Dana User’s Guide

AlphaSmart, Inc.

www.alphasmart.com




AlphaSmart Services

Please contact our Technical Services Center at (888)-274-2720 for technical questions or problems. You may also
contact us by email at:

support@alphasmart.com.

To purchase AlphaSmart products, see our online store at:
www.alphasmart.comor call (888) 274-0680.

For general information or sales questions, please call:
(888) 274-0680 or email info@alphasmart.com.

Nothing in this manual may be reproduced in any manner, either wholly or in part, for any purpose whatsoever with-
out written permission from AlphaSmart, Inc.

Be sure to make backup copies of all important data on other media to protect against data loss. Important: Please read the End User Soft-
ware License Agreement with this product before using the accompanying software program(s). Using any part of the software indicates
that you accept the terms of the End User Software License Agreement.

AlphaSmart is a registered trademark and Dana by AlphaSmart and AlphaSmart 3000 are trademarks of AlphaSmart, Inc. Microsoft
Word and Excel are registered trademarks of the Microsoft Corporation. Macintosh is a registered trademark of Apple Computer, Inc.
Palm OS is a registered trademark, and Palm, the Palm and the Palm Powered logos are trademarks of Palm, Inc. or its subsidiaries. Third-
party products and brand names may be trademarks or registered trademarks of their respective owners.

Copyright 2007, AlphaSmart, Inc. All rights reserved.




Table of Contents

About This Guide

1 Introduction to Dana

2 Entering Data

System requirements for Windows .

System requirements for Mac OS .

Dana components - front panel controls . .
Locating back panel components. . . .

Charging Dana . Co

Using Palm applications. . . . . . . . .

Upgrade information . . . . . . . . . .

Tapping versus clicking . . . . . . . . .

Starting Dana and calibrating its screen . .

Adjusting the contrast of your screen .

Opening applications .

Using the Dana interface. . . . . .

Using menus and menu commands.
Displaying tips. . . . .
Entering data . . . . . .

Customizing Dana . . . . . . . .
Selecting the Preferences screen . . . .
Personalizing your electronic notebook .
Setting the date, time, and time zone .

Palm Desktop software . . . . . .

Installing Palm Desktop software. . . . .

Installing AlphaBeam . . . . . . Coe

Connecting Dana to your computer . . .

11

13
14

14
15
17
17
18
18
20
21
21
22

.. 23
. 25
.. 26
. 26

27
27
27

. 28
. 30

31
32

. 35

Using Dana with a personal information manager . . . . . .

Using the onscreen keyboard. . . . . . .

Entering data using Graffiti 2 handwriting software. . . . . .

Learning to write Graffiti 2 characters. .
General Guidelines for Graffiti 2 Writing
Graffiti 2 tips

36

37
37
38
39
39
41




Graffiti 2 Character Set: Letters and Punctuation . . . . . .
Writing capital letters. . . . . . . . . . . . .. ...
Writing punctuation marks and other special characters. . .
Graffiti 2 Character Set: Numbers . . . . . . . . . . ..
Writing symbols and extended characters . . . . . . . . .
Graffiti 2 Extended CharacterSet. . . . . . . . . . . ..
Using the Graffiti2 tuner . . . . . . . . . . . . . . ..
Using Graffiti 2 Gestures. . . . . . . . . . . . . . . . ..
Using Graffiti 2 ShortCuts . . . . . . . . . . . . . . . ..
Entering data on your computer . . . . . . . . . . .. ..
Importingdata. . . . . . . . . ... ..o

3 Managing Applications

4 AlphaWord

Using the Applications Launcher . . . . . . . . . . . . ..
Selecting applications. . . . . . . . . . . . . . .. ..
Categorizing applications . . . . . . . . . . . . . . ..
Changing the Applications Launcher Preferences. . . . . .
Changing Selection Box behavior. . . . . . . . . . . ..
Changing Type-select emulation . . . . . . . . . . . ..

Installing additional applications . . . . . . . . . . . . ..

Removing applications . . . . . . . . . . . . ..o

Removing Palm Desktop software . . . . . . . . . . . ..

Assigning security options. . . . . . . . . . . . ... L.
Masking and hiding records . . . . . . . . . . . . . ..
Assigning and editing passwords . . . . . . . . . . ..
LockingDana . . . . . . . . . . . . .. ... ...
Recovering from a forgotten password . . . . . . . . . .

AlphaWord Basics . . . . . . . . . ..o 0oL
Files1-8. . . . . . . . . . . . .00
Creating an AlphaWord document . . . . . . . . . . . .
Editing an existing AlphaWord document . . . . . . . . .
Deleting a document . . . . . . . . . . . . .. L.
Using Spell Check . . . . . . . . . . . . . ... ...
Using Thesaurus . . . . . . . . . . . . . . . . . ...

42
45
45
45
47
48
48
50
51

53
53

53
54
55
56
56
57
58
59
60
60
61
62
63




UsingFind . . . . . . . . . . .. ... 71

PrintingSetup . . . . . . . . . . . . ..o 72
Printing. . . . . . . . . . . . ... 0L 73
Printing directly from PrintBoy . . . . . . . . . . . .. 74
Connecting to your Computer . . . . . . . . . . . . . .. 74
Send versus HotSync . . . . . . . . . . . .. ... .. 74
HotSync a new AlphaWord document to your computer . . 75
Send text from Dana to your computer . . . . . . . . . . 75
HotSync a desktop document to AlphaWord. . . . . . . . 76
AlphaWord In-depth . . . . . . . . . . .. .00 78
AlphaWord controls . . . . . . . . . . .. .00 78
Changing Paragraph formatting . . . . . . . . . . . .. 80
Installing additional display fontsonDana . . . . . . . . 81
Advanced Font Features . . . . . . . . . . . . . . .. 82
Using Fonts in AlphaWord . . . . . . . . . . . . . .. 83
HotSyncIn-depth . . . . . . . . . . . . . .. .. .. 84

5 Working with Applications 87
............................ 87
Using the Date Book . . . . . . . . . . . . . . ... .. 89
Schedulingevents . . . . . . . . . . . . ... ... 89
Adding Address Book information toanevent. . . . . . . 96
Setting thealarm. . . . . . . . . . . . . ... ... 96
Changing the Date Book view . . . . . . . . . . . . .. 99
Changing the Date Book display . . . . . . . . . . . .. 103
UsingtheToDoList . . . . . . . . . . . . .. ... .. 107
Creating To Do Listitems . . . . . . . . . . . . . . .. 107
Changing priorities and duedates . . . . . . . . . . .. 110
Displaying completed and due items . . . . . . . . . . . 111
Using the AddressBook . . . . . . . . . . . . . . .. .. 113
Adding and using Address Book entries. . . . . . . . . . 113
Changing the Address Book display . . . . . . . . . .. 118
Using the MemoPad . . . . . . . . . . . . . . ... .. 121
Creatingmemos . . . . . . . . . . . . . . ... ... 121
Reviewingmemos . . . . . . . . . . . . . . . ... 122




Using the Calculator . . . . . . . . . . . . . . . .. .. 125

Using the Calculator buttons. . . . . . . . . . . ... 0125
Displaying recent calculations . . . . . . . oo .o 126

6 Performing Common Tasks 127
Creatingrecords . . . . . . . . . . . . . . .. ... .. 127
Editing records. . . . . . . . C e e e 127
SelectingText . . . . . . . . . . . . .. Coeoo... 128
Using the Editmenu . . . . . . . . . . . . . ... .. 128
Deleting records . . . . . . . . . . . . .. coee . 129
Purgingrecords . . . . . . . . . . . . .. ... 130
Categorizing records . . . . . . . . . . . . . .. .. 131
Printingrecords . . . . . . . . . . . ... ... ... .134
Finding records. . . . . . . . . . . . .. R 6 &)
Finding Address Bookrecords . . . . . . . . . . . . . .135
Using the Find option. . . . . . . . . . . . . . ... .136
Using Phone Lookup . . . . . . . . . . . . . ... .. 136
Sortingrecords. . . . . . . . . . . ..o L 137
Making records private . . . . . . . . . . . . . . ... .138
Attaching notes. . . . . . . . . e 10
Choosingfonts. . . . . . . . . . . .. ... . 141
Getting information on an application. . . . . . . . . . . .141
7 Using the Attention Manager 143
Insistentalarms . . . . . . . . . . ... ... . 143
Subtle alarms . . . . . e 176

8 Using an Expansion Card 149
Inserting an expansioncard . . . . . . . . . . . ... L. 149
Removing an expansion card. . . . . P 110
Opening expansion card applications . . . . . . . . . . . . 150
Displaying expansion card application information . . . . . .151
Copying an expansion card applicationto Dana . . . . . . . 152
Using CardInfo. . . . . . . . . . . . .. coo o . ... .153
UsingCardPro. . . . . . . . . . . . . .. N 1)




9 Setting Preferences 159

Viewing preferences . . . . . . . . . . . . ... ... 159
Keys preferences . . . . . e (10
Pen Preferences . . . . . . T [ |
Digitizer preferences . . . . . . I (74
Formats preferences . . . . . . . . . . . . . ... .. 162
General preferences . . . . . . . . . e . . . . .. .163
Setting the auto-off delay time . . . . . . . . . .. .. .163
Setting the sounds and volumes . . . . . . . . . . . .. 164
Date and Time preferences. . . . . e e e e 164
Owner Preferences . . . . . . . . . . . . . . . . ... 164
ShortCuts Preferences. . . . . . . . . . . . . . ... .l64
Turning Beam Receiveonandoff. . . . . . . . . . . .. 165
10 Keyboard and Screen Options 167
Setting Keyboard options . . . . . . . P (<)
AppShortcuts . . . . . ..o o000 0oL 168
KeyRepeat . . . . . . . . . . . . . ... ... ... 169
PowerOnKeys . . . . . . . . . . . . . .. ... .. 169
Keyboard Layout. . . . . . . . . . . . . . .. .. .. 170
Special Needs . . . . . . . . . . . . . . ... .. .. 170
General . . . . . . . e e e e 171
Screen Options. . . . . . . . . . . . . .. ... ... 172
11 Beaming Information 175
Beaming a businesscard. . . . . . . . . . .. ... .. .175
Beamingarecord. . . . . . . . . . ..o 176
Beaming an application . . . . . . . . . . ... 176
Receiving beamed information . . . . . . . . . . . . .. .177
Turning off beaming . . . . . . . . . .. . ... ... .177
12 Exchanging and Updating Data using HotSync® Operations 179
Performing a HotSync operation for the first time. . . . . . . 179
Performing the first local HotSync operation. . . . . . . . 180
Creatingauser profile . . . . . . . . . . . . . . ... 181
Selecting HotSync setup options . . . . . . . . . . . . .. 182




Customizing HotSync application settings .
Conducting a HotSync operation via modem .
Preparing your computer . . . . . . .

PreparingDana . . . . . . . . . . . . .. :

Selecting conduits for a modem HotSync operation

Performing a HotSync operation via a modem .
Conducting a HotSync operation via a network.

Using File Link. . . . . . . . .

13 Setting Connection and Network Preferences

Connection preferences . . . . . . . . . . . . ..

Connection Types

Setting modem configurations . . . . . . . . . .
Network preferences . . . . . . . . . . . . . ..
Customizing service templates. . . . . . . . :

Entering DNS numbers and IP addresses . . . . .

Creating a login script

Using non-ASCII characters in login scripts
Connecting to your ISP or dial-in service. . . .

Troubleshooting TCP/IP connections .

14 Maintaining your Electronic Notebook

Caring for your electronic notebook . . . . . . .

Battery considerations . . . . . . .

15 Frequently Asked Questions

Software installation problems .

Operating problems . . . . . . . . . . . . ..

Tapping and writing problems .
Application problems.

HotSync problems .

Beaming problems . . . . . . . .
Password problems.

. 183
. 185
. 185
. 187

..... 188

. 189
. 189

. 191




APPENDIX A Warranty 225

APPENDIX B International and Special Characters 227
APPENDIX C Configuring an Infrared Modem for Dana and Aileron 233
Setting up your infrared modem . . . . . . . . . . . .. 233

SettingupDana . . . . . . . . .. . ... 233

Setting up Aileron . . . . . . . ..o 234

Modem Specific Information. . . . . . . . . . . .. L. 237

239

Index




10



About This Guide

Welcome to the Dana™ by AlphaSmart®. This guide is designed to help
you get up and running quickly on your electronic notebook. It describes
all you need to know about how to use Dana and the applications that
come with it.

This guide shows you how to:
¢ Identify all the parts of Dana
* View and enter data
¢ Use Dana with your computer
¢ Personalize your Dana with your own preference settings

After you become familiar with the basic functionality of Dana, you can
use the rest of this guide as a reference for less common tasks, for
maintaining your electronic notebook, and also as a source of information
if you have problems operating it.

Dana User’s Guide
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Introduction to Dana

Dana™ by AlphaSmart® is the versatile laptop alternative for students,
researchers and professionals on the go. It combines the convenience and
affordability of a Palm-Powered™ device with the ergonomics of a
lightweight laptop. Dana is easy to use, rugged and has exceptional battery
life to keep you computing while away from your PC.

You'll find it easy to start using the Dana electronic notebook, become
familiar with its keyboard, and use HotSync* technology to synchronize
(exchange and update) Dana and Palm ™ Desktop software. Once you
familiarize yourself with the basic workings of Dana, you'll easily be able
to do the following:

Compose documents in AlphaWord, a full-featured word processor

Enter all schedule details in the Date Book and view them by the
day, week, or month, and even set an alarm to remind you of an
important event

Keep all contact names, addresses, phone numbers, and other
details in the Address Book, so you can find them as soon as you
need them

Add tasks to the To Do List, prioritize them so you don’t overlook
them, and assign them a due date

Ensure that you don’t lose any of this important information simply
by synchronizing data with Palm Desktop software on the
computer to create a backup copy

Customize your electronic notebook and set different levels of
security to prevent unauthorized users from viewing your data

NOTE: Documentation Note: In this document keyboard keys will be
shown in bold. Also any “two-key” key commands (i.e. function-caic)
are executed by pressing the indicated keys simultaneously

Dana User’s Guide
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System requirements for Windows

To install and operate Palm Desktop software on Windows, the computer
system must meet the following requirements:

PC running Windows 98/2000/Me/XP

8 MB RAM (memory) minimum, 16 MB recommended (required
with Windows NT 4.0)

30 MB available hard disk space

VGA monitor or better

Internet Explorer 4.01 service pack 2 or higher
CD-ROM drive

Mouse pointing device

One available USB port

System requirements for Mac OS

To install and operate Palm Desktop software on the Mac OS, the computer
system must meet the following requirements:

Power PC processor running Macintosh OS 9 or higher
5 MB RAM (memory) minimum

15 MB available hard disk space

CD-ROM drive

Mouse pointing device

One available USB port

14

Introduction to Dana



Dana components - front panel controls
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file keys (F1-F8). In AlphaWord, accesses the 8 workspaces (F1-F8). See
"App Shortcuts" on page 168 for details on reassigning these keys to launch
other applications when not in AlphaWord.

on/off key. Pressing the on/off key turns Dana on (if it is off) and returns
to the last screen that was displayed. Press the on/off key to turn Dana off.

Use the backlight to illuminate the screen in low-light conditions. When
Dana is on, hold down the on/off key for about two seconds to turn the
backlight on and off.

function key. Press in conjunction with other keys to access the key’s
secondary function (indicated by the yellow text). For example pressing
function-contrast displays the onscreen contrast control. You can adjust
the screen for the clearest screen display according to current lighting
conditions. For more information see "Adjusting the contrast of your
screen” on page 21.

cmd/shortcut key. Press in conjunction with a letter key to execute a
menu command. For example cmd-c will execute the Edit Copy menu
command. To find the shortcut key for a specific menu command, press the
menu key to drop down the menu. The shortcut key is to the right of the
menu command after the g .

stylus. The tool to use for tapping on Dana’s touch-sensitive screen. It can
be used for manipulating all on-screen controls including: tapping icons,
buttons, and menu items, dragging the scroll bar and more. To use the
stylus, remove it from the channel and hold it as you would a pen or pencil

application keys. Activates the individual Dana applications that
correspond to the names on the keys: date for Date Book, address for
Address Book, to do for To Do List, and memo for AlphaWord. "Keys
preferences” on page 160 for details on reassigning these keys to other
applications on your electronic notebook.

utility keys. Activates the commands or utilities that correspond to the
names on the keys: find for the find utility, menu to drop down the menu
in an application, apps for the Application Launcher, and send for sending
text from AlphaWord or beaming.

You can also set it up so that pressing one of the application or utility keys
turns on Dana and opens the corresponding application or utility. See
"Power On Keys" on page 169 for details.

16
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Locating back panel components

IrDA port - Exchange data and applications AC Adapter port - Plug in Expansion card slots - Insert expansion
with any Dana or infrared-enabled AC Adapter to charge Dana’s cards to add additional applications
Palm OS handheld, or print to a infrared- rechargeable batteries or hardware, or to back up data

enabled printer that’s nearby

PRINTER COMPUTER

———

USB printer - Connect directly to USB computer - Connect to
a printer using a USB cable to print ~ your computer using a USB cable
AlphaWord or other printable files

IrDA port. Uses infrared technology to transmit and receive data to and
from other Danas or infrared-enabled Palm OS handhelds. See "Beaming
Information" on page 175 for more information. Also allows printing to
infrared-enabled printers. See "Printing Setup" on page 72 for more
information.

AC Adapter port. Connects Dana to the wall current through the AC
adapter. This allows you to charge Dana rechargeable batteries.

Expansion card slots.Dana has 2 card slots that accepts Secure Digital (SD)
or MultiMedia Card (MMC) expansion cards. These enable you to add
additional software applications, memory, or hardware. You can also use
an expansion card to back up data when it is inconvenient to perform a
HotSync operation.

USB printer. Connects Dana directly to a printer via a USB cable so you
can print AlphaWord or other printable files. When Dana is connected to
the AC Adapter or computer, the USB Printer port can also be used to
power devices with USB.

USB computer. Connects Dana to your computer via a USB cable so you
can send files from AlphaWord, as well as update the information between
Dana and your computer using HotSync technology.

Charging Dana

Dana comes with a rechargeable battery that recharges whenever it is
connected to its AC Adapter or to the computer via a USB cable (charging
will only occur while the computer is on). You can also use standard AA
alkaline batteries (not included).

Dana User’s Guide
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You will need to connect Dana to the AC adapter for four hours or the
computer for eight hours to get a full charge. Use the AC adapter that
comes with Dana, or one that meets the following specification: Input: AC
120v 60Hz 9W Output: DC 7.5V 500 mA. A fully charged Dana should run
for over 25 hours.

Using Palm applications

Dana utilizes all the power and efficiency of the Palm operating system,
and expands its capabilities with a larger screen, the inclusion of the
AlphaWord word-processing application and many other features.

AlphaWord functions at the full Dana screen resolution of 560x160 pixels,
and most of the standard Palm applications like Address Book, To Do List,
Memo Pad and Date Book have also been updated to take advantage of the
larger screen.

However, other Palm programs might not have been revised to run on
Dana's larger screen. These Palm program features and actions won't be
restricted in any way, but the program will be centered in the middle of the
Dana screen.

Upgrade information

If you already own a Palm OS handheld, you must install the version of
Palm Desktop software that comes with Dana in order for Dana to
communicate with Palm Desktop Software. Also, perform a HotSync®
operation using your old handheld and cradle/cable before you install the
new Palm Desktop software. This ensures that all data on your handheld is
on your desktop computer, and is available for easy transfer to Dana. If
you use another personal information manager (PIM), such as Microsoft
Outlook, you still must install the most recent HotSync Manager and
conduit software for the PIM. For information on conduit software, go to
www.alphasmart.com.

If you want to continue using your old Palm OS handheld as well as Dana,
you will need to choose a new user name for Dana during Palm Desktop
software install on a PC or during the first HotSync on a Macintosh. You
will also need to export any data from Palm Desktop software that you
want to transfer to Dana. Later you can import this data into your new
Dana user name.

18
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Exporting/Importing Data from Palm Desktop
Software

Complete the following steps if want to continue using your old Palm OS
handheld as well as Dana

Synchronize your old Palm OS handheld with your old Palm Desktop
software to ensure that the latest information from your Palm OS
handheld is on your desktop computer

Launch the Palm Desktop Software you use with your old handheld.
Go to an application you want to export data from (i.e.Date Book).
Select Export under the File menu.

Type in a file name and click the Export button.

Repeat steps 2-4 for the other applications (i.e. Address Book, To Do List,
and Memo Pad).

Once you have completed "Installing Palm Desktop software" on page
31, launch the new version of Palm Desktop software. Select Import
under the File menu to import the files that you exported in step 4.

Upgrading your Palm Desktop software

Complete the following steps if you only want to use Dana (you no longer
want use your old Palm OS handheld). To upgrade your old Palm OS
handheld, follow the steps below:

Synchronize your old Palm OS handheld with your old Palm Desktop
software to ensure that the latest information from your Palm OS
handheld is on your desktop computer.

To prevent potential data loss, go to the folder that stores Palm Desktop
software, copy the folder and its contents, rename it (for example, Palm
Backup), and store the copy outside the Palm Desktop software folder.

Follow the installation instructions in "Installing Palm Desktop
software" on page 31. Make sure you install the new software in the
same folder as the old software.

To prepare for the first HotSync operation that will synchronize Dana
with your new Palm Desktop software, go to the HotSync Manager and
choose Custom.

Dana User’s Guide

19



NOTE: Select your username, if it does not already appear in the box.

For all conduits, tap Change, and select the Desktop overwrites
handheld option. Then click Done. See "Customizing HotSync
application settings" on page 183 for more information.

Connect Dana to your computer using a USB cable, and press function-
sync (press the function and sync keys simultaneously). If the Select
User dialog box appears, select your username.

NOTE: If you customized the modem setup on your old Palm OS
handheld, you must re-enter the modem initialization string. Any
passwords you select on your old Palm OS handheld are not restored
during this HotSync operation. Records you previously marked Private
remain marked Private, but you need to reenter a password on your new
electronic notebook.

Maintaining a unique name for each Palm OS
device

To prevent unexpected results during HotSync operations and possible
data loss, Danas (or other Palm OS devices) that HotSync to the same
computer should not have the same user name. If you plan to continue
using you old handheld as well as Dana, make sure you create a new user
name for Dana.

Tapping versus clicking

Just as you use a mouse pointer to click elements on your computer’s
screen, you use the stylus to tap elements on your electronic notebook’s
touch-sensitive screen. Tapping is one of the basic actions used to execute
tasks on your electronic notebook.

20
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IMPORTANT: Always use the point of the stylus for tapping or making
strokes on the Dana screen. Do not use a pen, pencil, or any other sharp
object to write on the screen. If you misplace your stylus, visit the
www.alphasmart.com site for information on a replacement.

With your electronic notebook turned on, you can tap the screen to
perform many operations, such as the following:

* Open applications.

¢ Choose menu commands.

¢ Initiate a global Find operation.
* Select options in dialog boxes.
* Open the onscreen keyboards.

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

Starting Dana and calibrating its screen

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

To calibrate your screen:

1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher, and then tap Prefs.

2.  In the pick list in the upper right corner of the screen, tap Digitizer.

3. Follow the on-screen instructions, tapping the screen where indicated.

Adjusting the contrast of your screen

You can adjust the contrast of your screen to make it easy to see in a variety
of lighting conditions.

Dana User’s Guide 21



To adjust the contrast of your electronic notebook screen:
Turn on your device.

Press function-contrast. The Adjust Contrast slider appears.

Adjust Contrast a

Do one of the following;:
* Drag the slider to adjust the contrast.

* Tap to the right or left of the slider to adjust the contrast in small
increments.

* Press or press and hold the function-PageUp and function-
PageDown keys to adjust the contrast in small or large increments,
respectively.

Opening applications

You can use the Applications Launcher to open any application installed
on your electronic notebook. You can also open the four main
applications—Date Book, Address Book, To Do List, and AlphaWord—
with the application keys located on the right side of the top row of keys.

TIP: When you press an application key, the selected application
immediately opens.

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:
Press the apps key or tap the Applications Launcher icon.

(A @
@ . @

Applications Launcher.
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2. Tap the icon of the application you want to open. If you have many

applications installed on your electronic notebook, tap the scroll bar to

see all the available applications.

(8:25 am ) v il

W zi &
Address  IAlphatyord Cale

'© 6 6

Card Info [Date Book  FontBucket

@ = 9

HotSyne  Keyboard  Mermo Pad

e B8 &

Prefs PrintBoy  PrintSetup +

TIP: You can find an application quickly by typing the first letter of its
name. The Applications Launcher scrolls to the first application with a
name that begins with that letter.

Using the Dana interface

——Pick list

Preferences - CWner
If found please contact lohn White at |
Giz-hre-2adl | | cons

dd 9

EE]
na. o ©
Gl = 1]
Text entry area Opens alphabetic keyboard ——  Opens numeric keyboard

Your electronic notebook includes the following interface elements:

¢ A 1in the lower right corner of the WritePad that displays the
numeric keyboard when tapped; note that the cursor must be in an
input field for this option to work.

* An A in the lower left corner of the WritePad that activates the
alphabetic keyboard when tapped; note that the cursor must be in
an input field for this option to work.

Dana User’s Guide
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-]
* Icons to open applications @ , menus @, Calculator ™= , and
find text anywhere in your data 9 .

* Pick lists that display a list of choices. Tap the black triangle next to
the pick list name to display a list of choices, and then tap an item in

the list to select it.

* Text areas and screens in which you can enter information.

Previous/next arrows———

m o Mon, May 13 p

10:00 Work on project presentation
12:00 YWoarking lunch with Anne
200 Wark: out
300 File reports

4:20 Return call to Janice
E(?XGCk 4:30 Project prezenation

O 1 Call Duavid
O 1 Send flowers to Chriz
0O 1 Write thank you note to Lilly

O 2 Fick up stamps

-

-
haill

of o< —

Command buttonJ Scroll bar

¢ Command buttons that initiate a command when tapped.
Command buttons appear in dialog boxes and at the bottom of
application screens.

* Check boxes that indicate the state of a corresponding option. A
check mark in a check box indicates that the option is active. If a

check box is empty, tapping it inserts a check mark. If a check box is

checked, tapping it removes the check mark.

¢ A scroll bar to move through long notes or memos. Tap and hold
down the scroll bar slider to scroll through pages; tap the slider
arrow at either end to move one line at a time. To scroll 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 the upper and lower
portions of the scroll button on the front panel of the electronic
notebook.

¢ Next/previous arrows that display the previous and next page of

information.
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Using menus and menu commands

Menus on Dana are easy to use, and work the same way in all applications.
Menu bars and manual commands differ based on the application and the
area of the application in which you're working. For example, in the Memo
Pad, the Memo List screen and the Memo screen display different menus.
Not all applications have a menu bar.

Menu commands for each application are described in the corresponding
application’s chapter, with the exception of the Edit menu. For information
on Edit menu commands, see "Using the Edit menu" on page 128.

Most menu commands have an equivalent keyboard shortcut or Graffiti
command stroke. To use Graffiti menu commands, menus must be closed.

To display a menu bar and choose a command:
1. Do one of the following:

* Open an application (such as the To Do List); tap the Menu icon @
or press the menu key. Select the desired command from the menu.
Menu bar

— Keyboard shortcut
Record Edit geldatl

id Font.. « F
| Phone Lookup L
k Security.. ~H
2 Fick up star About To Do List

m|

O 2 Getbid for territe furmigation
O 2 Take dog to et

O 2 Meeting with architect

O 2 <heck contractor refererences
[ 2 Review contract

O 2 Pick tile and paint colors

[mBEd Call neighbors about construction schedule
Details... | | Show..
¢ Tap the inverted tab at the top of any application’s screen (The

Calculator does not have an inverted tab); then tap the desired
command.

e E

* Press cmd-tab or in the Graffiti text area of the WritePad, drag a
diagonal line from the lower left to upper right to display the
Command toolbar. The command bar is displayed for
approximately 4 seconds.

ol g @ iR
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Tap an icon that represents the command you want, or enter the shortcut
for the command in the Graffiti text area below the Command toolbar. For
example, to choose Select All in the Edit menu, draw the Graffiti command
stroke in the text area to display the Command toolbar; then draw the
letter S. Note that if you wait more than three seconds to draw the shortcut
letter, you'll have to redraw the Graffiti command stroke to redisplay the
Command toolbar.

TIP: If you know the keyboard shortcut for a menu command, just
press it at the same time as the cmd key to execute the command.

Displaying tips

Many of the dialog boxes that appear on your electronic notebook contain
a Tips icon in the upper right corner. Tips anticipate questions you may
have and provide shortcuts for using the dialog box or other useful
information.

To display a tip:

1. Tap the Tips icon (the lowercase I in the upper right corner of the dialog
box).

Event Decails 6 munlliid

*To create an event that

Starts on a timne not shown
on the screen, tap the time
next to a blank event. This

Repeat: > displays the Set Timne dialog.

