot use auto get mail with notification or scheduled sending retry of
e-mail with accounts that use an SSL connection. See “Auto get mail with
notification” and “Send retry” earlier in this chapter for information.

Viewing the wireless coverage indicator

Your handheld contains a status indicator for determining the strength of wireless
coverage in your area. You can access this indicator from within the VersaMail
application by pressing Command on any screen. Tap the wireless coverage
indicator icon dfll for coverage status.
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Five-way navigation in the VersaMail application

The following table summarizes the controls for the five-way navigator on your
handheld that are specific to the VersaMail application. See “Using the navigator”
in Chapter 3 for general navigator information.

View Selection Navigation Function
Main List No message Up/Down Scrolls between messages in list.
(Inbox or selected
other folder
list)
Select Highlights the first message in the
list.
Right No function.
Left No function.
Message Select Opens messages for viewing.
selected
Right Displays popup menu that normally
appears when you click on the e-mail
icon for each message.
Left Deselects the highlighted message.
Compose N/A Up/Down In To, cc, bee, and Subject fields: Tabs

New Message

Select

Right

Left

to the next/previous field.

In message body text: Scrolls the text
viewed on the text list.

No function.

In To, cc, bee, and Subject fields:
Moves to the next character.

In message body text: No function.
In To, cc, bee, and Subiject fields:
Moves to previous character.

In message body text: No function.
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View Selection Navigation Function
Read N/A Up/Down Scrolls the message text.
Message
Select Returns you to list view.
Right Displays the next message. If you are

viewing the last message, returns
you to the folder list view.

Left Displays the previous message. If
you are viewing the first message in
the folder, returns you to the folder
list view.

When you return to the list view (Inbox or other folder) after viewing a message,
the message you were viewing may or may not be selected in the list, according to
the following;:

» If you pressed Select to view the message, the message will be highlighted on
the list when you return to the list view.

» If you used the stylus or pressed Right or Left to view the message, it will not
be highlighted when you return to the list view. If you press Select, the first
message in the list will be selected.

The following sample procedure shows how to use the navigator to read and
delete a message.
To read and delete a message:

1. Press Up or Down on the navigator to scroll to the message you want to read.

2. Press Select to select the message, and then press Select again to open the
message.

3. After reading the message, press Select to close the message.

4. (Optional) The cursor should remain on the selected message. If not, press Up
or Down to scroll to the message, and press Select to select the message.

5. Press Right to open the pop-up menu.
6. Press Down to scroll to Delete Message.
7. Press Select to delete the message.

8. Press Select to confirm that you want to delete the message.
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Keyhoard shortcuts in the VersaMail application

The following table summarizes the keyboard shortcuts specific to the VersaMail
application. See Chapter 3 for general keyboard shortcut information.

To use a keyboard shortcut:
1. Press Command (“®).

2. Press the letter of the shortcut.

ShortCut

Feature

C
D
E
F
H

N < X s < c 4 »w I 0 v o 2= R

Press & hold Mail

Copy

Delete

Empty Trash
Forward Message
Mark Read

Mark Unread
Keyboard
Address Lookup
Get Message
Create New Message
Reply to Message
Paste

Go to Bottom
Preferences ...
Select All

Go to Top

Undo

Move To ...

Save to Draft

Cut

Send

Deselect All

Get & Send
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Using PalmSource® Web Browser

i PalmSource® Web Browser is your gateway to the web. Use Web Browser to
@ do the following;:

» Visit web pages.
» Change your home page.

» Bookmark your favorite sites.

Using Web Browser's features

Web Browser is fast and has a number of features that make it easy to use. The
browser is secure and has an informative tips that help you effectively access the
web.

Web Browser is easy to use

Web Browser is easy to use because it works much like the web browsers you use
on your desktop computer. You can enter web addresses (also called
URLs—Uniform Resource Locators), create bookmarks to mark favorite pages,
save pages, and even download files directly to your handheld.

More importantly, Web Browser is designed to be used on the small screen of your
handheld. It forces images to fit the handheld’s screen; it doesn’t clutter your
screen with fancy icons; and it handles technical features (like plug-ins) with
minimal input from you.

Web Browser is fast

Web Browser is designed with the knowledge that you may be viewing web pages
using a slow connection. Web Browser processes each web page to make the
download as fast as possible, compressing the text, removing some large images,
and compressing other images. In addition, Web Browser has preferences that you
can adjust to make downloading even faster.

Because wireless Internet connections tend to be slower than the wired connections
common on desktop computers, Web Browser also avoids downloading a web
page when it can display that page from memory. Before it downloads a web page,
it can check with the web server to see if the content in memory is up-to-date.
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If you set the option to display web pages already in memory, you are on occasion
likely to see a web page with a banner that says something like, “This content is
X days old.” This banner informs you that instead of connecting to the Internet,
Web Browser is displaying a page from memory. Of course, you can refresh the
page anytime. You can also have Web Browser display a confirmation dialog box
so that you must manually accept every connection made to the Internet.

Weh Browser is secure

Web Browser uses advanced encryption technology from RSA. Encryption makes
your data unreadable by anyone but the intended recipient.

This encryption technology is used to secure the transmission of sensitive
information, such as credit card numbers, e-mail messages, and passwords. Data
is protected both when sent from your handheld over the network and when
coming in from the Internet directly to your handheld. For more information about
RSA encryption technology, visit the RSA web site: www.rsasecurity.com.

When a wireless transaction is secured, the command button that initiates the
transaction is marked by the security icon, which looks like a key:

Security icon

It’s not unusual to experience an additional delay of several seconds when a
transaction is being encrypted.

What Web Browser looks like

When you start Web Browser for the first time, the following screen—the default
home page—appears:

‘ Title bar

Action icons

Web Browse...

Welcome to Web Browser
Click below for Palm products, news
and customer support.

® Palm.com

a0 @

—Web content

Other Handheld Friendly Content
® Yahoo Mobile
® Earthlink mobile

® Go2 Mobile

The Web Browser screen has three parts:
» The title bar displays the name of the current web page.

» The actionicons let you navigate in the browser, refresh pages, and look at your
lists of favorite pages.

» The rest of the screen is devoted to displaying the content of the web page.
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Using Web Browser's features

You can perform other actions by tapping items in menus. Like other Palm OS®
applications, when you press Function (0 + Menu (“®), the title bar is replaced

by the menu bar.

Menu bar (I Edit Options ]
Open URL... /0
. Bookmark URL... /B
Menu items — | Save Page... SA
Find on Page... 7F
History... 7H
Info... pd

Getting help in Web Browser
Help is available in the following locations:

s The link on the Web Browser home page.

Web Browse... [RGE 7 ICL J6

Welcome to Web Browser
Click below for Palm products, news
and customer support.

L]

Link to Palm.com

Wirel Edition
Other Handheld Friendly Content ( eless on)
L]

»  Most dialog boxes in Web Browser have help about the options in the dialog
box. To see that information, tap the Tips icon @.

Open URL Tap the Tips icon for
URL: more information on Enter the URL of the web
— a dialog box. site you want to open:

=If a URL has been previously
entered, the Autofill

| Y |_.:.:,m| net | arg |.edu | “html | # feature will automatically
fillit in after you enter a
few characters.

= %elect a dornain button, for
example, .com, to complete

¥
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Opening Web Browser

Web Browser can be opened using the Web button or the Web icon.

To open Weh Browser:

= Press the Web application button @ on the front panel of your handheld. Web
Browser may take a moment to load the first page.

@D =D EDED

Web button

» Press Home @ 9, and then select the Web Browser icon &.

When you open Web Browser, you immediately go to the home page.

Browsing the Weh on your handheld

Just like the web browser you use on your desktop computer, Web Browser lets
you browse the web in several ways:

» Visit a web page by entering its web address, also called a URL.
» Visit another web page by tapping a link.
» Go back to the pages you already visited by using the Back and Forward icons.

Visiting a web page
To visit a web page:
1. Press Command Stroke + O, or tap the Open URL icon ©.

2. Enter the URL of the web page you want to visit.

The field in the Open URL dialog box already contains the characters “www.”
If the web address you want to enter starts with another set of letters, just drag
over the “www.” and press the Delete key (¢) to erase them.

Tap buttons to enter other characters commonly used in web addresses.

Open URL

URL:

A |

(Optional) Tap buttons to
complete the web address

\
[ # Teom] net ] org [.edu] hirl]
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3. Tap Go.

During the short delay while the new page is downloaded, the title bar displays
information about the download process.

Tells you what Web Browser is
‘ doing (receiving data, sending

445K % data)

Welcome to Web Browser Stop icon changes appearance
Click below for Palm products, news

and customer support. duri ng download
® Palm.com

Other Handheld Friendly Content

* Yahoo Mobile Indicates how much data has
# Ear thlink mabile been downloaded so far (in
* Go2 Mobile kilobytes)

Following a link

Many web pages contain links, which are text or pictures that when clicked, take
you to another web page or to another part of the same page. Like many other web
browsers, Web Browser highlights these links by underlining them.

Web Browse.. JRGEY @ ® P @

Welcome to Web Browser

Click below for Palm products, news
land customer support.

®Palm.com

0ther Handheld Friendly Content — Links
*Yahoo Mobile

® Earthlink mobile
® Go2 Mobile

To follow a link:
» Tap the link.

Returning to a weh page you just visited

To go back to the last weh page you visited:
» Tap the Back icon <'E'

To go hack to an earlier page:
» Tap the Back icon until you return to the page you want.

The list of stored pages (which is limited by your handheld’s memory) is called
the History list.
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To go forward through the History list:
» Tap the Forward icon 'i)

Going to your home page

Your home page is set by you in the General Preferences. See “Changing your
home page” later in this chapter for information about setting the URL for your
home page.

Your home page opens when you tap the Home icon @ and can also be set as your
starting page that displays every time you start a new browser session. See
“Changing your starting page” later in this chapter for information about setting
your home page as your starting page.

To go to your home page:
» Tap the Home icon (.

Downloading a file to your handheld

Web Browser can download files such as text files, word processor documents, or
pictures, as well as web pages. Downloading a file is much like visiting a web page.

To download a file by following a link from a web page:
1. Tap the link.

When you download a Palm OS application (PRC) or Palm OS database (PDB),
your handheld recognizes the file and installs it.

2. If a warning message appears asking you to confirm the file you want to
download, and the file is the one you want, press Function C 0 + Enter (¢), or
tap OK.

Warning a

You have chosen to
download and install a
file from this location.
Are you sure you want
toinstall "gabe. vcf” on
vour device 7
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3. If the file has to be handed off to another application (such as Address Book),
you see a dialog box that prompts you to accept the file transfer.

Do you want to accept
“gabe_vcf”
into Address?

Category: w Unfiled

The progress information in the title bar tells you how much data has been
downloaded to your handheld.

If your handheld can’t recognize the file type, you see an alert dialog box that
tells you that the file is in an unknown format. Web Browser does not download
the file.

Error: Data received
A in unknown format.
{01505}

Stopping the download process

If you decide that the download process is taking too long, you can stop it.

To stop a page or a file from downloading:
= Tap the Stop icon €.
You can make changes to improve the download speed, such as removing images

from your web pages. See “Enabling or disabling image download” later in this
chapter.

Refreshing a page

Some web pages, such as news sites, change frequently. If you visit a page and
spend several minutes reading an article, the web site may change during that
time. To make sure you have the latest content, refresh the page.

To refresh a page:
= Tap the Refresh icon &.
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You can also view old content instead of accessing the Internet. (See “Setting
Connecting Preferences” later in this chapter.) You can force Web Browser to
download the latest content from the Internet by refreshing the page.

Tap Refresh icon

|
Web Browse... [JRGE VIO J0

‘{!E
Welcome to Web Browser
Click below for Palm products, news

land customer support.
®Palm.com

0ther Handheld Friendly Content
*Yahoo Mobile

® Earthlink mobile
® Go2 Mobile

Viewing information about a web page

Because of the limited space on the handheld screen, Web Browser doesn’t display
the current web address (URL) all the time. To find the name, size, and address of
the current web page, open the Web Page Info dialog box.

To view information ahout the current weh page:
1. Press Function € + Menu (“®.

2. Tap Info in the Page menu.

Web Page Info

Mame: Web Browser

URL: { www.palm.corndwebbro... §
Size: 15K

To see the entire URL, tap the box. The URL displays in the URL Viewer.
3. Press Function C ) + Enter (¢, or tap OK.

You can also use this method to view information about saved pages. However, the
information you see might be different from the information for regular web pages.

Bookmarking your favorite pages

When you read a printed book, you place a bookmark at the page where you
stopped reading so that you can remember where you stopped. In the same way,
you can bookmark a web page for later reference. A bookmark in Web Browser
doesn’t store the actual page; instead, it stores a reference to the page’s web address

(URL).
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Adding a bookmark

If you would like to visit the current page again, add a bookmark to the
Bookmark list.

To add a bookmark for the current page:
1. Press Function C ) + Menu (“®).

2. Tap Bookmark URL in the Page menu.
3. (Optional) Change the bookmark name, URL, or category.

Bookmark URL a

Marne: - Tap here to change the bookmark name
URL:; Tap here to change the URL
Category: + Unfiled Tap here to choose a category

a. Press Function C ) + Enter (¢, or tap Done.

You can also add a bookmark by going to the Web Content dialog box, tapping
Bookmarks, and then tapping Add.

Visiting a hookmarked page

Use your list of bookmarks to visit a particular page again.

To visit a hookmarked page:
1. Tap the Web Content icon @.

2. Tap Bookmarks.

3. Tap the name of the bookmarked page you want to visit.

Web Content a
Bookrmarks Saved Pages

w fll
ABNZ Mews.comm
Cheap Tickets: Horne
CHM.corm
eBay - the warld's online rarketp
Google Search
Falrn.corn: Products, Services & Co

Rice University, Houston, Texas
The Onion +—— Scroll bar

-

[ G0 [ Cone ][ Edit ][ Rdd ]

Bookmarked page name

——

4. Tap Go.

281



Chapter 15 Using PalmSource® Web Browser

Editing information about a hookmark

You can edit the name and URL of a bookmark, and change its category.

To edit information about a hookmark:

1. Tap the Web Content icon @.
2.

3.

Tap Bookmarks.

Tap the name of the bookmark you want to edit.

Tap Edit.

Tap the Name field, and then enter the new name.

Tap the URL box to display the URL Viewer and change the address.

Tap the Category pick list to change the category or create a new category.

Edit Bookmark

Mamne: Falrm Web Browser
URL:}
Size: 66 Byvtes

Category: w Unfiled
[ Done ][ Cancel ] [ Delete ]

Tap here to enter the
new name

Tap here to change
the category

8. Press Function C ) + Enter (¢), or tap Done to return to the Web Content dialog

box.

9. Press Function C) + Enter (¢), or tap Done.

Deleting a bookmark

You can delete bookmarks that you no longer want.

To delete a hookmark:

1.
2.
3.

Tap the Web Content icon ©.

Tap Bookmarks.

Tap the name of the bookmarked page you want to delete.

Tap Edit.
Tap Delete.

A confirmation dialog box appears.

Tap Delete.

Press Function C + Enter (¢, or tap Done.
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Saving pages

Although Web Browser keeps a History list of all the pages you visited recently, it
doesn’t keep items in the list indefinitely. If you want to save a page (such as a

travel itinerary or Internet order receipt) indefinitely, create a saved page. A saved
page is a copy of the page. The copy is stored on the handheld until you delete it.

Saving a page

You can also save a page by going to the Web Content dialog box, tapping Saved
Pages, and then tapping Save.

To save a web page:
1. Press Command Stroke + A.

Alternately, press Function D + Menu (), and select Save Page on the Page
menu.

2. (Optional) Change the page name or category.
3. Tap Save.
The page displays an S in the title bar indicating the page is saved.

S indicating a saved page

Web Browse.. EEERVL L af

@

Welcome to the Web
Click below for Palm news
land customer support.

®Palm.com

0ther Handheld Friendly Content
® Yahoo Mobile
® Earthlink mobile
® 302 Mobile

Opening a saved page

When you open a saved page, remember that you're only seeing a copy of the
actual page. To view the current version of the web page, enter the web address
again.

To open a saved page:
1. Tap the Web Content icon ©.

2. Tap Saved Pages.
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3. Tap the name of the saved page you want to open.

Web Content a
Sovedrage:

w fll
3 Miszila Shield Tests Postpo. 14K
The Onion | 24 Gctober 2001 —15k——— Tap a name to select that page
Trawel ltinerary: Sept 24, 2001 TE

[ G [ Cone ][ Edit ][ Save ]

4. Tap Go.

Editing information about a saved page
You can edit the name of a saved page and change its category.
To edit information about a saved page:
1. Tap the Web Content icon @.
2. Tap Saved Pages.
3. Tap the name of the saved page you want to open.
4. Tap Edit.
5. Tap the Name field, and then enter the new name.

6. Tap the Category pick list to change the category or create a new category.

Edit Saved Page a

Tap here to enter the

Created: 11/13/01 new name
Size: 39K
Category: w CuickList Tap here to change

[ Done ][ Cancel ] [ Delete ] the category

7 Press Function C ) + Enter (¢, or tap Done to return to the Web Content
dialog box.

8. Press Function C) + Enter (¢, or tap Done.
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Copying text from a page to another application

To copy the text of a web page into another application, use Copy Page. Copy Page
doesn’t copy images, only text.

To copy text from a page:
1. Press Function C D + Menu (V8.
2. Tap Edit, and then select Copy Page.

You can then paste the copied page into another application, such as Memo Pad.

Deleting a saved page

To delete a saved page:
1. Tap the Web Content icon @.

2. Tap Saved Pages.
3. Tap the name of the saved page you want to delete.
4. Tap Edit.
5. Tap Delete.
A confirmation dialog box appears.
6. Tap Delete.
7 Press Function C0) + Enter (¢, or tap Done.

Searching for text on a page

You can search for text on a web page.

To search for text on a web page:
1. Press Command Stroke +F

Alternately, press Function € + Menu (“®), and select Find on page on the
Page menu.

Find Text on Page

Find:
w products —— Enter text

¥ Wrap Search
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2. Enter text and tap find.
Text is highlighted.

Web Browse.. RSO L )

@

Welcome to the Web
Click below for Palm news
land customer support.

*Palm.com

0ther Handheld Friendly Content
* Yahoo Mobile
® Earthlink mobile
* Go2 Mobile

Finding web pages you recently visited

Using the Back and Forward icons to browse through the pages you recently
visited, one page at a time, can be tedious. Instead, use the History list to view a
list of the pages you visited and go directly to any page in that list. The History list
contains a record of all of the pages you visited recently, up to the limit you set in
Web Preferences.

Returning to a page you visited

To return to a page you visited:
1. Press Function C D + Menu (“/®).

2. Tap History in the Page menu.

3. Tap the name of the web page you want to visit.

_____ Histoey @
Browser Check 444 |:-m‘L
Expedia Trawvel -- discow... 4:43 pm
Orbitz: Searching for Do... 43%-per Tap a name to go to that page
Crbitz: Horne 439 prn
Salan | Lagin 436 pry
Salan | Lagin 436 pry
Salan.com | Registration  3:45 prn
Salan.com | Registration  3:44 prn
Salon.com Fdd prn
Trawelocity.corm - Go Vir.. 343 prz

Using Weh Preferences

Web Preferences enables you to customize your Web Browser options to improve
the speed, ease of use, and security of your browsing experience. The options are
grouped into three categories: General, Connecting, and Privacy. Each category
provides access to a list of relevant Preferences screens.
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Setting General Preferences

The General Preferences options enable you to customize your home page, starting
page, what is loaded, and your History List memory. This section provides details
about each of these preferences.

Changing your home page
You can change your home page to any web address. Your home page opens when
you tap the Home icon .

To change your home page:
1. Press Command Stroke +R.

Alternately, press Function € + Menu (“®), and select Preferences on the
Option menu.

2. Tap the Home Page field.

3. Enter the address of the new home page.

Web Preferences 6
Connecting | Privacy |

..i— Tap here URL:

Start with: ¥ LastPage ’ www.palm.com/webbrowserpro/

M Load images
¥ Enable JavaScript Enter a new

Choose Home Page €

] ) web address [ 7 Tcom] .net ] .org].edu] htmi]
Max. History Size: 1000 K
History Used: |

a. Press Function C ) + Enter (¢, or tap Done.

Changing your starting page
Your starting page is the web page that displays when you first open Web Browser.
You can set your start page to either the last page you were browsing or your home

page.
To change your starting page:
1. Press Command Stroke +R.

Alternately, press Function C ) + Menu (8, and select Preferences on the
Option menu.
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2. Tap the Start with pick list and select either Last Page or Home Page.

Web Preferences €
Connecting | Privacy |

Home Page:
Start with: [HE1lEE b .
Select a starting page
M Load images
[ Enable JavaScript
Max. History Size: 1000 K

History Used: |

3. Press Function C + Enter (¢), or tap Done.

Enabling or disabling image download
Images in web pages can be very large. You can make web pages download faster
by removing images.

To enable or disable images download:

1. Press Command Stroke +R.

Alternately, press Function C D + Menu (8, and select Preferences on the
Option menu.

2. Select or deselect the Load images check box.
When the box is checked, images will be downloaded.

Web Preferences €
Connecting | Privacy |

Start with: ¥ Last Page

¥ Load images Tap here

[ Enable JavaScript
Max. History Size: 1000 K

History Used: [

3. Press Function C) + Enter (¢), or tap Done.

Enabling or disabling JavaScript
You can change how web pages download by disabling the JavaScript.

To enable or disable JavaScript:

1. Press Command Stroke +R.

Alternately, press Function C D + Menu (“®, and select Preferences on the
Option menu.
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2. Select or deselect the Enable JavaScript check box.
When the box is checked, JavaScript is enabled.

Web Preferences (i)
IEEEZ Connecting [ Privacy |

Start with: «

 Load images
ﬂ Enable JavaScript
Max. History Size: 1000 K

History Used: [

Tap here

3. Press Function C ) + Enter (¢, or tap Done.

Changing the size of the History list cache memory

Storing pages in the History List enables you to retrieve pages quickly without
downloading. Because memory on your handheld is often limited, you can adjust
the size of your History list cache memory to match you needs.

To change the size of the History list:
1. Press Command Stroke + R.

Alternately, press Function C D + Menu (8, and select Preferences on the
Option menu.

2. In the Max. History Size field, enter a new maximum size, in kilobytes.
NOTE Remember that you have a limited amount of memory. Choose a

History list size that lets you store at least a few pages but still leaves room on
your handheld for other data and applications.

Web Preferences €
Connectlng [ Privacy |

Start with: ¥ LastPage
 Load images
[ Enable JavaScript
Max. History Size: 1000 K —— Enter history size

History Used: [

3. Press Function C) + Enter (¢, or tap Done.

Clearing the History list cache memory

You can view the amount of History List memory used from the History Used bar.
You can manually clear your History list memory to make sure you are getting
current pages downloaded or to free up memory.

289



Chapter 15 Using PalmSource® Web Browser

IMPORTANT Clearing the History list removes all record of your recent browsing
history. If you need to remember the location of a page you recently visited, create a
bookmark or a saved page for that page before clearing the History list.

To clear the History list:
1. Press Command Stroke +R.

Alternately, press Function C ) + Menu (), and select Preferences on the
Option menu.

2. Tap Clear.

NOTE This action only clears the contents of the History list. Your bookmarks
and saved pages are not deleted.

Web Preferences 6
Connecting | Privacy |

Home Page: |
Start with: ¥ Last Page
M Load images
¥ Enable JavaScript
Max. History Size: 1000 K

History Used: [ ( Clear )-

Tap to clear memory

3. Press Function C ) + Enter (¢, or tap Done.

Setting Connecting Preferences

The Connecting Preferences options enable you to customize your connection.
This section provides details about each of these preferences.

Because some wireless Internet service providers (ISPs) charge by the amount of
data you download, Web Browser enables you to limit how often it accesses the
Internet. If you have a slower or more expensive Internet connection, you can
prevent Web Browser from accessing the Internet unless you approve.

To change your Connecting Preferences:
1. Press Command Stroke +R.

Alternately, press Function € + Menu (), and select Preferences on the
Option menu.

