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Chapter 1
Address Book

The Address Book enables you to keep hames, addresses,
phone numbers and other information about your personal or
business contacts.

With the Address Book, you can:

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

Enter up to five phone numbers (home, work, fax, car, etc.) or
e-mail addresses for each name.

Define which phone numbers appear in the Address List screen
for each Address Book entry.

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

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

To open the Address Book:

Press the Address Book button on the front panel of the IBM®
WorkPad® PC companion to display the Address Book on the
screen.

Address button
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Getting Started With Address Book Entries

An Address Book entry is where you store name and address
information about people or businesses. Your WorkPad makes it easy
to create, edit and delete Address Book entries.

Creating an Address Book Entry

You can create Address Book entries on your WorkPad, or you can use
the WorkPad Desktop software to create Address Book entries on
your computer and download the entries to your WorkPad with the
next HotSync® operation. See the “HotSync” chapter for details.

Note: The WorkPad Desktop software also has data Import
capabilities that enable you to load database files into
the Address Book on your WorkPad. Refer to the online
documentation supplied with the WorkPad Desktop
software for details.

To create a new Address Book entry:

1. Pressthe & button on the front of your WorkPad to display the
Address List screen.

2. Tap the New button to display the Address Edit screen.

Cursor

at Last
Hddress List Al name Hddress Edit + Unfilad
Abrarns, Liz BE0-454-6 121 W L
Adarnz, Ben A08-FF2-1300% First narne:
Beckrnan, Rachel E10-532-0746 W Title:
Bertolli, Marcus 213-422-13631W Cornpany:
Bruce, lererny A03-459-1279 1 - Work:
Butler, Richard C16-626-1424W # w Horne:
Cain, Cathy BE0-235-6222 W - Fou
Carpenter, loan T18-324-15431W - Crther:
Carter, Melania 212-395-627T W  E-rnail:
Chu, Byron 213-343-9301W Addreszs:
Conner, Sandy 301-933-6833 W City:

N . N
Look Up: v (Done ) (Detail. ) Motz ) ¢ %
Tap New

3. Enter the last name of the person you want to add to your
Address Book.
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Note:  Your WorkPad automatically capitalizes the first letter of
each field (except numeric and e-mail fields). You do not
have to use the Graffiti® capital stroke to capitalize the
first letter of the name.

4. Use the Next Field Graffiti stroke to move to the First Name field.

Next Field V

Note:  You can also move to any field by tapping it directly.
5. Enter the person's first name in the First Name field.

6. Repeat steps 4 and 5 to enter the other information that you want
to include in this Address Book entry.
7. Tap the = arrows to move to the next page of information.

8. After you finish entering information, tap the Done button to
return to the Address List screen.

Hddress Edit w Unfiled

Last narne: ©)

Title:

COrnpany:
w Wark: 212-395-6277

w Horne: 212-395-4511

- Fou

- Crther:

w E-rnail: mcar ter@anl.com
Address: 2267 Sth Avenue

City: Mew York

(Done ) [Details.. ] [ Hote ) &

Tap| Done

Tip:  You can create an Address Book entry that always appears at
the top of the list by beginning the Last name (or Company
name) field with a blank space. For example, you might create
an" If Found Call" entry that contains your name and phone
number in case you lose your WorkPad.
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Editing an Address Book Entry

After you create an Address Book entry, you can update it or enter
additional information any time.

To edit an Address Book entry:

1. Tap the Address Book entry that you want to change to display
the Address View screen for that entry.

2. Tap the Edit button (or anywhere on the screen) to display the
Address Edit screen.

Hddress View Unifiled Hddress Edit w Unfiled
Melanie Carter Lastnarne:Carter o
Wark: 212-395-6277 Title:
Hore: 212-395-4511 c .
E-riail: rncarter@aal.comm 2rnpAn’

w Wark: 212-395-6277
2267 5th Avenue » w» Horne: 212-395-4511
Mew York, MY w Fox

w Other:

w E-rnail: mcar ter@anl.com

Address: 2267 Sth Avenue

City: Mew York

[Done ][ Edit ][ Mew ] (Done | [Details. ) [ Hote | 4

3. Tap any field (Address, City, etc.) and enter or change the
information.

4. After you finish, tap the Done button to return to the Address
List screen.

Deleting an Address Book Entry

There are two ways to delete an entry: use the Menu Commands
(described in the “Record Menu” section of this chapter) or use the
Address Entry Details dialog.