Private: * To create an event that
lasts several days, such as a
[ €ancel ] [Delete.. ] [Mote trip, set a daily repeat with
an end date.
¥
-

2. Tap Done after reading the tip.

Entering data
You can enter data into your Dana in four ways:
¢ Using the keyboard

¢ Using the onscreen keyboard
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Customizin

¢ Using Graffiti

* Entering or importing data in Palm Desktop software, and then
synchronizing with your electronic notebook

For more information, see these topics in "Entering Data" on page 37.

g Dana

You can customize Dana by using the Preferences application. You can
enter personal information such as your name and address; change the
time, date, and time zone; view different date and time formats when you
travel; turn off sounds; and configure your Dana to work with a modem or
network. See "Setting Preferences" on page 159 for details.

Selecting the Preferences screen

You set preferences to customize your device. To select the Preferences
screen, do the following:

Press the apps key.

Select All or System from the pick list in the upper right corner of the
screen.

Tap Prefs.

Personalizing your electronic notebook

Owner preferences let you record a name, company name, phone number,
or any other information you want to include on your electronic notebook.

If you use the Security application to turn off and lock your electronic
notebook with a password, information that you enter in the Owner
Preferences appears the next time you turn on Dana.

Setting owner preferences

From the Preferences screen, tap Owner from the pick list in the upper
right corner.

On the Owner Preferences screen, enter the text you want to associate
with your electronic notebook. If you enter more text than can fit on one
screen, a scroll bar appears at the right side of the screen.

Dana User’s Guide
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NOTE: If you have assigned a password to your device using the
Security application, you must unlock the Owner Preferences screen to
change the information on it.

To unlock the Owner Preferences screen:
Display the Owner Preferences screen.
Tap Unlock. The Unlock Message dialog box appears.

Enter your current password (the one you entered in the Security
application); then tap OK.

Edit the Owner Preferences text as desired.

Setting the date, time, and time zone

The General Preferences screen lets you set the date, time, and time zone
for your device.

> Dote & Time

Set Time Zone: {J5AY

Daylight Saving: + Off

To set the date:

Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher, then tap the Prefs icon.

From the pick list in the upper right corner, tap Date & Time.

On the Date & Time screen, tap the Set Date box; then tap the arrows at
the top of the Set Date Screen to select the current year.

Tap the month; then tap the current date.
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The screen closes and the dates you selected are displayed in the Set Date
box.

To set the time:

1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher; then tap the Prefs icon.

2.  From the pick list in the upper right corner, tap Date & Time.

3. On the Date & Time screen, tap the Set Time box; then tap the Up or
Down arrow to change the hour.

4. Tap each minute number, and then tap an arrow to change the number.
If available, tap AM or PM.

6. Tap OK to set the new time and return to the Date & Time screen.

NOTE: To display time based on a 24-hour clock, change the time
format. See "Time, date, week start, and numbers formats" on page 163

To set the time zone:

1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher; then tap the Prefs icon.

2.  From the pick list in the upper right corner, tap Date & Time.
On the Preferences screen, tap the Set Time Zone box.

4. Use the up and down arrows to scroll to your country and time zone.

Set Timne Zone a

Ukraine +200 #*
United Kingdorm 0:00
LISA (Hawaii} -10:00

LISA (Alaska) -2:00

USA {Pacific)

USA {Mauntain} =700
USA {Central -6:00
LSA (Easterny -L:00

Current Time: .52 prn Sun
Mew Timne: 752 prin Sun

5. Make sure your time zone is highlighted, then tap OK.
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TIP: Choose the time zone from the list that corresponds to where you
are. When you travel, use this dialog to change time zones. If you’re not
sure what time zone you are in, find out what time it is, and select the
time zone which shows the current new time. Do not use the time zone
dialog to switch between daylight savings time and standard time. Use
the Daylight Savings pick list.

The screen closes and the dates you selected are displayed in the Date &
Time screen.

To set daylight savings time:

Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher, then tap the Prefs icon.

Select Date & Time from the pick list in the upper right corner of the
screen

Tap on the Daylight Saving pick list to toggle this feature on or off.

Palm Desktop software

Palm Desktop software includes many of the same main applications as
Dana: Address Book, Date Book, To Do List, Memo Pad. You can use the
HotSync feature of this software to back up and exchange data between
your electronic notebook and computer.

It's a good idea to back up your data in case something happens to the data
on your electronic notebook. Changes you make on Dana or the Palm
Desktop software appear in both places after you synchronize.

With Palm Desktop software, you can do the following:

* Work with the Dana applications on your computer. Palm Desktop
software duplicates the Date Book, Address Book, To Do List, and
Memo Pad applications on your electronic notebook, so that you
can view, enter, and modify any data stored on your electronic
notebook.

* Back up the data stored on Dana with HotSync technology and
synchronize the data on your Palm Desktop software.
Synchronization is a one-step procedure that ensures your data is

30

Introduction to Dana



always safe and up-to-date. See "Exchanging and Updating Data
using HotSync® Operations" on page 179 for more information.

¢ Import and export data, so you can easily transfer data from other
desktop applications into any of your main applications. See
"Importing data" on page 51 for more information.

¢ Print your Date Book, Address Book, To Do List, and Memo Pad
information on any printer connected to your computer.

Installing Palm Desktop software

The following instructions guide you through installing Palm Desktop
software so that you can transfer data from your computer to your
electronic notebook.

After installation, refer to the online Help in Palm Desktop software for
information on how to use the software.

To ensure a safe and uninterrupted installation of Palm Desktop software,
do the following before installing:

* Turn off your computer and connect the USB cable to it. Do not
connect your electronic notebook to the USB cable until instructed.

* Do not copy the Palm Desktop software files to your computer’s
hard disk. You must use the installer to place the files in their
proper locations and to decompress the files.

To install Palm Desktop software on a PC:

1. Insert the Palm Desktop for Dana software CD-ROM into the
computer’'s CD-ROM drive.

2. When the window showing the CD's contents opens, double-click on
setup.exe.

NOTE: If a window showing the CD's contents does not appear, click
the Windows Start button, choose Run, enter D:\setup.exe, and then
click OK. If necessary, replace D: with the drive letter assigned to your
CD-ROM drive.

3.  When the Palm Desktop software Installer Menu screen appears, click
the Install button to begin the installation procedure.
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Follow the onscreen instructions to complete the installation. If
prompted, connect your electronic notebook to the USB cable.

IMPORTANT: If already own a Palm OS handheld and want to
continue using it, you should create a new user name to use with Dana.

To install Palm Desktop software on a Macintosh:

IMPORTANT: Palm Desktop Software for the Macintosh requires OS 9
or higher.

Insert the Palm Desktop for Dana software CD-ROM into the CD-ROM
drive.

Double-click the Palm Desktop CD icon.
Double-click the Palm Desktop Installer icon.

Follow the onscreen instructions to complete the installation.

Installing AlphaBeam

Dana lets you send plain text (no formatting) from AlphaWord to any
application on a computer that accepts text. If you want to send text via a
wireless (IrDA) connection, you must first install AlphaBeam on your
computer. AlphaBeam transfers the contents of the AlphaWord file into the
Clipboard and issues a Paste command. If your application is the top
window (in the foreground), the contents of the file will be pasted into it. If
the top window is not capable of accepting the pasted text, the text is saved
on the clipboard. Bring the document to the foreground, and perform a
Paste function to retrieve the text from the clipboard.

To install AlphaBeam on a PC:

The PC must be equipped with a built-in IrDA-standard transceiver or a
wireless pod. The PC must be running Windows 95, Windows 98,
Windows Me, Windows 2000, or Windows NT.
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WARNING! If you are using a USB IR Wireless Pod, you must
complete the AlphaBeam Setup before connecting the USB IR Wireless
Pod to your PC.

Installation Instructions: USB IR pod

Double-click the Setup.exe file in the AlphaBeam Installer folder under
the AlphaWord folder inside the Palm folder on your computer.

Once you have completed the setup process, connect the USB IR pod to
an available USB port on your computer

Launch AlphaBeam from the AlphaSmart program group.

Installation Instructions: Serial IR pod

Plug the AlphaSmart PC IR Wireless Pod into a COM port on the PC. A
COM port is either a 9 pin or 25 pin male DB connector. Be sure and note
which COM port the IR Pod is plugged into. (i.e. COM1, COM2 etc.)

Double-click the Setup.exe file in the AlphaBeam Installer folder under
the AlphaWord folder inside the Palm folder on your computer.

a. Installing Infrared Support on Windows 98: During the setup you
will be asked which COM port the PC IR Wireless Pod is connected
to. You will also be asked to set up a simulated COM port. When the
program suggests a simulated COM port, just press the Next button.

Dana User’s Guide
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b. Installing Infrared Support on Windows 2000 - If you would like to
use other IR devices in addition to Dana, you will need to do the
following after finishing Setup:

1. On the Start menu, select Control Panel from the Settings list.
2. Double-click on the “Add /Remove Hardware” icon.

3. Click “Next” for each screen in the wizard until you see a list of
Devices in the “Choose a Hardware Device” window.

4. Double-click “Add a new device”, then select the option “No, I want
to select the hardware from a list” and click “Next”.

5. Select “Infrared devices” from the list of Hardware Types.

6. Select “ACTiSYS” from the list of Manufacturers and select the
“ACTiSYS IR-220L Serial Infrared Device”.

7. Click “Next” to accept the default settings and install the software.

8. Select the appropriate Serial (COM) port to which the IR pod is
connected and then finish up the installation.

Launch AlphaBeam from the AlphaSmart program group.

To install AlphaBeam on a Macintosh:

The Macintosh must be equipped with a Mac Serial IR Wireless Pod
(purchased from AlphaSmart, Inc.) or a USB IR Wireless Pod (purchased
from AlphaSmart, Inc.)

Installation Instructions: USB IR Wireless Pod

Insert the Palm Desktop for Dana software CD-ROM into the CD-ROM
drive and double-click AlphaBeamInstaller located in the Extras folder,
or double-click AlphaBeamInstaller under the AlphaWord folder inside
the Palm folder on your computer.

Plug the pod into the USB port of the Macintosh.

Select Preferences menu item from Edit menu.

In the Preferences dialog click on the Receive checkbox.

In the Preferences dialog select USB IR Wireless pod in the popup menu.
Press the OK button.
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Installation Instructions: Mac Serial IR Wireless Pod

Insert the Palm Desktop for Dana software CD-ROM into the CD-ROM
drive and double-click AlphaBeamInstaller located in the Extras folder,
or double-click AlphaBeamInstaller located in the AlphaWord folder
inside the Palm folder on your computer.

Plug the pod into either the Modem or Printer port of the Macintosh.
Be sure and note which serial port the pod is plugged into.

Select Preferences menu item from Edit menu.

In the Preferences dialog click on the Transfer checkbox.

In the Preferences dialog select Modem or Printer in the popup menu.
Press the OK button.

Connecting Dana to your computer

The USB cable that comes with Dana enables you to synchronize the
information on your electronic notebook with the Palm Desktop software
using HotSync technology.

IMPORTANT: The version of Palm Desktop Software that comes with
Dana must be installed before connecting Dana to a computer.

Connect one end of the USB cable to the Dana computer port.

Connect the other end of the cable to a USB port on the computer.

To the
Computer To the
USB port Dana Computer Port

K 3 G [
—

(=)

End view of cable End view of cable

The computer will automatically recognize the connection

Dana User’s Guide
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Using Dana with a personal information manager

If you are using Microsoft Outlook or other organizer software instead of
Palm Desktop software, you still need to install HotSync Manager, and the
connection software for your PIM, called a conduit, that lets you
synchronize the data between Dana and your PIM. For information on
conduit software, go to www.alphasmart.com.
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2
Entering Data

Although you are most likely to enter data into Dana using the keyboard,
you can also enter data by using the onscreen keyboard, writing with the
stylus in the WritePad, or by importing data from another application.

Using the onscreen keyboard

You can open the onscreen keyboard anytime you need to enter text or
numbers into an application. The onscreen keyboard is convenient for
entering international characters, or entering data when the screen is
rotated. You cannot enter Graffiti 2 characters while using the onscreen
keyboard.

To use the onscreen keyboard:
1. Open any application (such as the Address Book).
2. Tap any record, or tap New.

3. Choose one of the following to display the alphabetic or numeric
keyboard:

* Press cmd-k or tap Keyboard in the Edit menu.

¢ If the application is running in narrow mode, tap A in the bottom
left corner of the WritePad to display the alphabetic keyboard.

¢ If the application is running in narrow mode, tap 1 in the bottom left
corner of the WritePad to display the numeric keyboard.

(4] @
o . ©

Tap A for alphabetic keyboer. LTap 1 for numeric keypad.

Dana User’s Guide 37



Once the onscreen keyboard is displayed, tap Int’l at the bottom of the
keyboard to display the international keyboard.

TIP: To select any of the three keyboards, tap the Menu icon and then
tap Edit. Tap Keyboard, and then tap the keyboard you want.

Tab qlwlelrltl}rlulilnlpld— ——Backspace
Mfals[d]la]nlik]I]:]" _
Caps Lock____| .;.;.F.|z|x|.;|v|b|,-,|m|J|.|1J L Carriage return
] hiftl space -|.-"
. 2
Caps Shift [ Dane ]m123llnt'll

Tap| here to display al-

AGHE 11213 - ﬁ|ﬁ|ﬁ|ﬁ|5|ﬁ|aﬂ.|;"|ﬁ|xr|1-

yhnh EEE G EET miefelele] il lelsls

reoe I EE # |:|:||:-||:-|||:-|f:i|-:-|l:-|u|u|l'.i|u|+l
— hift space i«

g@l-[&[2]| (O] ) |[pace % £

i

Tap here to display

Tap here to display international keyboard.

numeric keyboard.

Tap the desired characters or numbers; then tap Done to enter the text or
numbers.

Entering data using Graffiti 2 handwriting software

You can use Graffiti 2 strokes to create letters, numbers, punctuation, and
symbols. Write lowercase letters on the left side of the WritePad, numbers
on the right side, and uppercase letters across the division mark in the
middle.

NOTE: When using the WritePad (but not the keyboard), Dana
automatically capitalizes the first letter of each field (except numeric and
e-mail fields).

38

Entering Data



Learning to write Graffiti 2 characters

With only a few minutes of practice, you'll find it easy to enter accurate
text and numbers using Graffiti 2 writing strokes.

The Graffiti 2 demo shows how to use the handwriting software. Tap on
the Graffiti 2 application icon in the Applications Launcher to view the
demo at any time.

TIP: When you reach the Stroke Lookup screen of the demo, use the
pick list to view the wide variety of characters that you can make. As you
tap a character, you will see an animation of the strokes used to form
that character.

] Lowercaze

S5troke Lookup
Touch a character to see ji| JPpercase

Murnbers
b d T h
a £ © 9 Gesturas

mn o I]5:.rn'|l:n:uls
§ T U v W H[ ants

I ? " "[Shortiuts

General Guidelines for Graffiti 2 Writing

Follow these guidelines to learn and use Graffiti 2 writing strokes
successfully:

* To achieve 100% accuracy, practice drawing characters exactly as
they appear in the tables later in this chapter.

a acshAA

* The heavy dot on each shape indicates where to start the stroke.
Some characters have similar shapes, but different starting and
ending points. Always start the stroke at the heavy dot. (Do not
draw the heavy dot; it is there only as a guideline.)

* The Graffiti 2 writing strokes for letters closely resemble letters of
the standard English alphabet, both upper case and lower case.
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Graffiti 2 includes symbols made with a single stroke and symbols
made with multiple strokes.

For multi-stroke characters, a temporary character is displayed after
the first stroke, to show that the stroke was recognized. For
example, after the first vertical stroke of “t”, a temporary “1” is
shown. There is a limited time window, during which the second
stroke must be drawn. Otherwise the temporary stroke is recorded.

® The WritePad is divided into two parts, one for writing lowercase
letters and one for writing numbers. The small marks at the top and
bottom of the WritePad indicate the division line. Write lowercase
letters on the left side of the WritePad, numbers on the right side,
and uppercase letters across the division line.

Write letters here ” Write numbers here

O ' |E
@_ . )@

Write upper case letters here

To write Graffiti 2 letters:

In any application that runs in narrow mode or if the screen is rotated,
tap the screen where you want to write text.

Preferem:es w Jyner

C12-ErE-23d]

dana. 2 . I8

NOTE: A blinking cursor must appear in the application before you can
begin writing text.
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2. Use the tables on the following pages to find the stroke shape for the
letter you want to write. For example, the stroke shown below creates the
letter n.

Lift stylus here.

Start stroke at
heavy dot.

You use the same shape to create both the uppercase and lowercase
letter.

Position the stylus in the appropriate place on the WritePad.

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

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

6. Dana recognizes your stroke immediately and displays the letter where
the blinking cursor is onscreen. As soon as you lift the stylus from the
screen, you can begin the stroke for the next character you want to write.

Graffiti 2 tips
When using Graffiti 2 writing, keep the following tips in mind:

* For greater accuracy, draw letters with large strokes; strokes that
nearly fill the WritePad are easily interpreted.

* To delete characters, set the cursor to the right of the character you
want to delete, and draw the Backspace stroke (a line from right to
left) in the WritePad.

¢ Write at natural speed. Writing too slowly can produce errors.

* Do not write at a slant. Keep vertical strokes parallel to the sides of
the WritePad.

* When letters and numbers can be written using two different
strokes, use the one that’s easiest for you.

* Press firmly.
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Graffiti 2 Character Set: Letters and Punctuation

The following charts show how to write Graffiti 2 letters and punctuation.
Begin each stroke at the heavy dot.

a . GB A A I . w _ W) |double quote 17
b bHEBB| m M m x | % tab —
¢ C n NNN Y | 9Y spoce | —
d . ddDD 0 © O Zz | Z%— backspace | —
e  @E€ p PP period | cor\* | newline /s
f . d?. I" a-F“ q q q‘, Cb' comma | —1 cut -9')
g §366 | r | TRR |opestrophe| ] copy _
h h+ H s S question | “? paste 9
i i t '*l-]- exclamation | 1 unde —
j: . jl ’.'jt \J J u U U ampersand | & & command | V'
k K v VU a | @ shoricut KX

¢ All four strokes listed for the letter “j” can be used to create a

lowercase “j”, but only the last two strokes (without the dot) can be
used to create an uppercase “J”.

Writing capital letters

Graffiti 2 writing automatically capitalizes the first letter of a new record.
To write additional capital letters, write the desired character stroke across
the division mark in the middle of the WritePad.

Writing punctuation marks and other special
characters

Using Graffiti 2 writing, you can create any punctuation symbol and
special character available from a standard keyboard.

* The period and comma punctuation marks can be written on either
side of the WritePad (the letter or number side). Other common
punctuation marks can be written on one side of the WritePad
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according to the chart below (in general, the more frequently used
punctuation is on the left side).

g

T TSN

? !:-Et!'Et'l'*\.-"

LETRLA 1)
y =
=

= |@
—
|-

(A @
@_ . @

Note that the punctuation characters can also be entered anywhere
on the WritePad if you first use the shift character. This requires an
additional shift stroke, but you may find it more convenient, since
you don’t have to remember on which side of the input area to make
the stroke.

Shift
Stroke

* Symbols and other special characters can be written using the Shift
command. When you make a vertical stroke from the bottom to the
top of the WritePad, the Shift indicator arrow appears in the lower
right corner of the screen. While this arrow is visible, you can make
the punctuation shift characters shown in the illustration below.
Once the arrow goes away, the punctuation mark appears.

TIP: Using an additional Shift stroke to finish writing the character (as
shown in the demo) is optional, but will make the character appear more
quickly.

Dana User’s Guide
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Draw punctuation or symbols using the following strokes:

Punctuation Shift {page 13

1
b

1 & @ %

R

+

Punctuation Shift (page 2)

= &

% *

o+

=|H

AN

NiHEE

<

Lt

AMREE
|
}
]

e | e

/.

=
Qe (@ e K| *
M~ [@le |-I-

/
)
)

HC[w [
i
M

N [

{
{

| LY [P 8
L] & * |

TIP: Samples of the character strokes are available in the Graffiti 2
Help file. To view the Help file, use the full-screen pen stroke, dragging
the stylus from the WritePad to the top of the screen. Note that the
accented characters appear on a Punctuation Shift Help screen, but do
not use the Shift command.

Writing 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 input area. Then
quickly write the accent stroke on the right side of the input area, as shown
in the illustration below.

Accent Strokes Example Accent Strokes Example
' grave \ d *~ tilde N d
* acute s -1 " digeresis AorR\or .. d
™ circumflex A a “ ring O 8
Write accent marks to the right of the division marks af ter writing an upper or lower case letter,
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Graffiti 2 Character Set: Numbers

To write numbers using Graffiti 2 strokes, draw in the right side of the
WritePad.

0 OO 6 é  dash | — ( (
1 14 7 7 tilde | N ) )
2 2 8 | 28 + | = u = | =
3 3 9 Gq - | X' | backspace | —
4 ¥4 4| pericd cor\* / | 7
5 |55 | comme | 1 VolN

Writing symbols and extended characters

To create the characters in the extended character set, draw an upward
stroke, then a symbol shown in the table below, then another upward
stroke. An upward stroke looks like this:

Upward
Stroke
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Graffiti 2 Extended Character Set

Draw symbols or extended characters using the following strokes:

. : X (v} ® ®
! 2 = « K| e ©
7 # + » > " A
- — * XX | - | § §
_ = & [ &&| — ——l| ¢ ¢
~ N £ | KEl — f H
@ @O | e Ge - .|
< < C G ' N\l gl
> > ¢ G: a - i
( ( @ a | - - | ==--
) ) ° O - -/ < <]
[ C s Ji ™ YM > >l
] ] ¢ ¢ & | O | f A3
) } i i e | oe 5 8l
{ { p Pl Yoo %o & ¥
I I b P T +i - Al
| ! | bl | * L om |~ | N
? 7 3 D * 21 ' L
$  $%| o &l : Bl ' -
% % o & s + " L
S8 B X
\ ~ g | M : = , il
" 17 ¥ | Y e . S PR V4 A |
AR 9 o« P f&x | ¢ | O—
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Using the Graffiti 2 tuner

The Graffiti 2 tuner provides alternate strokes for making the T, P, Y, and $
characters. For example, you may want to form the letter “T” by using
strokes similar to a space and an “L”. But if this technique is difficult to
control, you can turn off this option.
To use the tuner:

1.  Press the apps key.

2. In the pick list in the upper right corner of the screen, tap Main or
System.

Tap on the Prefs icon.
4. Select Graffiti 2 from the pick list in the upper right corner of the screen.

Connection

Preferences

Set Time Zone: | |)5|araffitiz
....... Kays
Daylight Saving: * | petyarlk
Coener
ShortCuts

5. Tap the letter you want to tune.

Graffiti2 w Graffiti 2

Select a character below to tune it:

C» ]

-
i

Tips About
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Using Graffiti 2 Gestures

Gestures are editing commands, such as cut, paste, and the ShortCut
command which will be explained in the next section. To use gestures,
draw the following strokes:

Graffiti 2

Back Punc. Menu Short
Space Shift Crnd  Cuot

sl IERIES P

cut  Copy Paste Undo

ENENEE

Using Graffiti 2 ShortCuts

Graffiti 2 ShortCuts let you quickly and easily enter commonly used words
or phrases. ShortCuts are similar to the Glossary or Autotext features of
some word processors. Graffiti 2 writing comes with several predefined
ShortCuts. You can also create your own, for any words, letters, or
numbers.

You can create ShortCuts, with up to 45 characters, using the ShortCut
preferences. For example, you could create a ShortCut for your name or for
the header of a memo. All ShortCuts you create appear on the list in the
ShortCut Preferences screen, are available in any of your electronic
notebook applications, and are backed up on your computer when you
perform a HotSync operation.

Your electronic notebook includes the following predefined Graffiti 2
ShortCuts for common entries:

¢ ds—Date stamp

¢ ts—Time stamp

¢ dts—Date/time stamp
* me—Meeting
br—Breakfast

lu—Lunch
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RO S o

o di—Dinner
To use a ShortCut:

Press function- £ or function-apps (the ShortCut key is the secondary
function on the apps key) or draw the ShortCut stroke followed by the
ShortCut character or characters. For example, to enter the ShortCut for
Breakfast press function-apps and then type br.

When you press function-apps or draw the ShortCut stroke, the ShortCut
symbol appears where the blinking cursor is onscreen.

ShortCut .Q

Preferem:es w Cowner

Thiz handheld cormputer iz owned by:

ShortCut symbol Ty

To create a ShortCut:

Press the apps key.

Select All or System from the pick list in the upper right corner.
Tap the Prefs icon.

Tap ShortCuts in the pick list in the upper right corner.

Tap New.

In the ShortCut Name line of the ShortCut Entry screen, enter the letters
you want to use to activate the ShortCut.
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Preferences w ShortCuts
Short{ut Entry a

br - Breakfast ShortCut Name:
di - Dinner

ds - [Date Stamp)

dtz - [Date and Time Starnp] ShortCut Text:

lu - Lunch
e - Meeting
tz - [Tire Stamp]

Tap New.

[ Hew 1 Edit ] [Delete..]

Tap the ShortCut Text area, then enter the text that will appear when you
write the ShortCut characters.

You can add a space character after the last word in your ShortCut text,
so that a space automatically follows the ShortCut text.

Tap OK.

To edit a ShortCut:

In the ShortCut Preferences screen, tap the ShortCut you want to edit.
Tap Edit.

Make the changes you want; then tap OK.

To delete a ShortCut:

In the ShortCut Preferences screen, tap the ShortCut you want to delete.

Tap Delete; then tap Yes.

Entering data on your computer

At times, you may prefer to enter information or add new records to your
computer rather than your electronic notebook.

You can enter information in your computer, using Palm Desktop ™ or any
supported personal information manager (PIM) installed for use with your
electronic notebook. You can then perform a HotSync® operation to
synchronize the information on your computer with the information on
your electronic notebook. Most of the main applications on Dana are
available in Palm Desktop software and in most PIMs.

Refer to Palm Desktop online Help for more information on entering data
on your computer.
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Importing data

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

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.

Date Book archive (.dba).

Address Book archive (.aba).

e To Do List archive (.tda).

* Memo Pad archive (.mpa).

Archive formats can only be used with Palm Desktop software. Use the
archive file formats to share information with other people who use
devices based on the Palm Computing* platform or to create a copy of your
important Palm Desktop information.

To import data:
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;:

¢ Select All in the Category box.

* Make 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 will be imported into the Unfiled
category.

4. Choose File > Import; then select the file you want to import, and click
Open.

Dana User’s Guide 51



° ® 3

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

To exclude a field from being imported, deselect the field’s check box.
Click OK.
The imported data is highlighted in the application.

To add the imported data to your electronic notebook, perform a
HotSync operation.

See Palm Desktop online Help for more information on importing and
exporting data.
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3
Managing Applications

This chapter explains how to switch between applications on Dana, how to
personalize application settings, and how to categorize applications into
related groups.

Using the Applications Launcher

The Applications Launcher displays all the available applications on your
electronic notebook by default. You can also display only selected
applications by arranging applications into categories.

To open the Applications Launcher:
Press the apps key or tap the Applications icon @

Selecting applications

Your electronic notebook is equipped with a variety of applications. All the
applications installed on Dana appear in the Applications Launcher.

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:
Choose from the following options:

* Press the apps key, and then use the arrow keys to move the
selection box between applications, or the Tab key to cycle through
all the applications from left to right. Once selected, any application
can be launched by pressing the enter key.

* You can also select an application by typing the first letter of an
application’s name, which will jump you to the application. If more
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than one application starts with the same letter, than type the first
few letters of the one you want to select.

¢ Tap the Applications icon, and then tap the icon of the application
you want to open. If you have many applications installed on Dana,
tap the scroll bar to see all the available applications.

* Press an application key on the top right row of keys to display the
selected application immediately.

* To switch between applications, tap the Applications icon or press
an application key. Dana automatically saves your work in the
current application and displays it when you return to that
application.

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.

To categorize an application:
Press the apps key.

Press the menu key or tap the Menu icon @
From the App menu, tap Category.
Choose from the following options:

* To choose a category for an application, tap the pick list next to each

application.
Category [ ]
Address * Main i
Calc - Main
Card Info * Systemn
CardPro w Utilities
Date Book * Mlain
FontBucket ™ Unfilad
HotSync * System
Keyboard * Systemn
Memo Pad * flain
Prefs  System -
(Bare ) l Tap arrow to show pick list

* To create a new category for an application, tap Edit Categories
from the application’s pick list. Tap New, enter the category name,
and then tap OK to add the category. Tap OK.
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5. Tap Done.

To display applications by category:
1. Press the apps key.
2. Do one of the following:

¢ Tap the Applications icon or apps key repeatedly to cycle through
all the categories.