2. Tap Connecting.
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3. Change the options.

Web Preferences (i)
T

[ Ask before connecting

O Offer old content if
available

[0 Use Proxy

Server: | |

Ask before You are notified before Web Browser accesses the Internet.
connecting

Offer old content  Web Browser displays old pages from its History list instead
if available f P ;
of retrieving pages from the Internet, even if the old pages
are outdated.

Use Proxy Server Enables to designate a proxy server.

a. Press Function C ) + Enter (¢, or tap Done.

Setting Privacy Preferences

The Privacy Preferences options enable you to automatically fill out forms and
enable or disable cookies. This section provides details about each of these
preferences.

Enabling or disabling autofill

Filling out an order form or application on the web usually requires entering
several pieces of information: your name, address, phone number, and so on. By
default, Web Browser stores the information you entered in these fields. The next
time you use that order form and type in the first few letters in a field, Web Browser
remembers the last item you entered in that field that started with those letters, and
fills in the field.

To enable or disable autofill:
1. Press Command Stroke +R.

Alternately, press Function € + Menu (), and select Preferences on the
Option menu.

2. Tap Privacy.
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3. In the Autofill text fields check box, do one of the following:
— To turn off autofill, tap to remove the checkmark.

— To turn on autofill, tap to select it.

Web Preferences (i)
ey

¥ Autofill web text fields
™ Enable Cookies

Tap here

a. Press Function C ) + Enter (¢, or tap Done.

Enabling or disabling cookies

Some web sites store information in a small text file, called a “cookie.” Cookies
usually contain information about you and your preferences for that web site. A
site can use this information to customize the pages you see the next time you visit.

Allowing a web site to create a cookie does not give the site access to the rest of
your handheld. A cookie only stores the information you provide while visiting
the web site.

By default, Web Browser saves the cookies it receives. You can tell it not to accept
cookies.

To enable or disable cookies:

1. Press Command Stroke +R.

Alternately, press Function C ) + Menu (“®), and select Preferences on the
Option menu.

2. Tap Privacy.
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3. In the Enable cookies check box, do one of the following;:
— To prevent Web Browser from storing cookies, tap to remove the checkmark.

— To accept cookies, tap to select it.

Web Preferences (i)
ey
M Autofill web text fields

¥ Enable Cookies
Tap here

— Press Function C) + Enter (¢J, or tap Done.

Finding the Web Browser version number

Web Browser may use specialized Palm OS applications to help it display web
content. Some of these applications may only be compatible with a particular
version of Web Browser.

To find the Web Browser version number:
1. Press Function C ) + Menu (“®),

2. Select About Web Browser under the Options menu

Web Browser menus

Web Browser menus are shown here for your reference, and Web Browser features
that are not explained elsewhere in this book are described here.

See “Using menus” in Chapter 4 for information about choosing menu commands.
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Page menu

Options menu

(D) Edit Options

Open URL... 70
Bookmark URL... /B
Save Page... A
Find on Page... ZF
History... Z7H
Info... Pd |
Bookmark URL  Bookmarks the current page.
History Opens the History list, where you can view the sites you most
recently accessed.
Info Opens the Web Page Info dialog box, enabling you to view the

Page Edit I:mm |

Bigger Text

Preferences... 7R

name, URL, and size of the current web page.

7T

About Web Browser._._

Bigger Text / Smaller Increases or reduces the size of the screen text.

Text

About Web Browser Shows version information about Web Browser.
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@ World Clock enables you to view the current time and date in multiple
locations and to set an alarm. Use World Clock to do the following;:

s View the current time and date in three locations.

» Open a preferences screen where you can set the time and date for all the
applications on your handheld.

s Setan alarm.

» Set Daylight Saving options.

To open World Clock and view the time:

1. Press Home @ 9.

2. Select the World Clock icon &.

TIP Press Select on the navigator, and then tap Go to Clock.

(wortd ciock I
v Palo Alto glofi]

10:31 pm

Sat, Dec 6, 2003

v Tokyo v London
3:31pm 6:31am
Sun,Dec? Sun,Dec?

Set Date & Time...

Setting the primary location

You can use World Clock to select the location and date and time for the primary
location. Keep in mind that the primary Location settings are system date and time
and that these settings are used by all the applications on your handheld. The
primary Location settings also appear in the Date & Time Preferences screen.
Similarly, if you change the settings in the Date & Time Preferences screen, those
settings become your system date and time and also appear under the primary
Location in World Clock. The primary Location settings also serve as a point of
reference for the secondary locations.
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The following procedures show you how to set the Location and Date & Time from
within World Clock. See “Date and Time preferences” in Chapter 18 for details on

setting these preferences.

To set the location:
1. Tap the primary location pick list.

[wortd cloc I

Primary location — | + palo Alte gloff |

pick list ]0:3] pm

Sat, Dec 6, 2003

v Tokyo v London
3:31pm 6:31am
Sun,Dec? Sun,Dec?

Set Date & Time...

2. Tap the location you want to use as the primary location.

The location you select is typically a large city in the same time zone as the one
where you live. If an appropriate choice does not appear in the list, see “Adding
a location” later in this chapter to create a new location.

3. Press Function C ) + Enter (¢, or tap OK.

To set the date:
1. Tap Set Date & Time.

2. Tap the Set Date box.

3. Tap the arrows or press Right and Left on the navigator to select the current

year.
Preferences] Date & Time|
Tap arrows —— 4 2003 )
Location:VPanHIo to select Jan | Feb | Mar | Apr |May] Jun
Set Date: | 12/6/03 year —t| Jul | Aug [ sep | Oct [ Nov
Set Time: . SM TW T F S
# 1 2 3 4 5
7 8 9 10 11 12 13
14 15 16 17 18 19 20
Tap to— 21 22 23 24 25 26 27
select — 28 29 30 3
month
(Bore )
Tap to set date — — Tap to select date

4. Tap the current month.

5. Tap the current date.
6. Press Function ) + Enter (¢), or tap Done.
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To set the time:

1.

2.

Tap Set Date & Time.
Tap the Set Time box.

Preferences Date & Time

Location: ¥ Palofilto

Set Date:
Set Time:

Done

Tap to set time

Tap the up or down arrows to change the hour.

q [ 9 HENERI v [

Tap each number of the minute, and then tap the arrows to change them.

Press Function C + Enter (¢), or tap OK.
Press Function ) + Enter (¢, or tap Done.

Choosing a different primary location

If you travel to another location and you want alerts to appear based on local time,
you need to change the primary location to update the system time. You may,
however, prefer to use the secondary locations to view the local date and time, and

leave the primary location set to your home location.

To change the primary location:

1. Tap the pick list next to the current primary location.

Primary - v Palo Alto ®
location
pick list 10:31 pm
Sat, Dec 6, 2003
+ Tokyo ~ London
3:31pm 6:31am
Sun, Dec? Sun, Dec?
SetDate & Time...

2. Select the location you want to use as the new primary location.

If the new location is in another time zone, World Clock automatically updates the

date and time in all the applications on your handheld.
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Setting the secondary locations

The secondary locations display the date and time in two locations other than the
primary location. You can use the secondary locations to view the time in places to
which you travel or you need to contact people.

The date and time in the secondary locations are based on the Date & Time in the

primary location.

To select the secondary locations:
1. Tap the pick list next to the secondary location.

~ Palo Alto gloff |

10:31 pm

Sat, Dec6, 2003

Secopdary -+ Tokyo ~ London

location 3:31pm 6:31am

pick list Sun, Dec 7 Sun, Dec 7
Set Date & Time...

2. Select the location you want to use as the new secondary location.

If an appropriate location does not appear in the list, see the next section, “Adding
a location,” to create a new location.

Adding a location

If an appropriate location does not appear in the Location pick list, you can add a
new location to the list, and if necessary adjust the time zone and Daylight Saving
settings. If you activate the Daylight Saving options, the time change automatically
occurs at 1:00 AM on the selected start and end dates.

To add a location:

1. Tap the Location pick list.

2. Select Edit List.

3. Tap Add.

4. Select a location that is in the same time zone as the city you want to add.
5. Press Function C) + Enter (¢), or tap OK.

6. (Optional) Tap the Name field and modify the Location name.
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7. (Optional) Tap the Time Zone box and select a time zone.

Edit Location (i}

Name: Palo flto

Time Zone: | USA (Pacific)

[ This location ohserves
Daylight Saving Time

Start: First Sunday of April

End: Last Sunday of October

8. Press Function ) + Enter (¢, or tap OK.

9. Press Function C) + Enter (¢), or tap Done.

To set Daylight Saving options:

1.

From the Edit Location dialog box, tap the This location observes Daylight
Saving Time check box to select it.

Tap the Start box.

Set Start Date (i)
Jan | Feb | Mar May [ Jun
Jul [Rug | Sep | Oct | Nov | Dec

Woeek: « First

Day: ¥ Sunday

First Sunday of April

Tap the month when daylight saving begins.

Tap the Week pick list.

Select the week when daylight saving begins within the selected month.
Tap the Day pick list.

Select the day of the week when daylight saving begins within the selected
week.

Press Function ) + Enter (¢, or tap OK.

Tap the End box and repeat steps 3 through 8 to select when daylight saving
ends.

10. Press Function C) + Enter (¢), or tap OK.
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Modifying a Location

If you add a location and later realize you did not use the correct settings, you can
modify the location.

To modify a Location:

1. Tap a Location pick list.

2. Select Edit List.

3. Select the location you want to modify.

4. Tap Edit.

5. Adjust the settings. See “Adding a location” earlier in this chapter for details.
6. Press Function ) + Enter (¢), or tap OK.

7 Press Function C) + Enter (¢, or tap Done.

Removing a location

If you no longer need a location that appears on the Location list, you can remove
it from the list. You cannot remove a location that is currently assigned to the
primary location.

To remove a Location:

1. Tap a Location pick list.

2. Select Edit List.

3. Select the location you want to remove.

4. Tap Remove.

5. Press Function C) + Enter (¢, or tap OK to confirm the deletion.
6. Press Function C) + Enter (¢, or tap Done.
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Setting an alarm

In addition to setting and displaying the Date & Time, World Clock also provides
a convenient travel alarm feature. You can set an alarm to sound during the next
24-hour period.

To set an alarm:
1. Tap the box next to the Alarm icon & to open the Set Alarm dialog box.

zm“im! Set Alarm a
~ Palo Alto 8 Time: En
] 0 3 ] [ 7:00 amn | g '1]3
[ ]
. pm 10 15
Sat, Dec 6, 2003 11 20
# 12P | |28
1 =30
v Tokyo v London 7 25
331 pm 6:31am 3 40
Sun,Dec 7 Sun,Dec 7 1 15
& 1]
Set Date & Time... [ Alarm Off] & 4| | 55]

2. Tap the time columns to set the hour and minute.
3. Press Function ) + Enter (¢, or tap OK.
4. When the alarm reminder message appears, do one of the following:

— Press Function C + Enter (¢, or tap OK to permanently dismiss the
reminder and return to the current screen.

— Tap Snooze to dismiss the reminder and return to the current screen. An
attention indicator blinks in the upper-left corner of the screen to remind you
of the pending alarm, and the reminder message appears again in five
minutes. When the reminder message reappears, the current time is
displayed in the Reminder bar and the alarm time appears on the screen.

— Tap Go To to open World Clock and dismiss the alarm.

& 4:35 pm

@:ﬂi
4:35 pm

Sat, Dec &, 2003

(o ) (owore ) (w10 )
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Using World Clock menus

World Clock menus are shown here for your reference, and World Clock features
that are not explained elsewhere in this book are described here.

See “Using menus” in Chapter 4 for information about choosing menu commands.

Options menu

Display Options._.. -
Alarm Preferences... 'R
About Clock

Display Options  Opens a dialog box where you can choose which information
appears on the World Clock screen.

Show Multiple Locations. Activates the secondary location
displays. When it is selected, the secondary locations appear
below the primary location.

Show Date. Activates the date display. When it is selected, the
date appears below the time for each location.

Alarm Sound. Sets the sound of the alarm. The choices are Alarm,
Preferences Bumble Bee, Reveille, Sonata, Wake Up, and Warbler.

Volume. Defines how loud the alarm sounds. The choices are
Low, Medium, and High.

About World Shows version information for World Clock.
Clock
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Performing HotSync® Operations

HotSync® technology enables you to synchronize data between one or more
Palm OS® handhelds and Palm™ Desktop software or another PIM such as
Microsoft Outlook. To synchronize data, you must connect your handheld and
Palm Desktop software. You can then either place your handheld in the cradle/
cable attached to your computer or use your wireless local area network (LAN) to
synchronize data. You can also use infrared communications or a modem.

Selecting HotSync setup options

You can choose when you want HotSync Manager to run. If necessary, you can
adjust the local and modem HotSync settings as well.

To set the HotSync options on a Windows computer:
1. Click the HotSync icon ® in the Windows system tray.

2. Select Setup.

General |Loca\ | Modem | Metwark |

HotSync Manager
& Blwiays availzhle (put in Stertup folderf
© Available only when the Palm Desklop is nning

" Manual [you start the HotSync Manages pourself]

oK I Cancel £ppll Help
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3. Click the General tab and select one of the following options:

Always available ~ Adds HotSync Manager to the Startup folder and
constantly monitors the communication port for
synchronization requests from your handheld. With this
option, the HotSync Manager synchronizes data even when
Palm Desktop software is not running.

Available only Starts HotSync Manager and monitors requests
‘I’)":sekq::gﬁw are  Automatically when you open Palm Desktop software.

is running

Manual Monitors requests only when you select HotSync Manager

from the Start menu.

If you're not sure which option to use, keep the default setting: Always
available.

4. If you are using a serial cradle/cable, click the Local tab to display the settings
for the connection between your computer and the handheld cradle/cable, and
adjust the following options as needed.

If you are using the USB cradle/cable, you do not need to use the settings on the
Local tab for a direct HotSync operation.

Setup

General Loeal | Modem | Metwork |

Serislport, |EAAI——
Speed: |5 Fast As Possible -

oK I Cancel Sply Help

Serial Port Identifies the port that HotSync Manager uses to
communicate with the cradle/cable. You can change the port
selection.

Your handheld cannot share this port with an internal modem
or other device.

Speed Determines the speed at which data is transferred between
your handheld and Palm Desktop software. Try the As Fast
As Possible rate first, and adjust downward if you experience
problems. This setting allows Palm Desktop software and
your handheld to find and use the fastest speed.

5. Click the Modem tab to display the modem settings and adjust the options as
needed. See “Using File Link” later in this chapter for more information.
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6. If you are attached to a network, click the Network tab to display the network
settings and adjust the options as needed. For more information, see
“Conducting network HotSync operations” later in this chapter.

7. Click OK.

To set the HotSync options on Mac computers:
1. Double-click the HotSync Manager icon ® in the Palm folder.

2. Click the HotSync Controls tab and select any of the following options.

86 HotSync Software Setup

F HotSync Controls T Connection Settings \

Gﬁ HotSync (@ Enabled () Disabled

— Status :
| HotSyne software i enablkd. To disable the HotSyno software, olick the "Disabkd ™ |
amiannect |

E radio button sbove . L isten ng on USE and P: Shown With
Mac OS X
B HotSync Options
@ EEnab\e HotSync software at system startup
.4?‘ [7] show more detail in HotSync Log
HotSync Activates the HotSync software and prepares your computer
E?:;ﬂfe‘g to synchronize with your handheld. By default, the transport

monitor is enabled whenever you start your computer.

Enable HotSync  Activates the transport monitor automatically each time you
software at start your computer. If this option is not selected, you must
system startup y P : P ’ y
open HotSync Manager and select the Enabled option before
you can perform a HotSync operation.

Show more detail Includes more troubleshooting information in the log that is
inHotSyncLog  gonerated when you perform a HotSync operation.

3. If you are using the USB cradle/cable, you do not need to adjust the settings on
the Connection Settings tab for a direct HotSync operation; they are set
automatically when you perform the first HotSync operation.

4. Close the HotSync Software Setup window.

Customizing HotSync application settings

For each application, you can define a set of options that determine how records
are handled during synchronization. These options are called a conduit. By default,
a HotSync operation synchronizes all files between the handheld and Palm
Desktop software.

In general, you should leave the settings to synchronize all files. The only reason
you might want to change these settings is to overwrite data on either your
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handheld or Palm Desktop software, or to avoid synchronizing a particular type of
file because you don’t use it.

In addition to the conduits for Date Book, Address Book, To Do List, Memo Pad,
Note Pad, and Palm™ Photos, Palm Desktop software includes System and Install
conduits, as well as conduits for the VersaMail™ application. The System conduit
backs up the system information stored on your handheld, including ShortCuts.
The Install conduit installs add-on applications on your handheld. The conduit for
the VersaMail application enables you to select e-mail accounts to synchronize. The
VersaMail application is optional and is not installed on all handhelds.

To customize HotSync application settings on a Windows computer:

1. Click the HotSyncicon ® in the Windows system tray (lower-right corner of the
taskbar).

You can also click the HotSync command on the Palm Desktop software
menu bar.

2. From the HotSync Manager menu, choose Custom.
3. Select the appropriate username from the list.
4. Select an application in the Conduit list.

5. Click Change.

Custom
e =l
Capduit Action
Address Baok Sunchronize the files
TaoDaLisgt Synchronize the files LChange...
temo Pad Synchionize the files
Expense Synchronize the files Default
MatePad Sunchronize the files
Install Enabled Help

Install Service Templates  Enabled
Install To Card Enabled

6. For each application, click the direction in which you want to write data, or click
Do Nothing to skip data transfer for an application.

Changing the HotSync setting from the default affects only the next HotSync
operation. Thereafter, the HotSync Actions revert to their default settings. To
use a new setting on an ongoing basis, select the Set As Default box. Thereafter,
whatever you selected as the default setting is used when you click the Default
button in the Custom dialog box.

Change Hot5ync Action
~ HatSyne Action for D ate Book. o I
al Cancel
Help
=] “! © Desktop ovenwites handheld
™ Set as default
B2 Handneld overwies Deskiop

(5 3= € Danothing
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Customizing HotSync application settings

7

8.

Click OK.

Click Done to activate your settings.

To customize HotSync application settings on a Mac computer:

1.
2.
3.

7

8.

Double-click the Palm Desktop icon in the Palm folder.
From the HotSync menu, choose Conduit Settings.
From the User pop-up menu, select the appropriate username.

Select an application in the Conduit list.

Click Conduit Settings.

806 Conduit Settings

(M
User: dkajiyama a e

Conduit Settings
‘Conduit Name &7 Last HotSync Mext HotSync Action

@ Address Book 5/1/02 7:33 AM Synchronize
@ Backup 5/1/02 7:33 AM Backup .
/@ Date Book 5/1/02 7:33 AM Synchronize Shown Wlth
@ 1nstall 5/1/02 7:33 AM Install Files Mac OS X
‘@ Memo Pad 5/1/02 7:33 AM Synchronize
'@ To Do List 5/1/02 7:33 AM Synchronize

For each application, click the direction in which you want to write data, or click
Do Nothing to skip data transfer for an application.

Changing the HotSync setting from the default affects only the next HotSync
operation. Thereafter, the HotSync Actions revert to their default settings. To
use a new setting on an ongoing basis, click Make Default. Thereafter, whatever
you selected as the default setting is used for HotSync operations.

| HotSync action for: Address Book

[MZ[E| @ synchronize the files

O Macintosh overwrites handheld
I g O Handheld overwrites Macintosh
@"g O Do Nothing

g Shown with
Mac OS X

| Default setting: Synchronize the files

@ " Make Default (" Cancel " ' oK \

Click OK.

Close the Conduit Settings window.
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Conducting network HotSync operations

When you use the network HotSync technology, you can take advantage of the
wireless LAN connectivity available in many environments. Network HotSync
technology enables you to perform a network HotSync operation using an 802.11b

radio.

Connecting to your computer through a wireless LAN

A network HotSync operation requires the following (consult your system

administrator for assistance):

= Your computer has TCP/IP support installed.

Your computer is available on a broadband network, such as a company
network or DSL.

IMPORTANT Dial-up modem connection is not supported.

To prepare your computer for a network HotSync operation:

1.

2.

Click the HotSync Manager icon ® in the Windows system tray.

From the HotSync Manager menu, verify that Network is selected. If Network
is selected, there is a checkmark next to it. If Network is not selected, click
Network to select it.

=L THEES

Local USB
Local Serial
Modem

k

Custom...
File Link.
View Log..

About...
Help..

Exit

3. From the HotSync Manager menu, select Setup.

4. Click the Network tab and make sure your username has a checkmark next to
it. If the checkmark is not there, click the check box next to your username.

308



Conducting network HotSync operations

5. If your username does not appear, click New, enter your username, and
click OK.

General | Local | Madem Network |

LChecked users make this their Primary PC for performing a
Metwork HotSyne opsration

CAlice
JAlma
vl &pril
[ken
[Ckidyne

oK Cancel £ppll Help

6. Click OK again.
7. Perform one of the following;:

— Put your handheld in the cradle/cable, and perform a HotSync operation.
The HotSync operation records network information about your computer
on your handheld. With this information, your handheld can locate your
computer when you perform a HotSync operation over the network. You are
ready to perform a network HotSync operation.

— Perform a wireless network HotSync operation. You will need to go through
a setup procedure on your handheld. See the next section “Performing a
wireless network HotSync operation”.

Performing a wireless network HotSync operation

After you prepare your computer and select your Conduit Setup options, you are
ready to perform a wireless network HotSync operation.

IMPORTANT You must install the Palm Desktop software that came with your
Palm™ Tungsten™ C handheld before you attempt a network HotSync operation.
Your computer must have the software installed to communicate with your handheld.

IMPORTANT Make sure your computer is on before performing a wireless HotSync
operation.

Performing a wireless HotSync operation

If you already performed a cradle/cable HotSync operation, you are ready for
network HotSync operation with no further preparation needed.
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Chapter 17 Performing HotSync® Operations

To perform a wireless network HotSync operation:
1. Press Home @ 9.

2. Tap the HotSync icon ®.
3. Tap Network, and then tap the HotSync icon.

Welcome.
Network —— Tap Network
@ ——+—— Tap here to start a
network HotSync
operation
w JSCHILLER
Log Help

Setting up your handheld during the first HotSync operation

If you did not perform a cradle/cable HotSync operation, you must set up your
network connection from your handheld.

You may need to manually add or change your network HotSync PC if it doesn’t
appear on the list of available PCs.

To set up your handheld during the first HotSync operation:
1. Press Home @ 9.

2. Tap the HotSync icon ®.
3. Tap Network, and then tap the HotSync icon.

Network

— Tap Network

I Tap here to start
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4. Tap Next.

Network HotSync Setup
B--0--&

This guide will help you set up

Network HotSync to your PC Searching for PCs...
desktop.

Y

It will search your LAN and Cancel
provide a list of available PCs. -
— 1 TapNext

5. Perform one of the following:

— If your PCs was found on your wireless LAN, select your PC and tap next.
Tap Done and you are ready to perform a HotSync operation.

Network HotSync Setup € Network HotSync Setup

Select a PC: q Network HotSyncs

110988 setup is complete.
| Select a PC PC: JSCHILLER
PORTABLE1
WO0000MS9IH Toinitiate a Network HotSync,
WO007P1B721 tap Done and then tap on the
W00088C1601 HotSyncicon.
WO0008X55321 +
‘ Tap Next
(Previous) ( Next ) (Other...)

— If your PC was not found, you will need to manually add your PC using your
IP address or the name of your PC. Go to the next step.

6. Tap Other.

If no PCs were found on your wireless LAN or if PCs were found, but your PC
was not listed, you can add your PC.

No PCs found PC not listed
Network HotSync Setup € Network HotSync Setup €)
Select aP(:
No PCs were found on 11098E
your LAN. IDMM
IDMM 721
PORTABLE1
Tap Other... to enter WO00000MS9I
your PC's name or IP address. WO0007P1B
W00088C160
Tap W0008X5532 hd
Other _ ‘
(Previous ) [ Next ) (Other..)
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7. Enter the PC name or IP address for your PC and tap Next.