¢ Tap the pick list in the upper right corner of the screen; then tap the
category you want to display.

Changing the Applications Launcher Preferences

By default, the Applications Launcher displays applications as icons. As an
alternative, you can display applications in a list format. You can also set
an option to display the last-selected category of applications each time
you open the Applications Launcher, as well as options that govern the
behavior of the selection box and the type-select emulation.

To change the view of applications:
1. Press the apps key; then tap the Menu icon.

2.  From the Options menu, tap Preferences.

Twpe-salect Ernulation:
iac

# Selection Bax always in view
® Remember Last Categqory

View By: w lcon

3. From the View By option tap List; then tap OK to see your applications
in list format.
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E:m = - All
(% e ) A Apnotiord
B cCalc % Card Info
[rate Boak & FontBucket
(&) HaotSync =lKeyboard

[& MemoFad 52 Prefs

I PrintBoy = PrintSetup
¥ Screen [ ToDaolList
] Welcome

To display the last-selected category of applications:
In the Preferences dialog box, tap Remember Last Category.

Tap OK. Each time you return to the Applications Launcher, the last
category of applications you selected is displayed.

NOTE: If you do not select the Remember Last Category option, all
applications are displayed when you select the Applications Launcher.

Changing Selection Box behavior

When Selection Box always in view is checked, moving to a different
screen in the Application Launcher will move the selection box to an
application that is in the new screen. When Selection Box always in view is
unchecked, the same application will remain selected as you navigate
around in the Application Launcher even if the application is not in the
current screen.

To change selection box behavior:
In the Preferences dialog box, tap Selection Box always is view.
Tap OK.

Changing Type-select emulation

When Mac type-select emulation is enabled, typing the first letter of an
application always selects the first application that starts with that letter.
For example, if you have applications called Prefs, PrintBoy, and
PrintSetup, typing "p" will always select Prefs. When PC type-select
emulation is enabled typing the first letter of an application multiple times

will cycle through all the applications that starts with that letter. Using the
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example above, typing "p" multiple times would first select Prefs, then
PrintBoy, and lastly PrintSetup.

To set type-select emulation:
In the Preferences dialog box, tap either Mac or PC.
Tap OK.

Installing additional applications

In addition to the applications that came with Dana, you can install a
variety of other add-on applications using the Install Tool during a
HotSync® operation. To learn more about additional applications for Dana,
go to www.alphasmart.com.

Any additional applications you install reside in RAM memory and can be
removed at any time; for information, "Removing applications" on page 58.

To install additional applications on Dana:

From your computer desktop, copy or download the applications you
want to install into the add-on folder in your Palm Desktop directory.

If the application is compressed, for example, as a .zip file, decompress
the application into the add-on folder before continuing.

Double-click the Palm Desktop icon on your computer desktop to open
it; then click Install.

TIP: You can also select the Install Tool dialog box by selecting Install
Tool from the Palm Desktop program group or by double-clicking any file
with a PRC file extension.
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:_ Install Tool

User.

| File[s] listed below will be installed on vour handheld the next
time pou perfarm a HatSyne operation:

| | _File Name | File: Sizel Destination | Add

[®] FortBucket pre 33KB B Handheld s
@Garamund.pdb 107kE B Handheld _
I @Helvatica.pdb 29%EB B Handheld e |
[Ehermge Mestnation |

i Tips:
Find other applications to install on vour handheld at
http: A, palm. com

The ‘Add' button looks first in the “WADD-0ON folder inside your
C:APROGRAM FILES PALMAADD-OM folder. This folder iz a
cohvenient place to store downloaded handheld files.

In the User drop-down list, select the user name that corresponds to your
electronic notebook; then click Add.

In the file list of the Add-on folder, select the application that you want
to install on your Dana; then click Open. The file appears in the Palm
Install Tool dialog box.

If decide not to install an application, select it in the list of files in the
Palm Install Tool dialog box and click Remove. The application is
removed from the dialog box list, but not from your computer.

Click Done. A message appears to indicate that the application or
applications will be installed the next time you perform a HotSync
operation.

Perform a HotSync operation to install the applications.See "Exchanging
and Updating Data using HotSync® Operations" on page 179 for more
information.

Removing applications

You can remove add-on applications, patches, and extensions from your
electronic notebook if you run out of memory or no longer need them.

You cannot remove the built-in applications that reside in the ROM portion
of your device, including the Date Book, Address Book, To Do List, Memo
Pad, Calculator, and AlphaWord applications.
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To remove an add-on application:
1. Press the apps key; then tap the Menu icon.
2.  From the App menu, tap Delete.

3. In the Delete dialog box, tap the application you want to remove.

Free Memory: 1913K of 1952K
(] |

HardBall 19K
MineHunt 10K

4. Tap Delete.
5. Tap Yes.
6. Tap Done.

Removing Palm Desktop software

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

To remove Palm Desktop software:
1. In Windows, from the Start menu, choose Settings > Control Panel.

2. Open the Add/Remove Programs icon.

3.  On the Install/Uninstall tab, select Palm Desktop software; then click
Add/Remove.

NOTE: You must retain the HotSync Manager from the installation CD
to synchronize data with another PIM.
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Assigning security options

A Security application is available to users who have the Dana
Productivity Pack that lets you set options to protect entries from
unauthorized users in a variety of ways.

The Security application lets you:

* Mask or hide entries you have defined as private. The Mask option
displays a gray bar over private records, and the Hide option
completely removes (hides) private records.

* Assign a password to viewing options to enhance security.
Assigning a password requires you to enter a password before
private entries can be viewed; not assigning a password lets you
view private entries when you Show Records from the Security
dialog box.

* Lock and turn off your electronic notebook so that a password must
be entered before you can use the device again.

* Hide records that you have defined as private, with or without a
password. Without a password, private records are hidden until
you set the Security application to display them; with a password,
you must enter the password to view the private entries.

Masking and hiding records

You can mask or hide private records. When you mask private records, a
visual placeholder appears where the record would normally be displayed;
when you hide records, they are not visible anywhere in the list.

To mask private records:

Make sure that the record or records you want to mask are defined as
private. To make a record private, select the record, tap Edit, tap Details,
and then tap the Private option.

From the Applications launcher, tap Security.
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3. From the Current Privacy pick list, tap Mask Records.

Password:

Curre "
* |llazk Racords
Hide Records

[Lock & Turn Off.. | [ Help |

4. Open one of the basic applications and view a record. Records marked as
private are masked with a gray bar.

To hide private records:

1. Make sure that the record or records you want to hide are defined as
private. To make a record private, select the record, tap Edit, tap Details,
and then tap the Private option.

2.  From the Applications launcher, tap Security.
From the Current Privacy pick list, tap Hide Records.

4. When you return to the Address Book, records marked as private are not
included in the display of names.

Note that you can mask or hide records without assigning a password, or
you can assign a password if you want records to remain masked or
hidden until a password is entered.

Assigning and editing passwords
You can assign a password to protect private records and to lock Dana.

Once you define a password, you can change or delete it at any time. You
must enter the current password before you can change or delete it.

If you've forgotten your password, you can delete it. See "Recovering from
a forgotten password" on page 63.

To assign, change, or delete a password:
1. From the Applications launcher, tap Security.
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Tap the Password box.

Enter a password—either the one you want to assign or your current
password if you want to change or delete it—and tap OK

Enter o password:

Hint:

If you assign a password, you
must enter it to show private
records.

Choose from the following options:

* To assign a password, enter the password again to verify it, and tap
OK.

¢ To change your password, enter a new password and tap OK.

¢ To delete your password, enter your current password. Tap OK,
and then tap Unassign.

Locking Dana

You can turn off and lock Dana with a password to protect information.
You must then enter the password when you turn on Dana to gain access to
the information on it.

If you forget the password, you must perform a hard reset to resume using
Dana. Performing a hard reset deletes all the records in Dana; however,
you can restore all synchronized data at the next HotSync operation. See
"Performing a hard reset" on page 209 for more information.

To lock Dana with a password:

Assign a password, as described in "Assigning and editing passwords"
on page 61.

A password is required before using the Turn Off & Lock option.
Tap Lock & Turn Off. The System Lockout dialog box appears.
Tap Off & Lock. You device is turned off and is locked.
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To turn on and unlock Dana:
1. Turn on your device.

2.  Enter your password at the prompt; then tap OK.

Recovering from a forgotten password

If the Off & Lock option is not active, and you forget your password, you
can delete the forgotten password from Dana. Deleting a forgotten
password also deletes all entries and files marked as Private.

IMPORTANT: If you synchronize with your computer before deleting a
forgotten password, Dana restores private entries the next time you
perform a HotSync, but does not restore the forgotten password.

To delete a forgotten password:

From the Applications Launcher, tap the Security icon.
From the Security dialog box, tap the Password box.
Tap Lost Password.

B b=

A message appears; tap Yes to delete the forgotten password.
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4
AlphaWord

AlphaWord is a full-featured word processor that lets you create, format
(including setting fonts, justification, line spacing, indents), and edit
documents. These documents can then be printed or transferred to a
computer via a USB cable or a wireless connection.This chapter will cover
the fundamentals of AlphaWord

AlphaWord Basics
Files 1-8

In AlphaWord you are always in one of eight workspaces that you can
instantly access using their corresponding file keys (F1-F8). You can use the
workspaces for your work in progress. When you press one of the file keys
in AlphaWord, the associated file immediately opens. This eliminates
having to scroll through a long list of files to find the one you want to open.
If there is no file associated with the file key you pressed, then a new file is
created.

TIP: To replace a file associated with a workspace with a different file,
press the menu key, then select File New for a new file or File Open for
an existing file. The file that you open will now be associated with the
workspace that is being used.
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Creating an AlphaWord document

Press the memo key or tap the AlphaWord icon in the Applications
Launcher.

[F1]  [=]euEPan ]| )

If there are no existing files, AlphaWord will automatically open a new
file, otherwise select New under the File menu.

NOTE: The first time you start AlphaWord it will automatically open a
new file, otherwise it will go to the file you were in last. Press one of the
F1-F8 keys, to go to the file associated with that workspace.

Enter the text you want to appear in the document.

NOTE: To use Tab in documents see "Tab Movement" on page 171.

Use the buttons on the toolbar to add formatting including setting fonts,
justification, line spacing, indents etc.

To name your file, choose Save As under the File menu

NOTE: Once you've named your file, AlphaWord automatically saves it
when you leave AlphaWord or open another file, so you don’t need to
worry about losing your data.

Enter a name for the new document, and the press function-ok.
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Editing an existing AlphaWord document

1. If the file you want to open is associated with a workspace, then just
press the appropriate file key (F1-F8) to open the file.
2.  If the file you want to open is not associated with a workspace, press the
menu key. Select Open under the File menu.
3.  Use the up or down arrow key to highlight the document you want to
view or edit, then press the enter key.
Tap a document to edit its contents
Indicates
which file
key the file
is mapped
to
Deleting a document
1. Open the file you want to delete.
2. Press the menu key. Select Delete Doc under the File menu.
3.  Press function-ok.
Using Spell Check
1. Create a document or open an existing document.
2.  Press the menu key. Under the Edit menu tap Check Spelling.

NOTE: The larger data file for the Spell Checker that contains more
words(AWSpellLarge.pdb) should be automatically installed the first time
you HotSync. To check if it is installed: press the apps key, then press
the menu key and select Info under the App menu. If SpellData is in the
list, then the larger data file is installed. If it isn't, you can HotSync it to
Dana now. AWSpellLarge.pdb is located in the DanaExtras folder under
the Palm folder on your computer. For more information on HotSyncing
the file to Dana, see "Installing additional applications" on page 57.
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Tap the selection you want to spell check.

Docurnent
Current word

Current paragraph
Cup st to end

TIP: To bypass this menu, select the text you want to spell check
before choosing Check Spelling from the menu.

Tap the appropriate button.

Samn loves to reax, and often Underline indicates
misspelled word

Select the correct word in 7 suggestions found.
the list, then tap Change reloze |
to replace the misspelled Feax

word. Tap All to replace read
all instances of the word ream

in the document. reap
rear | | +

(Zhange [ A ) [ Edit ) [ pt. H- ;‘Z)leo&éﬁecrh“”ge
[:Ignu::re ][ fdd ][ Cancel 1| options.

Tap Ignore to skip the \:l—‘
word and continue checking

the document. Tap All to Tap Add to add the word to a

ignore all instances of the supplemental dictionary.
word in the document.

Tap Edit to type
in a word.

Supplemental dictionary

AlphaWord allows you to create supplemental dictionaries that you can
add words to using the Add button in Spell Checker. Spell Checker then
includes these words in the list of words it recognizes, so the added words
won’t be marked as misspelled. You can also edit a supplemental
dictionary directly and add a misspelled word and its corresponding
correctly-spelled replacement word. You might find it useful to create
dictionaries with medical terms, scientific terms, or even proper names you
use frequently. Up to two supplemental dictionaries can be active at a time.
AlphaWord comes with a dictionary for you to add words to, or you can
create a new dictionary and name it what you like.

Selecting a supplemental dictionary
Press the menu key.

Under the Options menu, select User Dictionary.

AlphaWord



3.  Select the dictionary you want to use.

Select Dictionaries €)

Tap arrow to choose a
Add To: myspellcheck different dictionary

Dictionary 2: w -None -

_ Tap to create, rename,
(oK ) (<Cancel ) [ Edit ] delete, or add words to a
dictionary

=

Tap OK.

Editing a supplemental dictionary

Press the menu key.

1
2. Under the Options menu, select User Dictionary.
3
4

Tap the Edit button.
Tap the appropriate button.
s ©
Dinosaur
Medical ¥

H{ Mew J(Rename )(Delete }— 1 Select the dictionary
you want to delete in the

Tap to create a new dictionary | WordList list and then tap Delete

bekquerel P becquerel

E?illtomoin:rnhuin +

5. Tap OK.

Editing words in a supplemental dictionary
1. Press the menu key.
2. Under the Options menu, select User Dictionary.
3. Tap the Edit button.
4. Select the dictionary you want to add words to in the dictionary list.
5. Tap the Edit Words button.
6. Type the misspelled word you want to check for in Checked Word.
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7.  Type the correctly spelled word in Replace With.

Replace With: gpatozaurud ——

Word List

Type the misspelled
| — word to check for

Type in the correctly
spelled word here

[D-:-ne] |:FI|:I|:I Wnrds] [Delete Wu:urds]

8. Tap the Add Words button.

Tap Add Words to add the
word pair to the dictionary

Replace With: apatozaurus

Word List

apadtozaura:s e apatosgurus

| Select the word pair you

[Cane ] [Rdd Words | [Celete WardsH

want to delete in the list
and then tap Delete Words

9. To add additional words type over the text in Checked Word and
Replace With, and then tap the Add Words button.

10. Tap Done. Tap Done. Tap OK.

Using Thesaurus

1. Create a document or open an existing document.

2.  Select the word for which you want to find a synonym.

3.  Press the menu key. Under the Edit menu tap Thesaurus.
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3.

NOTE: The data file for the Thesaurus (ThesData.PDB) should be
automatically installed the first time you HotSync. If it isn’t, you can
HotSync it to Dana now. It can be found in the DanaExtras folder under
the Palm folder on your computer. For more information, see "Installing
additional applications" on page 57.

Tap the appropriate button.

Word: committes

11 Synonyrns Found!

council [M]

court [M]

staff [M]
subcornmittes [M]
berch [M]

board [M]

cabinet [M]
charnber [M]

Choose the
| type of word
you want

[:IFI|:-|:-I)r :][:Lc-okup:][: Cancel :]

Select a word in the
synonym list, and then
tap Apply for it to

Select a word in the synonym
L list, and then tap Lookup to
find synonyms for it

replace the original word

Using Find

Create a document or open an existing document.

Press the find key.

Search This Docurnent ﬂ

Check here and then
enter the text to use _ |
as a replacement

Check here to start |
looking from start of
the file.

O Replace:

O Match caze
O Whole word anly
O %earch from beginning of file

Cancel

| _Enter the text you
want to find

Enter the text you want to find.

* Match case: Check if you want to only find instances where the case
is exactly the same (i.e. if you search for “Dana”, then it won't find

“dana”).

* Whole word only: Check if you want to only find instances where
the entire word is the same (i.e. if you search for “sin”, then it won’t

find “sincere”).
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¢ Search from beginning of file: Check if you want to start the search

at the beginning of the file.
current cursor position.

Otherwise, find will start looking at the

4. Toreplace the text, check the Replace: box and enter the replace text. Tap

OK.
Search This Documnent )
o R lFmdf X | Enter the text that you
place: want to replace the
i O Al found text
Check All if you O Match caze
want to replace all
instances of the = ;‘.‘hnleh'.':'rl:urd Dbnl}r. . 1l
found text O Search from beginning of file

Printing Setup

1. Press the apps key repeatedly till you see ALL in the top right corner of

the Applications Launcher.
2. Tap the Print icon.

3. Tap the Setup button.
|Printsecup I

Printer:

w HP Laser Jet & Compatibles

Default Printer:

HF Laser Jet & Compatibles

You must tap here
after selecting your
printer to save your
settings

4. Choose your printer from the Printer pick list.
5. Tap the Set As Default button.
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6. Tap the Edit button.

< ications Tap pick list to
Fart: I¥DA change port

Carnmn. Speed:  w BTEO0

Printing Options

Faper Size:
|— w Letter {85 11}
Tap to change the Laft Margin.  w 0" —
ape size 9 o Tap to change the
pag left margin

7. Choose IrDA or USB from the Port: pick list. Tap OK.

IMPORTANT: You must tap OK on this screen for Dana to print.

8. Tap OK.

Printing

Dana comes with PrintBoy Anywhere which lets you print from
AlphaWord as well as other applications. For more information on printing
from other applications see "Printing records" on page 134.

1. Open the document you want to print in AlphaWord.

2. If you are printing via USB, connect one end of the USB cable to the
Dana printer port and connect the other end of the cable to the printer. If
you are printing via infrared (IrDA), point Dana’s IrDA port at the
Printer’s IrDA port.

Press the menu key. Under the File menu tap Print.

4. Tap checkbox if needed, and then tap the Print button.

Doc Mame: MeetingMotes

Tap on the checkboxes below to
enable/dizable the printing of
piage headers and page nurnbers.

O FageHeader

Tap to enable printing
of header with file
name and date

. T ® Page#:
Tap to disable printing
of page numbers
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Printing directly from PrintBoy

1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.

2. Tap on the Print icon.

3. Tap on Documents.

PrintBoyI
Tap to view printable W Documnents % Addresses
documents (T Appointrnents B ToDo's
] Clipboard

Printer Setup

4. Select AlphaWord from the document type pick list.

Tap pick list and
select AlphaWord

PB: Documents

Drocs ToGo

™ Page Header

[ Page #'s

5. Tap the document you want to print, then tap the print button.

PB:Documnents [0 Gl

Mame Date Size
Chern Lab Ae02 Tib

. EnglishLit paper 976,02 Fib
Tap a document to print nﬁ&mmz b

| _Uncheck to turn off printing of
_ & PageHeader | headers and page numbers.
& Poge #'s

Connecting to your Computer

Send versus HotSync

AlphaWord gives you two options for transferring information to a
desktop computer. HotSync will transfer your document and preserve its
formatting (fonts, justification, line spacing, indents etc.) The document
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can then be opened in any application that can read RTF files (Rich Text
Format) including Microsoft Word, WordPad, AppleWorks etc. Send will
send plain text (no formatting) to any application that accepts text. HotSync
works with a USB connection, while Send works with either a USB or
wireless (IrDA) connection. When using a wireless connection the text is
tirst transferred to AlphaBeam, and then pasted into the application
running in the top (or foreground) window.

HotSync a new AlphaWord document to your
computer

Create and save a document in AlphaWord.
Press the apps key to go to the Applications Launcher (home).

Connect Dana to your computer via a USB cable, then press function-
sync.

HotSync will put the new document in your My Documents folder (PC)
or the AlphaWord folder inside your Palm user folder inside the Palm
desktop folder under Documents (Macintosh).

NOTE: If you specified a different folder for AlphaWord documents in
AlphaWord Sync preferences, Hotsync will put your documents there.

To open a document, launch AlphaWord Sync on your computer, select a
document and double-click on it.

WARNING! By default if you have edited a document on your desktop
and Dana, HotSync treats the document on Dana as the latest version of
the document, and backs up the version on your desktop. For more
information on synchronization see the "HotSync In-depth" on page 84.

Send text from Dana to your computer

To send text without formatting (such as fonts, justification, spacing, etc.)
to an application on your PC or Macintosh, follow these steps:

On a PC or Macintosh start up any application that accepts text, and open
a new file.
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NOTE: If you are doing a wireless text transfer, launch AlphaBeam on
your computer. For more information see "Installing AlphaBeam" on
page 32.

On Dana open the document you want to transfer.

Connect Dana to your computer via a USB cable or point Dana’s infrared
port at your computer’s IrDA port, then press send.

The text will appear in the application on the Macintosh or PC.

NOTE: Note: For wireless (IrDA) transfer there is file size limit of 50K
on a PC and 32K on a Macintosh.

HotSync a desktop document to AlphaWord

On a PC you can HotSync any Microsoft Word or RTF (Rich Text Format)
file. On a Macintosh you can HotSync any RTF file. Text files on a
Macintosh or a PC must be converted to the correct format before they can
be transferred to AlphaWord.

TIP: To convert a file to RTF (Rich Text Format) use the File Save As
command (found in most word processors). Open the file in your word
processor and choose File Save As.
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1. Launch AlphaWord Sync on your computer.

:—‘ AlphaWord Sync

User: IJonS j

Document{z] listed below will be synchronized with pour Dana
the next time you perform a HotSync® operation:

Document Mame | Size | Open |

directions [Unavailable]

meetingnotes [Unavailable] Tap Add to

reseachpaper [Unawailable) serect a
Bemove... document

Move. ..

i

FineTppe...

Freferences...

Help
— Document Properties:
Location:
Lazt Spnchronization: Done |

2. To select which document(s) will be sent to AlphaWord either:
* Drag-and-drop the document onto the AlphaWord Sync window.
* In AlphaWord Sync use the Add button to select a document.

Press the apps key.
4. Connect Dana to your computer via a USB cable, then press function-
sync.

5. When HotSync is done, the document will be in the AlphaWord file list.
Select Open under the File menu to view the document in AlphaWord.
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AlphaWord In-depth

AlphaWord controls

Tap or drag Scrollbar to move through document

|Unnared |
- Type text directly into any application using the Dana keyboard,

- Use the onscreen keyboard. In the WritePad, tap the "A" in the lower left comer for the alphabetic
keyboard or the "1" in the lower right comer for the nurmeric keyboard,

- Use the stylus to write Graffiti characters in the WritePad, Write letters on the left, nurmbers on the
right. For more information on writing Graffiti characters, launch the Graffiti application,

[F4] 1 [=| [Bulz]Flain N
T
Shows the current Tap the toolbar to access Tap on the arrow to hide orJ
workspace I—various formatting functions show the toolbar

Paragraph formatting button El Bring up paragraph formatting
box (covers justification, indenting, bulleted lists, line spacing etc.)

Justification button @ Indicates whether the memo is left, right or
full justified or centered. Tap to change the justification.

Bold button = Turns on bold. Highlighted if enabled.
Underline button El Turns on underline. Highlighted if enabled.

Italics button [Z1 Turns on italics Highlighted if enabled.

Fonts button Indicates what Font type and characteristics have
been selected. Tap to change fonts.

Arrow P Tap the arrow in the right hand corner to hide the
toolbar. Tap on it again to get it back.

Scrollbar Moves the cursor up and down in the document. Slowly
scroll by putting your stylus on the up or down arrow, or quickly
move through the document by dragging the bar on the scrollbar.
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Cursor movement

In AlphaWord (and other Dana applications), you can move the cursor
using the following keystrokes:

Table 4.1 Cursor Movement Keyboard Commands

Ctrl-Left Arrow move cursor to the previous word
Ctrl-Right Arrow move cursor to the next word

Cmd-Left Arrow move cursor to the beginning of the line
Cmd-Right Arrow move cursor to the end of the line

Cmd-T move cursor to the top of the document
Cmd-E move cursor to the bottom of the document

Text selection

You can select text by using the keyboard commands in the following table
or using your stylus. With the stylus you can select words, sentences, or
paragraphs. Select a word by tapping and holding in the center of the
word. Continue holding to select the full line and then the paragraph. You
can achieve similar results by double tapping (selects the word), triple
tapping (selects the line), or quadruple tapping (selects the paragraph).

Table 4.2 Text Selection Keyboard Commands

Shift-Left Arrow select one character to the left

Shift-Right Arrow select one character to the right

Ctrl-Shift-Left Arrow select previous word

Ctrl-Shift-Right Arrow | select next word

Shift-Up Arrow select the previous line

Shift-Down Arrow select the next line
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Cut, copy, paste and select

These commands are equivalent to those used on PCs or Macintosh:

Table 4.3 Text Manipulation Keyboard Commands

Ctrl-C or cmd-C | copy selected text into the clipboard

Ctrl-V or cmd-V | paste the text from the clipboard

Ctrl-X or cmd-X | cut selected text into the clipboard

Ctrl-A or cmd-A | select all text in the current text field or document

Ctrl-backspace deletes previous word

Ctrl-del deletes next word

Changing Paragraph formatting

Paragraph formatting allows you to set justification, line and paragraph
spacing, indents, and turn on a bullet list.

1. Tap the Paragraph formatting button El in the toolbar or press cmd-G.

Justity/indent _ CEFTTEE IS _—
. . | _Tap an icon to change the

Tap the arrows or Jusincation: justification
typein anumberto  |indents {inches}
change the right or Left. &b N .
left indent eft. b0 * Mone 'I:ap the arrm_m to_spemfy a

Right: ¢ 0o L 1 first or hanging indent
Tap checkbox to i
display text as a O Bullet List:
bulleted list

2. Tap the Spacing tab to set the line or paragraph spacing.

Tap to switch between tabs
e P
Spacing

Spacing (points) [ | Tap the arrows or type in a

Before Faragraph: &ef number to change the spacing
before or after a paragraph
After Faragraph: ¢ [ paragrap
Line Spacing...
[~ » Single

Tap the arrow to

change the spacing

between lines
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Tap OK.

Reflow

Selecting Edit Reflow will take out every line break that is not followed by
a blank line. AlphaWord will automatically recommend a reflow if there is
not at least one paragraph in a document that is 8K or larger.

Select the text you want to reflow.

TIP: To reflow an entire document, choose Edit Select All, then reflow.

Press cmd-2 or select Reflow under the Format menu.

Installing additional display fonts on Dana

AlphaWord allows you to add additional display fonts to use in your
documents to improve their appearance and on-screen readability.

Launch FineType Converter on your PC. FineType Converter is
automatically installed on you desktop when you install Palm Desktop
Software.
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1.

NOTE: For Macintosh Users: FineType Converter is only available for
Windows. If you have access to a PC, we suggest installing fonts from
there or if you have a Dana device you’ve already installed the fonts on
from a PC, you can beam them between Danas.

++ FineType Converter E
Uszer
— Font
Avial -
Avial Black
Avial Marrow
Book Antiqua
Click or Ctrl-click to Bookman 01d Style
f Century Gothic
select fonts Century Schoolbook
Comic: Sans MS
Courier Mew
Frame5 Font
Garamond LI

™ Include Non‘wWestern Scripts

— Sample:
Sample

Inztall | Advanced... | Exit I

Click on the font name you want to install, then click on the Install
button.

TIP: To select multiple fonts, hold down the Ctrl key while clicking the
fonts.

HotSync to install the selected fonts on Dana.

Advanced Font Features

The advanced font features lets you further customize the fonts listed in
the FineType Converter dialog.

Launch FineType Converter on your PC.
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2.

3.
4.

Click the Advanced... button.

FineType Converter

User: I ia

— Font:

Arial

Arial Black

Aial M arrow

Book Antiqua
Bookman Old Style
Century Gothic
Century Schoalbook,
Comic Sans M5
Courier Mew
Frame5 Fant

™ Include Mon‘westem Seoipts

™ HiResolution

— Tuning

s o[
._J—

._J—

Width: 30

‘Weight: 40

Defaults

Sample

—Sample:

Sample

Basic..

Inztal | Save |

Click on the font name you want to customize, then adjust the width
(how wide the character is) and weight (how dark the character is). To
return to the default width and weight for a particular font click the
Defaults button.

Click the Save button to save the customized font, then click on the
Install button.

HotSync to install the selected fonts on Dana.

Using Fonts in AlphaWord
Open the document whose fonts you want to change.

Tap the fonts button on the toolbar or choose Font from the Format
menu.

Font Selector 1]

. Tap the Font pick list to
Font: w Ploin———

[~ change fonts - Installed

Tap arrows to change font
fonts are shown in bold

size or type in a number

between 4 and 127 Size: @ 17
O Bald O Superscript
O Underline O Subscript
Check a box to change—— [ 1qiics O strikethraugh Shows what the

font attributes N
selected font will

|— look like

Sample - Abc]

Choose a font from the Font pick list.
Tap the OK button.
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NOTE: A font may appear in the Font: list, but not display in
AlphaWord or the Sample box. A font will only display if the actual font
has been installed on Dana. Installed fonts are shown in bold in the Font:
list. If you choose a font that is not installed on Dana, but is installed on
your computer, when you send the document back to your computer the
font will display.

HotSync In-depth

Synchronization and Backup

This section describes in detail how AlphaWord HotSync works. For the
purpose of this example, lets start with a document on your desktop called
“researchpaper”. When AlphaWord synchronizes researchpaper to Dana,
nothing happens to the copy of researchpaper on your desktop.
researchpaper will only be altered on your desktop if you edit and save
researchpaper on Dana, and then synchronize the revised document back
to your desktop. At this point, AlphaWord will create the following 2 files
on your desktop.

* researchpaper.doc (or researchpaper.rtf on a Macintosh) - the
revised document that you just synchronized from Dana to your
desktop

¢ researchpaper-orig.doc (or with an .rtf extension on a Macintosh) -
this is a copy of the unedited, original researchpaper.

In the event of a conflict situation where you have edited researchpaper on
Dana and your desktop, AlphaWord will conclude that the version on
Dana is the most recent version. In this case, AlphaWord will make a copy
of the revised document on your desktop and call it researchpaper-bak.doc
(or .rtf).

The researchpaper-orig.doc (or .rtf) and researchpaper-bak.doc (or .rtf) files
are saved in the same location as the original researchpaper document.
AlphaWord Sync

As mentioned earlier AlphaWord Sync can be used for adding documents
to HotSync and launching documents. AlphaWord Sync can also be used
to move documents, remove documents from the HotSync list, change
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preferences, and on a PC print the document, open the original, or open the

backup.
1. Launch AlphaWord Sync on your computer.
%1 Alphaword Sync
User. [Jons =l

Document(s) listed below will be synchronized with pour Dana
the next time you perform a HotSync® operation:

Document Mame | Size | DOpen |

directions [Unavailable)
meetingnotes [Unavailable]
reseachpaper [Unavailable]

Bemove...

Move...

FineType... |

Freferences...
Help
— Document Properties:
Location:
Last Synehronization: Done |

2.  Select a document in the list and click the appropriate button to:

¢ Remove: Removes the document from the list to HotSync to Dana. If
the document has already been synchronized to Dana, you will be
given the option for AlphaWord to delete the document from Dana.

* Move: Moves the document (and its original and backup copies if
applicable) from one folder to another.

3.  Oron a PCright click on the document name to bring up a popup menu.

Document Mame

& Open
Bemowve
tove
Print

Open Onginal
Open Backup

Explore

Open Original and Open Backup refer to copies of the document that
were made during earlier HotSync operations. See Synchronization and
Backup above for more details.
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4., Click the Preferences button.

5.  Click the appropriate control described below to:

r—Filez created on the Dana;

Are zaved in the follawing directany:

IE:\M_I,J Drocuments Chooze... |

Have the fallowing file extenzion: |.doc hd

— Files added for synchronization:

Should keep their stylesheets: INever "I
Should keep their pictures on the: IDesktup "I

Cancel |

¢ Change the default directory for documents created on Dana. This is
the directory on your computer where documents created on Dana
are saved when you HotSync.

* On a PC you can also choose to save your documents with either a
.doc or .rtf extension. For word processors other than Microsoft
Word, .rtf is probably the best choice.

¢ AlphaWord doesn’t normally preserve stylesheets because it would
require a lot of memory on Dana. If you want to preserve stylesheets
select the Always option or Ask option (where you are asked if you
want to preserve stylesheets every time you HotSync).

¢ AlphaWord doesn’t normally store pictures from a document on
Dana because it would require too much memory. If you want to
store pictures on Dana, select the Organizer or Ask options.

6. Click OK.
7. Click Done.
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Working with
Applications

This chapter is organized by application and gives instructions on how to
do tasks that are specific to each of the following applications:

e Date Book
Address Book
To Do List
Memo Pad

Calculator
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Using the Date Book

The Date Book lets you quickly and easily schedule appointments or any
activity associated with a date or date and time. When you open the Date
Book, the current date and a list of times for a standard business day are
displayed.

Use the Date Book to:

e Schedule events: timed events, which have both times and dates;
untimed events, for example, birthdays or anniversaries; repeating
events, such as a weekly meeting held on the same day at the same
time; continuous events, such as a vacation or three-day conference;
and all day events, which reflect the default hours of a day as set by
the user.

* Display your schedule in different ways: by Day, Week, Month, or
Agenda view.

¢ Set an alarm to sound minutes, hours, or days before a scheduled
appointment.

¢ Attach notes to events to describe or clarify Date Book entries.

* Rearrange or delete events from your schedule.

To open the Date Book:

Press the date key to open the Date Book to today’s schedule. The date is
displayed at the top left of the screen.

NOTE: Press the date key repeatedly to cycle through the Day, Week,
Month, and Agenda views. The Date Book views are displayed at the
bottom left of the screen.

Scheduling events

An entry in the Date Book is called an event. When you schedule an event,
its description appears on the time line, and its duration is set to 1 hour by
default. You can easily change the start time and duration for any event.
You can schedule the following types of events in the Date Book:

* Timed events, such as meetings, that have a specific date and a
specific start and end time.
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e Untimed events, such as birthdays, holidays, and anniversaries.
These events occur on a particular date but have no specific start or
end times; they appear at the top of the list of times marked with a
diamond. You can schedule more than one untimed event on the
same date.

* Repeating events, such as a weekly meeting that is held on the same
day at the same time each week.

* Continuous events, such as a vacation or three-day conference.
¢ All day events, which reflect the default length of the day as set by
the user.
Scheduling timed events

You can schedule timed events for the current date or for future dates.

To schedule a timed event for the current date:

1. Press the date key to open the Date Book to today’s schedule. The
current date and a list of times for a normal business day are displayed
in Day view.

2. With the current day selected, tap the line next to the time that
corresponds to the start of the event.

Time bar Tap a line next to desired time;
shows default then enter text.
 May 3, 02] B0dEd - B3
11:00
1200
1:00
B
00
400
00
£:00
700
200
%00
L FEL s

3.  Enter a description of the event, up to 255 characters in length.
4. Set the event’s duration:
¢ If the event is 1-hour long, skip to the end of this procedure.

¢ If the event is longer or shorter than an hour, tap directly on the
time to open the Set Time dialog box.




Tapthetime —|CEMEXT] AT T =Tb ]

to display Py
%%S%tialog ﬁﬂunninq team mesting
box. 11:00

12:00
1:00
200
200
400
S.00
&:00

y L

Start Time: 12P4
1| fos
2 10
End Timne: 3 15
10:00 am q 20
5 25
6 30
8 40
> ||
10 50
| oK l Cancel | [11 55

TIP: You can open the Set Time dialog box (to select a start time) by
making sure no event is selected, and then typing a number on the
keyboard.

5. Set the duration of the event in either of the following ways:

¢ Tap the time columns in the Set Time dialog box to set the Start
Time; Tap End Time; then tap the time columns to set the End Time.

e Tap All Day if the event lasts all day. The default hours of a
standard business day are set by the user, and may be changed
using the Preferences command in the Date Book application. See
the section "Changing the displayed Start and End Times" on page
104.
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Tap to scroll to
earlier hours.

Set Timne 1)

Start Time: En

50

| oK || Cancel | 55| | Tap to scroll to

—— ] later hours.

1 05
Start 'ILime m P 10l Tap to
highlighted End Tirne: 3 15[ change
| 1:00 prn | 4 |20
5 2511 Tap to change
' 30 minutes.
8 40
9 ||45
0
1

Tap OK.

To schedule a timed event for another date:
Select the date you want in one of the following ways:

¢ Tap the desired day of the week in the date bar at the top of the
screen. If necessary, tap the Previous week or Next week scroll
arrows to move to another week.

* 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.

After locating the desired date, follow the steps for scheduling an event
for the current day.
Scheduling untimed events

You can schedule untimed events for any date. Untimed events appear at
the top of the list of times marked with a diamond.

To schedule an untimed event:

Select the event date you want, as described in the previous procedure,
“To schedule a timed event for another date.”

Tap New.
In the Set Time dialog box, tap No Time.

NOTE: You can tap OK instead but make sure nothing is entered for
start or end time.




Start Time: 11 +| [=00]
1 10

End Timne: ) 15
4 25

5 =30

T 40

g | |45
9 L0

Ok Cancel | [10 4| | 55

TIP: You can create a new untimed event by making sure no event is
selected and then typing letters on the keyboard. When you start typing,
the untimed event appears at the top of the screen

Enter a description of the event.

o TR FTETe
untimed L 3" rovid
event 200

200
10:00
1100
1&:00

1:00

200

00

400

c:00

- BEEE

Tap a blank area on the screen to deselect the untimed event.

NOTE: If you create a timed event and later want to make it an
untimed event, tap directly on the event time on the Date Book screen,;
then tap No Time and tap OK.

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. Repeating events include a
birthday and a weekly guitar lesson that falls on the same day of the week
and the same time of day. Continuous events might include a business trip
or a vacation.
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To schedule a repeating or continuous event:

Tap the event (Be sure to tap the event and not the time next to the
event.).

Typically, a continuous event is an untimed event.
Tap Details.
Tap the Repeat box to open the Change Repeat dialog box.

Change Repeat a
Event Details a Day | Week [ Month [vear |

Tap one of the above
buttons toset d repeat
interval.

Alarm: I:l . Tap the

Repeat. s Repeal g
Private: [J ' Mo Repeat

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

Enter a number that corresponds to how often you want the event to
repeat on the Every line.

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

To set 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.

Tap OK. An icon that represents a repeating event appears to the far
right on the event line.
Making changes to repeating or continuous events

When changes are made to a repeating or continuous event you have the
option of applying the change to just the current event, the current event
and all future occurrences of this event, or all occurrences of this event -
past, present, and future.

To delete repeating events:
Select the event you want to delete.

Tap Details. The Event Details screen opens.
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Tap Delete. The Repeating Event screen opens asking for confirmation
of the delete.

TIP: You can also select Delete Event from the Record menu. This
opens the Repeating Event screen.

Repeating Event a

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

.
A - a
Private: O — Dot

(

All

)

[ Cancel ]

Select one of the following options:
¢ Current deletes a single occurrence of this event

e Future deletes the current event and all future occurrences of this
event

¢ All deletes all past, current, and future occurrences of this event.

The event is removed from your datebook and you are returned to the day
view where you started. These steps apply to all changes you make to
repeating or continuous events.

About scheduling repeating or continuous events

Keep the following in mind when scheduling repeating or continuous
events:

¢ If you change the start date of a repeating event, your electronic
notebook calculates the number of days you moved the event. Your
electronic notebook 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 electronic notebook
creates a new repeating event.
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¢ If you change the date of an occurrence of a repeating event (e.g.,
from January 14 to January 15) and apply the change to all
occurrences, the new date becomes the start date of the repeating
event. Your electronic notebook adjusts the end date to maintain the
duration of the event.

¢ If you change other repeat settings (for example, time, alarm,
private) of a repeating event and apply the change to all
occurrences, your electronic notebook creates a new event. The start
date of this new event is the day on which the setting is changed.
Past occurrences (prior to the day of the change) are not changed.

e If you apply a change to a single occurrence of a repeating event
(e.g., time), that occurrence no longer shows the Repeat icon.
Rescheduling events

You reschedule events using the Details option in the Date Book. You can
also use the Details option to convert untimed events into timed events.

To reschedule an event:
Tap the event you want to reschedule.
Tap Details.

To change the time, tap the Time box, select a new time, and then tap
OK.

To change the date, tap the Date box, select a new date, and then tap OK.

Adding Address Book information to an event

You can add a name, address, and telephone number to an event using the
Phone Lookup option. For instructions, see "Using Phone Lookup" on page
136.

Setting the alarm

The Alarm setting lets you set an audible alarm for events in your Date
Book, and display a reminder message on-screen. For untimed events, only
the reminder message appears.
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Setting an alarm for an event

You can set an alarm for minutes, hours, or days before an event. When
you set an alarm, an Alarm icon appears to the far right of the event with
the alarm.

You can also set a silent alarm for untimed events that displays a reminder
message on-screen before the day of the event. The alarm triggers at the
specified period of minutes, hours, or days before midnight of the day on
which the untimed event begins.

For example, you set a 5-minute alarm for an untimed event that occurs on
February 4. The reminder message will appear at 11:55 p.m. on the night of
February 3. The reminder remains onscreen until you turn on your
electronic notebook and tap OK to turn off the reminder.

To set an alarm for an event:

Tap the event to which you want to assign an alarm.
Tap Details.

Tap the Alarm check box to select it.

The default setting, 5 Minutes, appears.

Set the alarm time:

¢ Select the 5 next to the Alarm check box and enter any number from
0 to 99 (inclusive) as the number of time units.

¢ Tap the pick list to change the time unit; select Minutes, Hours, or
Days.

Event Details a

Enter number of
time units here.

- # - Minutes
Repeat: | fone!
Private: ]

Tap here to
[—select unit of time.

Tap OK.

Once an alarm has gone off, you can tap the Snooze option to dismiss the
alarm for a 5-minute period.
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To dismiss the alarm using the snooze option:

When the alarm dialog box appears, tap Snooze to delay the alarm for a
preset five-minute period.

Each time you tap Snooze, the alarm is dismissed for an additional 5-
minute period.

{0y Friday, 513102
440 pm - 5:40 pm

Dental Appointment
Dr.Clark

=)

Setting alarm options

You can set the alarm to go off automatically for each new event using
preferences. You can also set a tone for the alarm and the number of times
the alarm sounds.

To set alarm options:
1. In the Date Book, press the menu key.

2. In the Options menu; tap Preferences.

S5tart Time: ¢
End Time: 6200 prn ¢

O Alarm Preset:
Alarm Sound:  Alarm
Remind Me: w 3 Times

FPlay Every:  Sminutes

3.  Select from the following options:

* Tap Alarm Preset to set an alarm for each new event automatically.
The silent alarm for untimed events is defined by minutes, days, or
hours before midnight of the date of the event.
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¢ Tap the Alarm Sound pick list, and then tap an option to set the tone
of the alarm. Options include Alarm, Alert, Bird, Concert, Phone,
Sci-fi, and Wake Up.

¢ Tap Remind Me to define how many times the alarm sounds—once
or twice; or three, five, or ten times.

¢ Tap Play Every to set how often the alarm sounds—every minute;
or every 5, 10, or 30 minutes.

4. Tap OK.

Changing the Date Book view

The Date Book includes four views for displaying your appointments: day
view, week view, month view, and agenda view.

To display the Date Book views:
1. Do one of the following:

* Press the date key repeatedly to cycle through all the Date Book
views.

¢ Tap a view icon in the lower-left area of the Date Book screen.

HER Crentizt Appaintmoent, Dr Clark

-
[

Date| Book view icons

To display the current time:

Tap and hold down the stylus on the date in the date bar to display the
time. (When you release the stylus, the menu bar appears.)

Working in Week view

Week view displays a 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 or press the date key until the Week view
appears.
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B Dantizt Appaintment, D Chark
E:00
200

Week view

Tap the left and right navigation controls to move forward or backward a
week at a time, or tap on a specific day to display the details of an event.

NOTE: The Week View also shows untimed events and events before
and after the range of times displayed.

Dot indicates untimed event. Bar indicates earlier event. Previous Next
week—I r week
 May 2] Cuesk 9 b
3 ™ T m T F T
5 3 7 8 3 10 1

10:00

12:00

poi ]

B -EHE

4

——Bar indicates later event.

Tap an event to display a description of the event at the top of the screen.

| Event details

Yed B/8/02 12:00 prn - 2:00 prin
Training Class

B & 7 2 9 10 1
00~

10:00

1200

200

B -EHE

4

Tap to show event details.

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

* To reschedule an event while in Week view, tap and drag the event
to a different time or day.
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¢ 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.

* The Week view displays 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.

Spotting event conflicts

With the ability to define specific start and end times for any event, it is
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
time bars and in the Day view as overlapping brackets to the left of the

conflicting times.

o Week 19 p

5

5
12:00

F B
0 1

2.00

400

&:00

Event [ BT

A

conflicts
May 7,02

4smﬂWTFsb

200

200

10:00

1100

12:00

EEE Cantizt appointriant

200 Project status rmeeting

200

400

S.00

€00

- BERE

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.
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Dots on right side indicate events.
Previous/next month

I
[ May 2002] r

5 iyl T w T F 5

Dashed line indicates continuous event.

12 13 14 15 16 17 13
1% 20 21 22 23 24 25
26 27 28 29 a0 3

Month View button Dots below date indicate untimed events.

You can control the dots and lines that appear in the Month View. See "To
change the Date Book display of events:" on page 103 for more
information.
Tips for using Month view
Keep the following points in mind when using the Month view:

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

* Tap the scroll arrows in the upper right corner to move forward or
backward a month.

Tap Go To to open the date selector and select a different month.

Use the PgUp/PgDn keys to move between months. Press
function-PgUp to display the previous month, or function-PgDn to
display the next month.

Working in Agenda view

The Agenda view lets you view appointments, untimed events, and To Do
List items in a single screen. Although it is primarily a viewing option, you
can also use the Agenda view to check off completed To Do List items. To
go to a Day View of any event on the Agenda view screen, simply tap the
desired event.

To display the Agenda View:

1. Tap the Agenda view icon or press the date key until the Agenda view
appears.
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B Dantizt Appaintment, D Chark

500

£:00

- BEES

Agenda view

2.  Use the navigation bars to move forward or backward a day at a time or

to display more To Do items.

4 Tue, May 14

200 Warlout with Katrina
200 Wark an proposal
10:00 Cornrn rneeting
12:00 Lunch with Barry
1:00 Review doc with Chris
300 Meet with Mancy

O 1 Fick up tickets

0O 2 <all Zandra

O 2 check on registration
O 2 Take dog to vet

Scroll the list
for each
view

||

A0

 l

o <o —

Tips for using Agenda view

¢ Tap any appointment while in Agenda view to display the Day

View of the appointment.

* Check off completed To Do List items in the Agenda view, or click a
description of an item to go directly into the To Do List application.

* You can change the category of To Do items shown. Tap on the pick
list and select the new category. See "Using the To Do List" on page

107, for more information on To Do items.

Changing the Date Book display

In Day or Month view, you can change which events appear in the Date
Book. In Day view, you can display time bars that highlight event conflicts.

To change the Date Book display of events:
1. In Day view or Month view, press the menu key.

2. Tap Options, and then tap Display Options.
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Display Options a

Day View:
= Show Timne Bars
[ Compress Day View

Month View:

' Show Timed Events

O Show Untimed Events

O Show Daily Repeating Evts

For Day view, select from the following options:

¢ Tap Show Time Bars to display time bars showing the duration of
an event and any event conflicts.

¢ Tap Compress Day View to display start and end times for each
event, but no blank time slots at the bottom of the screen, to
minimize scrolling. Clear the option to display all time slots.

For Month view, select whether to display Timed, Untimed, or Daily
Repeating events.

Tap OK.

Changing the displayed Start and End Times

You can change the preferences used for new entries. Preferences include
display starting time, display ending time, and alarm characteristics. See
the section "Setting alarm options" on page 98 for more information on
alarm preferences.

To change the start and end time in the Date Book:

In the Date Book, press the menu key.

Tap Option, and then tap Preferences.

Start Time:
End Timne: 6200 pra

O Alarm Preset:

4

Alarm Sound: w Alert
Remind Me: » 3 Tima:

Play Every: w 10minutes

104



The Start and End Time are used by the various Date Book screens. The
Day view schedules events to start and end at these times when the All
Day option is selected. The Week view displays the time span defined by
the Start Time and End Time.

3. Tap Start Time and use the scroll arrows to select a new start time for the
Date Book screens. Repeat the step to set a new end time. If the time
slots you select do not fit on one screen, you can tap the scroll arrows to
scroll up and down.

4. Tap OK.
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Using the To Do List

The To Do List is a convenient place to create reminders and prioritize the
things that you have to do.

Use the To Do List to:

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. For more information, see
"Categorizing records" on page 131.

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

Attach notes to individual To Do List items for a description or
clarification of the task. For more information, see"Attaching notes"
on page 140.

To open the To Do List:

Press the to do key to open the To Do List to the category of items you last
viewed.

NOTE: Press the to do key repeatedly to cycle through the categories
in which you have items.

Creating To Do List items

A To Do List item is a reminder of some task that you have to complete. A
record in the To Do List is called an item.

To create a To Do List item:
Press the to do key to display the To Do List.

Tap New.
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0O 1 Write thank younote to flice

Tap New
Details... ) [ Show... )
ToDo w Al
O 1 Call David

New To [ 1 Write thank you note to flice

Do item 01

[ New ) (Details... ) ( Show... ]

Enter the text of the To Do List item. The text can be longer than one line.

TIP: You can add a name, address, and phone number to a To Do List
item using the Phone Lookup option. For more information, see "Using
Phone Lookup" on page 136.

Tap anywhere onscreen to deselect the To Do List item.

TIP: If no To Do List item is currently selected, typing on the keyboard
automatically creates a new item.

Setting To Do List priorities

You can set priorities for tasks in your To Do List according to their
importance or urgency. Items appear by priority and due date at the top of
the To Do List by default, with 1 the highest priority. Changing an item’s
priority may move its position in the list.

New To Do List items automatically have a priority of 1. If you select
another item first, before creating a new item, the item you create appears
beneath the selected item with the same priority as the selected item.
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To set the priority of a To Do List item:

1. If priorities aren’t visible in the To Do List, tap Show at the bottom of
the list, tap Show Priorities, and tap OK.

2. Tap the Priority number on the left side of the To Do List item.

Tolo  Hll
[ 1 Call David
(MR Y S=nd flowers ta I

Tap here —

Details... | | Show..
T
0.1 Call David
OO N:=nd flowers ta 1
Tap to
select
priority.

Detailz... || Show..

3. Tap the Priority number that you want to set, with 1 the most important
and 5 the least important.

Checking off To Do List items
You can check off a To Do List item to indicate that you've completed it.

To check off a To Do List item:

1. Inthe To Do List, tap Show. Tap Show Completed Items. If you clear this
setting, your To Do items disappear from the list when you complete
(check) them.

NOTE: Items that no longer appear on the list because Show
Completed Items is turned off have not been deleted. They are still in
Dana’s memory. You must purge completed items to remove them from
memory.
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2. Tap the check box on the left side of the item.
- Al
| g : E‘?J:t[iut\g:nk ol niote ta Alice

Completed 0O 3 Fick up stamps
To Do List
item

Details.. | | Show...

Changing priorities and due dates

You can change the To Do List to display the due date assigned to an item,
change its priority, and assign a category to the task with the To Do Item
Details dialog box.

You can then sort To Do List items by priority, due date, or category.
To change the priority and due date of a To Do List item:
1. Inthe To Do List, tap the item that you want to change.
2. Tap Details.
3. In the Details dialog box, tap No Date to open the Due Date pick list.

To Do Item Details a
Priority: [ 2 ]3]4]5]
Category: + Unfilad
Due Date: w Mo late Tap here.
Private: [J

4. Tap the date that you want to assign the item. Options are Today,
Tomorrow, One Week from the current date, No Date to remove the due
date from the item, or Choose Date to display the date selector and select
a date.

5. Tap Private to hide this item when Security is turned on.
6. For more information, see "Making records private" on page 138.
7. Tap OK.
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TIP: If you turn on the Show Due Dates option in the To Do
Preferences dialog box, you can tap directly on the due date in the To
Do List to open the pick list shown in step 3.

To sort To Do items:
In the To Do List, tap Show.

In the To Do Preferences screen, tap Sort By, and then select an option
from the pick list:

Tap Priority, Due Date to sort items by priority first, and then due date.
Tap Due Date, Priority to reverse that order.

Tap Category, Priority to sort items by category first, and then priority.
Tap Priority, Category to reverse that order.

Tap OK.

Displaying completed and due items

You can have the To Do List display completed items and their completion
dates, as well as due items and their due dates.

To display completed and due items in the To Do List:
In the To Do List, tap Show.

To Do Preferences §

Sort by: w Priovity, Due Date

# Show Completed Items
O Show Only Due Items
O Record Completion Date

O Show Due Dates
# Show Priorities
O Show Categories

In the To Do Preferences dialog box, choose from the following settings:

¢ Tap Show Completed Items to display your completed items in the
To Do List. If this setting is turned off, completed To Do items
disappear from the list, but are kept in Dana’s memory. You must
purge completed items to remove them from memory.
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¢ Tap Show Only Due Items to show only the items that are currently
due, 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 date.

* Tap Record Completion Date to replace the due date with the actual
date when you complete (check) the item. If you do not assign a due
date to an item, the completion date still records when you complete
the item.

¢ Tap Show Due Dates to display the due dates for items in the To Do
List and to display an exclamation mark next to items that remain
incomplete after the due date passes.

3. Tap OK.
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Using the Address Book

The Address Book lets you keep names, addresses, telephone numbers,
and other information about your personal or business contacts.

Use the Address Book to:

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

¢ Enter up to five phone numbers (home, work, fax, car, 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.

To open the Address Book:

Press the address key to open the Address Book and display the list of all
your records.

NOTE: Press the address key repeatedly to cycle through the
categories in which you have records.

Adding and using Address Book entries

The Address Book application stores name and address information about
people or businesses.

Creating an Address Book entry

A record in Address Book is called an entry. You can create entries on Dana,
or you can use Palm Desktop software to create entries on your computer
and then download them to Dana during your next HotSync operation.

Palm Desktop software also has data import capabilities that let you load
database files into the Address Book on Dana.

See "Importing data" on page 51 and Palm Desktop online Help for more
information.
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To create a new Address Book entry:
Press the address key to display the Address List.
Tap New.

w All

H EE0-45408 121 W
Adarns, Ben 408-F72-1900 W
Fecknnan, Rachel E10-532-0746 W
Eertollin, Marcus 213-dZ2-1363W
Erruce, Jererny 403-459-1279 W
Fiutler, Richard 804-5RR-8796 W
ain, Cathy B17-297-CETZ W
arpenter, Joan T03-541-78332 W
arter, Kendra 213-890-6298 W
C16-098-TE12 W

201-156-07 16 1)

Tap New Lo — .
Cursor  Unfiled
at Last——
name First name:
Title:
Company:
 Work:
 Home:
« Fax:
w Other:
Dane :I (Detuils...j ( Mote :I %

Enter the last name of the person you want to add to your Address Book.

Tap the First Name field to move to it. You can move to any field by
tapping it directly.

Enter the individual’s first name in the First Name field.

If you want to be able to sort the Address Book by company name, enter
the information you want in the Company field.

Enter any other information that you want to include in the entry.
Tap the scroll arrows to move to the next page of information.

To attach a note to an entry, tap Note. Enter the information you want to
add, and then tap Done.

When you have finished entering information, tap Done.
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Record Edit Options

Last name:JERC)

First name: Kendra
Title:
Company:
« Work: 213-890-629%
~ Home: 213-395-4522
- Fax:
 Other:

Done | [Details... | [ Mote )

4

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 electronic notebook.

To view details of an address entry:
1. Tap the address entry in Address List view.

The entry appears in Address view.

Address  fll
EE0-454068 121

I_ ‘

Tap entry

ork:

ook Up: Mew

A08-772-1900'W
B10-532-0746'W
213-422-1363W
403-452-1279W
804-556-8796 W
617-B97-CET2W
708-541-TEI2 W
213-3 ECRL
E16-098-Te 12w
01-156-0716W

A
el

endraCarter

Unfiled

211-890-6298
213-395-4522
mear ter@aol.com

7235 hth Avenue
ew York

Edit Mew

|—Tap Done
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Duplicating an entry

You can duplicate existing entries, which can be helpful when you want to
enter multiple people from a single organization. When you duplicate an
entry, the word Copy appears next to the name in the First Name field.

To duplicate an entry:
1. From the Address Book, tap a name you want to duplicate.
2. Tap Edit
3. Do one of the following:

¢ Tap the Address Edit tab at the top of the screen; then tap Duplicate
Address in the Record menu.

® Press emd-T.

4. Edit the record as necessary.

Selecting different types of phone numbers and addresses

You can select the types of phone numbers or e-mail addresses that an
Address Book entry displays. Any changes you make apply only to the
current entry.

To select other types of phone numbers in an entry:
1. Tap the entry that you want to change in the Address list.
2. Tap Edit.
3. Tap the pick list next to the label you want to change.

Record Edit Options
[ET e Carter
First name: Kendra
Title:
Company:
Tap — « Work: 213-890-6298
Ll « Home: 713-395-1077
- Fax:
+ (ther:
[one ] [Detuils...:l ( Mote ] &
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Select a new label.