Network HotSync Setup €

@ Please enter your P('s
name or IP address:

JSCHILLER — 1 Enter IP address or PC name

(ex) ——— Tap Next

8. Tap Done.

Network HotSync Setup m

@ Network HotSyncs Welcome.
setupis complete.
Network

PC: JSCHILLER _>
Toinitiate a Network HotSync,

tap Done and then tap on the
HotSyncicon.

w JSCHILLER

(Frevions) (Bone) ————

Tap Done (o) (Fe)

Performing cradle/cable HotSync operations

The simplest way to synchronize data is to perform a direct HotSync operation by
placing your handheld in the cradle/cable and pressing the HotSync button.

Performing a cradle/cable HotSync operation: Windows computer

The first time you synchronize your data, you need to enter user information on
Palm Desktop software. After you enter this information and synchronize, the
HotSync Manager recognizes your handheld and doesn’t ask for this information
again.

If you are a system administrator preparing several handhelds for a group of users,
you may want to create a user profile. See “Creating a user profile” later in this
chapter before performing the following steps.

IMPORTANT You must perform your first HotSync operation with a local, direct
connection, or with infrared communication, rather than using a modem or network.

The following steps assume that you have already installed Palm Desktop
software. If you have not installed this software, see the Palm™ Tungsten™ C Read
This First installation guide for instructions.
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Performing cradle/cable HotSync operations

To perform a local HotSync operation on a Windows computer:
1. Place your handheld in the cradle/cable.

2. If the HotSync Manager is not running, start it: On the Windows desktop, click
Start, and then choose Programs. Navigate to the Palm Desktop software
program group and choose HotSync Manager. Alternatively, you can start the
Palm Desktop software, which automatically opens the HotSync Manager.

3. Press the HotSync button ® on the cradle/cable.

IMPORTANT The first time you perform a HotSync operation, you must enter a
username in the New User dialog box and click OK. Every handheld should have
a unique name. To prevent loss of a user’s records, never try to synchronize more
than one handheld to the same username.
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The HotSync Progress dialog box appears and synchronization begins.

HotSync Progress

Status: Spnchionizing Address Book

User: Marguerits Gallagher

® ® &
@—) =

4. Wait for a message on your handheld indicating that the process is complete.

After the HotSync process is complete, you can remove your handheld from the
cradle/cable. Gently tilt your handheld forward in the cradle, and then lift it up
to remove it.

Performing a direct HotSync operation: Mac computer

When you installed Palm Desktop software, you entered a username. This
username is the connection between your handheld and your computer.

The first time you perform a HotSync operation the Palm Desktop software does
the following;:

» Adds a username to your handheld.

» Creates a folder for the username in the Users folder inside the Palm folder
inside the current Mac user’s Documents folder. For example, if you entered
Jane Garcia as your username, a folder called Jane Garcia is created in the Users
folder.

._ 86086 [Z users =1
[ — : . |
5 HEm - ol =
Back Wiew Computer Home
! _ Name Shown with
¥ | Palm User2 Mac 0S X
| Conduit Data m
[7 conduit Settings

| 3
» [ Files to Install
@| HotSync Log

Iy

a,
i

» Creates a file named User Data in your username folder.

Usernames appear in the User pop-up on the right side of the toolbar. You can
change users by selecting a new name in the pop-up menu.

Each subsequent time you perform a HotSync operation, HotSync Manager reads
the username from your handheld and synchronizes the data in the folder of the
same name.

Be sure you select the correct username from the User pop-up before entering data
on Palm Desktop or performing a HotSync operation.
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If you are a system administrator preparing several handhelds for a group of users,
you may want to create a user profile. See “Creating a user profile” later in this
chapter before performing the following steps.

IMPORTANT You must perform your first HotSync operation with a local, direct
connection, or with infrared commmunication.

The following steps assume that you have already installed Palm Desktop
software. See the Palm™ Tungsten™ C Read This First installation guide if you have
not installed this software.

To perform a local HotSync operation on a Mac computer:
1. Place your handheld in the HotSync cradle/cable.

2. Make sure HotSync Manager is enabled: Double-click the HotSync Manager
icon ® in the Palm folder. Click the HotSync Controls tab and make sure the
Enabled option is selected.
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3. Press the HotSync button ® on the cradle/cable.

The HotSync Progress dialog box appears, followed by the Select User dialog box.

4. In the Select User dialog box, select the username you entered when you
installed the Palm Desktop software, and click OK.

Select User

Please select a user:

User: | dkajiyama ﬁ Shown with
Mac OS X

’_ New User { Cancel € ok )

The HotSync Progress dialog box reappears, and synchronization begins.

HotSync Progress

Status: Synchronizing Address Book

User: dkajiyvama
= W
@ @
| @w |

Shown with
69 ‘ Mac OS X

5. Wait for a message on your handheld indicating that the process is complete.

After the HotSync process is complete, you can remove your handheld from the
cradle/cable. Gently tilt your handheld forward in the cradle, and then lift it up
to remove it.
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Conducting IR HotSync operations

You can use the infrared (IR) port on your handheld to perform HotSync
operations. When you perform an IR HotSync operation, you don’t need your
cradle/cable. However, you must have a computer that’s equipped with an IR port
and that supports the 'COMM implementation of the Infrared Data Association
(IrDA) standards. This is especially useful if you travel with an infrared-enabled
laptop. You simply enable infrared communication on your laptop and handheld
and follow the steps in “Performing an IR HotSync operation” later in this section.

Preparing your computer for infrared communication

Before you can perform a HotSync operation using the IR port, the computer with
which you want to synchronize must fulfill these requirements:

» Your computer must support the fCOMM implementation of the [rDA
standards.

= Your computer must have an enabled infrared port that’s built into the
computer, or an enabled infrared device attached to the computer.

» Some desktop computers may require an infrared device attached to a physical
COM port. Laptops are likely to have a built-in IR port, so no external device is
necessary.

» Your computer must have an installed infrared driver.

» If you have an external infrared device attached to your computer, a driver is
probably included with the device. Consult the documentation included with
the device for information on installing the required driver.

Check your computer’s documentation to learn if the computer supports infrared
communication.

To configure HotSync Manager for infrared communication on a Windows computer:

= Click the HotSync Manager icon ® in the Windows system tray, and make sure
that Infrared is checked.

— If you have an Infrared option on the HotSync Manager menu, and that
option is selected, skip to “Performing an IR HotSync operation.”

— If you do not have an Infrared option on the HotSync Manager menu,
complete the following steps:

a. Make sure that Local Serial is selected on the menu.

b. From the HotSync Manager menu, select Setup.
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c¢. Click the Local tab.

d. In the Serial Port drop-down box, select the simulated port that your
computer uses for infrared communication.

Genera| Local |Mudem| Netwurkl

Serial Port. | COK4 -

IR s Fast As Possible

oK I Cancel | Apphy | Help |

See the documentation for your operating system for instructions on finding the
simulated port. This information is usually located in the Control Panel.

— Click OK.

NOTE Ifyour cradle/cable is connected to a USB port, you can continue using it while
HotSync Manager is configured for infrared communication. If your cradle/cable is
connected to a serial port, you cannot use your HotSync cradle/cable again until you
reconfigure the HotSync Manager to communicate with the port defined for cradle/
cable synchronization.

To configure HotSync Manager for infrared communication on a Mac computer:
1. Double-click the HotSync Manager icon ® in the Palm folder.

2. In the HotSync Controls tab, select Enabled.
3. Click the Connection Settings tab.

Y

. Select the On check box next to IR Port.

80 HotSync Software Setup

f HotSync Controls Y Connection Settings 1

Connection &1 Settings
== Internal Modem Internal Modem -...nknown> modem
@, IR Port IR Port - As fast as possible

“Ell PalmConnect PalmConnect i
<l uss Use Shown with
Mac OS X

RMEAROE

=)

5. Close the HotSync Software Setup window.

318



Conducting IR HotSync operations

Performing an IR HotSync operation

After you complete the steps to prepare for performing an IR HotSync operation,
it’s easy to perform the actual operation.

To perform an IR HotSync operation:
1. Press Home @& 9.

2. Tap the HotSync icon ®.
3. Tap Local.

Wayne Hoff

‘ Tap here
Local

e | Select IR to PC/Handheld

Log Help

4. Tap the pick list below the HotSync icon and select IR to PC/Handheld.

5. Position the IR port of your handheld within a couple of inches of the infrared
port of your computer.

6. Tap the HotSync icon to start the IR HotSync operation.

# Connecting with the desktop
Local using IR to a PC/Handheld

| Tap here to start IR 5 n ~
@@ HotSync operation @@ L, @f‘%

* |R to a PC/Handheld

Log Help Cancel

Returning to cradle/cable HotSync operations
It’s easy to return to using the cradle/cable for HotSync operations.

If your cradle/cable is connected to a USB port, you can continue using it while
HotSync Manager is configured for infrared communication. Use the following
instructions to return to local USB cradle/cable HotSync operations only when

necessary, such as when you have disconnected the cradle/cable from the
USB port.
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To return to local USB cradle/cahle HotSync operations on a Windows computer:

1. If necessary, connect the cradle/cable to the USB port of the computer you use
for HotSync operations.

2. Click the HotSync Manager icon ® in the Windows system tray, and select
Local USB if it is not already selected.

To return to local serial cradle/cable HotSync operations on a Windows computer:

1. If necessary, connect the cradle/cable to the port of the computer you use for
HotSync operations.

Click the HotSync Manager icon ® in the Windows system tray.
Choose Setup, and then click Local.

A w0 N

Select the COM port where your cradle/cable is connected.
5. Click OK.

To return to local serial cradle/cahle HotSync operations on a Mac computer:
1. If necessary, connect the cradle/cable to a serial port on your computer.

2. Double-click the HotSync Manager icon @ in the Palm folder.

3. In the HotSync Controls tab, select Enabled.

4. Click the Connection Settings tab, and select the correct connection.
5. Close the HotSync Software Setup window.

The next time you want to perform a HotSync operation, just press the
HotSync button on the cradle/cable, as you always did before.

Using File Link

The File Link feature enables you to import Address Book and Memo Pad
information onto your handheld from a separate external file such as a company
phone list. HotSync Manager stores the data in a separate category on your Palm
Desktop software and on your handheld. You can configure the File Link feature
to check for changes to the external file when you perform a HotSync operation.

With File Link you can import data stored in any of the following formats:
» Comma-separated (*.csv)

» Memo Pad archive (*.mpa)

» Address Book archive (*.aba)

»  Text (*.txt)

For information on how to set up a file link, see the Palm Desktop online Help.

NOTE The File Link feature is not available in Palm Desktop software for Mac.
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Creating a user profile

A user profile enables you to install the same set of data onto multiple Palm OS
handhelds before each handheld is individualized with a specific username and
data file.

A handheld that is preconfigured with a user profile can be given to anyone
because the handheld is not yet identified by a unique username. The handheld
acquires a unique username when the new user performs his or her first local
HotSync operation.

For example, suppose a sales organization wants to distribute two dozen
handhelds that each have a common company phone list, a set of memos, and
several key applications. A user profile can be created to install the common data
before the handhelds are distributed to the employees who will use them. Then
when the employees perform their first HotSync operation, the common data
becomes part of their individual data file.

NOTE The 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 data removed by a hard reset.

To create a user profile on a Windows computer:
1. Open Palm Desktop software.

2. From the Tools menu, select Users.

3. Click Profiles.

4. Click New.

Select a profile:

5. Enter a unique name for the profile and click OK.

New Frofile

Enter & new profile name:

Cancel

6. Repeat steps 3 through 5 for each profile that you want to create, and then click
OK to return to Palm Desktop software.
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7. Select the profile from the User list, and create the data for the profile (for
example, a company phone list).

| ﬁl | User: | Tech Support [profile) j
Alice

Alma
April

Ken
Wt F [ Midgne
EOICN: T =l G upport [protils)
otz 15 (B gt Users..

To create a user profile on a Mac computer:
1. Open Palm Desktop software.

2. From the User pop-up menu, select Edit Users.

3. Click New Profile.

8606 Users
= = (A
g 2 4 4 "~
New User Hew Profile Edit Dekte
= — Shown with
& dkajiyama . user | Mac OS X
& PalmUser user

4. Enter a unique name for the profile and click OK.

Enter name for new profile:

Shown with
Cancel oK Mac OS X

5. Close the Users window.

6. From the User pop-up menu, select the new profile.

7. Create the data for the profile (such as a company phone list).
8. From the HotSync menu, select Conduit Settings.

9. Select the conduit settings for the profile. See “Customizing HotSync
application settings” earlier in this chapter for details.

Performing the first HotSync operation with a user profile

After you create a user profile, you are ready to transfer the information to the new
handheld during the first HotSync operation.

To use a profile for the first-time HotSync operation on a Windows computer:
1. Place the new handheld in the cradle/cable.

2. Press the HotSync button ® on the cradle/cable.

3. Click Profiles.
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4. Select the profile you want to load on the handheld, and click OK.

Install Profile?

G Installing a profile wil overwrite all data currently
on the handheld

Are pau sure you want to do this?

™ Dontt ask this guestion again

5. Click Yes to transfer all the profile data to the handheld.

The next time you perform a HotSync operation, Palm Desktop software prompts
you to assign a username to the handheld.

To use a profile for the first-time HotSync operation on a Mac computer:
1. Connect the new handheld to the HotSync cradle/cable.
2. Press the HotSync button ® on the cradle/cable.

3. Select the profile you want to load on the handheld, and click OK to transfer all
the profile data to the handheld.

Select User

Please select a user:

User: | Profilel m Shown Wlth

Mac OS X

’_ New User { Ccancel H""

The next time you perform a HotSync operation, Palm Desktop software prompts
you to assign a username to the handheld.
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Setting Preferences for Your Handheld

Preferences enable you to customize the configuration options on your handheld.
The options are grouped into three categories: General, Communication, and
Personal. Each category provides access to a list of relevant Preferences screens.
Use Preferences to do the following:

= Access the General Preferences screens to customize any of the following

settings:

Date & Time
Digitizer

Formats

Graffiti 2

Keyboard

Power

Sounds and Alerts

Writing Area

Set the location, date, and time.
Calibrate the screen on your handheld.

Set the country default and the formats for times, dates,
calendar, and numbers.

Select alternate strokes for selected Graffiti® 2 characters.

Customize the keyboard by remapping the character or
function of the key, and setting how each key responds
when pressed or held.

Set these features: auto-shutoff interval, Stay on in cradle,
and Beam receive.

Set the alarm options and sounds for your handheld.

Enable and disable Writing Area Preferences and show or
hide penstrokes while writing Graffiti 2 characters.

s Access the Communication Preferences screens to customize any of the
following settings:

Network

Connection

VPN

For advanced users: Configure your handheld for use with
TCP/IP services or with an ISP,

Configure cradle, modem, and infrared communication
settings.

Configure your VPN accounts on your handheld.
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Wi-Fi Turn on the 802.11b radio and set up your Wi-Fi network.

s Access the Personal Preferences screens to customize any of the following

settings:

Buttons Reassign different applications to the buttons on the front
panel of your handheld, and to the HotSync® button on the
cradle.

Color Theme  Select a color theme to change the appearance of your
handheld screen.

Owner Enter your name, phone number, and other owner information
to your handheld.
Security Set the security features for your handheld, such as password,

private records, and encryption.

ShortCuts Define a list of Graffiti 2 abbreviations.

Setting General Preferences

The General Preferences category enables you to access screens where you can
modify Date & Time, Digitizer, Formats, Graffiti 2, Keyboard, Power, Sounds &
Alerts, and Writing Area settings. This section provides details about each of these
screens.

To open the General Preferences screens:

1. Press Home @ 9.

2. Tap the Prefs icon &.

3. From the General Preferences list, select the name of the Preferences screen you

want to view.

TIP You can also press Left, Right, Up, and Down on the navigator to highlight
a Preferences screen name and then press Select on the navigator to open that
Preferences screen.

Preferences
General 1
Digitizer
Formats Graffiti 2
Keyboard Power

Sounds & Alerts = Writing Area
Communication

Connection Network

VPN Wi-Fi
Personal

Buttons Color Theme
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Date and Time preferences

The Date and Time Preferences screen enables you to set the date, time, time zone.
When you select a time zone that supports daylight savings, your handheld
automatically makes the time change on the appropriate date.

To set the time zone:
1. Tap the Location pick list.

Preferences w Date & Time

Location:z|London
New York
Set Datepis de Janeiro

#l San Francisco

2. Select a time zone.

When you travel, changing the time zone setting to a new time zone
automatically resets the date and time on your handheld, but it does not change

the time of appointments set in Date Book.

To set the date:
1. Tap the Set Date box.

2. Tap the arrows to select the current year.

Preferences BRI AIIC Tap arrows to

selectyear — |4 zooz p
Location: :SanFranusco Jan | Feb | Mar | Fpr [May] Jun
SetDate: — 1| Jul [Aug | Sep Mo | Dec

Set Time: ! 5 M T W T F &
—> 1 2 3 4 &
6 7 8 9 10 11 12

12 14 15 16 GEER 132 19

Tap or use the | =0 21 22 23 o4 o2
navigatortoselect [ 27 2z 29 30 M
month

Tap to set date _ LTap to select date

3. Select a month.

4. Tap the current date.
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To set the time:
1. Tap the Set Time box.

ENCE 2

2. Tap the up or down arrows to change the hour.
3. Tap each number of the minute, and then tap the arrows to change the numbers.

a. Press Function C ) + Enter (¢, or tap OK.

Digitizer preferences

The Digitizer Preferences screen opens the digitizer calibration screen. This is the
same screen that appears when you start your handheld for the first time.

" »
u

Use stylus to tap
center of target.

You can recalibrate your screen after a hard reset, or if your digitizer drifts.

Formats preferences

Use the Formats Preferences screen to set the country default and the display
format of the dates, times, and numbers on your handheld.

Country default

The country default sets date, time, week start day, and number conventions based
on geographic regions where you might use your handheld. For example, in the
United Kingdom, time often is expressed using a 24-hour clock. In the United

States, on the other hand, time is expressed using a 12-hour clock with an AM or
PM suffix.

All your handheld applications use the Country default settings. You can,
however, customize your own preferences as described in “Time, date, week start,
and numbers formats” later in this chapter.
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To set the country default:
» Tap the Preset to pick list and select a country.

Formats

Preset to:

+ United States

Done

Time:

Date:

Weekstarts:

Numbers:

» HH:MM am/pm
3:58 am

~ M/D/Y
2/11/02
Feb 11,2002

w Sunday

w 1,000.00

Tap here

Time, date, week start, and numbers formats

The Time setting defines the format for the time of day. The time format that you
select appears in all applications on your handheld.

To select the time, date, week start, and numbers format:
1. Tap the Time pick list and select a format.

2. Tap the Date pick list and select a format.

3. Tap the Week starts pick list, and select whether you want the first day of the

week to be Sunday or Monday.

This setting controls the Day, Week, and Month views in Date Book and all other
aspects of your handheld that display a calendar.

4. Tap the Numbers pick list, and select formats for the decimal point and
thousands separator.
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Graffiti 2 Preferences

The Graffiti 2 Preferences screen enables you select an alternate stroke shape for
specific characters.

To select alternate strokes:
1. From the General Preferences list, select Graffiti 2.

2. Tap the letter you want to change.

Preferences Graffiti 2
Graffiti 2 Tuner

Select a character below to tune it:

12
V4

O Use this form of
'Y'or'y'.

J
i

((Done ) ( Tips ) ((About )

3. Tap the check box to activate the alternate stroke.
4. Tap Done.

5. Repeat steps 2 through 4 for other letters.

6. Tap Done.

Keyhoard preferences

The Keyboard Preferences screen enables you to customize the keyboard. You can
set how each key responds when pressed or held. You can also remap the character
or function of the key.

Any changes you make in the Keyboard Preferences screen become effective

immediately; you do not have to change to a different screen or application.

To set the key repeat rate:
= Move the slider or tap the adjustment bar.

Preferences Keyboard

KeyRepeatRate [ | Move slider
Slow ﬁl_'“&% Fast

[ Enable Key Clicks

Tap adjustment bar

Press and
hold key: - Capitalizes character

Remap keys
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To set key clicking:
» Tap check box to enable or disable key clicking.

Preferences Keyboard

KeyRepeat Rate

s'°w1||1||1||1|.[[‘||1FGSt

[ Enable Key Clicks
.

Tap check box

Press and
hold key: ~ Capitalizes character

Remap keys

To set key press-and-hold functionality:

» Tap the Press and hold key pick list, and select the function.

Preferences Keyboard

KeyRepeat Rate

Slowlllllllnll_[[‘IILFGSt

[ Enable Key Clicks

Press and
hold key: ‘v Capitalizes character

Remap keys

Remapping keys

Tap pick list and select function

Keys can be remapped from their default function to any of the keys or buttons

available on the handheld, including the Function keys.

To remap a key:
1. Tap Remap keys.

2. Tap a key.

Tgp arkey to remap:

[ 1Y 2 f
(o) (W)

Tap a key

Done Reset All
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3. Tap Remap.

You can choose to remap the key and the Function + key combination.

Remap Keys

Tgp arkey toremap: i

Mapping function

Press X =x fi Tap to remap key
Fn-press X =( (Remap)-—— Tap to remap Function + key combination

((Done )(Reset All)

4. Tap Save.
Remap Keys
Remap to: v Letters A A
Tapaletter Tap pick list and select keyboard
q|w|e t|lylu]|i|o|p |

a
w
a
<[]~
O
=2
=~

Tap character

Press X =x
((Done )(Cancel ) (Reset )

5. Press Function C ) + Enter (¢, or tap Done.

Power preferences

The Power preferences screen enables you to set the automatic shutoff interval, and
the Beam Receive feature.

Preferences Power

Auto-off after: ¥ 2 minutes
StayoninCradle: v Off

Beam Receive: v On

Done

Auto-off delay

Your handheld has an automatic shutoff feature that activates after a period of
inactivity. This feature turns off the power but leaves the radio on. This feature
helps conserve battery power in case you forget to turn off your handheld.
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If you find that your handheld shuts itself off before you finish reviewing the
information on the screen, you should increase the time setting of the automatic
shutoff feature.

IMPORTANT VPN only supports an Auto-off delay of 30 seconds.

To set the Auto-off delay:
1. Tap the Auto-off After pick list.

Preferem:es Power
Auto-off after: |30 seconds
1 minute

StayoninCradle: 2 minutes

Beam Receive:

Done

2. Select the setting you want to use for the automatic shutoff feature: 30 seconds,
1 minute, 2 minutes, or 3 minutes.

If you are using VPN, select 30 seconds. You can also choose to manually power
off the handheld.

Cradle settings

You can choose to leave your handheld on when it is in the cradle during a
HotSync operation, or when you are recharging the battery, so you can continue to
view your data.

To change the cradle setting:
» Tap the Stay on in Cradle check box to leave your handheld on when it is in the
cradle.

Preferem:es Power

Auto-off after: ¥ 2 minutes

StayoninCradle:
Beam Receive: On___|]

Done
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Beam Receive

You can choose to turn off the Beam Receive feature. This prohibits anyone from
beaming information to your handheld. It also results in a slight saving of battery
power.

To change the Beam Receive setting:
» Tap the Beam Receive pick list and select On or Off.

Preferences Power

Auto-off after: ¥ 2 minutes

Stayonin Cradle: v Off

Beam Receive:

On

Done

Sounds and Alerts preferences
The Sounds and Alerts Preferences screen enables you to set the alarm options and

sounds for your handheld.

System, alarm, and game sounds

Your handheld uses a variety of sounds. The System, Alarm, and Game Sound
settings enable you to turn the sounds on or off, and to adjust the volume level.

To set the system and alarm sounds:
1. Tap Custom.

Preferem:es Sounds & RAlerts

m Silent | All OFf |
Tap Custom

System Sound: ¥ Medium

Game Sound: ¥ High
Alarm Sound: ~ Medium
AlarmLED: ~ On
Alarm Vibrate: ¥ Off

Done

2. Tap the System Sound pick list and select the sound level.

IMPORTANT When you turn off the System Sounds, you also turn off the “chime”
tones associated with the HotSync operation.
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3. Tap the Game Sound pick list and select the sound level.
4. Tap the Alarm Sound pick list and select the sound level.

The Game Sound setting works only with games that are programmed to
respond to this setting. Older games typically do not respond to this setting.

Alarm Vibrate and indicator light settings

You can set alarms in Date Book, Note Pad and World Clock to remind you of
important meetings or notes. When you enable the Alarm Vibrate and indicator
light settings, your handheld vibrates and the indicator light blinks to notify you
of alarms. This is useful whenever you want to turn the Alarm Sound off but still
be notified of alarms.