{ Unfiled

Tap
new label

M Ed

retails... Mote

Editing Address Book entries

You can change the type of information that appears in the Address List
screen, categorize an entry, and hide an entry for security reasons. You can
also delete entries.

To edit an Address Book entry:

Tap the entry that you want to change in the Address list.
Tap Edit.

Tap Details.

Address Entry Details §

ShowinList: » Wark
Category: w Unfiled
Private: [J

In the Address Entry Details dialog box, select any of the following
settings:

¢ Tap Show in List, and in the pick list tap which type of phone or
other information you want to appear in the Address List screen.
Options are Work, Home, Fax, Other, and E-mail.

* Tap Category, and then tap a category in the pick list that you want
to assign to the entry.

¢ Tap Private to hide the entry when Security is turned on.
To attach a note to an entry, tap Note, enter information and tap OK.
To delete an entry, tap Delete.
Tap OK.
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Changing the Address Book display

You can change how Address Book lists are sorted and you can add custom
tields for entering additional information, using preferences. You can also
have the Address Book display the last category you selected each time
you return to the application.

To change how lists are sorted:
In the Address list or in Address view, press the menu key.

Tap Options, and then tap Preferences.

Preferences

O Remember Last Category
O Enahble Fast OneHand

List By:

Last Marne, First Marne

Cornpary, Last Marne

Choose an option to sort Address Book lists from the List By pick list:

¢ Tap Last Name, First Name to sort alphabetically by an individual’s
last name and then first name.

¢ Tap Company, Last Name to sort alphabetically by the company
name, and then an individual’s last name.

Tap OK.

To add custom fields at the end of Address Edit screens:
In the Address list or in Address view, press the menu key.

Tap Options, and then tap Rename Custom Fields.

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

Cuztorn ]
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Rename the fields to identify the information you'll enter in them. The
names you give the custom fields appear in all entries, at the end of the

Address Edit screen.
Tap OK in the Rename Custom Fields dialog box.

To control the Address Book display on returning to the application:

In the Address list or in Address view, press the menu key.

Tap Options, and then tap Preferences.

Preferences

O Remember Last Category
[0 Enable Fast OneHand

List By:

Last Mame, First Nane

Cornpany, Last Marme

In the Address Book Preferences dialog box, select an option:

¢ To have the Address Book redisplay the last category you selected
on returning to the application, tap the Remember Last Category
check box to select it.

* To have the Address Book display the All category on returning to
the application, tap the Remember Last Category check box to clear
it.

¢ If you have a lot of entries in your address book, you might want to
select the Enable Fast OneHand check box. With Fast OneHand
enabled only the first letter of entries are shown in the list. Clicking
on a letter will take you to the first entry under that letter.

Tap OK.
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Using the Memo Pad

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

Use the Memo Pad to:

¢ Take notes or write any kind of message on your electronic
notebook.

¢ Assign memos to categories so that you can organize and view them
in logical groups.

¢ Write down phone numbers and other types of information. Later,
you can copy and paste this information into other applications.

To open the Memo Pad:

Tap the Memo Pad icon in the Application Launcher. The Memo Pad opens
to display the last Memo Pad screen that you viewed.

Creating memos

A record in the Memo Pad is called a memo. A memo can contain up to
4,000 characters. The number of memos you can store is dependent only on
Dana’s available memory.

When you create a new memo, you can add information to it from the
Address Book application, such as a phone number or address, using the
Phone Lookup option. See "Using Phone Lookup" on page 136.

To create a new memo:
1.  Press the apps key.
2. Tap the Memo Pad icon to display the Memo List.
3. Tap New.
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o] ~
1. B8 Mleating Minutes
2. Directions to San Jose Airport
3. Plans for vacation
4. Priorities annew Project
5. Ta discus with Linda

Tap New.
e

[ Memo 6 of 6] e

Done | | Details

TIP: You can also create a new memo by beginning to type on the
keyboard while in the Memo List screen. The first letter is automatically
capitalized and begins your new memao.

Enter the text you want to appear in the memo. Use the enter key to move
down to new lines in the memo.

Tap Done.

You can categorize memos and sort them by categories. See "Categorizing
records” on page 131 and "Sorting records" on page 137 for more
information.

Reviewing memos

The Memo List displays the first line of a memo. This makes it easy to
locate and review your memos. You can easily sort memos in the Memo
List or move through memos using Memo options.
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To review a memo:
In the Memo List, tap the text of the memo.

[ Mero] <
- 1. 578 Meeting Minutes
2. Directions to San Jose firport
Tap a 3. Plans for vacation
4. Priorities on new Project
me.mo '['O S. To discus with Linda
review its
contents

Review or edit the text in the memo.

‘Memo 10f 5 : Unfiled

L8 Meating Minutes

Glenn to study time managernent program az inplerented by ernplovees

Michalle to report on expanding markets in the Dallas-Fort Worth areq,

Suzan went over new vacation palicy and health plan options.

Done | | Details

Tap Done.

To move through a memo you’re reviewing:
In the Memo List, tap the text of the memo you want to review.

Press one of the following options to move toward the beginning or end
of the memo:

* Press function-PgUp to move toward the top (first) line of the
memo.

* Press function-PgDn to move toward the bottom (last) line of the
memo.

To change the order in which memos appear in the Memo List:
In the Memo List, tap the menu key.

Tap Options.

Tap Preferences, and choose one of the following options:

¢ Tap Manual to sort new memos in the sequence in which you create
them.
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* Tap Alphabetical to sort new and existing memos in numerical and
then alphabetical sequence.

4. Tap OK.
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Using the Calculator

The Calculator lets you perform general mathematical functions, such as
addition, subtraction, multiplication, and division.

Use the Calculator to:
e Perform basic calculations.
e Store and retrieve values.

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

To open the Calculator:

Press function-calc.

| 0]
CHEEED
CDODE
COHOE
=]

Using the Calculator buttons

The Calculator includes several buttons to help you perform calculations.

° E The CE button clears the last number you entered. Use this
button if you make a mistake while entering a number in the middle
of a calculation. This button enables you to re-enter the number
without starting the calculation over.

. ﬁ The C button clears the entire calculation and enables you to
begin a fresh calculation.

+
. | /- The Plus/Minus button 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.
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3.

. The M+ button places the current number in memory. Each
new number you enter with the M+ button is added to the total
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.

. E The MR button recalls the stored value from memory and
inserts it in the current calculation.

. E The MC button clears any value that is stored in the
Calculator memory.

Displaying recent calculations

The Recent Calculations command lets you review the last series of
calculations and helps you confirm a chain of calculations.

To display recent calculations:
In the Calculator application, press the menu key.

Tap Options, and then tap Recent Calculations.

When you have finished reviewing the calculations, tap OK.
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6

Performing Common
Tasks

The tasks described in this section use the term records to refer to an
individual item in any of the basic applications, for example, a single Date
Book event, Address Book entry, To Do List item, or Memo Pad memao.

Creating records

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

To create a record:
1. Select the application in which you want to create a record.

2. Tap New. (For the Date Book only, select start and end times for your
appointment and tap OK.)

Enter text for the record.
4. As an option, tap Details to select attributes for the record.
In the Address Book and Memo Pad only, tap Done.

Dana saves the new record automatically.

Editing records

After you create a record, you can change, delete, or add new information
at any time. When the screen is in edit mode, a blinking cursor appears
within the information, and the information appears on a dotted gray line
called an edit line.
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You can enter text in any of the ways described in "Entering Data" on page

37.
— Cursor Edit line
| May 16,02 LIHNEE * BEL
00
w00
10:00
[mmunninq meeting
12:00
1:00
200
00
400
E:00
£:00
- EEE

Selecting Text

Select the text you want to edit using one of the following techniques:
* Double-tap on a word in a field to select the word.
¢ Triple-tap on any word on a line to select the entire line.

* Drag across a line of text to select some or all of the information, or
drag down to select text across multiple lines.

Using the Edit menu

The Edit menu is available from any screen where you enter or edit text. As
a general rule, the Edit menu commands affect selected text. You can
display the Edit menu in 4 ways: by tapping the menu key, by tapping the
inverted tab at the top of the screen, by pressing cmd-menu shortcut letter,
or writing a Graffiti shortcut.

To use the Edit menu:
1. Do one of the following to display the Edit menu:

¢ Tap the Menu icon; then tap the Edit menu to display the
commands in the menu.

* Tap the inverted tab at the top of the screen; then tap the Edit menu
to display the commands in the menu.

* Press cmd-menu shortcut letter. For example, press cmd-c for Edit
Copy.

* Press cmd-tab, or drag a diagonal line from the lower left to upper
right in the text area of the WritePad to display the Command
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2.

toolbar. To select a command, either tap the icon representing a
command on the Command toolbar, or draw the Graffiti shortcut in
the WritePad.

.-"'

5 B

Choose from the following commands, depending on the application
you're using:

Undo reverses the last action taken.

Cut removes a selection from its current location to memory. You
can then paste the text into another area of the current application or
into a different application.

Copy copies a selection and moves it to memory. You can paste the
selection into another area of the current application or into a
different application.

Paste inserts a selection from memory into an area you select. Paste
produces no result if you have not used the Cut or Copy commands.

Select All selects all the text in the current record or screen.

Keyboard opens the onscreen keyboard. Tap Done to close the
keyboard.

Graffiti Help opens the Graffiti character stroke screen.

Deleting records

You can delete records in any of the basic applications.

To delete a record in any of the basic applications:

Select the record you want to affect.

Do one of the following:

Press the menu key, under the Record menu tap the Delete
command.

The Delete command differs depending on the application you're
using, for example, Delete Event appears in the Record menu while
you're in the Date Book, and Delete Item appears when you're using
the To Do List.

Tap the inverted tab at the top of the screen, open the Record menu,
and then select the desired Delete command.
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¢ In the Details dialog box of the application, tap Delete, and then tap
OK.

e Delete the text of the record.

NOTE: Inthe Date Book, deleting the text of a repeating event deletes
all instances of the event.

* Press cmd-tab, or drag a diagonal line from the lower left to upper
right in the text area of the WritePad to display the Command
toolbar. Then tap the Delete icon, or draw a Graffiti ‘D’ in the text
area.

v %nﬂ.ﬁﬁ

Delete icon

A confirmation dialog box appears.

To archive a copy of the deleted record on your computer, select the Save
Archive option. If you choose the archive option, the record is
transferred to the archive file on your computer the next time you
perform a HotSync operation.

Tap OK to delete the record.

Purging records

Over time, as you use Date Book, and To Do List you may accumulate
records that are no longer useful. For example, events that occurred
months ago remain in the Date Book, and completed To Do List items
remain in the list.

Outdated records take up memory on your electronic notebook, 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
electronic notebook and save them in an archive file.

Purging is not available in Address Book or Memo Pad; delete records
from these applications manually.

To purge records:
Open the application from which you want to purge records.

Choose from the following options:
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¢ Press the menu key, open the Record menu, and then tap Purge. A
confirmation dialog box appears.

* Tap the inverted tab at the top of the screen, open the Record menu,
and select Purge.

3. Choose from the following options:

* For the Date Book, select the Delete Events Older Than pick list and
select an option—1 week, 2 weeks, 3 weeks or 1 month.

* For the Date Book or To Do list, select Save Archive Copy on PC to
save a copy of purged records in an archive file on your desktop.
Selecting this option transfers purged records to an archive file the
next time you perform a HotSync operation. Tap OK.

Categorizing records

You can categorize records in the Address Book, To Do List, and Memo Pad
for easy retrieval. (The Date Book does not have categories.) When you
create a record, it is automatically assigned to the currently displayed
category. For example, if the All category is displayed, the record is
assigned to the Unfiled category. A record can remain unfiled or it can be
assigned to a category at any time.

You can create, rename or delete categories. Each application can have up
to 15 categories.

To move a record into a category:
1.  Select the record you want to categorize.
2. Tap Details. (From the Address View screen, tap Edit first.)

3. In the Details dialog box, tap the Category pick list, select the desired
category, and then tap OK.

To display a category of records:

1. Open one of the following applications: the Address Book, the To Do
List, or the Memo Pad.

2. Tap the pick list in the upper right corner of the screen; then tap the
category you want to display.
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TIP: Pressing the address, to do, or memo key on Dana toggles
through the categories assigned to the application, respectively.

To add or edit application categories:

1. In the Address Book, To Do List, or Memo Pad, choose from the
following options:

* Tap the pick list in the upper right corner of the screen, and tap Edit
Categories.

Edit Categories

O 1 Schedule reeting in Dallaz Business
T i R 3 Perzonal
O 1 Review Jon's presentation and provide feedback
. . Unifiled
O 1 Pick up qift far Babw Shower Edit Cateqorias
2 Baok flight for conference

m]
00 2 Take dog te et

O 2 Send out weekly resting rminutes
03

o4

Get tires rotated
Pick up stamps

Details... | [ Show...
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2.

* In the Address Book, select a record and tap Edit; then tap Details.
In the Category pick list, tap Edit Categories.

Address Entry Details &

ShowinList: w Work
Category: w Unfiled
Private: [J

¢ In the Memo Pad and To Do List, select a record from the list, and
tap Details. In the Category pick list, tap Edit Categories.

Select any of the following options:
* To create a new category, tap New, enter a new name, and Tap OK.

* Torename a category, tap it in the list to select it. Tap Rename, enter
a new name, and Tap OK.

Edit Categories.. 1]

Busiress
Persanal Edit Categories

Enter a new categqory name:

.

Tap for new category_/

¢ To delete a category, tap it in the list to select it. Tap Delete.
Tap OK.

To rename a category:

Tap the pick list in the upper right corner of the screen; then tap Edit
Categories.

Select the category you want to rename; then tap Rename.
Enter the new name for the category, and tap OK.

Tap OK to exit the Edit Categories dialog box.

TIP: You can move records from multiple categories into a single
category by renaming all discrete categories with a single category
name.
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Printing records

In addition to printing AlphaWord files you can also print records from the
Address Book, To Do List, Memo Pad, and appointments from the Date
Book. Printing files from many third-party applications is also supported
including: spreadsheets, presentations, databases, and e-mail. For more
information on supported applications and printers see the online manual
- PrintBoyManual.pdf located in the PrintBoy folder under the Extras
folder on the Palm Desktop for Dana software CD-ROM.

To Print a record:

If you haven’t already done so, complete the steps for "Printing Setup"
on page 72.

Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.

Tap the Print icon.
Select the type of record you want to print.

PrintBoyI

Tap t lect d W Documents % RAddresses
ap to select a recor (T Appointrnents M ToDo's

type H Clipboard

If you are printing via USB, connect one end of the USB cable to the
Dana printer port and connect the other end of the cable to the printer. If
you are printing via infrared (IrDA), point Dana’s IrDA port at the
Printer’s IrDA port.

Select a record and then tap the Print button.

To Print a record via the Send menu:

You can print records directly from the Address Book, To Do List, Memo
Pad, and the Date Book by using the Send menu.

Open the application you want to print from (i.e. Date Book).
Select the record you want to print.

Press the menu key.
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4. Under the Record menu, tap the appropriate Send command.

5. Tap OKto print.

Finding records

Your electronic notebook lets you find information in several ways:

¢ In all applications, starting with the current application, you can
locate selected text.

¢ In the Date Book, the To Do List, and the Memo Pad, you can use
Phone Lookup to display the Address List screen and add the
information from this list to a record.

¢ In the Address Book, you can use the Look Up option to enter the
first letters of a name to scroll immediately to that name.

Finding Address Book records

You can look up Address Book records pressing function-PgUp or
function-PgDn or by typing the first few letters of a name in the Look Up
option at the bottom of the address screen.

To look up an Address Book record:
1. Do one of the following:

¢ From the Address screen, enter the first few letters of the name you
want to locate.

Al

Andrews, Karen B17-097-0378H
Eill. Lille Cag-d24-2TR9W
al, Stan T-231-9081 H
ardy, Greg 814-228-0912 W
anz, Sarm Q85-272-9720W
ing. Tanwa 203-22-EEAR W

ing, Bewverly A17-674-3312H
Fioddey, Chris 332-651-3583W
fanchez, Randy TRE-411-23423W
i 31-331-2328H
&15-441-13401)

kil

ook Up: s
Look Up option

¢ Pressing function-PgUp or function-PgDn to scroll a screen at a
time or the up or down arrow keys (PgUp or PgDn) to scroll a
record at a time.
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Using the Find option

The Find option lets you locate text in any or all applications. For example,
if the text “dog” appears in the Address Book and the Date Book, the Find
option displays both occurrences in the Find dialog box.

To use the Find option:
Press the find key.
Enter the text you want to find; then tap OK.

Note that the Find option is not case sensitive; searching for "davidson"
also finds "Davidson."

TIP: Select text in an application before tapping Find to automatically
place the text in the Find dialog box.

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

Matches for “David™

To Do ltermns
Call Lavid

Addreszes

Find: B o Crensh.. Do +33-1-41-974621%
Catebook
Ik Cancel Mernos
- - 11/22 Meeting Minutes

Mail Mezzages

As Dana searches for the text, you can tap Stop to stop the search at any
time. To continue the search after tapping Stop, tap Find More.

NOTE: Find will locate all matches that begin with the supplied text. It
will not find words where the supplied text appears in the middle or at the
end of a word.

Using Phone Lookup

The Phone Lookup option lets you add a telephone number from the
Address Book to an entry in another application. For example, you can add
your dentist’s telephone number to your dental appointment date in the
Date Book.
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To use Phone Lookup:

Display the record in which you want to insert a phone number. The
record can be in the Date Book, the To Do List, or the Memo Pad.

Do one of the following:
¢ Press the menu key. Tap Options, and then tap Phone Lookup.

* Tap the inverted tab at the top of the screen; then tap Options and
tap Phone Lookup.

¢ Press ecmd-L.

Select a record or write the first few letters of the name you want to add.
Tap Add to add the information to the record.

NOTE: You can also search based on selected text. Drag to highlight
the text, then follow step 2 above. When the search is complete, the
name and phone number of the candidate will replace the selected text.

Sorting records

4.

You can sort lists of records in various ways, depending on the application.
Sorting is available in applications that display lists—in the Address Book,
To Do List, and Memo Pad.

To sort records in the To Do List application:

Open the To Do List application to display the list screen.

Tap Show.

Tap the Sort By pick list, and select an option.

To Do Preferences a
Sortby:

[ue Date, Priority
[ Shows|“ategory, Priority
O Show Cateqary, Due Date

O Record Completion Date

Select a Sort By option

O Show DueDates
# Show Priorities
O Show Categories

Tap OK.
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To sort records in the Address Book and Memo Pad:
1. Open the application to display the list screen.
2. Do one of the following:
¢ Press the menu key. From the Options menu, tap Preferences.

¢ Tap the inverted tab at the top of the screen; then tap Preferences in
the Options menu.

¢ Press emd-R.

3. In the Preferences dialog box, tap the option you want; then tap OK to
sort the list.

O Rerernber Last Category
O Enable Fast OneHand

List By: Mermno Preferences )
Last Marne, First Marme [~ Select a Sort By option Sort by: ¥ Manual
Carnpany, Last Marmne

To sort the Memo List manually:

Tap and drag a memo to a new location in the list.

TIP: To display the list of your memos on your computer as you
arranged them manually on your electronic notebook, open Memo Pad
in Palm Desktop software click List By, and select Order on Handheld.

Making records private

A Security application is available to users who have the Dana
Productivity Pack that lets you make individual records private in all the
basic applications. Private records can be either masked or hidden. Private
records remain visible and accessible until you select a security setting to
Hide records. Private record names are covered with a gray bar when the
security setting is set to Mask records.

If you have assigned a password to your device, you must enter it before
private records are displayed. See "Assigning security options" on page 60
for more information.
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To make a record private:
1. Inyour application, do one of the following;:
* Create a new record and tap Edit, and then tap Details.
¢ Select an existing record, and tap Details.
2. Tap the Private check box. Tap OK.
3.  Atthe alert in the Private Records dialog box, tap OK.

You have marked this
record Private. Go to
the Security application
or the Security menu
itern and choose Mask
Records or Hide Records
tomask or hide all
Private records.

To hide private records:
1. Do one of the following:

¢ Press the apps key repeatedly till you see ALL in the top right
corner of the Applications Launcher; then tap Security.

¢ From within an application, tap the inverted tab at the top of the
screen; then tap Security in the Options menu.

* From within any application, bring up the Command Bar and tap
the padlock icon. To bring up the Command Bar, press cmd-tab.

2. In the Change Security dialog box, in the Current Privacy pick list, tap
Hide Records; then tap OK.

Change Security a
Current
Privacy: |ShowRecords
Mazk Records

Hide Records
O

To display private records:
1. Do one of the following:
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¢ Press the apps key repeatedly till you see ALL in the top right
corner of the Applications Launcher; then tap Security.

¢ From within an application, tap the inverted tab at the top of the
screen; then tap Security in the Options menu.

* From within any application, bring up the Command Bar and tap
the padlock icon. To bring up the Command Bar, press cmd-tab.

2.  From the Current Privacy pick list, tap Show Records; then tap OK.

3. If you have assigned a password, you must enter the password before
the hidden records are displayed.

4. Enter your password, and then tap Show.

Attaching notes

You can attach notes to records in all the basic applications except the
Memo Pad. A note can be up to several thousand characters long.

To attach a note to a record:

Display the entry to which you want to add a note.
In Address Book only, tap Edit.

Tap Details.

Tap Note; then enter the desired note.

SAE A

Tap Done.

A note icon appears to the right of any item containing a note.

400
B3N piian leszan I3
&:00

- EEEE Note icon

To review or edit a note:
Tap the note icon.
To delete a note:

1. Tap the note icon.

2. Tap Delete; then tap Yes to delete the note.
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Choosing fonts

You can change the font in Memo Pad, Address Book, Date Book, and To
Do List to improve appearance and readability. You can choose a different
font for each application.

To change the font style:
Open an application.
Do one of the following:
¢ Press the menu key. From the Options menu, tap Font.

¢ Tap the inverted tab at the top of the screen; then tap Font in the
Options menu.

Tap the font you want; then tap Select.

| ~Rr— 1ap to select a font

Falrn &5 El
Palrn ©5 B
Falrn &5 12

[—B stands for a Bold font.

|Sample Text —+_ Displays how font will look

TIP: You can download additional FontBucket™ fonts to use on Dana
at www.handshigh.com.

Getting information on an application

You can get information on any application by displaying its About box.
The About box displays the name and version number of the application.

To display the About box:
Press the menu key.
In the Options menu, tap About.

The text following the About command differs based on your location.
For example, in the Date Book, the command is About Date Book.
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7

Using the Attention
Manager

Some applications (such as Date Book) want to get your attention with
some sort of alarm. Attention Manager allows you to conveniently manage
all of these notifications in one place. Appointments and messages can
stack up while you are away from your electronic notebook. Attention
Manager lets you view them from a single list, where you can selectively
dismiss or follow up on each event.

Applications will signal for your attention at two different levels: insistent
and subtle. Each will be discussed in detail below.

Insistent alarms

Insistent applications open a Reminders dialog screen, and may play a
sound, Alarms continue until you snooze or dismiss them. If the sound can
be interrupted, you can tap anywhere on the screen, or push any key to
silence it. Attention Manager will always open immediately when new
insistent alarms are posted.

;;:;@;:; Friday, 5£3/02
A:A0 pm - 5:A0 pm

Dental Appointment
Dr. Clark

o)==
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Using the Reminder dialog screen
The Reminder dialog screen has three buttons for responding to an alarm:
OK: Makes the reminder go away, with no further notification.

Snooze: Switches to the application that was running when the alarm went
off, and returns to the Reminder dialog screen after five minutes. You can
go back to the Reminder dialog screen right away by tapping on the
blinking indicator in the upper left corner of the screen. For more
information, see “Understanding the blinking alarm indicator” below.

Go To: Switches to the application that created the alarm, and shows the
record that caused the alarm, although you may have to navigate within
the application. There is no further notification.

Setting alarm volume

You control most alarm volumes globally in the General panel of the Prefs
menu:

¢ From the Applications Launcher, tap the Prefs icon.
¢ Tap the General pick list in the upper right corner of the screen.

* Set the volume using the Alarm Sound pick list.

Preferences w Ganeral

Auto-off After: + 2 minutes

Systern Sound: + High
Alarm Sound: + High
Game Sound: + High

Beam Receijve: « On

Setting alarm sound effects

Some applications allow you to set the song or sound effect to use, and
how many times to play it, with a pause in between. For example, to set
alarm preferences for the Date Book, do the following:

1. While displaying the Date Book application, tap the Menu icon.

2. Tap the Options menu, and select Preferences.
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[6V]

. Tap the Alarm Preset check box, if you want alarms to sound, then
select the following from the pick lists:

* How soon you want the alarm to sound before the event

The alarm song or sound effect (for example, Bird or Concerto)

* How many times the alarm repeats before giving up

The pause between each time the alarm sounds

Start Time: m
End Tirne: 6200 prn

[ Alarm Preset: 5w Minutes

s
-
s
-

Alarm Sound:  Alarm
Remind Me: w 3 Times

FPlay Every:  Sminutes

Using the Reminders list screen

The Reminders dialog screen changes to a list of items that require your
attention under two insistent alarm conditions:

* When a second application attempts to get your attention and the
tirst has not been dismissed or snoozed.

* When a first application makes a second attempt and the first has
not been dismissed or snoozed.

Each listed reminder contains the date and time of the event. Depending
on the application displaying the reminder, you may see an icon
representing the application, and up to two lines of text.

818 pin  Reminders

O ¢ %15 pro-%:15 prn Today
Eall garne

O %15 pr-8:25 prn Today
Conference call with Europe

[ Cone ][ Snooze ] [ {lear All ]
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Tapping on the text or icon will “Go To” that item and delete the event
from the Reminders list screen.

Tapping in the check box will clear that item, similar to a To Do list item.
The Attention Manager will draw a line through the text lines, pause for a
moment, and them remove the item from the list, although the original
data remains in the application.

The Reminders list screen displays three buttons that are used to respond
to all of the items in the list:

Snooze: Puts the Reminders list screen to sleep for five minutes. After this
time interval, the Reminders list screen is displayed again. You can go
directly to the Reminders list screen without waiting, by tapping on the
blinking alarm indicator. For more detail, see “Understanding the blinking
alarm indicator” below.

Done: If the Reminders list appeared because of more than one insistent
alarm, tapping Done closes the Reminders list screen, although the events
will remain in the application that created them. The Reminders list screen
will not appear again, unless you tap the blinking alarm indicator in the
menu bar.

If the Reminders list appeared after you tapped the Snooze button, then
tapped the blinking alarm indicator, then tapped the Done button, the
reminder will continue to snooze.

For more detail, see “Understanding the blinking alarm indicator” below.

Clear All: removes all of the items from the list, but does not close the
Reminders screen. Tap this button to erase a list of events that have passed

Subtle alarms

Some applications provide a visual, and optionally audible indication, but
do not otherwise disrupt your work flow. Subtle alarms do not display a
Reminders screen. Instead, a blinking indicator will flash in the upper left
corner of the title bar (of applications that allow it) when an alarm is
present.

Understanding the blinking alarm indicator

A blinking alarm indicator appears in the upper left corner of the
application in the menu bar (of applications that allow it) under the
following conditions:
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* While viewing a Reminders dialog screen, you tap the Done or the
Snooze button

* A subtle alarm is present
The indicator appears in three different states:
¢ Off: The indicator is not shown at all when the list is empty.

¢ Blinking, two states: When the list is not empty but there are no
new items, then the “star” indicator will blink on and off until the

list has been emptied.

B =o w Al
QR @

Addres:  AtnMgrTest Calc

* Blinking, three states: When a new subtle alarm is received, the star
will alternate flashing solid, exploded, then off, until you view the
new event.

B =0 w Al
Q @

Addres:  AtnMgrTest Calc

Tapping on the indicator opens the Attention Manager in list mode, even if
there is only one item.
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8

Using an Expansion
Card

Dana has 2 card slots that accepts Secure Digital (SD) or MultiMedia Card
(MMC) expansion cards. These enable you to add additional software
applications, memory, or hardware. You can also use an expansion card to
back up data when it is inconvenient to perform a HotSync operation.

Inserting an expansion card
1. Hold Dana securely.

2. Insert the card into the expansion card slot, following the direction
indicated by the expansion card icon on the top of Dana.

3.  Use your thumb to push the card into the expansion slot. When you feel
the card lock and hear the system sound, the card is properly seated
within the slot
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Removing an expansion card

1.
2.

Hold Dana securely.

Use your thumb to lightly push against the top of the card, following the
direction indicated by the expansion card icon on the top of Dana. The
expansion card slot releases the card, and Dana plays the system sound.

Remove the card from the expansion card slot.

Opening expansion card applications

3.

When an expansion card is properly seated in an expansion card slot, the
Applications Launcher switches to the card and displays its contents. The
pick list in the upper-right corner of the Launcher screen displays the name
of the card.

To open an application on an expansion card:

Press the apps key.

Tap the pick list in the upper right corner of the Launcher screen.
|

Garnes
dress

;

Ivlain

Swyatamn

Utilities

Unfiled

Edit Cateqories...

uc|B 16ME Expansi...

(25

il

=4
=
)
=N
=

)

m

Crate Book  Font

&
B
@

H-:-tSnu: Keyboard  Merno Pad
C &

-
=,

refs P

=

ntBoy  PrintSetup -

Tap the card name (in this case 16 MB Expansion) on the pick list. The
expansion card applications are displayed in the Applications Launcher.

[ 10:50 o [ R T

¥ & ©
Graffiti HardBall  MineHunt

% A

Su:renSh... m-Mlaster
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4. Tap the application that you want to launch.

The selected application is loaded into memory and launched. If the

application is already resident in main memory;, it is not copied again, just
launched.

Displaying expansion card application information

To display information about an application on an expansion card:
1. Press apps key.

2.  Tap the pick list in the upper right corner of the Launcher screen.

3. Tap the card name on the pick list. The expansion card applications are
displayed in the Applications Launcher.

4. Press the menu key to bring up the App menu.

Options

c|Delete.. « D
Beam... B
Category..

MineHunt

Copy...

[
ScreanSh..  H-Master

5. Tap Info.
6. Inthe Device pick list, tap the card name. The size of the applications on
the card are displayed

Device: w B 16ME Expansion Card
Free 5pace: 1380 of 14101
[ |

Graffiti 14K
HardBall 23K
MMineHunt BK
ScreenshotControl 3K
X-Naster 52K

(" Done ) [Version EERY More.. |

7. To display the application version, tap version.
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Device: w B 16ME Expansion Card
FPalmn O5& software v 4.1

Graffiti
HardBall
AMineHunt

v
v 4
v 3

ScreenShotControl  w.

X-NMaster v

mowaa
-S S S

TIP:  When you tap More, you access the Cardinfo application,
described in the Using CardInfo section.

Copying an expansion card application to Dana

To copy an application on your expansion card to Dana:
1. Press apps key.
2. Tap the pick list in the upper right corner of the Launcher screen.

3. Tap the card name on the pick list. The expansion card applications are
displayed in the Applications Launcher.

4. Press the menu key to bring up the App menu
5. Tap Copy.

6. Select the source and the destination using the From and the Copy To

pick lists.
Copy To: w Dana
From: w B 16MB Expansi...
Graffiti 14K
MineHunt 8K
ScreenShotControl 3K
X-Master 52K

7.  Select the application and then tap Copy.

The application is copied to the selected destination.
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TIP: Some applications and databases are copy-protected and cannot
be copied. These are listed with a lock icon next to them.

Deleting Applications from an expansion card

To delete an application from an expansion card:
1. Press apps key.

2. Tap the pick list in the upper right corner of the Launcher screen.

N

Tap the card name on the pick list. The expansion card applications are
displayed in the Applications Launcher.

Press the menu key to bring up the App menu.
Tap delete.

Select the card name from the Delete From pick list.

A L

Highlight the application you want to delete, then tap Done.

Delete From: w 0 1&6ME Expansi...
Free Space: 1390 of 14.1M

Bookman Old StyleFTFt 12K 4
Century S5choolbookFT.. 12K

Graffiti 14K
HardBall 23K
MineHunt BE
[FcreenShotControl 3K 3

The application is deleted. Applications that are loaded in ROM (for
example, Memo Pad) cannot be deleted, and are not listed.

Using Cardinfo

Card Info lets you review general information about an inserted card and
its contents, rename a card, and format a card.

To use Cardinfo:

1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.
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2.

.
Tap the CardInfo icon crdinto,

Card: B 16ME Expansion Card
Type: Secureligital Card
Size: 138 ME Free of 14.1 ME

Application Directory:
T Iterns, 1255 KE

288 0 KB Used
13.8 MB Free of 14.1 VB

S016E
Fanazanic
Securebigital Card

To rename the expansion card, tap on the Card Info tab in the upper left
corner of the application screen.

Select Rename Card, and enter the new name in the Rename Card dialog
box.

Rename Card

| Rename Card R |ag Mew Card Mame:
| NNorrnat Card -~ T

Help “H This 15 anew nanme
r About Card Info [R——

Tap the Rename button.

To reformat the expansion card, tap Card Info, select Format Card, and
tap OK in the Format Card dialog box.

Formot Card

& Forrnatting this card
will destroy all its data.

Do you wont to format
this card 7

WARNING! Reformatting the expansion card will destroy its data.

To display help for Card Info, tap Card Info in the upper left corner of
the application screen.
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8.

Using Card

Select Help from the menu, and scroll through the tips that are
displayed.

Pro

While you can copy an application to an expansion card from the
Applications Launcher, CardPro lets you lets you copy all types of files
(including applications, databases, and data files). CardPro is available to
users who have the Dana Productivity Pack. CardPro also lets you select
and copy multiple files at the same time, and create folders on your
expansion card to better organize your files.

WARNING! CardPro is for advanced users only. Do not use this utility
if you are unfamiliar with files and folders.

Launching CardPro:

Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.

Tap the CardPro icon [corro

After CardPro is launched, the main RAM view displays. This view
displays all files (applications and databases) currently in RAM. The list of
tiles can be sorted by name, date, size, creator, or type.

Switch to SD view to display all the applications and databases currently
stored on the SD memory card.

Tap here to switch to SD

card view

~ Rl
Tap here to display Al w Size Tap here to display other
different file types AddressCitiesDE T0SE T file information

AddressCornpaniesDB 0.02k

AddressCountriesDB 0.02k

AddreszDE 024K

AddressState:DE 003K

AddressTitlesDE 003K

ArialFTFt 177K

Bookrnan Cld StyleFTFE 12.04EK,

BFMSettings 0.28K

[: Capy.. ] [: Mlawe... :] [: Deleta :]
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Copying or moving files:

Tap the file you want to copy or move. To copy or move additional files
at the same time, just tap them so they are also selected. To copy all files,
choose Select All under the Edit menu.

Tap the Copy or Move button

NOTE: The Move command deletes the original files after they have
been moved to the new destination.

Select the destination where you want the file to go and tap OK. If you
want to create a new folder to put the file in, tap the New button.

Free: 12420 D1 16ME Expanzion

—AUDI <DIR=
Tap a folder to selecta data <DIf=
destination for the file LI <[lR=

- FALM <DIR=

[ R ] [Cuncel ] [ Tew ] _;I(')allger:ere to create a new

TIP: If you want to change the name of the file you are copying, use
Copy as under the File menu.

Renaming a file:

Tap on the view pick list and select the SD card view
Tap the file you want to rename.

Press the menu key.

Under the File menu, tap Rename.

Type in the new file name and tap OK.

Deleting a file:

Tap the file you want to delete.
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2. Tap the Delete button and then tap OK

WARNING! Only delete files you are familiar with to avoid deleting
databases associated with the built-in apps, such as the Address Book,
Memo Pad, To Do List, or Date Book.

Creating a folder:
1. Tap on the view pick list and select the SD card view.
2.  Press the menu key.
3.  Under the File menu, tap Make Folder.

Enter folder name

.

4. Enter the folder name and tap OK.

Renaming a folder:

Tap on the view pick list and select the SD card view.
Tap the folder you want to rename.

Press the menu key.

Under the File menu, tap Rename Folder.

SAE I A

Type in the new name for the folder and tap OK.
Deleting a folder:

Tap on the view pick list and select the SD card view.
Tap the folder you want to delete.

Press the menu key.

Under the File menu, tap Delete Folder and then tap OK.

= b=

WARNING! Deleting a folder will also delete files stored in that folder.

Dana User’s Guide 157



Setting Preferences:
1. Press the menu key.

2.  Under the Options menu, tap Preferences.

Preferences
[ Hide swstem files

[ Confirrn overwrites

Tap here to change the
Sortorder;  Marne sort order

3.  Uncheck Hide system files if you want to see all the files on Dana.

TIP: Unless you have a specific need to see all files, we recommend
you keep Hide system file checked. This prevents system files from
being accidentally deleted or renamed.

4. Check Confirm overwrites if you want to be warned every time a file is
about to overwrite another file of the same name.

Tap the sort order pick list to sort by Name, Size, Date, Creator, or Type.
6. Tap OK.
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9

Setting Preferences

The Preferences screens enable you to customize the configuration options
on your electronic notebook, including the following;:

General Set the current date and time, the auto shut-off interval, the Beam
Receive feature, and the system, alarm, and game sounds.

Date and Time Set the date, time, time zone, and Daylight Saving switch.

Formats Set the country default and the formats for dates, times, calendar,
and numbers.

Connection Configure USB cable, modem, and infrared communication
settings.

Owner Assign your name, phone number, and other owner information to
Dana.

Keys Assign different applications to specific keys on Dana, and reassign
the full-screen pen stroke command.

ShortCuts Define a list of Graffiti ® abbreviations.
Digitizer Calibrate the screen on Dana.

Network Configure Dana for use with a network.

Viewing preferences

To open the Preferences screens:

Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.

Tap the Prefs icon.
Tap the pick list in the upper-right corner of the screen.

Select the Preferences screen you want to view.
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2.

Keys preferences

The Keys Preferences screen let you assign different applications to
application and utility keys (on the top right row of keys). For example, if
you find that you seldom use To Do List and often use Memo Pad, you can
assign the to do key to launch Memo Pad.

If you assign a different application to a key, you can still select the original
application using the Applications Launcher. Changes made in the Keys
Preferences screen take effect immediately.

You can also change the assignment of the full-screen pen stroke. By
default, the full-screen pen stroke activates Graffiti help.

You can also assign applications to the file keys (F1-F8). For instructions,
see "App Shortcuts" on page 168.

To change the Keys preferences:
Tap the pick list next to the key you want to re-assign.

Preferences w Keys

Select an application to
customize each key:

date key w [ate Book Tap arrow to

address key w Address - show picklist
todo key - ToDolist
memo key - Alphaord

calc key » Calc

Default Pan...

Tap the application that you want to assign to the key.

TIP: To restore all of the buttons to their factory settings, tap Default.
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Pen Preferences

The Keys Preferences screen also enables you to change the assignment of
the full-screen pen stroke. By default, the full-screen pen stroke activates
Graffiti 2 Help.

To change what the full-screen pen stroke activates:
| 0] A
el % ] ] <]
doana, 200D O | €
o mﬁﬁﬁ @ F. - i @ DrLg to top

of screen for
full-screen
pen stroke

1. In the Keys Preferences screen, tap Pen.

Select a feature you can
access by dragging your
stylus from the WritePad
to the top of the screen.

aé w Graffiti Help
[ =

2. Tap the pick list, and tap one of the following settings for the full-screen
pen stroke:

¢ Backlight turns on the backlight of your electronic notebook.
¢ Keyboard opens the onscreen keyboard for entering text characters.

* Graffiti Help opens a series of screens that show the complete
Graffiti character set.

¢ Turn Off & Lock turns off and locks Dana. You must assign a
password to lock Dana. When locked, you need to enter the
password to use Dana. This feature is available to users who have
the Security application that comes with the Dana Productivity
Pack.

e Beam Data beams the current record to another Dana or Palm OS
handheld.

3. Tap OK.

Dana User’s Guide 161



Digitizer preferences

The Digitizer Preferences screen opens the digitizer calibration screen. This
is the same screen that appears when you start Dana for the first time.

You can recalibrate your screen after a hard reset, or if your stylus seems to
be “off target”.

Formats preferences

Use the Formats Preferences screen to set the country default and the
display format of the dates, times, and numbers on Dana.

Country default

When selecting a country and time, date, and number formats, keep the
following in mind:

* When you select a country, the time, date, and number formats are
adjusted, as well as the week’s starting day. For example, in
Germany, time often is expressed using a 24-hour clock and the
starting day of the week is Monday; in the United States, however,
time is expressed using a 12-hour clock with an AM or PM suffix
and the starting day of the week is Sunday. You can customize your
own settings.

* The Time setting defines the format for the time of day, which
appears in all applications on your electronic notebook.

To choose a country default:
1. Tap the country name pick list.

Preferences w Formats

Preset to: w United States

Timne: w HH:MM arn/prn
10:44 am
Date: w MDY
TR0z
Jul 24, 2002
Week starts:  Sunday

Mumbers: » 1,000.00

2. Tap the setting you want to use.
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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 Dana.

To select the time, date, week start, and numbers format:

Tap the Time pick list and select a format, where H is hour and M is
minute.

Tap the Date pick list and select a format, where D is day, M is month,
and Yis year.

Tap the Week starts pick list, and select whether you want the first day
of the week to be Sunday or Monday.

NOTE: This setting controls the Day, Week, Month, and Agenda views
in Date Book and all other aspects of Dana that display a calendar.

Tap the Numbers pick list, and select formats for the decimal point and
thousands separator.

General preferences

The General Preferences screen enables you to set the auto shutoff interval,
alarm, system and game sounds, and the Beam Receive feature.

Setting the auto-off delay time

Your electronic notebook automatically turns off the power and backlight
after a period of inactivity, to conserve battery power. If you find that your
electronic notebook shuts itself off before you finish reviewing the
information on the screen, you can increase the automatic shutoff setting.

To set the auto shutoff interval:
Tap the Auto-off pick list.

Tap the setting you want to use for the automatic shutoff feature: 30
seconds, 1 minute, 3 minutes, 5 minutes, 10 minutes, or 20 minutes.
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Setting the sounds and volumes

You can control the sound for system alerts, alarms, and games using the
General Preferences screen.

To set the system, alarm, and game sounds:

To set sounds and volumes, tap the System, Alarm, or Game Sound pick
list, and select the sound level —Off, Low, Medium, or High

Turning off the System Sound also turns off the chime tones used
during HotSync operations.

NOTE: The Game Sound setting typically works only with newer
games that are programmed to respond to it.

Date and Time preferences

The Date and Time Preferences screen enables you to set the date, time,
time zone, and Daylight Saving option on your electronic notebook.

See "Setting the date, time, and time zone" on page 28 for details.

Owner Preferences

Owner preferences let you record a name, company name, phone number,
or any other information you want to include on your electronic notebook.

See "Setting owner preferences" on page 27 for details.

ShortCuts Preferences

The ShortCuts Preferences screen enables you to define abbreviations for
entering text with Graffiti strokes. ShortCuts are similar to the Glossary or
Autotext features of some word processors.

See "Using Graffiti 2 ShortCuts" on page 48 for more information.
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Turning Beam Receive on and off

Beaming is discussed in Chapter 11. For information on using the Beam
Receive preference, see "Turning off beaming" on page 177.

For information on configuring your electronic notebook to work with a
modem or network, see "Setting Connection and Network Preferences" on
page 193.
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10

Keyboard and Screen
Options

The Screen application allows you to view the Dana screen vertically,
rather than horizontally. Viewing the screen vertically can be more
convenient for tasks like filling out forms, or reading an ebook. The
Keyboard application allows you to customize the keyboard settings on
Dana, including the following:

App Shortcuts Set which applications are launched when you press
function-F1-F8.

Key Repeat When checked, holding down a key will cause the character to
repeat until the key is released.

Power On Keys Set which keys (in addition to the on/off key) will turn
Dana on and off.

Keyboard Layout Change the keyboard layout to QWERTY (default),
Dvorak, Left handed or Right handed.

Special Needs:

Sticky Keys Enables typing of combination keystrokes without having to
press the keys simultaneously.

Slow Keys Enables Users with motor impairment to adjust the amount of
time that any key needs to be held down before it is sent to the application.

General:
Keyboard Enable Allows keyboard input to Dana.

Key Clicks Causes a clicking noise to occur every time a key is pressed on
the keyboard.
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2.

Tab Movement Pressing the tab key will move the cursor to the next field
instead of inserting a tab character, while shift-tab will move it to the
previous field.

Setting Keyboard options

To open the Keyboard application:

Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.

Tap the Keyboard icon.
Tap the pick list in the upper-right corner of the screen.
Select the Keyboard option you want to change.

App Shortcuts

Use App Shortcuts to customize which applications are launched when
you press function-F1-F8.

You can also assign different applications to application and utility keys
(the top right row of keys). For instructions, see "Keys preferences" on page
160.

To set the Application assigned to function-F1-F8:

Tap the arrow next to the function-file key you want to assign.

Keyboard w App Shortouts

RAssign Application Shortouts:

Function+F1: = <Unassigned=
Function+F2: » <Unassigned=
Function+F3: » <Unassigned=
Function+Fd: = <Unassigred:=
Function+FS: » <Unassigned=
Function+Fé: » <Unassigned=
Function+F7: = <Unassigned=

Function+F2: = <Unassigned= Tap arrow to show

pick list

Tap the application that you want to assign to the key combination.
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Key Repeat

When Enable Key Repeat is checked, holding down a key will cause the
character to repeat until the key is released. If Enable Key Repeat is
unchecked, holding down a key will only generate one character.

Moving the slider under “Start repeat delay” adjusts the amount of delay
before repeating the first key. Moving the slider under “Delay between
repeats” adjusts the amount of delay that occurs after the first repeated key
and all the following repeated keys.

To enable and adjust Key Repeat:
1. Check the box next to “Enable key repeat”.

Tap to enable/dis- |kl = Koy Repent
able key repeat —— 1 Enable key repeat

Start repeat delay

LrrprrarrarrA Y Drag slider to
Less delay Mare delay | change delay

Delay between repeats

Less delay Wore delay
Test Area

2. Drag the sliders right to increase or left to decrease the delay.

3.  Use the Test Area to see how the key repeat process is affected

Power On Keys

The on/off key will always turn Dana on and off. The keys listed in the
dialog can also be setup to turn on Dana.

To set a Power On Key
1. Check the box next to the Power On Key you want to enable.

Keyboard w Power On Kevs

Select the kews that wou want
toturn on Cana.
The ondoff key is always enabled.

date key
address key
tiodo ke
rnerno key
find key
apps key
SYnC Key

Tap checkbox to
enable/disablea —
Power On Key

ooooooo
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TIP: If storing Dana in a backpack or briefcase, we recommend that
the Power On Keys be disabled in order to minimize the risk that Dana
will be turned on accidentally in transit.

Keyboard Layout

Dana gives you the option of four keyboard layouts: QWERTY is the
standard default layout of most keyboards, Dvorak is scientifically
designed to minimize finger stretching/reaching for the most commonly
used keys, Left handed and Right handed layouts enable faster typing for
people with disabilities. When a different layout is selected, the keyboard
graphic will change to show the new layout and the keys will be
reassigned. All the applications on Dana will use the new layout.

To change the keyboard layout:

Tap the arrow and choose a keyboard layout.

» Lavout

Select Keyboard Layout:

w OWERTY
Tap arrow to show I
keyboard layouts 1[2]z]alslel7]2l9lo]-T=
qlwle|r [t [x[a]i[a]p[T[1]x
al|=|d[f[g|R[i B

gihli[k]I]:
+ [z[=[c[v[b[n]m]. ] . [+

Test Area

Use the Test Area to try out the new keyboard layout.

Special Needs

Sticky Keys

With Sticky Keys enabled, you can type combination keystrokes without
having to press the keys simultaneously. For example, you could press
"function" and then press "calc" to launch calculator. Sticky Keys affects the
four modifier keys: shift, option/alt/function, cmd, and ctrl. When Sticky
Keys is enabled, pressing a modifier key effectively keeps that key "pressed
down" for the next normal key press.
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Slow Keys

With Slow Keys enabled, Users with motor impairment can adjust the
amount of time that any key needs to be held down before it is sent to the
application. The greater the delay that is set in the slider, the more time is
needed before Dana recognizes the key press.

To enable Sticky keys or Slow keys:
1. Check the box next to “Sticky Keys” or “Slow Keys”.
Tap to enable/dis- [keyboard IREE TR

able Sticky Keys ] O Sticky Keys
or Slow Keys
O Slow Keys

Slow key delay

Drag slider to
change delay

Lttt i v vl

Lezs delay More delay

Test Area

2.  For Slow Keys drag the slider right to increase or left to decrease the
delay.

3. Use the Test Area to see try out various settings

General

Keyboard Enable

Enable keyboard input is checked by default to allow keyboard input to
Dana. You may want to disable it if the screen is rotated, and you don't
want to worry about accidentally pressing a key.

Key Clicks

Enabling key clicks will cause a clicking noise to occur every time a key is
pressed on the keyboard. Even when this option is unchecked, some
clicking will still occur for some operations. To disable all sound output,
see "Setting the sounds and volumes" on page 164.

Tab Movement

Tab moves to the next field is checked by default, so pressing the tab key
will move the cursor to the next field instead of inserting a tab character.
Shift-tab will move the cursor to the previous field. If this is checked, then
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the only way a tab character can be entered is by using Graffiti. For more
information see "Writing symbols and extended characters" on page 45.

To enable general keyboard setting:

Check the box next to the setting you want to enable.

w w General

—* Enable keyboard input
Ondoff and app keys
are always enabled

Tap to enable/dis-
able setting

O Enable key clicks

¥ Tab moves to the next
field and shift-tab moves
to the previous field

Screen Options

Dana can be set up using the screen application so that the screen is viewed
vertically rather than horizontally. The screen can be rotated 90 degrees to
the left or right. Viewing the screen vertically can be more convenient for
tasks like filling out forms or reading an ebook.

You can also use the Screen application to turn off the display of the
Billboard window (where the word “dana.” is displayed on the left side of
the screen.)

Rotating the screen:

Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.

Tap the Screen icon.

Tap an icon to change the screen orientation.

| Options View |

Taochange the screen orientation,
tap on the device icon and prezs Gk,

Tap an icon to
change the screen
orientation
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4. Tap the OK button.
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To turn off Billboard display:

Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.

Tap the Screen icon.

Press the menu key, and select Preferences from the View menu.

Tap to uncheck

Preferences a

- #F Display the Billboagrd window

Tap to uncheck and turn off the Billboard display.

Tap OK.
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Beaming a

11

Beaming Information

Dana is equipped with an IrDA (infrared) port that you can use to beam

information to another to another Dana or IrDA-equipped Palm OS
organizer. The IR port is located at the top of the electronic notebook,
behind the small convex bump on the right side.

You can beam the following information between Danas:

® The record currently displayed in Date Book, Address Book, To Do
List, or Memo Pad, or AlphaWord.

¢ All records of the category currently displayed in the Address Book,
To Do List, or Memo Pad applications.

* 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.

NOTE: AlphaWord or other printable files can also be beamed to an
IrDA-capable printer. See "Printing Setup" on page 72 for more
information.

For best results, the electronic notebooks should be between 10 centimeters
(approximately 4 inches) and 1 meter (approximately 39 inches) apart, and

the path between the two devices must be clear of obstacles. Beaming
distance to other IrDA-equipped Palm OS organizers may be different.

business card

To select a business card for beaming:
Press the address key.
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2. Inthe Address List, create a new entry or select an entry that contains the
information you want on your business card.

In Address view, press the menu key.

4. Under Record, tap Select Business card. At the prompt, tap Yes.

Beaming a record

To beam a record, business card, or category of records:

Locate the record, business card, or category you want to beam.
Press the menu key.

Tap Record.

O

Choose from the following options:

¢ Tap Beam to beam an individual item.

In the Address Book application only, tap Beam Business Card.

Press the address key for about two seconds to beam your business
card.

Tap Beam Category (for records that are displayed in a category).

Press the send key or cmd-b to beam the current entry.

NOTE: You can set the full-screen pen stroke to beam the current
entry. See "To change what the full-screen pen stroke activates:" on
page 161 for more information.

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

Wait for the Beam Status dialog box to indicate the transfer is done.

Beaming an application

To beam an application:
1.  Press the apps key.

2.  Press the menu key.
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Tap App, and then tap Beam.

4. Tap the application you want to transfer, and tap Beam.

NOTE: Some applications are copy-protected and cannot be beamed,
as indicated by a lock icon.

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

Wait for the Beam Status dialog box to indicate the transfer is done.

Receiving beamed information

To receive beamed information:

1. Turn on Dana.

2.  Point the IR port directly at the IR port of the transmitting Dana to open
the Beam Status dialog box.

Tap Yes.

4. Wait for the Beam Status dialog box to indicate that the transfer is
complete, and then tap OK to display the new entry.

5. Incoming records are placed in the Unfiled category.

Turning off beaming

To turn beaming on or off:
1.  Press the apps key.

2.  Select All or System from the pick list in the upper right corner of the
screen.

Tap Prefs.
4. In the pick list in the upper right corner, tap General.

5. In the General Preferences screen, tap the Beam Receive pick list, and
then tap On or Off to select the option.
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Performing

12

Exchanging and
Updating Data using
HotSync: Operations

HotSync® technology lets you synchronize—exchange and update—data
between one or more Danas and Palm Desktop ™ Desktop or another PIM
such as Microsoft Outlook.

The HotSync process automatically synchronizes data between your
electronic notebook and Palm Desktop software. Changes you make on
Dana or Palm Desktop software appear in both places after a HotSync
operation. HotSync technology synchronizes only the needed portions of
tiles, thus reducing synchronization time.

You can synchronize your data by connecting Dana directly to your
computer or indirectly with a modem or network. This chapter describes
how to select HotSync options and perform a HotSync operation via USB
cable, a modem, or network.

a HotSync operation for the first time

The first time you synchronize your data, you must enter user information
on both Dana and Palm Desktop software. After you enter this information
and synchronize, the HotSync Manager recognizes your Dana and doesn’t
ask for this information again.

If you are preparing several electronic notebooks for a group of users, you
may want to create a user profile. See "Creating a user profile" on page 181
before performing the following steps.
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Performing the first local HotSync operation

You must perform your first HotSync operation with a local, direct
connection, rather than using a modem.

The following steps assume that you have already installed the Palm
Desktop software. If you have not installed this software, see "Installing
Palm Desktop software" on page 31 for instructions.

IMPORTANT: The version of Palm Desktop Software that comes with
Dana must be installed before connecting Dana to a computer.

To perform a local HotSync operation:
1. Connect one end of the USB cable to the Dana computer port.
2.  Connect the other end of the cable to a USB port on the computer.

3. The computer will automatically recognize the connection.

To the
Computer To the
USB port Dana Computer Port

[ o IO —
==

(=)

End view of cable End view of cable

4. 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.

5.  Press function-sync (press the function and sync keys simultaneously).

6. If you are performing the HotSync operation for the first time, you must
enter a user name in the New User dialog box and click OK. The
HotSync Progress dialog box appears and synchronization begins.

Every electronic notebook should have a unique name. To prevent loss
of a user’s records, never try to synchronize more than one electronic
notebook to the same user name.
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Hot5ync Progress

Status:  Inztaling handheld applications

Uszer. alphasmart [profile]

@ ® B
D)

7.  Wait for a message on Dana indicating that the process is complete.

When HotSync is complete, you can unplug Dana from the USB cable.

NOTE: Trying to HotSync files to both expansion card slots during the
same HotSync operation will cause an error.

Creating a user profile

You can create a user profile to load data into an electronic notebook
without associating that data with a user name, using the File Link feature.
This feature lets System Administrators configure several electronic
notebooks with specific information (such as a company phone list) before
distributing them to their actual users. For more information on the File
Link option, see "Using File Link" on page 191.

The User Profile feature is designed only for the first-time HotSync
operation, before you assign a User ID to a particular electronic notebook.

To create a user profile:

Open Palm Desktop software.

From the Tools menu, choose Users.
Click Profiles.

Click New. Enter a unique name for the profile, and click OK.

U A

Repeat steps 3 and 4 for each profile that you want to create. When you
have finished, click OK to return to Palm Desktop software.

6. Select the profile from the User list and create the data for the profile (for
example, company phone list, and so on).
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To use a profile for the first-time HotSync operation:
Connect the new Dana to the computer via a USB cable.

Press function-sync.

Click Profiles.

Select the profile that you want to load on Dana, and click OK.
Click Yes to transfer all the profile data to Dana.

The next time you perform a HotSync operation, Palm Desktop software
prompts you to assign a user name to Dana.

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:
Open Palm Desktop software.
From the HotSync menu, choose Setup.

Click the General tab, and select one of the following options:

General |ana\ I Mndeml Netwnrkl

HotSync Manager

@ Ahways available (putin Startup folder)

 Awailable onlywhen the Palm Desktop is running

" Manual (vou start the HotSync Manager yourself)

QK I Cancel | Applhy | Help |

* Always Available adds HotSync Manager to the Startup folder and
constantly monitors the communication port for synchronization
requests from your electronic notebook. With this option, the
HotSync Manager synchronizes data even when Palm Desktop
software is not running.
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¢ Available Only When Palm Desktop software is running starts
HotSync Manager and monitors requests automatically when you
open Palm Desktop software.

¢ 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. Click the Modem tab to display the modem settings and adjust the
options as needed. See "Conducting a HotSync operation via modem" on
page 185 for more information.

5. If you are attached to a network, click the Network tab to display the
network settings and adjust the options as needed. See "Conducting a
HotSync operation via a network" on page 189 for more information.