To set the Alarm Vibrate and indicator light settings with sound:
1. Tap Custom.

2. Tap the Alarm Vibrate pick list and select On or Off.
3. Tap the Alarm LED pick list and select On or Off.

To set the Alarm Vibrate and indicator light settings with no sound:
» Tap Silent.

Preferences Sounds & RAlerts
Silent All Off

l———————— Tap Silent

System Sound: Off
Game Sound: Off
Alarm Sound: Off
Alarm LED: On
Alarm Vibrate: On

Done

Writing Area preferences

Writing Area Preferences offer you the option of using the full screen to enter
Graffiti 2 characters. When Writing Area Preferences are turned on and active, you
can write letters anywhere on the left side of the screen, write numbers anywhere
on the right side of the screen, and write capital letters across the imaginary
division line in the middle of the screen. You access buttons and other controls that
appear on the screen by tapping and holding the control until it activates.
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To turn Writing Area Preferences on and off:
1. From the General Preferences list, select Writing Area.

Preferences Writini Area

Write Graffiti anywhere
on screen:

Off

[ Show penstrokes

|| Write alphabetic characters
i1 on the left side of the screen,
| numbers, on the right.

Done Help

2. Tap On or Off.

3. If you selected On in the previous step, select the Show penstrokes check box to
display penstrokes while writing, or deselect this check box to hide penstrokes.

4. Tap Done.

See “Using Graffiti 2 writing to enter data” in Chapter 3 for details on using full-
screen writing to enter data.

Setting Communication Preferences

The Communication Preferences category enables you to access screens where you
can modify Connection, Network, VPN, and Wi-Fi settings. This section provides
details about each of these screens.

To open the Communication Preferences screens:
1. Press Home @ 9.

2. Tap the Prefs icon &.
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3. From the Communication Preferences list, select the name of the Preferences
screen you want to view.

TIP You can also press Left, Right, Up, and Down on the navigator to highlight
a Preferences screen name and then press Select on the navigator to open that
Preferences screen.

Preferences

General

Digitizer
Formats Graffiti 2
Keyboard Power

Sounds & Alerts = Writing Area
Communication

Connection Network

VPN Wi-Fi
Personal

Buttons Color Theme

Connection preferences

The Connection Preferences screen enables you to define the settings used to
connect your handheld to other devices. The screen displays a list of available
configurations that are ready to be further defined; the list varies depending on the
kind of software you've added to your handheld.

You can also create custom configurations, which include the following:

PC via Cradle/Cable: A local HotSync connection; the direct
. connection between your handheld and your desktop computer.
Your handheld is connected by its universal connector to the
cradle, and the cradle is attached by its cable to a USB port of
your desktop computer. (If you are using the optional serial
cradle, the cradle attaches by its cable to a serial [COM] port of
your computer.)

Modem via Universal Connector: A cable connection between
your handheld’s universal connector and a modem for dialing in
to a modem that is part of your computer or laptop.

PC via Infrared: A connection between the IR port of your
handheld and the infrared device of your computer or laptop.

Modem via Infrared: A connection between the IR port of your
handheld and a modem. The modem can be attached to or
within a mobile phone or some other device containing an IR
port. (Some IR phones contain modems.)
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IR to PC connection

The following example shows you how to edit the IR to PC/Handheld connection
to adjust the communication speed; you can similarly edit other connections or
settings or create a custom connection. You can use the IR to PC/Handheld
connection to perform a remote IR HotSync operation. To accomplish the HotSync
operation, your handheld sends data through its IR port to an IR port in your

desktop computer, to synchronize with your desktop application.

To edit the IR to PC/Handheld connection:
1. Tap the IR to PC/Handheld connection and tap Edit.

Available Connections:

Preferences Connection

Cradle/Cable
Standard Modem

IR to a PC/Handheld

Tap here

Tap Edit

((Done ) (New..) ( Ec;it... ) (Delete)

2. Tap Details.

Edit Connection (i)

Name: IR to PC/Handheld

Connect to: v PC

Via: ¥ Infrared

(oK ) (cancel ) ( Details... )

—

—1 Tap

Details

Speed: ¥ 115,200 bps

Flow Ctl: ¥ Automatic

3. Tap the Speed pick list and select the appropriate speed.

Speed:
57,600 bps
38,400 bps
28,800 bps
19,200 bps
14,400 bps
9,600 bps
4,800 bps
2,400 bps
1,200 bps

Flow Ctl:

— 1 Select speed
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a. Press Function C) + Enter (¢), or tap OK.
5. Press Function C ) + Enter (¢, or tap OK again to save the configuration.

After you create the configuration, you need to set up the HotSync Manager of
your Desktop application and the HotSync application of your handheld to
perform a modem HotSync operation.

Network preferences

CAUTION Network preferences settings are for advanced users only. Changing your
Network preferences settings affects you handheld'’s ability to operate in a wireless
environment. Use the Wi-Fi preferences settings to change your network settings.
See “Wi-Fi preferences” later in this chapter.

Your handheld supports 802.11b data connections and acts as a fully functional
data modem for circuit-switched connections over GSM.

Modem Accessory and TCP/IP software

Although your handheld is wirelessly enabled, you can also use TCP/IP software
that is included in the handheld operating system to connect with Internet service
providers (ISPs) or dial-in (remote-access) servers.

To use TCP/IP, you must create a configuration in the Connection Preferences
screen and then create Network Preferences settings.

The Connection Preferences screen enables you to define several ways that your
handheld can use a modem to communicate with remote devices. For example,
you can communicate with the service provider server, or with your computer if
you are traveling. See “Connection preferences” later in this chapter for a complete
explanation of how to create modem configurations.

After you configure both the Connection and Network preferences, you can
establish a PPP (Point-to-Point Protocol) connection with your service provider or
dial-in server. You can do this either by using menu commands from the Network
Preferences screen or by using a third-party application.

NOTE TCP/IP enables you to connect to your service provider or dial-in server with
applications that allow you to view the transmitted data. Visit the web site
www.palm.com/support/globalsupport for information on third-party applications
that take advantage of TCP/IP

Selecting a service

Use the Service setting to select the service template for your service provider or
for a dial-in server. Service templates are a set of service provider and dial-in server
configuration settings that you can create, save, and reuse. Also, you can create
new service templates. See “Creating additional service templates” later in this
chapter.

339


http://www.palm.com/support/globalsupport

Chapter 18 Setting Preferences for Your Handheld

To select a service:
1. Tap the Service pick list.

Preferences Network

‘ Tap here to display a
list of service
templates

[Done ) ( New ] ( Details... )

2. Select the predefined service template you want to use.

Entering a username

The User Name setting identifies the name you use when you log in to your service
provider or your dial-in server. Although this field can contain multiple lines of
text, only two lines appear onscreen.

To enter a username:
1. Tap the User Name field.

2. Enter your username.

Preferences Metwork

Enter your username here

[ Details... | [ Connect ]

NOTE Most dial-in servers do not accept spaces in the username.

Entering a password

The Password box identifies the password you use to log in to your server or
service provider. Your entry in this field determines whether your handheld
prompts you to enter a password each time you log in to your network:

» If you do not enter a password, your handheld displays the word “Prompt” in
this field and asks you to enter a password during the login procedure.

» If you enter a password, your handheld displays the word “Assigned” in this
field and does not prompt you to enter a password during the login procedure.
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If you are concerned about security, select the Prompt option and do not enter a
password.

To enter a password:
1. Tap the Password box.

2. Enter the password you use to log in to your server.

Preferences w Matwork Enter password here

Password

Enter a password:

Password:

— Tap here

If you do not assign a
i password, you will be asked
for one when you connect.

Connection: «

[ Details.. ] [ onnect ]

3. Press Function C ) + Enter (¢, or tap OK.
The Password field is updated to display the word “Assigned.”

Selecting a connection

Use the Connection setting to select the method you want to use to connect to your
service provider or to a dial-in server. See “Connection preferences” later in this
chapter for information about creating and configuring connection settings.

To select a connection:
1. Tap the Connection pick list.

Preferences w Metwork

Tap here to display a
list of available
connections

[ Details.. ] [ onnect ]

2. Select the connection you want to use.

Adding telephone settings

Some services require a telephone number. When you select the Phone field, a
dialog box opens in which you define the telephone number you use to connect
with your service provider or dial-in server. In addition, you can define a prefix,
disable call waiting, and give special instructions for using a calling card.
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To enter your server phone number:
1. Tap the Phone field.

2. Enter the phone number for your service provider or dial-in server.

Phone Setup a

Enter the phone number here

O Dial prefix:
O Disable call waiting: 1170,
O Use calling card:

3. If you need to enter a prefix or disable call waiting, skip to those procedures.
Otherwise, press Function C D + Enter @ or tap OK.

Entering a prefix

A prefix is anumber that you dial before the telephone number to access an outside
line. For example, many offices require that you dial “9” before dialing a number
outside the building.

To enter a prefix:
1. Tap the Dial prefix check box to select it.

Phone Setup 1]

Select this — —— Enter your
box if you prefix here
need to use O Use calling card:

a prefix

2. Enter the prefix.
3. Press Function (") + Enter (¢, or tap OK.

Disabling call waiting

Call waiting can cause your session to terminate if you receive a call while you are
connected. If your telephone has call waiting, you need to disable this feature
before logging in to your service provider or dial-in server.
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To disable call waiting:
1. Tap the Disable call waiting check box to select it.

Phone Setup a

Phone #:

O Dialprefiz: %o

Select this——}-0O Disable call waiting: 1170, |
box if you O Use calling card:

need to

disable call

waiting

—— Enter your disable
code here

2. Enter the code to disable call waiting on the Disable call waiting line.

Each telephone company assigns a code to disable call waiting. Contact your
local telephone company for the code that is appropriate for you.

3. Press Function ) + Enter (¢, or tap OK.

Using a calling card

The Use calling card field enables you to use your calling card when dialing your
service provider or Internet server. Keep in mind that there is usually a delay
before you enter your calling card number. When you define your calling card
number, you need to add commas at the beginning to compensate for this delay.
Each comma delays transmission of your calling card number for two seconds.

To use a calling card:
1. Tap the Use calling card check box to select it.

Select this
box to use a
calling card

Phone Setup 1)

Phone #:

FO Use calling card:

Enter your

calling card
number here

2. Enter your calling card number on the Use calling card line.

NOTE

The Phone Setup dialog box works correctly for AT&T and Sprint

long-distance services. However, because MCI works differently, MCI
customers need to put the calling card number in the Phone # field and the
phone number in the Use calling card field.
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TIP It's a good idea to add at least three commas before your calling card
number to compensate for the cue delay.

3. Press Function C ) + Enter (¢, or tap OK.

Connecting to your service

After you set your Connection and Network preferences, establishing a connection
to your service provider or to your company’s network (dial-in server) is easy.

To estahlish a connection:
» Tap Connect to dial the current service and display the Service Connection
Progress messages.

To see expanded Service Connection Progress messages, press the lower half of
the Scroll button.

To close a connection:

» Tap Disconnect to terminate the connection between your handheld and your
service.

Creating additional service templates

You can create additional service templates by duplicating existing templates and
editing information. After you create a duplicate template, you can add and edit
settings.

To duplicate an existing service template:
1. Tap the Service pick list.

2. Select the predefined service template you want to duplicate.
3. Press Command Stroke +L.

Alternately, press Function C D + Menu (8, and then select Duplicate on the
Service menu.

A copy of the service template is added to the Service pick list.

Adding detailed information to a service template

If you are using one of the predefined service templates, you probably need to
enter only your username and telephone number. If you are creating a new service
template, you may need to provide additional information to your service
provider or dial-in server. You use the Details dialog box to add more information
to a selected service template.
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To add connection details:
1. Tap the service field.

2. Tap Details.

Connection Type: v PPP
Idle Timeout: » Never
Next Service: w None
Query DNS: [

IP Address: ¥ Automatic

(oK ) (Cancel ) ( Seript... )

Idle timeout

The Idle timeout setting defines how long your handheld waits before dropping
the connection with your service provider or dial-in server when you switch out of
a TCP/IP application.

To set the ldle timeout:
1. Tap the Idle timeout pick list and select one of the following options:

1 minute Waits one minute for you to open another application before it
drops the connection.

2 minutes Waits two minutes.
3 minutes Waits three minutes.
Never Maintains your PPP or SLIP connection until you turn off your

handheld (or until it times out).

CAUTION By enabling this option, you may incur significant
charges if the connection to your service provider is left open.

2. Press Function C ) + Enter (¢, or tap OK.

Selecting Next Service

Next Service allows you to automatically try another connection method when the
primary method fails. If the current connection fails, then a connection to the
selected service is attempted. If you do not want to try another service connection,
select None.

To select the Next Service:
» Tap the Next Service pick list and select a service.
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Defining primary and secondary DNS

The Domain Naming System (DNS) is a mechanism in the Internet for translating
the names of host computers into I addresses. When you enter a DNS number (or
IP address) you are identifying a specific server that handles the translation
services.

Each IP address has four sections, separated by periods. In the Details dialog box,
you enter each section separately. Each section of an IP address is made up of a
number from 0 to 255; numbers are the only allowable characters in this field.

Ask your service provider or system administrator for the correct primary or
secondary DNS IP numbers.

Many systems do not require that you enter a DNS number. If you are not sure,
leave the DNS field blank.

To enter a primary and secondary DNS number:
1. Tap the Query DNS check box to deselect it.

Connection Type: v PPP
Idle Timeout: v Never
Next Service: v None
Query DNS: [0 Tap check box
Primary DNS:
Secondary DNS: .
IP Address: @ Automatic

(oK ) (Cancel ) ( Seript... )

2. Tap the space to the left of the first period in the Primary DNS field, and then
enter the first section of the IP address.

Each section must be a number from 0 to 255.
3. Repeat step 2 for the second, third, and last sections of the Primary DNS field.
4. Repeat steps 2 and 3 for the secondary DNS number.
5. Press Function C) + Enter (¢, or tap OK.

IP address

Everyone who logs in to the Internet needs to have a unique identifier (an IP
address), whether permanent or temporary. Some networks dynamically assign a
temporary IP address when clients log in. The IP Address field lets you identify
whether your network provides automatic (dynamic) temporary IP addressing.

If your IP address is permanently assigned, you need to get that information from
your system administrator. If you are not sure, select Automatic.
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To identify dynamic IP addressing:
» Tap the IP Address check box to select it.

Connection Type: v PPP
Idle Timeout: v Never
Next Service: + None
Query DNS: [

IP Address: ¥ Autornatic .
\ Tap to select automatic IP

address

( oK ) (Cuncel ) ( Script... )

To enter a permanent IP address:

1. Tap the IP Address check box to deselect it and display a permanent IP address
field below the check box.

Connection Type: v PPP
Idle Timeout: » Never
Next Service: w None
Query DNS: [

IP Address: ] Automatic A
\ Tap to deselect automatic

) IP address
(oK ) (Cancel ) ( Seript... )

2. Tap the space to the left of the first period, and then enter the first section of the
IP address.

Each section must be a number from 0 to 255.
3. Tap and enter the remaining sections of the IP address.

a. Press Function C ) + Enter (¢, or tap OK.

Login scripts

A login script is a series of commands that automates logging in to a network
server—for example, your corporate network or your wireless service provider.
A login script is associated with a specific service template created in Network
Preferences.

A login script is something that you are likely to receive from your system
administrator if your company has a system in which you log in to the corporate
servers from your handheld using a modem or network connection. The script is
generally prepared by the system administrator and distributed to users who need
it. It automates the events that must take place in order to establish a connection
between your handheld and the corporate servers.
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You can create login scripts from the Login Script dialog box on your handheld,
accessed from the Details dialog box in Network Preferences.

Login Script a
w Send CR:
w Wit For: Host Mamne

w Send User D
w Send CR:
w Wait For:Pagzword

[* Send Password:

T End:

Tap here to see the list of
available commands

NOTE You can also use non-ASCIl and literal characters in your login script.

Creating a login script on your handheld

You can create login scripts by selecting commands from the Command pick list in
the Login Script dialog box. Some commands, such as Send, require you to supply
additional information. Those commands have a parameter field so that you can

add the necessary data.

To create a login script:
1. Tap Script.

2. Tap the End pick list.

w Send CR:

w Wit For: Host Mame
w Send: C
 Wait For: L

w Send User IO

w Land CR:
w Wait For: Fagzword

[w Send Possword:

T End:

Tap here

3. Select the command you want from the Command list. If the command requires
additional information, a field appears to the right of it for you to enter the
information. The following commands are available:

Wait For Tells your handheld to wait for specific characters from the
TCP/IP server before executing the next command.

Wiait For Detects a challenge-response prompt coming from the server

Prompt

and then displays the dynamically generated challenge value.

You then enter the challenge value into your token card, which
in turn generates a response value for you to enter on your
handheld. This command takes two arguments, separated by a
vertical bar (|) on the input line.
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Send Transmits specific characters to the TCP/IP server to which you
are connecting.

Send CR Transmits a carriage return or LF character to the TCP/IP server
to which you are connecting.

Send User ID Transmits the user ID information entered in the User ID field of
the Network Preferences screen.

Send Transmits the password entered in the Password field of the

Password Network Preferences screen. If you did not enter a password,
this command prompts you to enter one. The Password
command is usually followed by a Send CR command.

Delay Tells your handheld to wait a specific number of seconds before
executing the next command in the login script.

Get IP Reads an IP address and uses it as the IP address for your
handheld. This command is used with SLIP connections.

Prompt Opens a dialog box and prompts you to enter text of some kind
(for example, a password or a security code).

End Identifies the last line in the login script.

4. Repeat steps 2 and 3 until the login script is complete.
5. Press Function C ) + Enter (¢, or tap OK.

Plug-in applications

You can create plug-in applications containing script commands that extend the
functionality of the built-in script commands. A plug-in application is a standard
PRC application that you install on your handheld just like any other application.
After you install the plug-in application, you can use the new script commands in
a login script.

Plug-in applications have the following characteristics:

»  Written in C language

» Compiled into a device executable

» Called properly from a login script

» Able to return control to a login script after it terminates

» Created using a development environment that supports Palm OS® software,
such as Metrowerks CodeWarrior for Palm Platform.

For additional information on creating plug-in applications, send e-mail to
Palm Developer Support at devsupp@palm.com.
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Deleting a service template
There is only one way to delete a service template: use the Delete command from
the Service menu.

To delete a service template:

1. Tap the Service pick list.

2. Select the service template you want to delete.
3. Press Command Stroke +D.

Alternately, press Function C ) + Menu (“®, and then select Delete on the
Service Menu.

a. Press Function C) + Enter (¢), or tap OK.

Network preferences menu commands

The Network Preferences screen includes menu commands to make it fast and easy
to create and edit service templates. See “Using menus” in Chapter 4 for more
information about choosing menu commands.

Service menu

Edit Options |
Delete.. D
Duplicate L

Options menu

Options I
ViewLog 'V

View Log

The Network Log lists all the communication that occurs between your modem
and your dial-in server during the login procedure. The information in the
Network Log can help your service provider or your system administrator
pinpoint where the login procedure communication fails and why.

VPN preferences

A VPN (Virtual Private Network) client uses popular authentication and
encryption technologies along with the Point-to-Point Tunneling Protocol (PPTP)
to establish a secure connection to your private network. A VPN allows you to
securely access a private network, such as your home or corporate LAN, to
perform tasks such as HotSync operations, access intranet mail or corporate
servers, and remotely control your PC.

Using this VPN requires access to a VPN server running the PPTP protocol. PPTP
server support is available as part of many platforms including many Cisco
platforms, several Microsoft operating systems, Linux and other firewall/ VPN
servers.
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IMPORTANT If your corporate network requires the use of a VPN account, contact
your network administrator for setup information.

The VPN Preferences allows you to setup and manage your VPN account on your
handheld. This section describes how to configure and setup your account so that
it is used for all future network connections.

Configuring your VPN account
You can set up and edit your VPN account.

To set up your VPN account:
1. Tap VPN pick list and select Enable.

By default, VPN is disabled.

Preferences VPN

VPM: w Dizabled

Tap pick list and select
Enable

Crane Help

2. Tap the Account field to begin the setup wizard.

Preferences VPN

VPM: + Enabled

Tap here

Crane Help
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3. Fill out the information required by each screen.

When you are finished, your VPN service is enabled and the account active.
When VPN is enabled, the selected account is used for all future connections.

Preferences VPN
VPM: + Enabled

Account: w Corp HO

Thiz YWPM account will be uzed for all
future network connections.

Crane Help

To edit your VPN account or add a new account:
1. Tap VPN pick list and select Enable.

Preferences VPN

VPN: v Dizabled —— Tap pick list and select

Enable

Crane Help

2. Tap the Account button and select Edit Accounts.

Preferences VPN

VPM: + Enabled

Account: [Corp HO .
Edit Accaunts... —t+ Select Edit

Thiz YPM account will be used for all Accounts
future network connections.

Crane Help
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3. Perform on of the following:

— Select the account and tap Edit to edit the current account.

— Tap Add to add

Edit VPN Accounts €

Select an account:

a nhew account

(oK ) (Add..) (Edit..)

((Delete )

4. Follow the instructions to add a VPN account or edit your current VPN account.

When you are finished, your VPN service is enabled and the account is active
with the new settings. When VPN is enabled, the selected account is used for all

future connections.

Preferences
VPM: + Enabled
Account: w Corp HO

Thiz YWPM account will be uzed for
future network connections.

Crane Help

VPR

all

Connecting to your VPN account

You can connect to your VPN account from the Preferences screen.

To connect to your VPN account:

1. Select an account from the Account pick list.

The account you selected is used for all future connections.

Preferences

VPM: + Enabled

Thiz YWPM account will be uzed for all
future network connections.

Crane Help

VPR

Account: [Corp HE — Select an
Edit Accounts... account

—

Preferences
VPM: + Enabled
Account: w Corp HO

Thiz YWPM account will be uzed for all
future network connections.

Crane Help

VPR
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2. Make a Wi-Fi connection using the Wi-Fi preferences screen or an Internet

application, such as Palm™ VersaMail™ or PalmSource® Web Browser.

A signing-in screen should appear indicating that you are connecting to your

VPN account.

'Web Browse...

@

elcome to the Web
Wi-Fi Status

GO ROVE

Mergic PPTP Progress

Signing In

Example of a signing-in screen

. Check your connection by pressing Command stroke and verifying that a

lock icon appears in the radio signal strength indicator.

Web Browse.. [JREEeg Ve L Xt

@

Welcome to the Web
Click below for Palm products, news
land customer support.

®Palm.com

0ther Handheld Friendly Content
® Yahoo Mobile
® Earthlink mobile
#1602 Mohila

HH Tatlly

Verify lock appears in radio

signal strength indicator

(Optional) Tap the VPN pick list and select Disable when you have finished

accessing the account.

You do not need to disable VPN after each use. You can leave the account
enabled so that it is available for the next connection. Check with your IT
department for your organization’s policy on the use of your VPN account.

Preferences VPN

VPM: w Dizabled

Crane Help

— Tap pick list and select
Disable

354



Setting Communication Preferences

Wi-Fi preferences

The Wi-Fi Preferences screen allows you to configure your 802.11b network
settings and view network status.

IMPORTANT Your Tungsten C handheld operates in the Industry Scientific and
Medical band (ISM). Not all countries support all channels in the ISM band. Because
the regulations for wireless communication vary between countries, the Tungsten C
handheld is only certified for use in the country where it was originally sold. For more
information on which channels your handheld supports, see Appendix C.

Turning the 802.11b radio on and off

The Wi-Fi preferences screen allows you to turn the 802.11b radio on and off. It also
indicates what network you are connected to and whether you are out of range.

NOTE |If the Signal field indicates that there are no networks within range, the
802.11b radio continues to check for a network until you turn the radio off. If you move
to an area that is within range and the radio is on, Wi-Fi automatically connects.

To turn the 802.11b radio on or off:
» Tap the Wi-Fi pick list and select On or Off.