6. Click OK.

Customizing HotSync application settings

For each application, you can define a set of options that determines how
records are handled during synchronization. These options are called a
“conduit.” The conduit is the “transfer software”, and the options are set to
tell the conduit what to transfer. By default, a HotSync operation
synchronizes all files between Dana 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 Dana 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, and AlphaWord, Palm Desktop software includes System and Install
conduits. The System conduit backs up the system information stored on
Dana. The Install conduit installs applications on Dana.
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To customize HotSync application settings:

1. Click the HotSync icon in the Windows system tray (bottom right corner
of the taskbar).

v Local USE
Local Serial
Modem
Metwork,

Setup...

LCustom...

File Link...
Wiew Log...
About...
Help...
E it Click HotSync
8:35 A icon to show
options

Tip: You can also click the HotSync command on the Palm Desktop software menu bar.

2.  From the HotSync Manager menu, choose Custom.

A -

Conduit Action

Date Book Synchronize the files m
Address Book Svnchronize the files
To Do List Sunchranize the files LChange...
Memo Pad Senchronize the files

ScreenShot Handheld overwiites Deskiop Default
WiordS mith Synchronize the files

SrShat Handheld ovenarites Desktop Help
Iristall Enabled

Install Service Templates  Enabled

Inoball T Card Frahlad LI

3. Select the appropriate user name from the list.

4. Select an application in the Conduit list. Click Change.

Change HotSync Action B

[ HotSync Action for Date Book

oK I
== & Eynehione s Tizs _ Coresl |
Help
0 «g  Deskiop overwrites handheld
™ Set gs default
B+

£~ Handheld oversites deskiop

0
=] " Do nothing

5.  Click the direction in which you want to write data, or click Do Nothing
to skip data transfer for an application.
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Choose how long the setting will remain in effect:

* To have the setting affect only the next HotSync operation, deselect
Set As Default. Thereafter, the HotSync Actions revert to their
default settings.

* To use a new setting as the default, select the Set As Default option.
Thereafter, whatever you selected as the default setting is used
when you click the Default button in the Custom dialog.

Click OK.

Repeat steps 4 through 7 to change conduit settings for other
applications.

Click Done to activate your settings.

Conducting a HotSync operation via modem

You can use a modem to synchronize with Dana when you are away from
your computer. You must purchase a modem separately for use with Dana.
See www.alphasmart.com for more information.

NOTE: The first HotSync operation must be local, using a USB cable.
After that, you can perform a modem HotSync operation.

To perform a HotSync operation via modem you must complete the
following steps:

Connect a modem to your computer.

Configure the Palm Desktop software for use with your modem.

Connect a modem to Dana.

Configure the Modem preferences on Dana for use with your
modem. See "Setting Connection and Network Preferences” on page
193.

Preparing your computer

You must perform a few steps to prepare your computer for a modem
HotSync operation. Be sure to perform these steps before you leave your
office so that your computer is ready to receive a call from Dana.
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To prepare your computer for a modem HotSync operation:

1. Confirm that the computer modem is connected and turned on, and that
no communications applications, such as fax or telephony software, are
running on a COM port.

NOTE: Make sure that the computer is disconnected from all online
services, such as America Online (AOL) and CompuServe, to avoid
conflicts with the COM port.

2.  Start HotSync Manager if it is not already running, and from the
HotSync Manager menu, choose Modem.

Generall Local  Madem |Netw0rk|
Serl pot: [EETERGGG— <

Speed: IAS Fast A5 Possible 'l
Modem: IU_S. Fiobotic:s Courier 'l
Setup string: IAT EFEBTRHTERZ250=1M1L0

QK I Cancel | Lol | Help

3. Adjust the following options as needed:

e Serial Port to identify the port for the modem. If you are unsure of
the port assignment, look at the Modem Properties in the Windows
Control Panel.

* Speed to determine the speed at which data is transferred. Try the
As Fast As Possible rate first, and adjust downward if you
experience problems. This setting lets Palm Desktop software and
your electronic notebook find and use the fastest speed.

* Modem to identify the modem type or manufacturer. Refer to your
modem manual or face plate for its type or settings. If you're not
sure of your modem type or your modem doesn’t match any that
appear in the list, select Hayes Basic.

¢ Setup String to identify the setup string for your particular modem.
Not all modems require a setup string. Refer to your modem
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manual and enter the setup string if recommended by the
manufacturer.

4. Click OK.

Preparing Dana

In addition to preparing your computer, you must perform a few steps to
prepare Dana for a modem HotSync operation.

To prepare Dana for a modem HotSync operation:
1. Tap the Applications icon.
2. Tap the HotSync icon.
3. Tap Modem and then tap the Enter Phone # field.

NOTE: If you plan to connect to your company’s dial-in server (network
modem) instead of connecting to a computer modem, see "Conducting a
HotSync operation via a network" on page 189.

4. Enter the telephone number to access the modem connected to your
computer.

Phone Setup a

Phone #:

O Use calling card:

5. If needed, enter a dial prefix (such as “9”) to access an outside line, and
then tap the Dial Prefix check box.

TIP: You can enter a comma in the field to introduce a “pause” in the
dialing sequence.
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6. If the phone line you're using for the electronic notebook has Call
Waiting, select the Disable call waiting check box to avoid an
interruption during the modem HotSync operation.

7. If you want to use a calling card to place the call, select the check box and
enter the calling card number.

8. Tap OK.
Tap the Menu icon.

10. Tap Options, and then tap Connection Setup. Select Standard Modem
and tap Edit.

11. Tap Via;, and then tap the correct connection method for your modem. If
you are using a USB modem with Dana select USB Modem from the list.
If you are using an Infrared modem make sure that is selected.

Edit Connection [i]

Marme: Standard Modern

Connect to: » Moder

Infrared
LISE MWadern

Dialing: « TouchTona™

Volume: w Low

[ oK ][ Cancel ] [ Details...

12.  Enter the rest of the settings. See "Setting modem configurations'" on
page 194 for more information.

Selecting conduits for a modem HotSync operation

You can define which files, applications, or both on your electronic
notebook synchronize during a modem HotSync operation, to minimize
the time required to synchronize data with a modem. To define what
synchronizes, you use the Conduit Setup dialog box.

Applications that do not have a database (such as games) do not
synchronize—even if you select the item in the Conduit Setup dialog box.

To define which files or applications on Dana synchronize during a
HotSync operation:

1. Tap the Applications icon.
2. Tap the HotSync icon.
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Tap the Menu icon.
4. Tap Options, and then tap Conduit Setup.

In the Conduit Setup dialog box, tap the check boxes to deselect the files
and applications that you do not want to synchronize during a modem
HotSync operation. The default setting is to synchronize all files.

Conduit Setup a

Select the conduits to run
during Modern HotSync.

[#Address

® AdrinEearn
# Alphat®ard
[ Applications
# Eillboard

& alc

[ Card Info +

—

6. Tap OK.

Performing a HotSync operation via a modem

After you prepare your computer and Dana, and select your Conduit
Setup options, you are ready to perform a modem HotSync operation.

To perform a modem HotSync operation:
1. Tap the Applications icon.
2. Tap the HotSync icon.

3. Tap the Modem icon to dial the Palm Desktop modem and synchronize
the applications.

4. Wait for the HotSync operation to complete.

Conducting a HotSync operation via a network

When you use the Network HotSync software, you can take advantage of
the LAN and WAN connectivity available in many office environments.
The Network HotSync software lets you perform a HotSync operation by
dialing in to a network or by using a USB cable that is connected to any
computer on your LAN or WAN (provided that the computer connected to
the cable also has the Network HotSync software installed, your computer
is on, and the HotSync Manager is running).
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5.

The Network HotSync software requires the following;:

* Your computer has TCP/IP support installed.

* Both your company’s network system and its remote access server
support TCP/IP. (Your System Administrator has this information.)

* You have a remote access account. (If you don’t have an account,
consult your System Administrator.)

Everything you need to connect to your company’s dial-in server (network
modem) is included with Palm Desktop software and Dana. You need to
activate the feature, however, on Palm Desktop software and Dana.

To prepare your computer for a network HotSync operation:
Click the HotSync Manager icon in the Windows system tray.

From the HotSync Manager menu, choose Network.

v Local USE
Local Serial
Modem

v Mebwork,

Setup...

LCustomn...
File Link...
Wiew Log...

Sbout...
Help...

Exit

From the HotSync Manager menu, choose Setup.

Click the Network tab and make sure that a check mark appears next to
your user name. If no check mark appears, select the check box next to
your user name.

5 etup
Generall Local | Modem  Metwark |

Checked uzers male this their Primary PC for perfarming a
Network HatSpnc operation

[alizon j
[]dana install
l+lia

QK I Cancel Appll Help

Click OK.
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6. Connect Dana via a USB cable, and perform a HotSync operation.

The HotSync operation records network information about your computer
on Dana. With this information, Dana can locate your computer when you
perform a HotSync operation over the network.

To prepare Dana for a network HotSync operation:
Tap the Applications icon.

Tap the HotSync icon.

Tap the Menu icon.

Tap Options, then tap Modem Sync Prefs.

Tap Network.

Tap OK.

AU S o A

NOTE: See "Setting Connection and Network Preferences" on page
193 for information on configuring Network HotSync preferences.

Using File Link

The File Link feature lets you import Address Book and Memo Pad
information into your electronic notebook 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 your electronic
notebook. You can set 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 file
formats:

e Comma delimited (.csv).

e Tab delimited (.tsv).

* Memo Pad archive (.mpa).

e Address Book archive (.aba).
e Text (.txt).

For information on how to set up a file link, see the Palm Desktop online
Help.
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13

Setting Connection
and Network
Preferences

The TCP/IP software that is included in the Dana operating system lets
you connect with remote Internet Service Providers (ISPs) or dial-in
(remote access) servers, using applications that let you view the
transmitted data.

To use TCP/IP you will need to select a Network connection. You will need
to configure a Connection to reach the network unless you're using the
LAN network setting which automatically provides a connection (see
"Connection preferences" on page 193 and "Network preferences" on page
196). Then you connect to your ISP or dial-in server; see "Connecting to
your ISP or dial-in service" on page 205.

Connection preferences

The Connection Preferences screen allows you to create configurations for
communicating with a computer or modem. Configurations, or profiles,
are then available to various end-user applications running on Dana. Once
you have set up a configuration in connection preferences, you will then
need to go into the various end-user applications (like HotSync) to select it
as the default connection for that application. The Connection Preferences
screen displays a list of available configurations that can be modified to
reflect the required settings. This list will vary depending on the software
you have added to Dana.
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Connection Types

There are three basic types of connections you can choose from when
configuring your preferences. They are described here:

Cable A direct USB cable connection between Dana and your
desktop computer. It is used when performing a local
HotSync. Dana is connected via a USB cable to the USB port
on your desktop computer.
Standard Modem A connection between Dana’s USB port and a modem for
dialing in to a modem that is part of your computer.
Infrared A connection between Dana’s IR port and the IR port on
your computer.
To modify Connection preferences:
1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.
2.  Tap the Prefs application.
3. In the pick list in the upper right corner of the screen, tap Connection.

Preferem:es w Connection

Available Connections:

Standard Modern

Infrared

Mew... | | Edit... | | Delete

Setting modem configurations

Modem configurations let Dana use a connected modem to communicate
with remote devices, such as your ISP or dial-in server, to access a remote
computer.

You must set Network preferences, in addition to configuring Modem
settings, to be able to use TCP/IP software included in the Dana operating
system to connect to remote devices.
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NOTE: You must purchase a modem separately for use with Dana.
See www.alphasmart.com for more information.

To edit Standard Modem connection:

1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.

2.  Tap the Prefs application.
In the pick list in the upper right corner of the screen, tap Connection.

4. In the Connection Panel select Standard Modem and tap Edit.

Edit Connection ﬂ

Marne: Standard Modern

Connect to: w Modenr®—| Local Hetwork

Dialing: + TouchTone™

Volume: w Low

[ ok ) [Cancel ] [ Details... |

5. The name of the current configuration appears at the top of the screen.
6. Tap the Connect to: pick list and select the device to connect to.

7.  Tap the Via: pick list and select the type of connection. For example if
you are connecting to an Infrared modem, choose Via: Infrared.

8. In the Dialing pick list tap TouchTone or Rotary. Select Rotary only if
your telephone service does not support TouchTone dialing.

9. Tap the Volume pick list and select the speaker volume for the modem.

10. Tap the Details button at the bottom of the screen
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11.

12.

13.
14.

Speed: « 57 600 bps
Country: w United States
Flows Ctl: + Autornatic

Init String:

AT &Fxd

Tap the Speed pick list and select the maximum speed for your modem
to communicate with Dana. (This setting does not control the speed at
which your modem communicates with your telephone service.)

Tap the Flow Control (Flow Ctl) pick list, and select Automatic, On
(Xon), or Off (Xoff) flow control for the modem connection.

If necessary, edit the Init String text to change the modem setup string.

Tap OK through each screen until you are returned to the Connection
Preferences screen.

Network preferences

You must set Network preferences, as well as Connection preferences, to be
able to use the TCP/IP software included in the Dana operating system for
remote connections.

Network preferences let you set a password, telephone number, DNS
number, IP address, as well as create a login script for remote connections.
You can use a preset service template for your ISP or dial-in server, and
edit, save, and reuse settings. Or you can create your own service template.

To set network preferences:

Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher; then tap the Prefs icon.

In the upper right corner of the Preferences screen, tap Network.
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3.

Tap the Service pick list. Tap the predefined service template you want

to use.

Tap to display a list of
service templates.

Preferem:es +* Metwork

User Name:

Fassword:
Connection:
FPhone: |

Details... Connect

Tap the User Name field. Only two lines appear onscreen, but the field
can contain multiple lines of text.

Enter your user name that identifies you on logging in to your ISP or
dial-in server. Do not enter spaces in your user name unless your dial-in

server accepts them.

Preferem:es - Metwork

- Seprvice: ATET WarldMet

Enter your user name

User Mame:

Detailz... Lonnect

here.

Choose whether to use a password when logging onto your ISP or dial-

up service:

* Tonot be prompted for a password during log-on, tap the Password
field. Enter your password and tap OK. “Assigned” appears in the

field.

* To have Dana prompt you for the password during log-on, leave
“Prompt” in the Password field and do not enter anything. You
should choose this option if you're concerned about security.
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7.

9.

10.

11.

Enter password.

Preferences - Metwork

+ Service: ATST Worldet FPassword
Enter a password:

Tap here.

If youdo not assign a
password, you will be asked
for one when you connect.

Detailz... Lonnect

Tap the Connection pick list and select one. The list includes the
configurations displayed in your Connection Preferences panel.

Preferences - Metwork

Lser Name:

Fassword:

Tap to display a list of
connection configurations.

LT NS Standard Modern
able
Fhone| ;¢ 0vag i

Edit Connections...

Letails... Connect

Tap the Phone Number field to display the Phone Setup dialog box.

Enter the phone number you use to reach your ISP or dial-in server.

Enter your ISP phone

number.

O Use calling card:

If you need to enter a prefix or disable Call Waiting, skip to the next
steps. Otherwise, tap OK.

To enter a prefix before the telephone number to access an outside line,
tap the Dial Prefix check box, and enter the prefix. For example, many
offices require that you dial “9” to dial a number outside the building.
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Phone Setup a8

Enter your

Selectto use a—] [ prefix.

prefix.

O Use calling card:

12.  To turn off Call Waiting, tap the Disable call waiting check box to select
it, and enter the code to turn off Call Waiting. (If you don’t know the
code, contact your local telephone company for the appropriate code.)
Call Waiting can end your network session if you receive a call while
you are connected.

Phone Setup a8

Phone #2
Selecttoturn | =00 e
off Call Wait- . -
ing. O Dialprefii foor. Enter your disable code.

O Disable call waiting: 1170,
O Use calling card:

13. To use a calling card to dial your ISP or dial-up service, tap the Use
Calling Card check box. On the Use Calling Card line, enter three
commas. (Each comma delays transmission of your calling card number
for two seconds, to compensate for the delay before the number is
entered.) Enter your calling card number.

NOTE: MCI customers must enter the calling card number in the
Phone # field, and the phone number in the Use Calling Card field.
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Phone Setup a

Selecttouse a

calling card. — O Use calling card: Enter your calling
T —card number.

14. When you have finished setting up your phone number, tap OK.

Customizing service templates

You can create your own service templates from scratch or duplicate
existing templates and edit the information.

If you use one of the predefined service templates, you probably only need
to enter your user name and telephone number. If you create a new service
template, you may have to provide additional information.

To create a new service template:

1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher; then tap the Prefs icon.

In the upper right corner of the Preferences screen, tap Network.
Press the menu key.

Tap Service, and then tap New.

U S

A new service template (called Untitled) is added to the Service pick list.

To duplicate an existing service template:

1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher; then tap the Prefs icon.

2.  In the upper right corner of the Preferences screen, tap Network.

3. In the Network Preferences screen, tap the Service pick list. Tap the
predefined service template you want to duplicate.

4. Press the menu key.
5. Tap Service, and then tap Duplicate.
A copy of the service template is added to the Service pick list.
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1.
2.

gk wbH-

To edit a service template:
In the Network Preferences screen, select a service template.

Tap Details.

Connection type: w FPP

Idle tirneaut: w1 Minute Select connection type.

Guery DhS: B0

IP Address: ¥ Autonnatic

[ oK ) [ Cancel ) [ Seript.. ]

Tap the Connection Type pick list, and select a connection type:

¢ PPP for Point-to-Point protocol. Select this type if you're unsure
which you need. If PPP doesn’t work, ask your ISP or your system
administrator for the correct connection type.

* SLIP for Serial Line Internet protocol
¢ CSLIP for Compressed Serial Line Internet protocol

Tap the Idle Timeout pick list to specify how long your electronic
notebook waits to drop your connection when you switch out of a TCP/
IP application, and select Immediate, 1 minute, 2 minutes, 3 minutes, or
Never (until the power is off or your electronic notebook times out).

Enter a DNS number following the instructions in the next section.
Tap OK.

To delete a service template:

Tap the Service pick list.

Tap the service template you want to delete.

Press the menu key.

Tap Service, and then tap Delete.

Tap OK.
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Entering DNS numbers and IP addresses

The Internet uses the Domain Naming System (DNS) to translate the
names of host computers into IP addresses. A DNS number (or IP address)
identifies a specific server that handles the translation services. Each DNS
or IP address is a series of four numbers, from 0 to 255, separated by
periods.

Anyone who logs onto the Internet must have a unique identifier—an IP
address. This IP address can be either temporary—assigned automatically
each time you log on—or permanent.

Not all systems require that you enter a DNS number; check whether it is
with your system administrator. If a DNS number is required but not
entered, logging on to your network may appear successful. However, the
connection will fail if you try to use an application or look up information.

To specify a primary and secondary DNS number:

1. If your system requires DNS numbers, ask your Internet Service
Provider or system administrator whether your system requires DNS
numbers, and if so, what they are.

NOTE: Many systems do not require that you enter a DNS.

2.  In the Network Preferences screen with a service template selected, tap
Details.

Tap the Query DNS check box to deselect it.
4. Choose one of the following options:

¢ If your system doesn’t require a DNS or you're not sure whether it
does, leave the DNS field blank.

¢ To enter the Primary DNS number, tap the space to the left of the
tirst period in the Primary DNS field and enter the first section of
the IP address using a number only, from 0 to 255; repeat the step
for the remaining sections of the field. Use the same technique to
enter the Secondary DNS number.

To specify the IP address:

1. Check with your system administrator whether your IP address is
automatically (temporarily), or permanently assigned, and if permanent,
get the address.
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2.

3.

In the Network Preferences screen, with a service template selected, tap
Details.

Choose one of the following options:

e If your IP address is automatic and temporary, make sure that the IP
Address check box is selected.

Details a

Connection type: - PPP
Idle tirmeaut: w1 Minute
Cuery Dhs: B

IP Address: @ Automati .
ress P’ Hematic Tap to select automatic IP

address.

I: ok :I[Cuncel :Il: Script... :I

¢ If your IP address is permanently assigned, tap the IP Address
check box to deselect it. In the permanent IP address field, tap the
space to the left of the first period, and enter the first section of the
IP address using a number only, from 0 to 255. Repeat the step for
the remaining sections of the field.

Tap OK.

Creating a login script

A login script is a series of commands that automates logging into your
ISP.

You can create login script files by selecting commands from in the Login
Script dialog box. Some commands, such as Send, require additional
information and have a parameter field to add the necessary data.

You can also use non-ASCII and literal characters in your login script. See
"Using non-ASCII characters in login scripts" on page 205 for more
information.

To create a login script:

With a service template selected in the Network Preferences screen, tap
Details.

In the Details dialog box, tap Script.
In the Login Script screen, tap the End pick list.
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Login Script a
» Send CR:
w Wit For: Host Mame

w Sand User IC:
w Send CR:
w \WaitFor: Pozaword

[* Send Password:

T End:
Tap here.

4. Inthe pick list, tap any of the following commands to select them, and
then enter additional information if a field appears:

¢ Wait For to instruct Dana to wait for specific characters from the
TCP/IP server before executing the next command.

* Send to transmit specific characters to the TCP/IP server to which
you are connecting.

¢ Send CR to transmit a carriage return or LF character to the TCP/IP
server to which you are connecting.

e Send User ID to transmit the User ID information entered in the
User ID field of the Network Preferences screen.

* Send Password to transmit the password entered in the Password
tield of the 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 to instruct your electronic notebook to wait a specific number
of seconds before executing the next command in the login script.

e Get IP (for SLIP connections) to read an IP address and uses it as the
IP address for your electronic notebook.

¢ Prompt to open a dialog box and prompts you to enter text of some
kind (for example, a password or a security code).

* End to identify the last line in the login script.
5. Repeat steps 2 and 3 until you have completed the login script.
6. Tap OK, and then tap OK in the Details dialog box.
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Using non-ASCII characters in login scripts

If you know how to write custom scripts with non-ASCII characters, you
can incorporate the caret ("char) character, carriage returns and line feeds,
and literal characters in your custom login scripts.

e Use the caret (” char) character to transmit ASCII command

characters. If you send ~char, and the ASCII value of char is
between @ and _, then the character is automatically translated to a
single-byte value between 0 and 31.

For example, "M is converted to a carriage return. If char is a value
between a and z, then the character sequence is translated to a
single-byte value between 1 and 26. If char is any other value, then
the character sequence is not subject to any special processing. Thus,
the string “JoeM” transmits Joe, followed by a carriage return.

You can include carriage return and line feed commands as part of
the login script, when entered in the following format:

<cr>Sends or receives a carriage return
<lf>Sends or receives a line feed

For example, the string “waitfor Joe<cr><If>" waits to receive Joe,
followed by a carriage return and line feed from the remote
computer, before executing the next command in the script.

You can use the backslash ( \ ) character to specify that the next
character be transmitted as a literal character, and not be subject to
any special processing ordinarily associated with that character. For
example:

\AIncludes a caret as part of the string
\<Includes a < as part of the string

\\Includes a backslash as part of the string

Connecting to your ISP or dial-in service

Once you've set Modem and Network preferences, you can easily connect
to your ISP or dial-in server using PPP, SLIP, or CSLIP protocols.

You can make the connection using either Network Preferences commands
or a third-party application. Connecting to an ISP requires a third-party
application, such as a Web browser or news reader.
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To make or close a connection:

Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher; then tap the Prefs icon.

In the upper right corner of the Preferences screen, tap Network.

In the Network Preferences screen, 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 during login.

Tap Disconnect to terminate the connection between your electronic
notebook and your service.

Troubleshooting TCP/IP connections

O

If you have problems connecting to a network using TCP/IP, you can
display information to troubleshoot the problem. You can display
expanded Service Connection Progress messages. You can also display the
Network Log to see all communication between your modem and dial-in
server during login. This information can help your ISP or your System
Administrator identify where and why the login communication fails.

In addition, check with your system administrator whether a DNS number
if required. If a number is required but not entered, the connection may
fail. See "Entering DNS numbers and IP addresses" on page 202.

To expand the display of progress messages during login:
In the Network Preferences screen, tap Connect.

To see expanded Service Connection Progress messages, press the lower
half of the Scroll button during login.

See "Connecting to your ISP or dial-in service" on page 205 for more
information.

To view the Network Log:

With the Network Preferences screen displayed, press the menu key.
Tap Options, and then tap View Log.

Tap the Up or Down arrows of the scroll bar to see all the Network Log.
Tap Done.
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Maintaining your
Electronic Notebook

This chapter provides information on the following:
* Proper care of Dana
* Prolonging battery life
® Resetting Dana

¢ Installing alkaline batteries

Caring for your electronic notebook

Dana is designed to be rugged and reliable and to provide years of trouble-
free service. Please observe the following general tips when using your
electronic notebook:

¢ Take care not to scratch the screen of your electronic notebook. Keep
the screen clean. When working with your electronic notebook, 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 Dana screen.

* Your electronic notebook is not waterproof and should not be
exposed to rain or moisture. In general, treat your electronic
notebook as you would a pocket calculator or other electronic
instrument.

* The touch-sensitive screen of your electronic notebook contains a
glass element. Take care not to drop your electronic notebook or
subject it to any strong impact.

* Protect your electronic notebook from temperature extremes. Do
not leave your electronic notebook on the dashboard of a car on a
hot day, and keep it away from heaters and other heat sources.
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Do not store or use your electronic notebook in any location that is
extremely dusty, damp, or wet.

Use a soft, damp cloth to clean your electronic notebook. If the
surface of the screen becomes soiled, clean it with a soft cloth
moistened with a diluted window-cleaning solution

Battery considerations

Please note the following considerations for the batteries in your electronic

notebook:

Under normal conditions, a fully charged Dana should run for over
25 hours. You can conserve battery life by minimizing the use of the
backlight feature, and changing the Auto-off setting that
automatically turns Dana off after a period of inactivity. See "Setting
the auto-off delay time" on page 163 for more information.

If the batteries become low in the course of normal use, an alert
appears on the electronic notebook screen describing the low
battery condition. If this alert appears, connect Dana to the AC
Adapter or computer via a USB cable immediately to recharge it,
then perform a HotSync ® operation to back up your data. This
helps prevent accidental data loss.

Connect Dana to your computer via USB or to an AC adapter before
replacing batteries to prevent data loss. When installing alkaline
batteries or replacing a rechargeable battery, begin by turning Dana
off (so there is no screen display). Never remove the batteries while
your electronic notebook is turned on. Whenever you remove
alkaline batteries, replace them immediately.

If the batteries drain to the point where Dana does not operate,
(Dana does not turn on when you press the on/off key), you should
recharge the unit immediately.

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. If
this happens, recharge the batteries and reset your electronic
notebook. (See "Resetting Dana" on page 209 for details.) After you
reset Dana, perform a HotSync operation to restore the data from
your computer.
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Resetting Dana

Under normal circumstances, you will not have to use the reset button. On
rare occasions, however, Dana may no longer respond to the keyboard or
tapping the screen. In this case, you need to perform a reset to get Dana
running again.

Performing a soft reset

A soft reset tells Dana to stop what it's doing and start over again while
retaining all records and entries stored in Dana.

¢ Use 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 Dana.

Reset
button

Performing a hard reset

IMPORTANT: With a hard reset, all files, records and entries stored in
Dana 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.

1. While holding down the on/off key, use the tip of an unfolded paper clip
(or similar object without a sharp tip) to gently press and release the
reset button

2. Wait for the Palm logo to appear and release the on/off key.

3. A warning will appear that you are about to erase all the data stored on
Dana. Either press the up arrow key to complete the hard reset, or press
the memo key to perform a soft reset.
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NOTE: When you perform a hard reset, the current date and time are
retained. Formats, preferences, and other settings are restored to their
factory default settings

Installing alkaline batteries:

If there is a situation where you are unable to recharge Dana using the USB
cable or AC adapter, Dana will also operate using 3 AA batteries.

Turn Dana off.

Remove optional screw (if installed).

Slide the battery door to the left and lift it off.

Remove the rechargeable battery but DO NOT unclip it.

Place 3 AA alkaline batteries in the battery compartment (positive to
right).

WARNING! To avoid data loss when changing alkaline batteries,
always turn Dana off before removing batteries, then replace the
batteries within 30 seconds.

m—  +0—-  +1- 4]
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6. Unclip the rechargeable battery.

Lth‘ery Clip in place

1 Push to release

Lj]ﬂery To Dana

7. Replace the battery door and slide it to the right to lock it in place.

To restore your data from a PC after a hard reset:

1. Click the HotSync Manager icon GD in the Windows system tray
(bottom-right corner of the taskbar).

TIP: 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 user name from the list.

Custom

-

Conduit Action

Date Book Synchranize the files ! -
Address Book, Synchronize the files m
To Do List Synchronize the files LChange... |
Mema Pad Synchranize the files

ScreenShot Handheld ovenaites Deskiop Default |
WwordS mith Synchranize the files

SerShot Handheld ovenaites D eskiop Help |
Inztall Enabled

Install Service Templates  Enabled LI

lekall Te M ard Evahlad

4. Select an application in the Conduit list.
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10.

Click Change.

Change HotSync Action E
—HotSync Action for Date Book I
otSync Action for Date Bool o
&! Cancel |
Help |
D m " Desktop ovenwrites handheld
[~ Set as default
W " Handheld ovensrites Desktop
& | " Do nothing

Select Desktop 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.

Click OK.

Repeat steps 4 through 7 to change conduit settings for other
applications.

Click Done to activate your settings.

Perform a HotSync operation.

To restore your data from a Macintosh after a hard reset:
Double-click the HotSync Manager in the Palm folder.

From the HotSync menu, choose Conduit Settings.

0 =———————"—"— Conduit Settings = B
User: Tommy = -
Conduit Settings
_ Last HotSynec I Next HotSync dction S
|_!\ Addiress Book 5/30/02 1.48 PM Synchranize =
|_!\ Backup 5730402 1:48 PM Backup
I_!\ Date Book 5430402 1:48 PM Synchronize
|_!\ Install 5430402 1:43 PM Install Files
I_!\ Memo Pad 5430402 1:48 PM Synchronize
I_!\ Note Pad 5430402 1:48 PM Synchronize
I_!\ To Do List 5430402 1:48 PM Synchronize
=]
Z
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3. From the Users pop-up menu, select the appropriate user name.
4. Select an application in the Conduit list.
5. Click Conduit Settings.

Settings

HotSync action for: To Do List

@& ® synchronize the files

{2 Macintosh overwrites handheld
g ( Handheld overwrites Macintosh
f{]n/& 3 Do Nothing

Default setting: Synchronize the files

[ Make Default | [(cancel | [ ox ]|

6. Select 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.

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 Dana:
* Review this section to see if your problem is listed

* Check our web site at www.alphasmart.com for the latest technical
support information

NOTE: There are thousands of third-party applications available for
Palm OS® devices like Dana. For questions and support on these non-
AlphaSmart applications, please contact the software developer directly.

Software installation problems

The Palm Desktop Installer Menu did not appear when | inserted the
CD-ROM into my Windows Computer

Click the Start button.

Choose Run from the Start menu.

Click Browse.

Locate your CD-ROM drive and select the Setup.exe file.

Click Open.

Click OK.

AU S o A

| cannot install Palm Desktop software on a Windows computer
1. Disable any virus scanning software on your computer.
2.  Press CTRL-ALT-DELETE and end all tasks except Systray and Explorer.
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TIP: If a dialog with buttons appears instead of list of tasks, click the
Task List button and then end all tasks except Systray and Explorer.

Make sure your computer has at least 30 MB of disk space available.
Delete all temporary files.
Run ScanDisk on your computer.

Reinstall Palm Desktop software.

| cannot install Palm Desktop software on a Macintosh computer
Disable any virus scanning software on your computer.

Quit any open applications.

Make sure your computer has at least 25 MB of disk space available.

Reinstall Palm Desktop software.

Operating problems

| don’t see anything on my Dana screen
Try each of these in turn:
¢ Press the on/off key to ensure your Dana is turned on.

* Press the function-contrast key. If the Contrast dialog box appears,
adjust the contrast by holding down the function-PgUp key for a
few seconds. If this doesn’t work, hold the function-PgDn key for a
few seconds.

* Make sure the battery is properly charged.

* Perform a soft reset. If Dana still doesn’t turn on, perform a hard
reset. See "Performing a hard reset" on page 209.
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IMPORTANT: With a hard reset, all records and entries stored in Dana
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. See "To restore
your data from a PC after a hard reset:" on page 211 or "To restore your
data from a Macintosh after a hard reset:" on page 212 for instructions
on restoring your data.

| get a warning message telling me Dana’s memory is full.

¢ Purge Date Book and To Do List. This deletes To Do List items and
past Date Book events from the memory of your Dana. See "Purging
records" on page 130. You may need to perform a HotSync
operation to recover the memory.

* Delete unused memos and records. If necessary, you can save these
records. See "Using the Edit menu" on page 128.

¢ If you have installed additional applications on Dana, remove them
to recover memory. See "Removing applications" on page 58.

My Dana keeps turning itself off.

Your Dana is designed to turn itself off after a period of inactivity. This
period can be set at 30 seconds, one, three, five, ten, or twenty minutes.
Check the Auto-off setting. See "Setting the auto-off delay time" on page
163.

My Dana is not making any sounds.

Check the System Sound setting. See "Setting the sounds and volumes" on
page 164.

My Dana has frozen.

Perform a soft reset. See "Performing a soft reset" on page 209.

Tapping and writing problems

When | tap the buttons or screen icons, it activates the wrong
feature.

Calibrate the screen. See "Digitizer preferences" on page 162.
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When | tap the Menu icon, nothing happens.

Not all applications or screens have menus. Try changing to a different
application.

I can’t get my Dana to recognize my handwriting.

¢ For your Dana to recognize hand-writing input with the stylus, you
need to use Graffiti ® writing. See "Entering data using Graffiti 2
handwriting software" on page 38.

* Make the Graffiti character strokes in the Graffiti writing area, not
on the display part of the screen.

e Write Graffiti strokes for letters in the left-hand side, and the strokes
for numbers in the right-hand side of the Graffiti writing area.

* Make sure that Graffiti is not shifted into extended or punctuation
modes. See "Writing symbols and extended characters" on page 45.

¢ See "Graffiti 2 tips" on page 41 for tips on increasing your accuracy
when you write Graffiti characters.

Application problems

| tapped the Today button, but it does not show the correct date.

Your Dana is not set to the current date. Make sure the Set Date box in the
General Preferences screen displays the current date. See "General
preferences” on page 163 for more information.

| know | entered some records, but they do not appear in the
application.

* Check the Categories pick list (upper-right corner of the screen).
Choose All to display all of the records for the application.

* Check Security and make sure that the Private Records setting is set
to Show private records.

¢ In To Do List, tap Show and check whether Show Only Due Items is
selected.

| am having problems listing memos the way | want to see them.

¢ 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.
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¢ If you choose to view your memos alphabetically on Palm Desktop
software and then perform a HotSync operation, the memos on
your Dana still appear in the order defined in the Memo Preferences
setting. In other words, the sort settings that you use with Palm
Desktop software are not transferred to Dana.

| created an event in Date Book, but it doesn’t appear in the Week
View.

In the Week View, you cannot select overlapping events that have the same
start time. If you have two or more events with the same start time, choose

the Day View for the particular day to see the overlapping events.

HotSync problems

| cannot do a HotSync operation; what should | check to make sure |

am doing it correctly?

* Make sure the USB cable is connected securely to Dana and your
computer.

On a PC try these steps:

¢ Check the Windows system tray to make sure the HotSync Manager
is running. If it is not, open Palm Desktop software.

¢ Click the HotSync Manager and make sure that the Local USB
option has a check next to it.

On a Macintosh computer try these steps:

* 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.

| did a HotSync operation, but one of my applications did not
synchronize.

* On a PC, click the HotSync Manager and choose Custom. Check
that the correct conduit is active.

* On a Macintosh, double-click the HotSync Manager icon. From the
HotSync menu, choose Conduit Settings. Select your user name
from the User pop-up menu, and check that the correct conduit is
active.
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| am using Outlook as my PIM, but | cannot do a HotSync operation.

¢ Click the HotSync Manager and choose Custom. Check that the
correct conduit is active.

* Check that the correct conduit is installed. Reinstall the HotSync
Manager and make sure the correct conduit is selected.
I cannot launch the HotSync Manager.

¢ If you are performing a HotSync operation using a modem, make
sure you are not running another program, such as America Online,
CompuServe, or WinFax, that uses the port you selected in the
Setup dialog box.

¢ Reinstall the Palm Desktop software.
| tried to do a local HotSync operation, but it did not complete
successfully.

* Check the connection between Dana and the USB port on your
computer.

* Make sure the user name you selected in Palm Desktop software
matches the user name assigned to your electronic notebook.

* Make sure the date on your computer matches the date on your
electronic notebook.

¢ Read the HotSync Log for the user account for which you are
performing a HotSync operation.

On a PC, try each step in turn:

* Make sure HotSync Manager is running. If HotSync Manager is
running, exit and restart it.

* Make sure you selected Local from the HotSync Manager menu or
the Palm Desktop software menu.

¢ Click the HotSync Manager and make sure that the Local USB
option has a check next to it.

On a Macintosh, try each step in turn:

* Make sure HotSync Manager is enabled on the HotSync Controls
tab in the HotSync Software Setup window.
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| tried to do a modem HotSync operation, but it did not complete
successfully.

Check the following on your computer:

* Make sure the modem connected to your computer is turned on and

* Make sure the modem is connected properly to a serial port on your

Make sure your computer is turned on and that it does not shut
down automatically as part of an energy-saving feature.

is connected to the outgoing phone line.

Make sure the modem you are using with your Dana has an on-off
switch. Dana cannot “wake up” a modem that has an auto-off
feature.

computer and is connected to the incoming phone line.

On a PC, check the following;:

Make sure Modem is checked in the HotSync Manager menu.

Confirm that the Setup String in the Setup dialog box configures
your modem correctly. You may need to select a different Modem
Type or enter a custom Setup String. Most modems have a Setup
String that causes them to send initial connection sounds to a
speaker. You can use these sounds to check the modem connection.

Confirm that the Speed setting in the Setup dialog box works for
your modem. If you have problems using the As Fast As Possible
option or a specific speed, try using a slower speed.

Make sure you are not running another program, such as WinFax,
CompuServe, or America Online, that uses the serial port you
selected in the Setup dialog box.

Make sure your modem resets before you try again. (Turn off your
modem, wait a minute, then turn it back on.)

On a Macintosh, check the following;:

Make sure Modem is selected on the Serial Port Settings tab in the
HotSync Software Setup window.

You may need to select a different Modem type or enter a Custom
setup string on the Serial Port Settings tab. Most modems have a
setup string that causes them to send initial connection sounds to a
speaker. You can turn on the Modem Speaker option and user these
sounds to check the modem connection.
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Make sure you are not running another program, such as America
Online, fax or telephony software, or AppleTalk networking that
uses the serial port you selected in the Serial Port Settings tab.

Make sure your modem resets before you try again. (Turn off your
modem, wait a minute, then turn it back on.)

Check the following on Dana:

Confirm that the telephone cable is securely attached to your
modem.

Make sure the dialing instruction dials the correct phone number.

If you need to dial an outside line prefix, make sure you selected the
Dial Prefix option on Dana and entered the correct code.

If the telephone line you are using has Call Waiting, make sure you
selected the Disable call waiting option under Modem Sync Phone
Setup on Dana and entered the correct code.

Make sure the telephone line you are using is not noisy, which can
interrupt communications.

Check the batteries in your modem and replace them if necessary.

Dana appears to freeze when | place it near my computer.

Move Dana away from the computer’s infrared port.

When | press function-sync to initiate a HotSync, nothing happens
on Palm Desktop software and Dana times out.

Turn on Dana and tap the Applications icon. Tap the HotSync icon,
then tap Local.

Make a copy of your Palm folder. Uninstall, then reinstall Palm
Desktop software.

When | perform a HotSync operation, my information does not
transfer to Palm Desktop software.

If you have performed a HotSync operation successfully, but you
cannot find the data from Dana on Palm Desktop software, check to
see you have the correct user name selected for viewing data.

On a PC, click the HotSync Manager and choose Custom. Check
that all the conduits are set to synchronize files.
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* On a Macintosh, double-click the HotSync Manager icon. From the
HotSync menu, choose Conduit Settings. Select you user name from
the User pop-up menu, and check that the correct conduit is active.

Dana displays the message “Waiting for sender” when it’s near my
computer’s infrared port.

* 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 Dana away from the computer’s
infrared port solves the problem.

| want to synchronize my computer with more than one Dana or other
Palm OS device.

¢ If the computer running Palm Desktop software synchronizes with
more than one Dana or other Palm OS device, each device must
have a unique user name. Assign a user name to Dana the first time
you perform a HotSync operation.

* Please be aware that synchronizing more than one Dana or other
Palm OS device with the same user name causes unpredictable
results and, potentially, loss of your personal information.

Beaming problems

| cannot beam data to another Dana or Palm OS device.

¢ Confirm that your Dana and the other Dana are between ten
centimeters (approximately 4") and one meter (approximately 39")
apart, and that the path between the two Danas is clear of obstacles.
Beaming distance to other handheld computers based on the Palm
Computing platform may be different.

* Move Dana closer to the receiving device.

¢ Perform a soft reset. See "Performing a soft reset" on page 209 for
more information.
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When someone beams data to my Dana, | get a message telling me it
is out of memory.

* Dana requires at least twice the amount of memory available as the
data you are receiving. For example, if you are receiving a 30K
application, you must have at least 60K free.

* Perform a soft reset. See "Performing a soft reset" on page 209 for
more information.

Password problems

| forgot my password, and my Dana is not locked.

¢ First, use the password hint to try to remember the password. If this
does not help, you can use Security to delete the password. If you
do this, Dana 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. In this case, the following procedure restores your
private entries and lets you access them:

Use the Palm Desktop software and USB cable to synchronize your data.

Tap Forgotten Password in Security to remove the password and delete
all private records.

Perform a HotSync operation to synchronize your data and restore the
private records by transferring them from your computer to Dana.

| forgot the password and my Dana is locked.

¢ First, use the password hint to try to remember the password. If this
does not help, you must perform a hard reset to continue using
Dana. See "Performing a hard reset" on page 209 for more
information.

224

Frequently Asked Questions



APPENDIX A
Warranty

AlphaSmart, Inc. warrants the Dana keyboard and display to be free from
defects in materials and workmanship for a period of one year from the
date of original retail purchase.

During this period, if a defect should occur, AlphaSmart, Inc. will, at its
option, repair or replace Dana at no charge to you, provided that it is
returned during the warranty period to AlphaSmart, Inc. or one of its
authorized dealers. This warranty does not apply if Dana has been
damaged by accident or abuse, or modified without the written permission
of AlphaSmart, Inc., or if the serial number has been removed or defaced.

There are no other warranties, express or implied. AlphaSmart, Inc. accepts
no responsibility for consequential damages, including, but not limited to,
loss of profit or benefits.

For AlphaSmart contact information and return procedures refer to the
Getting Started with Dana guide.
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Special Characters

APPENDIX B

International and

The Dana keyboard is capable of the full range of special characters and
typographical options available in the Palm OS. The tables below display
the keyboard commands that produce these characters.

NOTE: Any key commands that use a “two-key” command separated

by a hyphen (i.e. function-*) are executed by pressing the indicated keys
simultaneously.

Table 16. Diacritical Characters

Character

Standard Keystroke(s)

Notes

a

a key followed by Function-"

acute accent

e key followed by Function-"

acute accent

i key followed by Function-"

acute accent

o key followed by Function-"

acute accent

o

u key followed by Function-"

acute accent

A key followed by Function-"

acute accent

o

E key followed by Function-"

acute accent

i\

I key followed by Function-"

acute accent

O key followed by Function-"

acute accent
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U key followed by Function-"

acute accent

Q7

a key followed by Function-~

grave accent

e key followed by Function-~

grave accent

=’

i key followed by Function-~

grave accent

(04

o key followed by Function-~

grave accent

u u key followed by Function-~ grave accent

A A key followed by Function-~ grave accent

E E key followed by Function-~ grave accent

I I key followed by Function-~ grave accent

O O key followed by Function-~ grave accent

U U key followed by Function-~ grave accent

a a key followed by Function-* circumflex accent
é e key followed by Function-/ circumflex accent
i i key followed by Function-" circumflex accent
0 o key followed by Function-* circumflex accent
a u key followed by Function-" circumflex accent
A A key followed by Function-/ circumflex accent
E E key followed by Function-* circumflex accent
| I key followed by Function-" circumflex accent
O O key followed by Function- circumflex accent
U U key followed by Function-" circumflex accent
a a key followed by Function-: dieresis accent

é e key followed by Function-: dieresis accent

i key followed by Function-:

dieresis accent
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0 o key followed by Function-: dieresis accent
i u key followed by Function-: dieresis accent
¥ y key followed by Function-: dieresis accent
A A key followed by Function-: dieresis accent
E E key followed by Function-: dieresis accent
[ I key followed by Function-: dieresis accent
O O key followed by Function-: dieresis accent
U U key followed by Function-: dieresis accent
Y Y key followed by Function-: dieresis accent
a a key followed by Function-Shift-~ | tilde accent

il n key followed by Function-Shift-~ | tilde accent

0 o key followed by Function-Shift-~ tilde accent

A A key followed by Function-Shift-~ | tilde accent

N N key followed by Function-Shift-~ | tilde accent

¢) O key followed by Function-Shift-~ | tilde accent

a a key followed by Function-( dot accent

A A key followed by Function-( dot accent

Table 17. Special Characters

Character | Standard Keystroke(s) Notes
%] Function-o

(%] Function-Shift-o

° Function-d

™ Function-t
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Function-r

e e

Function-g

Function-c

Function-Shift-c

Function-s

Function-\

Function-a

N8| =A@ 0|0

Function-Shift-a

Function-w

Table 18. Punctuation

Character

Standard
Keystroke(s)

Notes

Function-/

Function-1

»

Function-.

Function key and period key

«

Function-,

Function key and comma key

Function-|

Function-]

“

Function-Shift-[

Vi

Function-Shift-]
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Table 19. Accents

Character Standard Keystroke(s) Notes
* (grave accent)
A (circumflex) | Shift-A
~ (tilde) Shift-~
Table 20. Currency
Character | Standard Keystroke(s) Notes
€ Function-e
£ Function-p
¢ Function-5
o Function-j
¥ Function-y
$ Shift-4
Table 21. Math
Character | Standard Keystroke(s) | Notes
Y2 Function-2
Va Function-4
% Function-3
+ Function- - Function key and hyphen key
+ Function-=
f Function-f
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Table 22. Greek

Character | Standard Keystroke(s) | Notes
3 Function-b beta or German Sharp S
n Function-u mu
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APPENDIX C

Configuring an
Infrared Modem for
Dana and Aileron

This appendix covers how to setup your infrared modem, Dana and
computer to work with the Aileron email program. If you are using
another email program you can still use this as a general guideline, but you
will need to enter the settings specific to the email program you are using.

Setting up your infrared modem

If your Dana did not come with a modem, you can still purchase a modem
separately for use with Dana. See www.alphasmart.com for more
information.

To prepare your modem:

1. Insert the correct batteries (not included) for you modem, or if your
modem came with an AC Adapter attach that to the modem and plug it
into a power outlet. For more information on batteries see "Modem
Specific Information" on page 237.

2. Attach a phone line from a wall outlet to the back of your modem.

3. Place the modem so that its infrared port is facing Dana’s infrared port.

Setting up Dana

You must perform a few steps to prepare your electronic notebook for
communicating using an infrared modem.

Dana User’s Guide 233



To prepare Dana:

1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.

2. Tap the Prefs icon.

et

Choose Connection from the category drop down list in the upper right-
hand corner.

Tap New. This will open the Edit Connections screen.
Enter “IR Modem” in the Name field.

Choose “Modem” from the Connect To drop down list.

N g e

Choose “Infrared” from the Via drop down list. Your screen should now
look similar to the figure below.

Edit Connection [1]

Connect to: w Modemn

Via: w Infrared

Dialing: w TouchTone™

Volumne: w Low

[ oK ][ <ancel ] [ Details... ]

8. Tap OK.

Setting up Aileron

You must perform a few steps to configure your email account information
and setup Aileron to communicate using an infrared modem.

To prepare Aileron:

1. Press the apps key repeatedly till you see ALL in the top right corner of
the Applications Launcher.

2. Tap the Aileron icon.

3. Tap the Start Here button in the lower left-hand corner of Aileron’s main
screen to start the Configuration Wizard. If there is no “Start Here”
button then press the menu key. Under the Options menu tap Modem,
then continue to step 5.
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Tap the Modem button.
Tap on the Modem drop down and choose the Other ISP option.
Tap the OK button.

Tap the Prefs button. If there is no Prefs button, continue to step 8. Tap
OK.

8. Configure your email account information. You should now be back at
the Configuration Wizard. If you are not at the Configuration Wizard
screen, then press the menu key. Under the Options menu tap Profiles,
then continue to step 10.

9. Tap the Profiles button.

N e

NOTE: This button appears only after successfully configuring your
preferences.

10.  Enter your email address in the Email Addr field.

11.  Enter your name in the Name field. This is the “friendly” name that will
be shown in other peoples’ inboxes.

12. Tap on the Server line. If the automatically-generated server name is not
correct, please enter the correct one here.

NOTE: This information may be found on your desktop email program,
most likely under “Accounts.”

13.  Enter your username in the Account field.

14. Tap -Unassigned- next to Password and enter your password. Tap OK to
assign the password. Your screen should now look similar to the figure
below.
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&lpha O Jain Al

.................................... 0 e
¥ POR3 ® Headers Only

& Torcc

Ernail Addr: yournamedd:yourizp.com
Marne: Firstname Lastnarme

Account: yournane

Password: | bl

Auto BCC:

[ oK J(<ancel ][ Reset] 4P

15. Tap OK to exit the profiles screen.

NOTE: To verify your account information, go to
http://www.corsoft.com/check.asp and follow the instructions listed.

To configure Aileron to use the Infrared modem:
1. Press the menu key. Under the Options menu tap Network.

2.  Press the menu key. Under the Service menu tap New.

3. Enter the name of your ISP (or simply enter “My ISP”) in the Service
field.

4. Enter your user name in the User Name field.

5. Tap -Prompt- next to Password, enter your password and tap OK.

6. Choose IR Modem in the Connection drop down list.

7. Tap on Tap to enter phone and enter the dial-up phone number for your

ISP. Check or otherwise complete the other options as appropriate for
your phone line.

8. Tap OK.

9. Tap Done.You should now be back in Aileron.
10.  Press the menu key. Under the Options menu tap Network.
11.  Click on Service.

12.  Choose the ISP you defined in step 3 above.Your screen now should
look similar to the figure below.
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Preferem:es - Matwark

User Name: ¥0our Usernam

Password:

Connection: + IR Modern

Datails... Connect
13. Tap Done.

To retrieve your mail:

1. Turn the modem on.

NOTE: On the Pegasus Ill modem, set the switch on the modem’s rear
panel to IR. The modem automatically shuts off after a certain period of
inactivity. If the green light goes off, press the ON button on the front
panel to turn the modem back on.

2. Tap Mail.
Tap Connect.

4. When Aileron is finished sending and receiving emails, it will prompt
you with a dialog. Tap Done.

NOTE: You should have successfully received any emails waiting for
you and sent any that you have written. Please see the Aileron manual
for instructions on how to use it most effectively.

Modem Specific Information

The following tables provide details about the Psion 56k Travel Modem
and the 3]Tech Pegasus III modem.

Psion 56k Travel Modem
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Modem Type

56k V.90

Power

2 AA batteries or AC adapter (not included). Battery
compartment on bottom of unit.

Controls

Front Panel: Infrared port

Top Panel: On/Off switch, power indicator LED and
data transmission/reception indicator LED.

Rear Panel: Telephone connection, AC adapter
connection. GSM port available for European models.

LED Indicators

Solid green light: Unit on, good batteries
Solid red light: Unit on, low battery indicator
Flashing red light: Battery too low to power modem

3JTech Pegasus III

Modem Type

56k V.90

Power

3 or 4 AAA disposable batteries (3 is optimal), 4
rechargeable AAA batteries or AC adapter. Battery
compartment on bottom of unit.

Controls

Front Panel: Infrared port, On button, Status LED
Rear Panel: Telephone connection, AC adapter
connection (labeled “DC”), power switch (set to IR to
turn on).

LED Indicators

Green: Power on
Red: Low battery indicator
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Index

A

Address Book
categorizing entries 117
changing display 118
creating entries 113
custom fields 118
displaying different listings 117
opening 113
private entries 117
redisplaying last category 119
top-of-list entry 115
addresses
displaying entries 116
editing 117
entering 114
selecting 116
sorting 118
alarms
insistent 143
setting 96
sound effects 144
subtle 146
AlphaBeam 32
AlphaWord
AlphaWord controls 78
AlphaWord Sync 84
creating a document 66
deleting a document 67
find 71
FineType Converter 81
fonts 81
HotSync in-depth 84
justification 78
keyboard commands 79
paragraph formatting 78, 80
printing 73
printing setup 72
spell check 67
text transfer to a computer 75
thesaurus 70

customizing for HotSync 183
getting information on 141
installing additional 57
opening 22
removing 58
selecting 53
switching 54

Applications Launcher
changing display 55
using 53

Attention Manager 143

auto shut-off, setting 164

B

backlight, turning off 164
batteries
charging 17
considerations 208
installing alkaline batteries 210
beamed information
receiving 177
sending 175
beaming
applications 176
business cards 175
records 176
business cards, beaming 175

C

calculations

in memory 126

recent 126
Calculator 125
calibrating screen 21
CardInfo 153
CardPro 155
characters

extended 45

writing 39

transferring a document to AlphaWord 76 commands, choosing 25
transferring a document to your computer 74

computers
AlphaWord Sync 84 preparing for HotSync 185
app shortcuts 168 system requirements for Mac OS 14
applications system requirements for Windows 14
categorizing 54 conflicting events 101
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D

data
entering 26
importing 51, 191
date
setting 28
Date Book

adding address information 96

changing view 99
Day view 90
displaying 89
time slot display 104
views 89

Day view 90
compressing 104
event conflicts 101

desktop software
installing 31
removing 59

device
customizing 27
locking 62

displaying tips 26

DNS numbers, setting 202

E

Edit menu 128

end time 104

entering data 26

events
continuous 93,95
repeating 93, 95
rescheduling 96
scheduling 89
spotting conflicts 101
timed 90
untimed 92,93

expansion card

beaming applications 152
copying an application 152
displaying application information 151

F
File Link 191

Files 1-8 65

FineType Converter 81
fonts, AlphaWord 81
fonts, choosing 141
full-screen pen stroke 161

G

Graffiti 2
alphabet 42
capital letters 42
extended characters 45
punctuation marks 42
ShortCuts 48, 164
symbols 45
tips 41
using 38
writing 39

H

hard reset 209

HotSync
conduits 188
customizing applications 183
File Link 191
setting up 182
user profile 181

HotSync operations
initializing 179
via modem 185
via network 189

importing data 51

infrared (IrDA) text transfer 76
infrared printing 73, 134
insistent alarms 143

interface elements 23

IP addresses, setting 202

IrDA printing 73,134

K

key repeat 169
keyboard
app shortcuts 168
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computer 50

key repeat 169

keyboard layout 170

onscreen 37

power on keys 169

special needs 170
keyboard layout 170

L

locking device 62
login script 203

Mac OS system requirements 14
Memo List 122
Memo Pad, using 121
memos
creating 121
moving through 123
reviewing 122
sorting 123
menus
choosing commands 25
modem
HotSync conduits 188
preparing for HotSync 187, 233, 234
Month view 101, 104

N

network
preferences 196
service templates 200
Network Log 206
non-ASCII characters in login scripts 205
notes, using 140

o)

opening applications 22

P

password
assigning 61
changing or deleting 61
recovering 63

personalizing device 27
phone

connection to device 194
phone numbers

displaying different type 116

using phone lookup 136
power on keys 169
preferences

Date Book 98

Digitizer 21

formats 162

general 164

keys 160

network 196

owner 27,164

pen 161

setting 27

setting date 28

ShortCuts 49

To Do List 111
printing 73
punctuation marks, writing 42
purging records 130

R

records
attaching notes 140
categorizing 131, 134
creating 127
deleting 129
editing 127
finding 135
private 138
purging 130
sorting 137
Reminder dialog screen 144
remote connections
configuring 193
login script 203
making 205
troubleshooting 206
removing
applications 58
desktop software 59
rotating the screen 172
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screen contrast 21
screen, calibrating 21
screen, rotating 172
securing records 138
security
assigning and editing passwords 61
making records private 138
masking and hiding records 60
setting options 60
using a password when logging onto your ISP
or dial-up service 197
Service Connection Progress messages 206
ShortCuts
creating 49
editing 50
Graffiti 2 48, 164
soft reset 209
sorting
To Do List items 111
sounds
alarm sound effects 144
volume 164
special needs keyboard 170
spell check 67
start time 104, 105
stylus
replacing 20
tapping versus clicking 20
symbols, writing 45
system requirements 14

T
tapping, using stylus 20
TCP/IP software
about 193
connecting via 205
telephone numbers, selecting 116
thesaurus 70
time
setting 28
time bars 101, 104
tips
displaying 26
To Do List
changing display 111
changing due dates 110
changing priorities 110
checking off items 109
creating items 107
opening 107
private entries 110
recording completion date 112
setting priorities 108
sorting items 111
type-select emulation 56

U

upgrade information 18

w

Week view 99
Windows system requirements 14
wireless text transfer 76
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