Preferences Wi-Fi Preferences Wi-Fi

Wi-Fi: v Off Wi-Fi: ¥ On
| Tap pick list and M Conserve Power

select On Network: v WorkLAN

— Signat: [

([ Done ) Info ) ( Help ) [(Done ) (_Info ) (_Help ]

Finding Wi-Fi connection information

Your IT administrator may need your MAC (Media Access Control) address. The
Wi-Fi Info screen shows you the address and other Wi-Fi information.
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To view Wi-Fi information:

» Tap Info.
When you are disconnected from the network, the Wi-Fi Info screen shows only
the MAC address.
Preferences Wicki [ Wifimfo O
Wi-Fi: ¥ On Network SSID: WorkLAN
M Conserve Power Channel: 1"
MAC Address:00-00-00-00-00-00
Network: v WorkLAN IP Address: 00.00.0.000
signa: I # Subnet Mask: 000.000000,000
Router: 00.70.2.0
Pref DNS: 000.00.00.00
‘ Tap here Alt DNS: 000.00.00.00
(Done ) (Tnfo ) (Felp ) (Done ) ((Edit Network... )

Conserving hattery power

You can extend your battery power by selecting the Conserve power option. This
option dynamically adjusts the coverage area and polling rate to use less power.

To conserve hattery power:
» Tap Conserve power.

Preferences Wi-Fi
Wi-Fi: ¥ On

I¥ Conserve Power

Tap here
Network: ¥ WorkLAN

Signal: [

( Done ][ Info )[ Help J

Adding and editing a Wi-Fi connection

You can add a new Wi-Fi network connection or edit an existing connection. The
connection can be an infrastructure access point type connection, such as network
connections found on company sites, or it can be a peer-to-peer or ad-hoc
connection, such as a laptop that acts as an access point for your handheld.
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To add or edit an infrastructure access point Wi-Fi network:
1. Tap Wi-Fi in the Preferences main screen.

2. Tap the Network pick list and select Edit Networks.
Preferences Wi-Fi

Wi-Fi: v On

O Conserve power

Network:| .l 101
_ 2l Network 1
Signal:

Edit Networks... —— Select Edit Networks

[ Done ) Info ) Help )

3. Perform one of the following:
— Select a network and tap Edit.
- Tap Add.

Edit Wi-FiNetworks

Select anetwork:

all 101
il Network1

(oK ) (Add..) (Edit.. ) ( Delete )

4. Edit or add the information.

If you are adding WEP encryption, see “WEP Encryption” later in this chapter.

Network Name (55ID): . N kN SSID):
| Addor edit | Network Name (SSID)
WorkLAN . .
information
0 WEP Encryption O WEP Encryption
Tap Details L
(oK ) (Cancel ) (Details.. ) ~ | P (oK ) (cancel ) (Details... )

5. Perform one of the following:

— Press Function C + Enter (¢, or tap OK if you want the IP and DNS
addresses automatically retrieved or you do not want to change the IP or
DNS addresses.

— Tap Details to manually set your IP or DNS addresses.
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6. Select Access Point (infrastructure).

Network Details (i}

Connect to:

LT LTINSONE RSN | Select Access Point
Peer-to-Peer {ad-hoc)

Connect to a wireless access point,
base station, router, or gateway.

(oK ) (Cancel ) (Advanced...)

7. Tap Advanced.

Network Details (i)

Connect to:
w Access Point (infrastructure)

— 5ol
,,,,.“.

Connect to a wireless access point,
base station, router, or gateway.

(oK J(cancel ) (Advanced..}+— Tap Advanced

8. Tap the IP Address or DNS Server pick list and select Manual.

Advanced Network €
IP Address:

Manual

Select Manual

DNS Server:

Manual

O Use short preamble
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9. Add the addresses and press Function C D + Enter ©, or tap OK.

You can also choose to use a short preamble by selecting the Use short preamble
check box.

Advanced Network €

IP Address: ~ Manual
IP Address: o
Subnet Mask:
Router:

Enter addresses

DNS Server: v Manual
Preferred DNS:
Alternate DNS: +——

O Use short preamble

To add or edit a peer-to-peer (ad-hoc) Wi-Fi network:
1. Tap Wi-Fi in the Preferences main screen.

2. Tap the Network pick list and select Edit Networks.
Preferences Wi-Fi

Wi-Fi: ¥ On

O Conserve power

Network:| wll 101
; il Network1
Signal:
Edit Networks.. —— Select Edit Networks

((Done ) (Info ) Help )

3. Perform one of the following:
— Select a network and tap Edit.
- Tap Add

Edit Wi-FiNetworks €

Select anetwork:

1o
cll Network 1

(oK ) (Add..) (Edit...) ( Delete )
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4. Edit or add the information.

If you are adding WEP encryption, see “WEP Encryption” later in this chapter.

Edit Wi-Fi Network €
Network Name (SSID): . Network Name (SSID):
W | Addoredit |
orkLAN . .
information
O WEP Encryption O WEP Encryption
H ]
(oK ) (€ancel ) (Details.. 3—F— Tap Details (oK ) (cancel ) (Details... )

5. Tap Details.
6. Tap the connection type pick list and select Peer-to-peer (ad-hoc).

Network Details (i)

Connect to:

Access Point (infrastructure)
Peer-to-Peer (ad-hoc) —}——— Select Peerto-Peer
,,,,,, =)

Connect to an ad-hoc network of
wireless devices without using an
access point.

Channel: + 11 {default)

(oK ) (cancel ) (Advanced...)

7. Tap the Channel pick list and select the channel number.

Network Details (i) Select channel Network Details (i)

Connect to: number Connect to: 1

+ Peer-to-Peer {ad-hoc) ’ w Peer-to ;

[ il coooo 3

@ B l O 3
Connect to an ad-hoc network of Connect to 2 rk of
wireless devices without using an wireless dey 7 ng an
access point Tap Channel qccess poind g

Channel: ~ 11 {default) pick list Channel: |9

10

(oK ) (cancel ) (Advanced... ] 11 (default) o

360



Setting Communication Preferences

8. Perform one of the following:

— Press Function () + Enter () , or tap OK if you want the IP and
DNS addresses automatically retrieved.

— Tap Advanced to manually set your IP or DNS address.

Network Details (i ]

Connect to:
w Peer-to-Peer (ad-hoc)

i JR &

=

Connect to an ad-hoc network of
wireless devices without using an
access point.

Channel: ¥ 11 (default)
Tap Advanced to manually set
(oK ) (Cancel ) (Advanced... } IP or DNS addresses

9. Tap IP Address or DNS Server pick list, and select Manual.

Advanced Network €
IP Address:

Manual

Select Manual

DNS Server:

Manual

O Use short preamble

10. Enter the addresses and press Function C ) + Enter ), or tap OK.

You can also choose to use a short preamble by selecting the Use short preamble

check box.

IP Address: ¥ Manual
IP Address: T
Subnet Mask:
Router:
DNS Server: ¥ Manual
Preferred DNS: T
Alternate DNS: o +—

Enter addresses

O Use short preamble
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WEP Encryption

Wired Equivalent Privacy (WEP) is the standard 802.11b security protoco8. Data
encryption protects the vulnerable wireless link between clients and access points.

40-bit keys are commonly called 64-bit, and 104-bit keys are commonly called
128-bit because the other 24 bits are automatically assigned. You can use a
passphrase to generate the key. If you have problems, ask your IT administrator for
the hex equivalent and use that instead of the passphrase. If you use an Airport
Base Station, refer to the Airport Admin Utility for the equivalent network
password.

To add or edit WEP encryption:
1. Tap Wi-Fi in the Preferences main screen.

2. Tap the Network pick list and select Edit Networks.
3. Select a network and tap Edit.
4. Tap to select the WEP Encryption check box.

Network Name (SSID):

WorkLAN
Tap check box

[
 WEP Encryption

(oK ) (Cancel ) [Detuils...i

5. Tap WEP Key box.

Edit Wi-FiNetwork (1) Network WEP Key o
Network Name (55ID): Key Type: ¥ 104-bit hex

WorkLAN O Four keys
. ' WEP Key (26 hex digits):

——— Tap WEP Key box

(oK ) (cancel ) ( Details... ]
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6. Tap Key Type pick list and select a WEP key type.

Network WEPKey €

Key Type: [40-bit hex
40-bit ASCII
40-bit passphrase

WEP Key (LESIHIYS

104-bit ASCII
104-bit passphrase

—— Select a WEP key type

The following WEP key types are available:

40-bit hex Creates a 10-digit hexadecimal number.

40-bit ASCll  Creates a five-character string.

40-bit Creates a variable-length string.

passphase

104-bit hex Creates a 26-digit hexadecimal number.

104-bit ASCIl  Creates a 13-character string.

104-bit Creates a variable-length string.

passphrase

passphrase.

Select the Four keys check box to enter four keys or generate four keys from a

If you don't select the Four keys check box, you only enter one key.

Network WEPKey €

Key Type: ¥ 104-bit hex

ﬂ Four keys
WEP Keys (26 hex digits):

Keyindex: v 1

Select the Four keys
check box
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8. Enter the WEP key.

If the Four keys check box is selected, you enter four keys.

One key

Network WEPKey €

Key Type: ¥ 104-bit hex
O Four keys

WEP Key (26 hex digits):

Four keys

Network WEPKey €

Key Type: ¥ 104-bit hex
® Four keys

WEP Keys (26 hex digits):

- | Enter the
WEP keys

Keyindex: v 1

9. Tap the Key Index pick list and select an index number if you selected the
Four keys check box.

The index number specifies which of the four keys to use at a given time. Some
access points automatically broadcast their key index.

Network WEPKey €

Key Type: ¥ 104-bit hex
® Four keys

WEP Keys (26 hex digits):

Select a key index number

1
KeyIndex:

3
Gril)

Setting Personal Preferences

The Personal Preferences category enables you to access screens where you can
customize the buttons, colors, owner information, and Graffiti 2 ShortCuts on your
handheld. This section provides details about each of these screens.

To open the Personal Preferences screens:
1. Press Home @ 9.

2. Tap the Prefs icon &.
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3. From the Personal Preferences list, select the name of the Preferences screen you
want to view.

TIP You can also press Left, Right, Up, and Down on the navigator to highlight
a Preferences screen name and then press Select on the navigator to open that
Preferences screen.

Preferences

General

Digitizer
Formats Graffiti 2
Keyboard Power

Sounds & Alerts = Writing Area
Communication

Connection Network

VPN Wi-Fi
Personal

Buttons Color Theme

Buttons preferences

The Buttons Preferences screen enables you to associate different applications with
the buttons on the front of the handheld.

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

If you assign a different application to a button, you can still access the original
application using the Applications Launcher.

To change the Buttons preferences:
1. Tap the pick list next to the button you want to reassign.

Preferem:es Buttons

Select an application to
customize each button:

w Date Book
- Web

Lt Tap arrow to
v Address show pick list

@ w VersaMail
Tap Default to restore all of the

[ buttons to their factory settings
[ Done ) ( Default ) ([ More... )

2. Select the application that you want to assign to the button.
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HotSync Buttons Preferences

The Buttons Preferences screen also enables you to associate various applications
with the HotSync button on the cradle/cable and the HotSync button on an
optional modem accessory. Any changes that you make in the HotSync Buttons
dialog box become effective immediately; you do not have to change to a different
screen or application.

To change the HotSync Buttons Preferences:
1. Tap More.

2. Tap the pick list next to the button you want to assign.

Hot%ync Buttons

Customize the HotSync
Button on the cradle or
optional handheld rodenn.

(;,'9 v Hotsyne Tap arrow
to show
Cradle

ick li
Gﬂ » HotSwne pietclist

Modern

3. Select the application that you want to assign to each button.

The default setting for each button is the HotSync setting, which means that the
cradle/cable and optional modem accessories perform their normal HotSync
functions.

a. Press Function C ) + Enter (¢) twice, or tap OK twice to return to the Buttons
Preferences screen.

5. Press Function C) + Enter (¢), or tap Done.

Color Theme preferences

The Color Theme Preferences screen enables you to select a different set of pre-
defined colors for your handheld screen.
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To select a color theme:
1. Select a theme.

The new colors immediately appear on the screen. You can scroll through the
various color selections until you find the one you want to use.

Preferences Color Theme

Select a Color Theme:

2. Press Function C ) + Enter (¢), or tap Done.

Owner preferences

The Owner Preferences screen enables you to record a name, company name,
phone number, or any other information that you want to associate with your
handheld. This information can be from the business card created during
installation.

If you use the Security Preferences screen to turn off and lock your handheld with
a password, the first three lines in the Owner preferences screen appear the next
time you turn on your handheld.

To enter the Owner preferences:

= Enter the text that you want to associate with your handheld in the Owner
Preferences screen. If you enter more text than can fit on one screen, a scroll bar
automatically appears on the right side of the screen.

Preferem:es Owner

This handheld computer is owned by:
Perry Smith

555 Long Road

Midtown, Nevada

888-555-1212

If found, please contact me.

Done

If you assign a password with the Security Preferences screen, the information in
the Owner Preferences screen cannot be changed. In this case, an Unlock button
appears at the bottom of the screen.
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To unlock the Owner Preferences screen:
1. Tap Unlock.

Preferem:es Owner

This handheld computer is owned by:

Done ) Unlock )] ———+ Tap here

2. Enter the password that you defined in the Security Preferences screen.

3. Press Function C ) + Enter (¢, or tap OK.

Security preferences

Your handheld comes with a security feature so that unauthorized users cannot
view the entries you want to protect. Use the security feature to do the following;:

» Lock and turn off your handheld so that it does not operate until you enter the
correct password.

» Mask all records that you mark as private so that the information appears
grayed out.

» Hide all records that you mark as private so they do not appear on any screen.
» Encrypt records.

You can mask and hide private records with or without a password. Without a
password, private records are hidden or masked until you set the Security
preference to show them. With a password, you must enter the password to view
the private entries.

Assigning a password

You can assign a password to protect your private records and to lock your
handheld. You can mask the password from accidental viewing. To quickly log in,
you can also assign a short, quick password that works only at your first login
attempt and for a limited amount of time. You can set the amount of time you need
to enter the quick password.
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To assign a password:

1.

Tap the Password box.
Preferem:es Security Text Password (i)

Current Privacy Level:
w Show Private Records

(Done ) (Lock & Turn OFf ) (Help )

Full Password:

+— Tap here I
Hint:

' Quick password:

An optional quick password works
only on the first entry attempt.

Enter a password.

Enter a hint to help you remember your password if you forget it. This is

optional.

Enter a quick password. This is optional.

Press Function C ) + Enter (¢ , or tap OK.

Enter the same password a second time, and press Function ) + Enter ), or

tap OK.

Changing or deleting a password

Once you define a password for your handheld, you can change or delete it at any
time. You must enter the current password before you can change or delete it.

To change or delete your password:

1.

2.

Tap the Password box.

Enter the current password.

Preferem:es Security

Password:

Current Privacy Level:
w Hide Private Records

((Done ) (Lock & Turn OFf ) (Help )

I Tap here Password
Please enter your

I current password:

((Lost Password ) ((Cancel )

Press Function C ) + Enter (¢, or tap OK.
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4. Do one of the following:

— To change the password, hint, or quick password, enter the new information,
and press Function C D + Enter ), or tap OK.

— To remove the password, tap Unassign.

Text Password (i)

Full Password:
Eaey

Hint:

My dog

Quick password:
##

An optional quick password works
only on the first entry attempt.

Masking your password entry

Masking your password entry secures your password against accidental viewing
by another person. The password only shows asterisks as you are entering the
characters.

To mask your password entry:
1. Press Function C D + Menu (v#), and then select Security Options.

2. Tap the check box for Mask password entry.

Security Options (i)

Options: + Password

Tap here
Iin/ Mask password entry

™ Quick password delay time
limit: 5 sec

3. Press Function C) + Enter (¢), or tap OK.

NOTE Turn off and then turn on your handheld to enable this change.
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Setting the quick password delay time limit

You can set a quick password delay time limit to accommodate your personal
preference. After the delay limit has been reached, you must enter the full
password. For more information about the quick password, see “Changing or
deleting a password” earlier in this chapter.

To set the quick password delay time limit:
1. Press Function C ) + Menu (v#), and then select Security Options.

2. Tap the check box for Quick password delay time limit.

Security Options (i)

Options: + Password

¥ Mask d ent
IF. ask password entry Tap here

™ Quick password delay time
limit: ? sec

Enter delay time limit

3. Press Function ) + Enter (¢, or tap OK.

NOTE You need to turn off and then turn on your handheld before this change is
enabled.

Locking your handheld

You can lock your handheld so that it cannot be operated until your password is
entered. In the event that your handheld is lost or stolen, this helps protect your
data from unauthorized use. You can set your handheld to lock automatically, or
you can lock it manually.

Locking your handheld automatically

You can set your handheld to lock automatically when any one of the following
occurs:

» When you turn off the power
» At a time you specify
» After a period of inactivity you specify
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To set your handheld to lock when you turn it off:
1. Tap the Auto Lock Handheld box.

Preferences Security

Tap here

Current Privacy Level:
w Hide Private Records

(Done ) (Lock & Turn OFf ) (Help )

2. Enter your password.

3. Select On power off.

Lock Handheld

Automatically lock handheld:

On power off — 1 Select On power off

At a preset time
After a preset delay

Your handheld will lock when
itis turned off.

a. Press Function C ) + Enter (¢, or tap OK.
NOTE Turn off and then turn on your handheld to enable this change.

To set your handheld to lock at a preset time:
1. Tap the Auto Lock Handheld box.

Preferences Security

Password:

Tap here

Current Privacy Level:
w Hide Private Records

(Done ) (Lock & Turn OFf ) (Help )

2. Enter your password.
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3. Select At a preset time, and then use the arrows to set the time.

Lock Handheld

Automatically lock handheld:
Never
On power off Select At a
iprec T | preset tim . e
After a preset delay prese © ﬂ ) w
Your handheld will lock at: #
11:00 pm

a. Press Function C ) + Enter (¢, or tap OK.
NOTE Turn off and then turn on your handheld to enable this change.

To set your handheld to lock after a period of inactivity:
1. Tap the Auto Lock Handheld box.

Preferences Security

Password:

i Never ! Tap here

Current Privacy Level:
w Hide Private Records

(Done ) (Lock & Turn OFf ) (Help )

2. Enter your password.

3. Select After a preset delay.

Lock Handheld

Automatically lock handheld:

Never
On power off
At a preset time

L —+— Select After a preset delay

Your handheld will lock if inactive for: i
‘ Tap to select Minutes or Hours

1w Hour(s) E h ;
‘ : nter the amount of time
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4. Enter the inactive period, and then select Minute(s) or Hour(s) from the pick list.

5. Press Function C ) + Enter (¢, or tap OK.

NOTE You need to turn off and then turn on your handheld before this change is
enabled.

IMPORTANT If you lock your handheld, you must enter the exact password to
reactivate your handheld. If you forget the password, your handheld will present the
hint you have entered to help you remember the password. If you still cannot
remember the password, you must perform a hard reset to resume using your
handheld. Performing a hard reset deletes all the records in your handheld; however,
you can restore all synchronized data at the next HotSync operation. See “Performing
a hard reset” in Appendix A for more information.

Locking your handheld manually
You can turn off and lock your handheld manually.

To lock and turn off your handheld:
1. Tap Lock & Turn Off.

Preferences Security

Current Privacy Level:
w Hide Private Records

‘ Tap Lock and
(Done ) ((Lock & Turn OFf ) (Help ) Turn Off

2. To use your handheld, turn it on and then enter the password.

Recovering from a forgotten password

IMPORTANT Deleting a forgotten password also deletes all entries and files marked
as Private.
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If you are not locked out of your handheld and you forgot your password, your
handheld displays a hint, if you entered one, to help you remember the password.
If you are still unable to remember the password, you can delete it from your
handheld.

IMPORTANT If you synchronize with your computer before deleting a forgotten
password, your handheld restores your private entries the next time you perform a
HotSync operation, but it does not restore the password.

If you locked your handheld, you must enter the exact password to reactivate your
handheld. If you forget the password, your handheld will present the hint you
have entered to help you remember the password.

If you still cannot remember the password, you must perform a hard reset to
resume using your handheld. Performing a hard reset deletes all the records in
your handheld; however, you can restore all synchronized data at the next
HotSync operation. See “Performing a hard reset” in Appendix A for more
information.

To delete a forgotten password:
1. Tap the Password box.

2. Tap Lost Password.

Preferences Security

Password
Tap here Please enter your
I current password:
Current Privacy Level: ((Lost Password ) (Cancel )
w Hide Private Records ‘
Tap here

(Done ) (Lock & Turn OFf ) (Help )

3. Tap Delete Password.

Making records private

In many applications, you can make individual records private. Private records
remain visible and accessible, however, until you select the Security setting to hide
or mask all private records.
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Masked records appear as gray placeholders in the same position they would
appear if they were not masked, and are marked with a lock icon. Hidden records
disappear completely from the screen. If you define a password for your handheld,
you must enter it to display private records.

= fll
BE0-454-6121

E10-532-0748

GEN-235-6222
Carpenter, Joan 718-824-1542
Carter, Melania 212-395-4277
i 213-343-9301

To hide all private records:
1. Tap the Current Privacy pick list and select Hide Private Records.

Preferences Security

Password:

Auto Lock Handheld:

currnn-l- Deisenran 1 nsenl

Show Private Records
“|Mask Private Records

Hide Private Records

Done|Automatic... Help

— Tap Hide Private Records

2. Press Function C ) + Enter (¢, or tap OK to confirm that you want to hide
private records.

To mask all private records:
1. Tap the Current Privacy pick list and select Mask Records.

Preferem:es Security Mask Records (1]

Pafsword: Records marked Private

in the details dialog will
be masked or covered
Auto Lock Handheld: for your protection.

' If apasswordis

assigned, you must
enter it to show private

currnn-l- Duissnran | IENTYN |

Show Private Records

N Mask Private Records [ Tap here records.
Hide Private Records
Done|Automatic... Help

2. Press Function C) + Enter (¢), or tap OK to confirm that you want to mask
private records.
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To display all private records:

1.

2.

3.

Do one of the following:
— Tap the Current Privacy pick list and select Show Private Records.

— If you do not have a password, hidden and masked records become visible.
If you have a password, the Show Private Records dialog box appears. Go to
step 2.

Preferem:es Security

Show Private Records 6

@ Enter your password to

' show privaote records:
1

P

e el —— Tap here

“[Mask Private Records
Hide Private Records

Done|Automatic... Help

Enter your password.

Press Function C ) + Enter (¢, or tap OK.

To unmask individual records:

1.

2.

3.

4,

Select a masked record.
Do one of the following:
— If you do not have a password, a masked record becomes visible.

— If youhave a password, the Show Private Records dialog box appears. Go to
step 3.

Enter your password.

Press Function ) + Enter (¢, or tap OK.

To make a record private:

1.

2.

3.

Display the entry that you want to make private.
Tap Details.

Tap the Private check box.

Press Function ) + Enter (¢, or tap OK.
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Hiding or masking your private records automatically

You can set your handheld to automatically hide or mask your private records
when any one of the following occur:

» When you turn off the power
» At a time you specify
» After a period of inactivity you specify

To hide or mask your records when you turn your handheld off:
1. Select Automatic.

Preferences Security

Pas

currnn'l- Dainenoran 1 nawnl-
Show Private Records

“[Mask Private Records

Hide Private Records

Done|Automatic... Help

‘ Select Automatic

2. Tap the Automatically pick list and select either Mask Private Records or
Hide Public Records.

Security Options (i}

Options: = Private Records

Automatically:

~|Hide Private Records

O sk Private Records [ Select to mask or hide records

Tap box

3. Tap When box.
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4. Select On power off.

Mask Records

Automatically mask records:

Never

At a preset time
After a preset delay

when your handheld is turned off.

On power off _

Your private records will be masked

L Select On power off

5. Press Function C) + Enter (¢), or tap OK.

NOTE Turn off and then turn on your handheld to enable this change.

To automatically hide or mask records at a preset time:

1. Select Automatic.

Pas

Auto Lock Handheld:

currn“'l- Dusineoran 1 nasnl-
Show Private Records

“[Mask Private Records

Hide Private Records

Preferem:es Security

Done|Automatic... Help

Select Automatic

2. Tap the Automatically pick list and select either Mask Private Records or

Hide Public Records.

Security Options (i}

Options: = Private Records

Automatically:

~|Hide Private Records

Wh Mask Private Records

L Select to mask or hide records

Tap box

3. Tap When box.
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4. Select At a preset time, and then use the arrows to set the time.

Mask Records

Automatically mask records:

Never
On power off

At a prese — 1 SelectAta

After a preset delay preset time ﬂ : ¢
Your records will be masked at: .

11:00 pm

5. Press Function C ) + Enter (¢, or tap OK.
NOTE Turn off and then turn on your handheld to enable this change.

To automatically hide or mask your records after a period of inactivity:
1. Select Automatic.

Preferences Security

Password:

Auto Lock Handheld:

currnn'l- Dainenoran 1 nawnl-
Show Private Records

“[Mask Private Records

Hide Private Records

Done|Automatic... Help
\

Select Automatic

2. Tap the Automatically pick list and select either Mask Private Records or
Hide Public Records.

Security Options (i}

Options: = Private Records

Automatically:

~|Hide Private Records .
O sk Private Records [ Select to mask or hide records

Tap box

3. Tap When box.
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4. Select After a preset delay.

Mask Records

Automatically mask records:
Never
On power off
At a preset time
After a preset delay L Select After a preset delay

Your handheld will mask private
recordsifinactive for: Tap to select Minutes or Hours

1. ¥ Hour(s) E h f1i

L nter the amount of time

5. Enter the inactive period, and then select Minute(s) or Hour(s) from the pick list.

6. Press Function ) + Enter (¢, or tap OK.

NOTE Turn off and then turn on your handheld to enable this change.

Encrypting your data

You can encrypt selected data whenever your handheld locks. The more
applications and data that are selected, the longer the encryption process.

When you unlock the handheld and enter a valid password, the encrypted data is
decrypted. The more applications and data that are selected for encryption, the
longer the decryption process.

To encrypt your data when the handheld locks:

1. Press Function C D + Menu (“®, and then select Security Options.
2. Tap the Options pick list and select Encryption.

3. Tap the check box for Encrypt data when locked.

Security Options (i}

Options: - Encryption

Tap pick list and select Encryption

O Encrypt data when locked

Choose Applications...

O Encrypt private records
only

Encryption type:
w 128-bit Blowfish

4. Tap the Choose Applications button.
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5. Select the applications whose data you want to encrypt.

Encrypt Data

Encrypt data associated with these
applications:

[ Address Book
O Calculator

O Card Info

O Clock_PcLK
[ Date Book

O DocsToGo

6. If you want to encrypt only private records, select Encrypt private records only.

7. Tap the Encryption type pick list and select a type.

Options: « Encryption

[ Encrypt datawhen locked

Choose Applications...

™ Encrypt private records
only

Encryption type:

128-bit Blowfish .
128-hit MDC — 1 Select encryption type

C 128-bit RSA RC4
—

8. Press Function C) + Enter (¢, or tap OK.

Using security shortcuts

You can create shortcuts to activate certain security features, such as locking the
handheld or masking private records. For information on using shortcuts,

see “Using ShortCuts” in Chapter 3.
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To create and activate security shortcuts:
1. Press Function C D + Menu (“®, and then select Security Options.

2. Select Shortcuts from the Options pick list.

3. Tap the check box for the security shortcut you want to activate.

Security Options (i)

Options: « Shortcuts
™ Lock handheld: L

[ E—
[0 Mask privaterecords: 1M

Tap to select shortcut

—— Select character to change

the shortcut key
O Hide private records: IH

O Show private records: s

4. If you want to change the current character, tap and drag the stylus to select the
character, and type the new character.

ShortCuts preferences

The ShortCuts Preferences screen enables you to define abbreviations for entering
text. This section describes how to create, edit, and delete a ShortCut.

Creating a ShortCut

You can create a ShortCut for any words, letters, or numbers. All ShortCuts you
create appear on the list in the ShortCut Preferences screen. All the ShortCuts are
available in any of your handheld applications and are backed up on your
computer when you perform a HotSync operation.

To create a ShortCut:

1. Tap New.
2. On the ShortCut Name line, enter the letters you want to use to activate the
ShortCut.
Preferences w ShortCuts
br - Breakfast ShortCut Namne:
di - Dinner
ds - [Date Stamp)
dtz - [Date and Time Starnp] ShortCut Text:

Iu - Lunch
e - Meeting

tz - [Tire Stamp]

‘ Tap New

Mew ][ Edit ] [Delete..]

—
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3.

Select the ShortCut Text area and enter the text that you want to appear when
you write the ShortCut characters.

TIP You may want to add a space (space character) after the last word in your
ShortCut text. This way, a space automatically follows the ShortCut text.

Press Function ) + Enter (¢, or tap OK.

To use a ShortCut, press Press Function C ) + ShortCut followed by the
ShortCut characters. The ShortCut symbol appears at the insertion point to
show that you are in ShortCut mode.

'Memo KIESENL Unfiled [Memo KIS Unfiled

lAsk Marge to call Bill about Rdi Ask Marge to call Bill about dinner]
L+ ShortCut

symbol

—

(Done ) (Detais ) (Done)) (Detais )
Editing a ShortCut

After you create a ShortCut, you can modify it at any time.

To edit a ShortCut:

1.

2.

3.

4,

Tap the ShortCut you want to edit.
Tap Edit.
Make the changes you want.

Press Function ) + Enter (¢, or tap OK.

Deleting a ShortCut
If you no longer need a ShortCut, you can delete it from the list of ShortCuts.

To delete a ShortCut:

1.

2.

3.

Tap the ShortCut you want to delete.
Tap Delete.
Press Function C ) + Enter (¢, or tap Yes.
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Maintaining Your Handheld

This appendix provides information on the following;:

Taking proper care of your handheld
Prolonging battery life
Resetting your handheld

Removing and installing your SIM card

Caring for your handheld

Your handheld is designed to be rugged and reliable and to provide years of
trouble-free service. Please observe the following general tips when using your
handheld:

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

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

Take care not to drop your handheld or subject it to any strong impact. Do not
carry your handheld in your back pocket: if you sit on it, you may damage it.

Protect your handheld from temperature extremes. For example, do not leave
your handheld on the dashboard of a car on a hot day or on a day when
temperatures are below freezing, and keep it away from heaters and other heat
sources.

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

Use a soft, damp cloth to clean your handheld. If the surface of the handheld
screen becomes soiled, clean it with a soft cloth moistened with a diluted
window-cleaning solution.
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Battery considerations

Please note the following considerations for the battery in your handheld:

Under normal conditions, you can keep your handheld battery charged by
placing it in the cradle between 15 to 30 minutes each day. You can conserve
battery life by changing the Auto-off setting that automatically turns the
handheld off after a period of inactivity and by selecting the Conserve power
option in the Wi-Fi preferences. See “Auto-off delay” in Chapter 18 and

see “Wi-Fi preferences” in Chapter 18 for more information.

If the battery becomes low in the course of normal use, an alert appears on the
handheld screen describing the low battery condition. If this alert appears,
perform a HotSync® operation to back up your data; then leave your handheld
in the cradle to recharge the unit. This helps prevent accidental data loss.

If the battery becomes too low, the wireless operations are disabled to save
battery strength.

If the battery drains to the point where your handheld does not operate, it stores
your data safely for about five days. In this case, there is enough residual energy
in the battery to store the data, but not enough to turn on your handheld. If your
handheld does not turn on when you press the power button, you should
recharge the unit immediately. The battery may not have enough residual
energy to power the indicator light, which normally displays green when
charging.

If your battery drains and you have the unit in an uncharged state for an

extended period of time, you can lose all of the stored data.

There are no serviceable parts inside your handheld, so do not attempt to open
the unit.

If you ever dispose of your handheld, please dispose of it without damaging the
environment. Take your handheld to your nearest environmental recycling
center.

Resetting your handheld

Under normal circumstances, you will not have to use the reset button. On rare
occasions, however, your handheld may no longer respond to buttons or to the
screen. In this case, you need to perform a reset to get your handheld running
again.

Performing a soft reset

A soft reset tells your handheld to stop what it’s doing and start over again. All
records and entries stored in your handheld are retained with a soft reset. After a

soft reset, the Welcome screen appears, followed by the Date and Time Preferences
screen (to set the date and the time).
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Resetting your handheld

To perform a soft reset:

= Use the reset tip tool, or the tip of an unfolded paper clip (or similar object
without a sharp tip), to gently press the reset button inside the hole on the back
panel of your handheld.

Reset button

TIP The metal and plastic stylus that comes with your handheld has a reset tip
inside. To use it, unscrew the barrel from the stylus quill.

Performing a hard reset
With a hard reset, all records and entries stored in your handheld are erased. Never

perform a hard reset unless a soft reset does not solve your problem.

NOTE You can restore any data previously synchronized with your computer during
the next HotSync operation.

To perform a hard reset:
1. Hold down the power button on the front panel of the handheld.

2. While holding down the power button, use the reset tip tool, or the tip of an
unfolded paper clip (or similar object without a sharp tip), to gently press and
release the reset button.

3. Wait for the Palm Powered™ logo to appear; then release the power button.

4. When a message appears on the handheld screen warning that you are about to
erase all the data stored on your handheld, do one of the following:

— Press Up on the navigator to complete the hard reset and display the
Digitizer screen.

— Pressany application button to perform a soft reset. (Pressing a keyboard key

has no effect.)

NOTE With a hard reset, the current date and time are retained. Formats
preferences and other settings are restored to their factory default settings.
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To restore your data from a Windows computer after a hard reset:

1.

A w0 N

Click the HotSync icon ® in the Windows system tray (lower-right corner of
the taskbar).

You can also click the HotSync command on the Palm™ Desktop software
menu bar.

From the HotSync Manager menu, select Custom.
Select the appropriate username from the list.
Select an application in the Conduit list.

Click Change, and select Desktop overwrites the handheld.

NOTE Changing the HotSync setting from the default affects only the next
HotSync operation. Thereafter, the HotSync Actions revert to their default
settings. To use a new setting on an ongoing basis, select the Set As Default
box. Then whatever you selected as the default setting is used when you click
the Default button in the Custom dialog box.

Change HotSync Action [ x]

1~ HotSync Action for Date Book.

K|

o+ Carcel |
& Zynchionzs e Ties

=k~ |  Deskiop averwites handheld

™ Set as default
(=2 € Handheld averwites Deskiop

ong € Dopothing

Click OK.
Repeat steps 4 through 6 to change conduit settings for other applications.
Click Done to activate your settings.

Perform a HotSync operation.
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To restore your data from a Mac computer after a hard reset:
1. Double-click the HotSync Manager in the Palm folder.

2. From the HotSync menu, choose Conduit Settings.

8686 Conduit Settings

o
User: dkajiyama a e

Conduit Settings
[ ConduitMame &1 Last HotSync Next HotSync Action
@ Address Book 5/1/02 7:33 AM Synchronize
@ Backup 5/1/02 7:33 AM Backup
@ Date Book 5/1/02 7:33 AM Synchronize
@ Install 5/1/02 7:33 AM Install Files
@ Memo Pad 5/1/02 7:33 AM Synchronize
@ To Do List 5/1/02 7:33 AM Synchronize
A

3. From the Users pop-up menu, select the appropriate username.
4. Select an application from the list.

5. Click Conduit Settings.

| HotSync action for: Address Book

[MZE| @ synchronize the files

O Macintosh overwrites handheld
I g O Handheld overwrites Macintosh
@" = O Do Nothing

| Default setting: Synchronize the files

@ " Make Default  Cancel f oK )

6. Click Macintosh overwrites handheld.

NOTE Changing the HotSync setting from the default affects only the next
HotSync operation. Thereafter, the HotSync Actions revert to their default
settings. To use a new setting on an ongoing basis, click Make Default. Then
whatever you selected as the default setting is used for HotSync operations.

7. Click OK.
8. Repeat steps 4 through 7 to change conduit settings for other applications.
9. Close the Conduit Settings window.

10. Perform a HotSync operation.
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Frequently Asked Questions

If you encounter a problem with your handheld, do not call technical support until
you have reviewed the frequently asked questions in this appendix and you have
also reviewed the following:

» This handbook
» The Palm™ Tungsten™ C Read This First guide that came with your handheld

» The Readme file located in the folder where you installed the Palm™ Desktop
software on your Windows computer or on your installation CD for Mac users

» The Palm Desktop online Help

» The Palm™ Desktop Software for the Macintosh User’s Guide, located in the
Documentation folder on your installation CD

» The Palm Knowledge Library, accessible at
www.palm.com/support/tungstenc in the Support section

s The most recent Palm™ Tungsten™ C handheld HelpNotes on your regional
web site

If you are still having problems, contact technical support. See the Customer
Support card that comes with your handheld, or go to
www.palm.com/support/tungstenc.

There are a variety of third-party applications available for your handheld. To
learn more about these applications, go to the web site: www.palm.com.

NOTE Palm works with developers of third-party add-on applications to ensure the
compatibility of these applications with your new Palm handheld. Some third-party
applications, however, may not have been upgraded to be compatible with your new
Palm handheld. If you suspect that a third-party application is adversely affecting the
operation of your handheld, contact the developer of the application”
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Appendix B Frequently Asked Questions

Software installation problems

Problem

The installation menu did not
appear when I inserted the
Desktop Software CD-ROM (or
the Software Essentials CD-
ROM) into my Windows
computer.

I cannot install Palm Desktop
software on my Windows
computer.

I cannot install Palm Desktop
software on my Mac computer.

Solution

Try the following:

1.

2.

3.

4,

5.

6.

From the Windows desktop, click Start.

Select Run.

Click Browse.

Locate your CD-ROM drive and select the Autorun file.
Click Open.

Click OK.

Try the following:

1.

2.

3.

6.

Disable any virus-scanning software on your computer.
Close any open applications.

Make sure your computer has at least 50MB of disk space
available.

Delete all temporary files.

Run ScanDisk (or another disk verification tool) on your
computer.

Uninstall and then reinstall Palm Desktop software.

Try the following:

1.

2.

3.

Disable any virus-scanning software on your computer.
Quit any open applications.

Make sure your computer has at least 50MB of disk space
available.

Uninstall and then reinstall Palm Desktop software.

If you are using Mac OS X, you must install using an
account with Administrator privileges.
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Operating problems

My files didn’t install during a
HotSync operation.

I can’t add more files to the
Palm Quick Install list.

Operating problems

Problem

I don’t see anything on my
handheld’s screen.

My battery doesn’t charge.

If files do not install after you perform a HotSync operation the
file type was not recognized. Try launching the associated
application from your handheld and then performing another
HotSync operation. If the files still remain in the list, they are
not associated with an application on your handheld and
cannot be installed.

Make sure the dialog box that confirms where the files will be
installed is closed. You cannot add more files to the list when
the confirmation dialog box is open. For details, see “Installing
applications and files on a Windows computer” in Chapter 4.

Solution

Try each of these in turn:

» Press an application button to ensure that your handheld is
turned on.

» Press Function C D + Brightness &) If the Brightness
dialog box appears, adjust the brightness by holding down
the up scroll button for a few seconds. If this doesn’t work,
hold the down scroll button for a few seconds.

» If your handheld was exposed to cold, make sure it is at
room temperature.

= Recharge the unit.

» Perform a soft reset. If your handheld still doesn’t turn on,
perform a hard reset. See “Resetting your handheld” in
Appendix A.

IMPORTANT With a hard reset, all records and entries stored
in your handheld are erased. Never perform a hard reset
unless a soft reset does not solve your problem. You can
restore any data previously synchronized with your
computer during the next HotSync® operation.

=  Make sure the power outlet is active and the HotSync
cradle is properly plugged in.

» If the battery does not hold a charge, return your handheld
to an authorized Palm service center.
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I get a warning message telling
me my handheld memory is
full.

My handheld keeps turning
itself off.

My handheld is not making
any sounds.

My handheld’s indicator light
is not blinking when alarms
occur.

My handheld does not vibrate
when alarms occur.

My handheld has frozen.

My handheld has frozen.

Try each of these in turn:

» Purge records from Date Book and To Do List. This deletes
To Do List items and past Date Book events from the
memory of your handheld. See “Purging records” in
Chapter 4. You may need to perform a HotSync operation
to recover the memory:.

s Delete unused memos and records. If necessary, you can
save these records. See “Deleting records” in Chapter 4.

» If you have installed additional applications on your
handheld, remove them to recover memory.
See “Removing applications” in Chapter 4.

Your handheld is designed to turn itself off after a period of
inactivity. This period can be set at one, two, or three minutes.
Check the Auto-off setting. See “Auto-off delay” in

Chapter 18.

Check the System, Alarm, and Game Sound settings.
See “System, alarm, and game sounds” in Chapter 18.

Check the Alarm LED setting. See “Alarm Vibrate and
indicator light settings” in Chapter 18.

Check the Alarm Vibrate setting. See “Alarm Vibrate and
indicator light settings” in Chapter 18.

Perform a soft reset. See “Resetting your handheld” in
Appendix A.

» If a network connection was improperly terminated, your
handheld may appear to be frozen for up to 30 seconds. If
it is still frozen after 30 seconds, perform a soft reset.

See “Performing a soft reset” in Appendix A.

s If your handheld is near your computer, move your
handheld away from the computer’s infrared port.
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Tapping and writing problems

Tapping and writing problems

Problem

When I tap the buttons or
screen icons, my handheld
activates the wrong feature.

When I tap the buttons nothing
happens.

When I press Function C ) +
Menu “8), or tap the Menu bar
nothing happens.

I can’t get my handheld to
recognize my handwriting.

Application problems

Problem

I tapped the Today button, but
it does not show the correct
date.

Solution

Calibrate the screen. See “Digitizer preferences” in Chapter 18.

If you have enabled Writing Area, you need to tap and hold
the button or other onscreen control until it activates. This
delay keeps the handheld activating a control while you are
writing a Graffiti 2 character.

Not all applications or screens have menus. Try changing to a
different application.

= Make sure you have turned on Writing Area. See “Writing
Area preferences” in Chapter 18.

» For your handheld to recognize handwriting input with the
stylus, you need to use Graffiti 2 writing. See “Using
Graffiti 2 writing to enter data” in Chapter 3.

s Write Graffiti 2 strokes for letters on the left side and the
strokes for numbers on the right side of the screen.

» Make sure that Graffiti 2 is not shifted into extended or
punctuation modes. See “Using Graffiti 2 writing to enter
data” in Chapter 3.

s  See “Graffiti 2 tips” in Chapter 3 for tips on increasing your
accuracy when you write Graffiti 2 characters.

Solution

Your handheld is not set to the current date. Make sure the Set
Date box in the Date and Time Preferences screen displays the
current date. See “Date and Time preferences” in Chapter 18
for more information.
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I know I entered some records,
but they do not appear in the
application.

I am having problems listing
memos the way I want to see
them.

I created an event in Date Book,
but it doesn’t appear in the
Week view.

My vCard or vCal e-mail
attachment isn’t forwarding
correctly.

Try each of these in turn:

Check the Categories pick list (upper-right corner). Choose
All to display all of the records for the application.

Check Security and confirm that Private Records is set to
Show private records.

In To Do List, tap Show and see if Show Only Due Items is
selected.

Try each of these in turn:

If you cannot manually arrange the order of the memos in
the list screen, check the Memo Preferences setting. Make
sure that Sort by is set to Manual.

If you choose to view your memos alphabetically on Palm
Desktop software and then perform a HotSync operation,
the memos on your handheld still appear in the order
defined in the Memo Preferences setting. In other words,
the sort settings you use with Palm Desktop software are
not transferred to your handheld.

If you have two or more events with the same start time, the
tirst event created appears as a gray bar, and any subsequent
conflicting events appear as a single red bar. To see the
overlapping events select the Day View.

Palm Desktop software provides several features that interact
with e-mail client software on a Windows computer. In order
for these features to work correctly, the e-mail client software
must be properly configured. Follow these steps to check the
configuration:

1.
2.
3.

Click the Windows Start menu, and then select Settings.
Select Control Panel.
Select Internet Options, and then click the Programs tab.

Make sure that the E-mail field is set to the correct e-mail
client software.

Click OK.

Start the e-mail client software and make sure it is
configured as the default MAPI client. Consult the
documentation for your desktop e-mail application for
more information.
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HotSync problems

Problem

I cannot perform a HotSync
operation. What should I check
to make sure I am doing it
correctly?

I can't perform a network
HotSync operation using my
wireless LAN.

I can't find my PC while
attempting a network HotSync
operation.

I performed a HotSync
operation, but one of my
applications did not
synchronize.

Solution

= Make sure the HotSync cradle is connected securely.
On a Windows computer try these steps:

1. Check the Windows system tray to make sure the
HotSync Manager is running. If it is not, open Palm
Desktop software.

2. Make sure you selected Local USB or Local Serial, as
appropriate, from the HotSync Manager menu.

3. Ifyou are using the serial cradle, make sure you selected the
correct serial port on the Local tab in the Setup dialog box.
It should be set to the port where you connected the
HotSync cradle.

On a Mac computer, try the following:

» Make sure HotSync Manager is enabled. If it is not, double-
click the HotSync Manager icon ® in the Palm folder and
enable HotSync Manager on the HotSync Controls tab.

» Make sure you are connected to your wireless LAN by
checking your Signal Status. This can be found within the
Wi-Fi Preferences or from the command bar. See “Turning
the 802.11b radio on and off” in Chapter 18.

» Make sure the PC selected for Network HotSyncis your PC.
See “Performing a wireless network HotSync operation” in
Chapter 17.

You can enter your computer name manually by tapping
Other within Network HotSync setup and enter your PC's
name or IP address. To find the name or IP address of your PC,
consult with your network administrator or your computer
documentation for instructions. For more information about
manually adding a PC, see “Performing a wireless network
HotSync operation” in Chapter 17.

=  On a Windows computer, click the HotSync Manager and
choose Custom. Check that the correct conduit is active.

=  On a Mac computer, double-click the HotSync Manager
icon ®. From the HotSync menu, choose Conduit Settings.
Select your username from the User pop-up menu, and
check that the correct conduit is active.
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I'am using Outlook as my PIM, Try each of these in turn:
but I cannot do a HotSync

. s Click the HotSync Manager and select Custom. Check that
operation.

the correct conduit is active.

s Check that the correct conduit is installed. Reinstall the
HotSync Manager and make sure that the correct conduit is
selected.

» Reinstall Palm Desktop software and select the option to
synchronize with Microsoft Outlook.

I cannot launch the HotSync » If you are using the optional serial cradle, make sure you

Manager. are not running another program, such as America Online,
that uses the serial port you selected in the Setup dialog
box.

»  Make a backup copy of your Palm Desktop data, and then
reinstall Palm Desktop software.

I tried to perform a local Try each of these in turn:
HotSync operation, but it did

= Make sure your handheld is seated in the cradle/cable
not complete successfully.

correctly.

s Check the connection between the HotSync cradle/cable
and the USB or serial port on your computer.

= Make sure the user name you selected in Palm Desktop

software matches the user name assigned to your
handheld.

= Make sure the date on your computer matches the date on
your handheld.

» Read the HotSync Log for the user account for which you
are performing a HotSync operation

On a Windows computer, try each step in turn:

» Make sure that HotSync Manager is running. If it is
running, close it and restart it.

= Make sure you selected Local USB or Local Serial, as
appropriate, from the HotSync Manager menu.

» If you are using the serial cradle/cable, make sure you
selected the correct serial port on the Local tab in the Setup
dialog box. It should be set to the port where you connected
the HotSync cradle/cable.
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HotSync problems

I tried to perform a local » If you are using the serial cradle/cable, try a lower baud
HotSync operation, but it did rate setting on the Local tab in the Setup dialog box.
not complete successfully

» If you are using the serial cradle/cable, make sure you
aren’t running a program, such as America Online, that
uses the serial port you selected in the Setup dialog box.

(Continued)

On a Mac computer, try each step in turn:

» Make sure HotSync Manager is enabled on the HotSync
Controls tab in the HotSync Software Setup window.

» If you are using the optional serial cradle/cable,
double-click the HotSync Manager icon in the Palm folder
and then click the Connection Settings tab. Make sure the
port selection matches the port where your HotSync
cradle/cable is attached.

» Ifyou are using the optional serial cradle/cable, try a lower
Speed setting on the Connection Settings tab.

» If you are using the optional serial cradle/cable, make sure
you aren’t running a program, such as America Online, fax
or telephony software, or AppleTalk networking, that uses
the serial port you selected in the Connection Settings tab.
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I can’t perform an IR HotSync

operation.

When I press the HotSync
button on the cradle/cable,
nothing happens on Palm
Desktop software, and my
handheld times out.

Try each of these in turn:

On a computer running Windows 98, be sure that the
HotSync Manager is running, that Infrared is selected on
the HotSync Manager menu, and that the Serial Port for
local operations is set to the simulated port for infrared
communication. See “Conducting IR HotSync operations”
in Chapter 17 for details.

On a computer running Windows 2000/ME/XP, select IR
in the HotSync Manager. See “Preparing your computer for
infrared communication” in Chapter 17 for details.

On a Mac computer, make sure the infrared
communications extensions have been installed in the
Extensions folder inside the System folder. Next, open the
HotSync Software Setup window, and be sure that HotSync
Manager is enabled and that the Local Setup Port is set to
Infrared Port. See “Conducting IR HotSync operations” in
Chapter 17 for more information.

On your handheld, be sure the HotSync application is set to
Local, with the option IR to PC/Handheld.

Be sure the IR port of your handheld is aligned directly
opposite to, and within a few inches of, the infrared device
of your computer.

IR HotSync operations do not work after you receive a low
battery warning. Check the battery power of your
handheld. Recharge the internal battery.

Try each of these in turn:

Make a copy of your Palm folder. Uninstall, and then
reinstall, Palm Desktop software.

Turn on your handheld and press Home @ 2. Tap the
HotSync icon ®, and then tap Local.
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When I perform a HotSync
operation, my information
does not transfer to Palm
Desktop software.

My handheld displays the
message “Waiting for sender”
when it’s near my computer’s
infrared port.

I want to synchronize my
computer with more than one
handheld.

Try each of these in turn:

If you have performed a HotSync operation successfully
but you cannot find the data from your handheld on Palm
Desktop software, check to see that you have the correct
user name selected for viewing data.

On a Windows computer, click the HotSync Manager and
select Custom. Check that all conduits are set to
synchronize files.

On a Mac computer, double-click the HotSync Manager
icon ®. From the HotSync menu, choose Conduit Settings.
Select your username from the User pop-up menu, and
check that the correct conduit is active.

Try each of these in turn:

Your computer’s infrared port may be set to search
automatically for the presence of other infrared devices.
Consult the documentation for your operating system for
information about turning off this option.

In some cases, simply moving your handheld away from
the computer’s infrared port solves the problem.

Try each of these in turn:

If the computer running Palm Desktop software
synchronizes with more than one handheld, each handheld
must have a unique name. Assign a username to your
handheld the first time you perform a HotSync operation.

Please be aware that synchronizing more than one
handheld with the same user name causes unpredictable
results and, potentially, loss of your personal information.
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Beaming problems

Problem

I cannot beam data to another
device with an IR port.

When someone beams data to
my handheld, I get a message
telling me it is out of memory.

Solution

NOTE The IR communications feature is not compatible with
the Palm VlIx handheld.

Try each of these in turn:

If you are beaming to another Palm handheld, confirm that
your handheld and the other handheld are between ten
centimeters (approximately 4") and one meter
(approximately 39") apart and that the path between the
two handhelds is clear of obstacles. Beaming distance to
other devices with an IR port may be different.

Move your handheld closer to the receiving device.

Make sure the receiving device has enabled beam receive.

Try each of these in turn:

Your handheld requires at least twice the amount of
memory available as the data you are receiving. For
example, if you are receiving a 30KB application, you must
have at least 60KB free.

Perform a soft reset. See “Performing a soft reset” in
Appendix A for more information.
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Recharging problems

Recharging problems

Problem

When I place my handheld in
the cradle, the indicator light
does not go on.

Solution

Try each of these in turn:

Confirm that your handheld is firmly connected to the
cradle/cable.

Confirm that your recharger cable is properly connected to
the cradle/cable. On some cradles/cables the recharger
cable connects to the back of the USB or serial port
connector that plugs into your computer, and on other
cradles/cables the recharger cable connects to the back of
the cradle/cable.

Confirm that your recharger is plugged into an AC outlet
that has power.

With your handheld seated in the cradle/cable. Press the
power button and press Home @ 9. Confirm that there is a
lightening bolt on the battery icon at the top of the screen.

Charge your handheld for at least two full hours.
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Security problems

Problem Solution

I forgot the password, and my = First, use the password hint to try to remember the

handheld is not locked. password. If this does not help, or if you do not have a
password hint, you can use Security to delete the password,
but your handheld deletes all entries marked as private.
However, if you perform a HotSync operation before you
delete the password, the HotSync process backs up all
entries, whether or not they are marked private. Then you
can follow these steps to restore your private entries:

a. Use the Palm Desktop software and the cradle or
infrared communication to synchronize your data.

b. Tap Forgotten Password in Security to remove the
password and delete all private records.

c¢. Perform a HotSync operation to synchronize your data
and restore the private records by transferring them
from your computer to your handheld.

I forgot the password and my  First, use the password hint to try to remember the password.

handheld is locked. If this does not help, or if you do not have a password hint, you
must perform a hard reset to continue using your handheld.
See “Performing a hard reset” in Appendix A for more

information.
Wi-Fi and VPN problems
Problem Solution
I am traveling in a foreign Tungsten C handhelds operate in the Industry Scientific and
country and I can’t make a Medical band (ISM). Not all countries support all channels in
wireless connection. the ISM band. Because the regulations for wireless

communication vary between countries, the Tungsten C
handheld is only certified for use in the country where it was
originally sold. For more information on which channels your
handheld supports, see Appendix C.
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Wi-Fi and VPN problems

I can't make a wireless » Your handheld is designed to connect to a wireless access

connection. point. Consult your wireless access point manual and the
manufacturer website for troubleshooting information
regarding your wireless access point.

= Most corporate networks have security policies that require
special setup procedures. Contact your IT administrator for
information.

The VPN client included with ~ The Palm VPN client is based on the PPTP protocol. Third

my handheld does not work party software solutions are available if your corporation

with my corporate network. requires an IPSec client. See www.palm.com/support/tungstenc
for links and information to other VPN solutions.
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E-mail problems

Problem

I am having problems
accessing my account.

I am having difficulty sending
and receiving e-mail using a
synchronize-only account.

Solution

Occasionally you may experience problems using an e-mail
account after you set it up. Be sure to follow the account setup
procedures. See “Setting up and managing e-mail accounts”
in Chapter 14. If you followed the procedure and are
experiencing problems using the account, verify that the
account complies with your e-mail provider’s requirements by
following these steps:

Verify both your password and your username for your e-
mail account.

Verify that your network settings and/or your Wi-Fi or
broadband wireless account information is accurate.

If you are connecting using an external modem device such
as a PalmModem® accessory, verify that you have an
account with an ISP and are able to dial in over a voice
phone line.

If you are connecting using a mobile phone through either
a cable or the IR port on your handheld, verify that you
have either a data-enabled GSM or a high-speed GPRS
account with your wireless service provider.

Some wireless service providers require you to be on their
network to use your e-mail account. If this is the case, be
sure to use your provider's network as the connection type
for the account.

Some wireless service providers have other requirements
specific to their service. For example, Yahoo! requires you
to set up POP mail forwarding for your Yahoo! account in
order to download e-mail messages to your handheld.
Check with your service provider to see if any provider-
specific requirements exist.

Service provider settings frequently change. If your e-mail
account was working, but you are currently experiencing
problems, check with your service provider to see if any of
the account settings have changed.

Make sure you have chosen the same settings for the account
on both your handheld and your desktop. For example, if the
account is set up on the handheld to use the POP protocol,
check the HotSync manager on the desktop to make sure that
POP is selected as the protocol for that account.
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Technical support

Technical support

If, after reviewing the sources listed at the beginning of this appendix, you cannot
solve your problem, go to www.palm.com/support/tungstenc or send an e-mail to
your regional Technical Support office.

Before requesting support, experiment a bit to reproduce and isolate the problem.
When you do contact support, please be ready to provide the following
information:

» The name and version of the operating system you are using

» The actual error message or state you are experiencing

» The steps you take to reproduce the problem

» The version of handheld software you are using and available memory

» The wireless service provider’s name

» The software version of your 802.11b radio

To find your handheld version and memory information:

1. Press Home @ 9.

2. Press Command Stroke +L.
Alternately, press Function C D + Menu (“®), and then select Info on the
App Menu.

NOTE Thousands of third-party add-on applications have been written for
Palm OS handhelds. Unfortunately, we are not able to support such a large
number of third-party applications. If you are having a problem with a third-
party application, please contact the developer or publisher of that software.

3. Tap Version to see version numbers, and tap Size to see the amount of free
memory in kilobytes.

To find your wireless service provider's name and 802.11b radio software version:
1. Press Home @ 9.

2. Tap the Prefs icon &.

3. Tap the pick list in the upper-right corner of the screen.

4. Select Mobile.

5. Select Current status.

6. Scroll down to SV number to view the software version of your 802.11b radio.
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Wi-Fi Frequencies

Palm™ Tungsten™ C handhelds operate in the Industry Scientific and Medical
band (ISM). The ISM band is an internationally recognized band for radio LANs
which operates in the 2.4 Ghz range. There are 14 allocated channels within this
band.

Not all countries support all channels in the ISM band. Because the regulations for
wireless communication vary between countries, the Tungsten C handheld is only
certified for use in the country where it was originally sold. Therefore, if you take
your Tungsten C handheld to countries other than where your handheld is

certified, there is a possibility that you will not be able to connect to an access point.

The following list identifies by country of purchase which channels your Tungsten
C handheld is set for:

Channel Frequency USA Canada Europe/ France Japan

ID (MHz) FCcC IiC Asia Pacific MKK
ETSI

1 2412 + + + +
2 2417 + + + +
3 2422 + + + +
4 2427 + + + +
5 2432 + + + +
6 2437 + + + +
7 2442 + + + +
8 2447 + + + +
9 2452 + + + +
10 2457 + + + + +
1 2462 + + + + +
12 2467 + + +
13 2472 + + +
14 2484 +
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Product Regulatory and Safety Information

FCC Statement

This device complies with part 15 of the FCC rules. Operation is subject to the following two
conditions: (1) This device may not cause harmful interference, and (2) this device must accept any
interference received, including interference that may cause undesired operation.

NOTE This equipment has been tested and found to comply with the limits for a Class B digital device,
pursuant to Part 15 of the FCC rules. These limits are designed to provide reasonable protection against
harmful interference in a residential installation. This equipment generates, uses, and can radiate radio
frequency energy and, if not installed and used in accordance with the instructions, may cause harmful
interference to radio communications. However, there is no guarantee that interference will not occurin a
particular installation. If this equipment does cause harmful interference to radio or television reception,
which can be determined by turning the equipment off and on, the user is encouraged to try to correct the
interference by one or more of the following measures:

m  Reorient or relocate the receiving antenna.

m Increase the separation between the equipment and receiver.

m Connect the equipment into an outlet on a circuit different from that to which the receiver is connected.
m  Consult the dealer or an experienced radio/TV technician for help.

The use of shielded I/O cables is required when connecting this equipment to any and all optional
peripheral or host devices. Failure to do so may violate FCC rules.

CAUTION Changes or modifications not covered in this manual must be approved in writing by the
manufacturer’s Regulatory Engineering Department. Changes or modifications made without written
approval may void the user’s authority to operate this equipment.

In August 1996, the Federal Communications Commission (FCC) of the United States with its action
in Report and Order FCC 96-326 adopted an updated safety standard for human exposure to radio
frequency electromagnetic energy emitted by FCC regulated transmitters. Those guidelines are
consistent with the safety standard previously set by both U.S. and international standards bodies.
The design of this product complies with the FCC guidelines and these international standards.

Exposure To Radio Frequency Energy (SAR)

In order to comply with FCC RF exposure safety guidelines, users MUST use a Palm brand body-
worn accessory during body-worn operation. Use of accessories not provided by Palm or that have
not been tested for RF exposure compliance with this product may not comply with the FCC RF
exposure safety guidelines and should not be used.
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FCC Statement

To comply with FCC RF exposure compliance requirements, this device and its antenna must not be
co-located or operating in conjunction with any other antenna or transmitter. The user of this device
should ensure that the operation of this device is in compliance with these provisions.

Responsible Party:
Palm™ Tungsten™ C Product Family

Palm Solutions Group

400 N. McCarthy Blvd. Tested to Comply
Milpitas, California 95035 C With FCC Standards

United States of America
(408) 503-7500

FOR HOME OR OFFICE USE

Industry Canada

The term “IC:” before the certification/registration number only signifies that the Industry Canada
technical specifications were met.

Canadian Wireless Regulatory Notice

This Class B digital apparatus meets all requirements of the Canadian-Interference-Causing
Equipment Regulations. Operation is subject to the following two conditions: (1) this device may not
cause any interference, and (2) this device must accept any interference, including interference that
may cause undesired operation of the device. To prevent radio interference to the licensed service,
this device is intended to be operated indoors, and away from windows to provide maximum
shielding. Equipment (or its transmit antenna) that is installed outdoors is subject to licensing.

Battery Warning

Do not mutilate, puncture, or dispose of batteries in fire. The batteries can burst or explode, releasing
hazardous chemicals.

Vaming

Eksplosionsfara vid felaktigt batteribyte. Anvdnd samma batterityp eller en ekvivalent typ som
rekommenderas av apparattillverkaren. Kassera anvént batteri enligt fabrikantens instruktion.

Advarsel!

Lithiumbatteri—Eksplosionsfare ved fejlagtig handtering. Udskiftning ma kun ske med batteri af
samme fabrikat og type. Levér det brugte batteri tilbage tilleveranderen.

Varoitus

Paristo voi rdjahtés, jos se on virheellisesti asennettu. Vaihda paristo ainoastaan valmistajan
suosittelemaan tyyppiin. Havita kiytetty paristo valmistajan ohjeiden mukaisesti.

Advarsel

Eksplosjonsfare ved feilaktig skifte av batteri. Benytt samme batteritype eller en tilsvarende type
anbefait av apparatfabrikanten. Brukte batterier kasseres i henhold til fabrikantens instruksjoner.
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Waarschuwing!
Bij dit produkt zijn batterijen geleverd. Wanneer deze leeg zijn, moet u ze niet weggooien maar
inleveren als KCA.

Uwaga

Nie kroi¢ lub przekluwac¢ baterii, ani nie wrzuca¢ ich do ognia. Moga sie rozerwac lub
wybuchna¢ wydzielajac trujace srodki chemiczne. Zuzytych baterii nalezy pozbywac sie w
sposéb opisany przez producenta i zgodnie z miejscowymi przepisami.

NINTX
N1 XD NN NDI0N NX D'9>NN DX MKKIONN N1DD p°

208N NK5NND DRNN2 ,NNMIT IR NNFN7102 192100 DX 9oNnD »e
NN MM DXNN Mymen MHY70 1Ownh e

Intrinsic Safety Warning

Warning - Explosion Hazard

Substitution of component may impair suitability for Class I, division 2.

Warning - Explosion Hazard

When in hazardous location, turn off power before replacing or wiring modules.

Warning - Explosion Hazard

Do not disconnect equipment unless power has been switched off or the area is known to be
non-hazardous.

Wireless Notices - Usage Cautions

In some situations, the use of the wireless device may be restricted. Such restrictions may apply
abroad on airplanes, in hospitals, near explosive environments, in hazardous locations, etc. If you
are not certain of the policy that applies to the use of this device, please ask for authorization first
prior to turning on the device.
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Declaration of Conformity

European Union Notice

CE Declaration of Conformity

Application of Council Directive(s):

89/336/EEC (EMC directive), 99/5/EC (R&TTE directive), 73/23/EEC (Low Voltage Directive)

Standards to which Conformity is Declared:

EN55022
EN301-489-1/-17
EN300-328
EN55024
EN60950
EN50360/50361

Manufacturers Name:

Manufacturers Location:

Importers Name:

Importers Location:

Type of Equipment
Model Number:

Year of Manufacture:

Digital Device Emissions (Class B)
Radio Device EMC

Radio Equipment Emissions
Digital Device EMC

Product Safety

SAR Safety

Palm Solutions Group

400 North McCarthy Blvd.
Milpitas, CA 95035-5112
USA

Palm Germany GmbH

Landsberger Strasse 155
D-80687 Munchen
Germany

Handheld Computer
Tungsten C

2002

I, the undersigned hereby declare that the equipment specified above
conforms to the above Directive(s) and Standard(s)

Place: Santa Clara, CA David Woo
Date: 10-28-02 Global Compliance Manager
English

Hereby, Palm Solutions Group, declares that this 802.11B PDA is in compliance with the essential
requirements and other relevant provisions of Directive 1999/5/EC.

Finnish

Palm Solutions Group vakuuttaa taten ettd 802.11B PDA tyyppinen laite on direktiivin 1999/5/
EYoleellisten vaatimusten ja sitd koskevien direktiivin muiden ehtojen mukainen.

Dutch

Hierbij verklaart Palm Solutions Group dat het toestel 802.11B PDA in overeenstemming is met de
essentiéle eisen en de andere relevante bepalingen van richtlijn 1999/5/EG.

Bij deze verklaart Palm Solutions Group dat deze 802.11B PDA voldoet aan de essentiéle eisen en aan
de overige relevante bepalingen van Richtlijn 1999/5/EC.
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French

Par la présente Palm Solutions Group déclare que l'appareil 802.11B PDA est conforme aux exigences
essentielles et aux autres dispositions pertinentes de la directive 1999/5/CE.

Par la présente, Palm Solutions Group déclare que ce 802.11B PDA est conforme aux exigences
essentielles et aux autres dispositions de la directive 1999/5/CE qui lui sont applicables.

Swedish

Hérmed intygar Palm Solutions Group att denna 802.11B PDA star I 6verensstimmelse med de
vasentliga egenskapskrav och 6vriga relevantabestimmelser som framgér av direktiv 1999/5/EG.

Danish

Undertegnede Palm Solutions Group erkleerer herved, at felgende udstyr 802.11B PDA overholder
de veaesentlige krav og evrige relevante krav i direktiv 1999/5/EF.

German

Hiermit erklart Palm Solutions Group, dass sich dieser/diese/dieses 802.11B PDA in
Ubereinstimmung mit den grundlegenden Anforderungen und den anderen relevanten Vorschriften
der Richtlinie 1999/5/EG befindet". (BMWi)

Hiermit erklart Palm Solutions Group die Ubereinstimmung des Gerites 802.11B PDA mit den
grundlegenden Anforderungen und den anderenrelevanten Festlegungen der Richtlinie 1999/5/EG.
(Wien)

Greek

I e to mopdvy, 0 dpuhog stepedy Pam Solutions dnhdwvel vmetfuove oL oot 1) quakeu
Mpogomwkod Frpuekot Bonbod (PDA) wecdk 802,11 B cupLoppodoo (L T o0 qud dstg
e T ol ko dhhes ayetkds Suxtdla ong Odmdeg 1999/ 5EX.

Italian

Con la presente Palm Solutions Group dichiara che questo 802.11B PDA & conforme ai requisiti
essenziali ed alle altre disposizioni pertinenti stabilite dalla direttiva 1999/5/CE.

Spanish

Por medio de la presente Palm Solutions Group declara que el 802.11B PDA cumple con los requisitos
esenciales y cualesquiera otras disposiciones aplicables o exigibles de la Directiva 1999/5/CE.

Portuguese

Palm Solutions Group declara que este 802.11B PDA esta conforme com os requisitos essenciais e
outras disposigdes da Directiva 1999/5/CE.
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Numerics

802.11b
adding WEP encryption 362
connection information 355
network settings 355
signal field 355
turning radio on and off 355

A
ABA (Address Book archive file) 34
Accented characters, Graffiti 2 writing 29
Access point 358
Account. See E-mail account
Action icons 274
Add-on applications 63-70
Address Book
*If Found Call* entry 75
adding custom fields 81
adding e-mail address from 197
adding entry from e-mail 224-225
archive files (.aba) 34
business card for beaming 32
categorizing records 51
conduit for synchronizing 306
creating records 47
deleting records 49
displaying category 81
displaying data in the Address list 76
finding records 14, 54
fonts 61
Look Up 54
menus 80
notes for records 60
opening 74
overview 73
private records 377
sorting records 59
using to address e-mail 197

Index

Addressing e-mail

displaying another address 153, 160,

167, 255

message 196-199

using Smart Addressing 198
Ad-hoc connection 359
Advanced preferences 221
Agenda (Date Book view) 101
Alarm

LED setting 335

lists 62

preset 105

setting in Clock 301

setting in Date Book 95

setting in Note Pad 122

sound 105, 180, 302, 334, 394

vibrate setting 335
Alerting for new mail 179
Alphabet

Graffiti 2 writing 26
APOP

adding to an account 254, 257, 259

and synchronization 229

requirement 147, 253
Application buttons 9, 37, 74, 91, 365
Applications

Address Book 73

beaming 32-33

Calculator 83

Card Info 87

categories 39-40

copying text to other 285

Date Book 91

downloading 278

Expense 107

font style 61

installing 63-69

Launcher 3741

Memo Pad 115

Note Pad 119

opening 37
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Index

Palm Photos 125

Palm VersaMail 143

plug-in 349

PRC (application file extension) 349

preferences for 46

removing 69

To Do List 137

viewing as icons 40

viewing as list 40

Web Browser 273

World Clock 295

See also Add-on applications
Archive files

importing data from 34

for main applications 34

saving deleted records 49

saving purged records 50
Attaching a signature to messages 154, 161,

168

Attachments

attaching files from an expansion

card 215

attaching files from applications 213

downloading 224

icon for 183

saving to expansion card 212

selecting plug-ins 241

sending 199

using Documents To Go 240-242
Auto get mail 175

notification options 179

notifications 178

Reminders screen 181

resource issues 183

scheduling 176

VPN connections 148
AutoCorrect 15
Autofill, in Web Browser 291
Automatic fill, in Expense 114
Automatic sending of messages. See Send re-

try

Auto-off delay 332
Autotext. See Graffiti 2 ShortCuts

B

Background sending of messages. See Send
retry
Backing up e-mail databases 265

Backlight, adjusting 12
Battery

auto-off delay 332

charging 386

conserve power 356

conserving power 332

doesn’t charge 393

gauge 37

life and use 386

recycling 386

warning 412414
Bec field 196

See also Blind copies
Beaming

location of IR port 8

problems with 402

See also Infrared
Beep for new mail 178
Blind copies 153,154, 160, 161, 167, 168, 197,

255

Blinking asterisk 181
Bold font for text 61
Bookmarks

adding 281

deleting 282

editing 282

visiting pages 281
Brightness

adjusting 12

key location 16
Broken envelope icon 181
Browsing the web 276-280
Business card for beaming 32
Buttons preferences 365-366

HotSync 366

mapping 365

C

Calculator
buttons explained 83-84
memory 84
overview 83
recent calculations 83, 84
Calibration 13, 328
Call waiting
disabling 342
Calling card, using in phone settings 343
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Index

Capital letters
CAPS key location 16
Graffiti 2 writing 27
CAPS key
function 17
location 16
Card Info 87
Caring for the handheld 385
Categories
application 3940
assigning records to 50-51
beaming 32-33
creating 52-53
default 39, 51
displaying 52, 81, 396
merging 54
renaming 53
using in Applications Launcher 40
Category
for bookmarks 281, 282
for saved pages 284
Cc field 197
Chain calculations 84
Characters, Graffiti 2 22
Charging battery 386
Check boxes 20
Clearing
Calculator entries 83
History list 289
reminders 181
Color Theme Preferences 366
Combining categories 54
Comma delimited files, importing data
from 34
Command
bar in VersaMail 262
buttons 21
stroke key 45, 46
toolbar 46
Command stroke key 46
Communication preferences 325
Network 339-350
Serial 337-339
VPN 354
Wi-Fi 355-361
Compressing Day view 104
Compression 273

Conduits
account information screens 236
for synchronizing applications 397
shortcuts 238
SSL and 244
for synchronizing applications 306-307,
388, 389
for synchronizing applications, Mac 307
synchronizing multiple accounts 244
Contflicting events 102
Connecting
IR to PC 338
selecting for network 341
service templates 344
to server or ISP 344
Connection types
changing in account 250
GPRS, prerequisite for 146
GSM, prerequisite for 146
modem sled, prerequisite for 146
network connection 145
PalmModem accessory, prerequisite
for 146
synchronize-only connection 145
Content
latest 280
old 280
Continuous events
deleting from Date Book 49
scheduling 97
Contrast control 12
Contrast. See Brightness
Cookies 292
Copying
notes into other applications 119
photos into other applications 125
text 48
text in Web Browser 285
Cradle
connecting to computer 10
for local HotSync operations 313, 319
settings 333
viewing data from 333
Creating
Address Book entries 74-75
categories 39-40, 52-53
currency symbols 111
custom fields in Address Book 81
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Date Book events 91
Expense items 108
expense reports 113
HotSync user profile 321
list items 138
note 120
notes for records 60
photo album 130
records 47
security shortcuts 383
ShortCuts 383
Currency
default 111
defining 111
for Expense items 110
Current
date 395
time 37
Custom
currencies and symbols 111
fields in Address Book 81
Customizing Web Browser 286-291
Cutting text 48
Cycling through views 74, 91

D

Data entry. See Entering data
Database

backing up 265

upgrading a MultiMail database 144
Date

displaying in Clock 302

Expense item 109

setting 327

setting current 296, 395

setting preference 327

To Do List record due 140-141
Date and Time preferences 327-328
Date Book

adding Address Book data to records 56

Agenda view 101

alarm 95

archive files (.dba) 34

changing event time 95

changing event to untimed 95

conduit for synchronizing 306

conflicting events 102

continuous events 97-98

creating records 47, 92-95
Day view 99
deleting records 49
display options 104
end time for Day view 105
fonts 61
menus 103
Month view 100
notes for records 60
opening 91, 276
overview 91
private records 377
purging records 50
repeating events 49, 97-98
scheduling events 91-93, 278-280
selecting dates 93
start time for Day view 105
Sunday or Monday to start week 329
switching views 99
untimed events 92, 94
viewing appointment reminders 181
Week view 99, 329, 396
Day
Date Book view 92, 104
displaying in World Clock 302
Daylight savings 327
DBA (Date Book archive file) 34
Decimal point 329
Default 274
categories 39, 51
currency in Expense 111
setting
for autofill 291
for cookies 292
Delete key 16
Deleted data, saving in archive files 49
Deleting
applications 69
bookmarks 282
Desktop software 70
e-mail 217-219, 255
filters 249
Graffiti 2 characters 25
mail in the trash 220
old messages 218
passwords 369
records 49
saved pages 285
service templates 350
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text 48
See also Purging records
Desktop software
displaying euro 113
linking to external files 35, 320
removing 70,71
saving deleted data to an archive file 49
Dial-Up network
idle timeout 345
login scripts 347-349
password 340
phone settings 341
primary DNS 346
secondary DNS 346
selecting connection 341
selecting service 339
username 340
Digitizer 13
calibration 13
preferences 328
Disabling
autofill 291
cookies 291
Disconnecting a modem 261
DNS (Domain Naming System)
changing 358
defining 346
view address 355
Documents To Go
converting attachments 240-242
Double-booked events 102
Download
attachments 183
files, all types 278
message size 152,160, 166
stopping 279
Drafts
creating 194
saving 199, 202
Dragging
memos into other applications 115
using the stylus 14

E

Editing
bookmarks 282
records 47
saved pages 284

E-mail 274

adding Address Book entry from e-
mail ??-225

adding Address Book entry from
email 224-??

adding attachments 213-214

addresses in Address Book 75

addressing 196

alert for new mail 179

attaching files 174

attaching files from an expansion
card 215

attaching files from applications 213

attachments 207-217

auto get notifications 178

backing up databases 265

beeping for new mail 178

buzzing or blinking for new mail 180

color selection 186

composing 199

copying and pasting text 261

creating new messages 195-199

days to synchronize 231

deleting messages on handheld 217-219

deleting messages on server 255

display options 186

downloading large attachments 210-212

drafts 202

emptying trash 220-221

filters for 245-246

folder on server 255

font selection 186

forwarding 203, 205

forwarding attachments 217

getting entire message 174

getting on desktop 227-230

getting subject only 174

header details 263

HTML 185

icons 183, 202

leaving mail on server 152,159, 165, 253

managing mail settings 249

marking read and unread 221-223

maximum message size 152, 160, 166

message format 185

notification options 179

personal signature 203, 224

preferences 223-224

reading 173
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replying to 205-206

saving attachments to expansion
card 212

scheduling auto get mail 176

Secure Sockets Layer

send retry 201

sending 199

signature, adding 154, 161, 168

storing in Outbox 199

trash 220

URLs in messages 207

viewing attachments 207-210

E-mail account

advanced preferences 260

APOP setting 254

auto get mail 175

before setting up 146

changing e-mail address 252

changing mail server settings 253

changing protocol type 250

changing username and password 250

checking for new messages 173, 174

color selection 186

corporate 147

creating a synchronize-only
account 155-162

creating new 149-153, 159-160

default mail service 170-172, 251

deleting accounts 169-170

display options 186

displaying Inbox 173

editing 168, 169

editing accounts 163-257

font selection 186

incoming and outgoing server 150, 157,
164

managing mail settings 249

notification option 178

outgoing mail server 255

password 150, 157, 164

problems with 172

synchronization options 227-230

synchronizing 226, 242-243

troubleshooting 172

username 150, 157, 164

wireless coverage indicator 268

Enabling
autofill 291
cookies 291

Encryption
handheld data 381
Web Browser 274
WEP 362
Entering data
importing from other applications 34-36
problems with 395
using the computer keyboard 34
Entries. See Address Book
Envelope icon 183
Error log 226
ESMTP 147, 257
adding to an account 259
Eudora, configuring for e-mail 240
Euro
displaying on desktop computer 113
in Expense 110, 111
in Graffiti 2 writing 30
in onscreen keyboard 18
printing 113
Events. See Date Book
Exclamation marks in To Do List 141
Expansion Card
adding hardware 10
applications 38
copying applications 41
described 11
formatting 88
renaming 88
using cards 87
Expense
adding Address Book data to
records 57-58
categorizing records 51
creating records 108
currency 110
date of item 109
defining new currency 111
menus 113
overview 107
receipt details 109
reports 113
type 109,114
vendor 110
Extended MAPI 228

F

FCC Statement 411
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Files
converting attachments 240-242
error log 226
linking to external 35, 320
Filters
creating 245-247
deleting 249
editing 249
examples of 248
turning on and off 248
Find key 16
Finding
Find key location 16
information in applications 54-58
phone numbers 56
using the Find application 56
visited pages 286
Web Browser version 293
Folders
creating new 194
viewing other 186
Fonts 61,113
Formats preferences 328
Forwarding e-mail 203
Frequently asked questions (FAQs)
application problems 395
beaming problems 402
e-mail problems 406
HotSync problems 397
operating problems 393
recharging problems 403
security problems 404
software installation problems 392
tapping and writing problems 395
VPN problems 404
Wi-Fi problems 404
Frozen handheld 394
Function key
location 16
locking 19
using 18

G

Games 335

General preferences 180, 326-336
alarm LED setting 335
alarm sounds 334

alarm vibrate setting 335

Date and Time 327-328

Digitizer 328

Formats 328

Keyboard 330, 332

Power 332-334

system sounds 334

Writing Area 335
Getting e-mail

checking for new messages 174
Glossary. See Graffiti 2 ShortCuts
GPRS

prerequisite for connection 146
Graffiti 2

accented characters 29

alphabet 22,26

basic concepts 23

capital letters 27

how to write characters 24

numbers 27

Preferences 330

problems using 395

punctuation marks 28

ShortCuts for entering data 31

symbols 30

tips 25

writing area 24

Writing Area preferences 335
GSM

prerequisite for connection 146

H

Handheld

alarm 180

blinking 180

buzzing 180

increasing space on 11

vibrating 180
Hard reset 387, 393
Hardware add-ons 10
Help

online tips 22

Web Browser 275
Hiding records 376
Home page

changing 287

returning to 278
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HotSync
buttons preferences 366

conduits for synchronizing
applications 306-307, 388, 389

conduits for synchronizing applications,

Mac 307
customizing 306, 307
first-time operation 312-316, 321-323
IR operation 317-320
linking to external files 35, 320
local operation 304, 313, 398, 399
local operation on Mac 315
modem operation 304
network HotSync problems 397
network operation 308-312
operations using cradle 319, 337
operations using IR port 317-319,
338-339
problems launching application 398
problems with 397-401
problems with IR 400
restoring data 388-389
setting options 303-305
starting Manager 226
synchronize active accounts 226
synchronizing e-mail 243
using with another PIM 70
Hyperlink. See link

Icon

alarm 95
application 40
Back 277
broken envelope 181
for e-mail messages 183, 202
Forward 278
function lock

Icon

function active 19

Home 278, 287
HotSync Manager 226
lock 33
note 60
online tips 22
Open URL 276
paperclip 183
Quick Connect 77

Quick Tour 5
Refresh 279
repeating event 97
Stop 279

Tips 22,275
VersaMail e-mail 183
Web Content 281

Idle timeout of ISP or server connection 345

Images
behavior in Web Browser 273
changing download preferences 288
copying 285
IMAP
adding an account 149, 156, 163
ESMTP synchronization in 230
root mailbox 254
server options 152, 159, 165
synchronize an account 230
wireless folder sychronization 265
Importing data 34-36
Inbox
Reminders screen and 181
synchronizing 232
viewing mail 173
Incoming mail server 150, 157, 164
changing 253
Indicator light
problems 394
setting 335
Industry Scientific and Medical band
(ISM) 3, 355, 404, 409
Infrared
connections 337
HotSync operations 317-319, 338-339
PC connection 338
port 8,317
problems with IR HotSync
operations 400
requirements for computer 317
Installing
applications 63-69
conduit to install applications 306
International characters
Graffiti 2 writing 29
keyboard 17
typing 17
Internet
password 340
selecting connection 341
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username 340
Web Browser access 290
IP address
changing 358
dynamic 346
service template 344
view address 355
IR port.
See also Beaming and Infrared
IrCOMM 317, 337
IrDA (Infrared Data Association) 317
ISM (Industry Scientific and Medical
band) 409
ISP
login script 147
requirements for 146
requiring APOP 254, 257, 259
requiring ESMTP 259
Items. See To Do List or Expense

J

Jumping to another web page 277

K

Keyboard
computer 34
description 15
key clicking 331
key repeat rate 330
keyboard type 16
preferences 330, 332
press-and-hold 331
remapping keys 331
shortcuts in VersaMail 271

L

LED alarm 335
Letters
font style 61
Graffiti 2 22,26
Link 277,278
List, in Applications Launcher 40
Location
setting primary 296, 297
setting secondary 298

Locking the handheld with a password 367,

371-374

Logging informational errors 226
Login script 147, 347-349
Looking up Address Book data
to add to other records 56
scrolling in Address list 54
Lost
handheld, contact for 75
records 396
Lotus Notes, selecting as mail client 228
Lotus Organizer, importing data from 34

M
MAC address 355
Mac computer, system requirements 4
Mail server settings, changing 253
Mail service, default service for e-mail
account 170-172, 251
Mail settings
changing e-mail address 252
changing mail server settings 253
changing protocol type 250
changing username and password 250
managing 249
Mailbox, adding new 149
Maintenance information 385
Marking messages unread/read 221
Maximum message size
incoming e-mail 152, 160, 166
POP and IMAP server 253
Memo Pad

adding Address Book data to records 56

archive files (mpa) 35

conduit for synchronizing 306

creating records 47

deleting records 49, 98

dragging memos into other
applications 115

fonts 61

menus 85,117

opening 115

private records 377

reviewing memos 116

sorting records 59, 396

Memory

for beaming 402

Calculator 84

copying text to 285

handling content in 273
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limitations on History list 277, 289

regaining 50, 394
Memos. See Memo Pad
Menu bar 275, 277
Menu commands 45
accessing 20
key location 16
using 45
Menus 43-45, 46
Address Book 80
choosing 44
command equivalents (Graffiti 2
writing) 45
command toolbar 45
commands 45
Date Book 103, 302
Dial-Up preferences 350
Edit menu 48
Expense 113
key location 16
Memo Pad 85, 117, 123
menu bar 20, 44
menu commands 20
Palm Photos 136
problems 395
To Do List 142
Web Browser 293
Microsoft Exchange 5.0 228
Microsoft Outlook
connecting to 398
synchronizing with 228
Microsoft Outlook Express
configuring for e-mail 239
selecting as mail client 228
Modem
auto-disconnect 261
timeout 261
Modem sled, prerequisite for
connection 146
Modifying
home page 287
image download preferences 288
Monday, to start week 329
Month (Date Book view) 100, 104
MPA (Memo Pad archive file) 35
MultiMediaCard 7
See also Expansion Card
Multiple addressees 197

Navigator 14
description 9
in VersaMail 269
location 8,9
look up Address Book record 55
scroll 21
scroll in Address Book 75
Netscape 228
Network
802.11b 355
access point 358
HotSync 310
network HotSync problems 397
preferences 339-350
VPN preferences 350
VPN problems 404
Wi-Fi preferences 355
Wi-Fi problems 404
Network connection 145
connecting to service 344
connection methods 145
GPRS, prerequisite for 146
GSM, prerequisite for 146
HotSync operation 308-312
modem sled, prerequisite for 146

PalmModem accessory, prerequisite

for 146
Note Pad
alarm 122
copying notes into other
applications 119
menus 123
opening 119
overview 119
reviewing notes 120
Notes, attaching to records 60
Notifications. See Auto get mail
Numbers
decimal point and thousands
separator 329
Graffiti 2 writing 27

Old content 280, 291

Old messages, deleting 217
Onscreen keyboard 48
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Opening

Address Book 74

applications 37

bookmarked pages 281

Calculator 83

Card Info 87

Clock 295

Date Book 91, 276

Expense 107

Memo Pad 115

Note Pad 119

Palm Photos 125

saved pages 283

To Do List 137

Web Browser 276
Organizer (Lotus PIM) 34
Outbox 194

storing e-mail 199

synchronizing 232
Outgoing server, settings 150, 157, 164, 255
Outlook, connecting to 398
Overlapping events 102
Overview of Web Browser 273-275
Owner preferences 367

P

Pages. See web pages

Palm OS
database 278
upgrade 3

Palm Photos
albums 132-133
beaming photos 134
copying photos 131
copying photos into other

applications 125

deleting photos 135
desktop software 135
List view 126
menus 136
opening 125
organizing photos 129-131
photo details 129
rotating photos 128
slide show 127
thumbnail view 126
viewing photos 125

Palm Quick Install 64-67

PalmModem accessory, prerequisite for
connection 146
Paperclip icon 183
Password 150, 157, 164
changing 250, 369
deleting 369
editing in account 163
for network 340
forgotten 404
Pasting
notes into other applications 119
photos into other applications 125
text 48
Payment, Expense item 110
PDB. See Palm OS database
Peer-to-peer connection 359
Peripheral hardware 10
Personal preferences 326, 364
Buttons 365-366
Color Theme 366
Security 368-383
ShortCuts 383-384
Phone
Lookup 56
selecting numbers for Address list 76
selecting types of numbers 75
settings for ISP or dial-in server 341
Photos
See Palm Photos
Pick lists 21
PIM (personal information manager), using
HotSync Manager with 70
Plug-ins 241, 349
POP accounts, APOP synchronization in 229
POP3 accounts 152, 159, 165
adding an account 149, 156, 163
Port number 254, 257
Ports
IR on handheld 317
serial 4
USB 4
Power button 9
Power preferences 332-334
PPP 344
PPTP protocol 350
PRC. See Applications
Preferences
Advanced 221
advanced 260
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Buttons 365-366
choosing 46
Color Theme 366
Communication 325
Date and Time 327-328
deleting e-mail 223
Digitizer 328
Formats 328
General 325, 326
getting mail 223
Graffiti 2 22
Keyboard 332
mail databases 265
Network 339-350
Owner 367
Personal 326
Power 332-334
Security 368-383
Serial 337-339
ShortCuts 383-384
Sounds & Alerts 334
Trash 221
VPN 354
Wi-Fi 355-361
Writing Area 335-336
Primary DNS 346

Prioritizing To Do List records 138, 142

Private records

displaying and creating 375-377, 396
lost with forgotten password 374

Profile

mobile user 321

VersaMail 230
Protocol

changing type 250

PPTP 350
Punctuation marks

Graffiti 2 writing 28
Purging

records 50

See also Deleting
Push e-mail 181

Q

Quick Connect 77
Quick Install 64-67

R
Radio

connection information 355

signal field 355

turn on and off 355

Wi-Fi settings 355
Range of times in Day view 105
Read messages, marking 221
Reading e-mail 173-184
Receipts, recording in Expense 109
Recharging the battery 333
Records

Address Book 54, 80

beaming 32-33

choosing categories 50

creating 47

Date Book 92

defined 47

deleting 49, 98

displaying a category of 52

editing 47

Expense 57,108

fonts 61

hiding private 368, 376

look up 54

lost 396

masking private 368

Memo Pad 115

Note Pad 123

notes for 60

Phone Lookup 56

private 375-377

purging 50

sorting 58-59

To Do List 138

unmasking individual 377
Refreshing a page 279
Reminder, lists 62
Reminders screen

send retry 201

types of reminders 181

using 181

viewing 181
Removing

applications 69

bookmarks 282

Desktop software 70

saved pages 285
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Renaming
bookmarks 282
categories 53
saved pages 284
Repeating events
deleting from Date Book 49
scheduling 97
Replying to e-mail 205
Rescheduling events 95
Resetting handheld
hard reset 387, 393
location of reset button 10, 386
soft reset 386
Restoring data
Mac 389
Windows 388
RSA. See encryption

S

Saved pages
definition 283
deleting 285
opening 283
renaming 284
viewing information about 280
Saving
data 39, 47, 49
e-mail databases 265
e-mail messages 218
Scheduled retrieval of e-mail. See Auto get
mail
Scheduling events 91-95
Screen
blank 393
calibrating 13, 328
caring for 385
changing color theme 366
touching with your finger 9
Scroll bar 21
SD card 7
SDIO card 7, 10
Searching. See Finding
Secondary DNS 346
Secure Sockets Layer
Security
changing password 369
deleting password 369
preferences 368-383

private records 375-377
setting a password hint 369
shortcuts 382
unmasking individual records 377
Web Browser 274
Selecting
date for event 93
phone numbers in Address Book 75
text 48
Send
category 117,123
e-mail 199
event 103
memo 117
notes 123
photos 136
problems 401
Send retry 200
modifying messages during 202
notifications 201
VPN connections 148
Sent, item 142
Serial
troubleshooting 398, 399
Serial port 4, 304
Serial Preferences 337-339
Serial, troubleshooting 398, 399, 400, 403
Server
deleting messages on 220, 223
sent mail folder 255
Service
selecting for network 339
templates 344, 350
Settings. See Preferences
ShortCuts
backing up 306
for entering data 19, 384
key location 16
managing 383-384
menu commands 45
predefined 31
preferences 383-384
security 382
using 19, 31
Show penstroke 336
Signature 154, 161, 168
attaching personal 203, 224
SMAPI (Simple MAPI) 228
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Smart Addressing
turning on 199
using 198
SMTP settings 255
Soft reset 386
Sorting
applications 40
photos 130
records 58-59, 396
Sound
alarm on handheld 180
problems 394
Special characters, typing 17
Speed 274,279
Spelling correction, automatic 15
SSL. See Secure Sockets Layer
Starting applications 37
Stopping a download 279
Stylus
dragging with 14
tapping with 13
Sunday, to start week 329
Symbol
key 16
for currency 110
in Graffiti 2 writing 30
Synchronize-only
connection 145
creating account 155-162
Synchronizing
an existing username 144
IMAP folders 265
Synchronizing e-mail 242-243
account information screens 236
active accounts 243
e-mail applications for 228
HotSync operation 227
logging errors 226
setting how many days 231
shortcuts 238
SSL and 244
synchronizing multiple accounts 244
turn off synchronization 243
System
conduit 306
requirements 4
sounds 334

T

Tab

delimited files, importing data from 34
key 16

Tapping 13

TCP/IP 339

TDA (To Do List archive file) 35
Technical support 391, 407

Tex

t

copying 48

copying and pasting in e-mail 261
cutting 48

entry. See Entering data

files, importing data from 34, 36
fonts for 61

selecting all 48

Thousands separator 329
Time

alarm setting 95

format 329

setting current 297, 328

setting event 92

setting preference 327

start and end for Date Book Day
view 105

Time zone

location 299
setting 327

Tips

online 22
Web Browser 275

Title bar 274,279
To Do List

adding Address Book data to records 56
archive files (.tda) 35
categorizing records 50, 142
checking off items 139
completed items 141
completion date 141

conduit for synchronizing 306
creating records 47

deleting records 49, 98

due date 140-141

fonts 61

menus 142

notes for records 60

opening 137

overview 137
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prioritizing records 138, 142
private records 377
purging records 50, 141
sorting records 59
viewing reminders 181
To field 197
Today. See Current date
Trash
automatically emptying 221
creating other folders 194
emptying deleted e-mail 220-221
setting frequency in preferences 221
Troubleshooting 391, 400, 407
Turning off handheld
automatically 332
problems with 394
Turning on handheld
displaying owner’s name 367
power button 9
problems with 393

U

Undoing actions 48
Uniform Resource Locator. See Web address
Uninstalling Desktop software 70
Universal connector 10, 337
Unread mail 152, 159, 165, 253
Unread messages, marking 221
Unresponsive handheld 394
Untimed events 92,94, 95, 96
Upgrading
a MultiMail database 144
Palm OS 3
URLs
in e-mail messages 207
See Web address
USB
cradle/cable 305
infrared communication 319
Local tab settings 304
port 4
troubleshooting 398, 403
User profiles, HotSync operation
with 322-323
Username 150, 157, 164
changing 250
editing in account 163
entering 250

for ISP 340
identifying handheld 367
synchronizing existing 144

V

vCal 34, 36
vCard 34, 36
Vendor for Expense item 110
VersaMail
application 143-271
icons 183, 202
setting preferences for 223
Vibrate alarm 180, 335
Video
files 63, 67
Viewing
page information 280
Visiting
bookmarked pages 281
web pages 276
Voice jack 10
VPN
access e-mail 148
configure your account 351
connecting 353
description 350
disconnecting 354
edit account 352
PPTP protocol, Server, VPN 350
preferences 354

w

Web address
changing home page 287
changing starting page 287
definition 273
entering in Web Browser 276
See URLs

Web Browser
ask before connecting 291
autofill forms 291
bookmark information 282
changing home page 287
changing size of History list 289
clear History list 289
Connecting preferences 290
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connection speed, effect on
browsing 273

cookies 292

definition of History list 277, 286

displaying old content 291

General preferences 287

home page 287

image download 288

image download preferences 288

JavaScript 288

limitations on size 289

menus 293

old content 291

opening 276

Privacy preferences 291

proxy server 291

returning to a page in History list 286

returning to a web page 277

returning to your home page 278

Sin title bar 283

saved page information 284

saving pages 283

search for text 285

size of History list 289

version number 293

Web Preferences 286

Web page

displaying old content 291
list of visited 286
refreshing 279

saved 283

Web preferences

ask before connecting 291
autofill forms 291
changing home page 287
clear History list 289
Connecting preferences 290
cookies 292

General preferences 287
image download 288
JavaScript download 288
old content 291

Privacy preferences 291
proxy server 291

size of History list 289
using 286

Week (Date Book view) 99-100, 329, 396
WEP encryption
adding 362
description 362
key index 364
types 363
Wi-Fi
access point 358
adding connection 356
adding WEP encryption 362
ad-hoc connection 359
editing connection 356
international support 409
peer-to-peer connection 359
preferences 355-361
supported frequencies 409
viewing connection information 355
Windows, system requirements 4
Wireless
connections 273, 290
coverage indicator 268
service provider password 340
service provider username 340
supported frequencies 409
World Clock
alarm 301
alarm preferences 302
display options 302
menus 302
opening 295
time zone 299
Writing Area
activate and deactivate 22
preferences 22, 335
show penstroke 336
Writing. See Entering data
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