To delete an entry with the Address Entry Details dialog:

1. Tap the Address Book entry that you want to delete to display the
Address View screen for that entry.

Tap the Edit button to display the Address Edit screen.
Tap the Details button to open the Event Details dialog.
Tap the Delete button to open the Delete Address alert.

a M~ w D

Tap the OK button to confirm you want to delete the entry.

Page 4 Applications Handbook for the IBM WorkPad



Working With Address Book Entries

Your WorkPad enables you to quickly find your Address Book entries,
group them by category, and display the entries by name or company
name. You can also choose the type of information you want your
entries to include and exchange Address Book information with other
WorkPad users.

Looking Up Address Book Entries

When working with the Address Book, the scroll button on the front
panel of the WorkPad makes it easy to navigate among your address
entries. In the Address List screen, the scroll button moves up or down
an entire screen of address entries. If you hold down the scroll button,
you accelerate the scrolling so that it displays every third screen. In the
Address View screen, the scroll button moves to the previous or next
address entry.

You can also use the Address List Look Up feature to quickly scroll to
any of your Address Book entries.

To Look Up an Address Book entry:
1. Display the Address List screen.

2. Enter the first letter of the name you want to find.

Hddress List w Al
Abrarns, Liz BE0-454-6 1211
Adarnsz, Ben A08-772-19004

Beckrnan, Rachel E10-532-0746 W
Bertolli, Marous 213-422-13631W
Bruce, Jarerny A03-459-1279 1
Butler, Richard E16-626-1424 W
ain, Cath
Carpenter, Joan
Carter, Melania 212-395-627T W
Chu, Byron 213-343-9801 W
Conner, Sandy 301-933-6833 W

Lok Up:l:l.llr @

Look Up line

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

3. Tap any entry to view its contents, or use the carriage return stroke
to view the selected entry.
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Choosing Types of Phone Numbers

Your WorkPad enables you to choose the types of phone numbers or
e-mail addresses that you associate with an Address Book entry. Any
changes you make will apply only to the current Address Book entry.

To choose other types of phone numbers in an Address Book entry:

1. Tap the Address Book entry that you want to change to display
the Address View screen for that entry.

2. Tap the Edit button to display the Address Edit screen for
that entry.

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

Hddress Edit w Unfilad Hddress Edit + Unfiled

Last narne: Carter Last narne: Carter
First narne: First narne: ful
Title: Title:

COrnpany: # COrnoany:
w Wark: 212-395-6277 LD - 2 12-395-6277

w Horne: 212-395-4511 = 2 12-390-4511
- Fou S
- Crther: I
w E-rnail: mcar ter@anl.com il: rncar ter@aol.com
Address: 2267 Sth Avenue = 2267 Bth Avenue
City: Mew York 2 Mew York
Tap

(Done | [Details. ) [ Hote | 4 triangle  |\o= (Details.. ] { Mote &

4. Tap the new label you want to use.

Assigning Address Categories

Categories can help you file individual Address Book entries into
groups for easy review. You can assign and edit categories in the
Address Book or by using the Categories pick list in the Details dialog
(see “Using Categories” in the Basic Handbook for the IBM WorkPad for
a complete description of categories).

To assign a category to an Address Book entry:
1. Tap the Address Book entry you want to assign to a category.

2. Tap the Edit button in the Address View screen to display the
Address Edit screen.

3. Tapthe pick listin the upper-right corner and tap the category that
you want to assign to the Address Book entry.
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Sorting by Name or Company

You can sort the entries in the Address List screen by Company and
Last Name, rather than by Last Name and First Name. These settings
do not change your Address Book data in any way; they merely
change the view.

To sort the entries in the Address List screen:
1. Display the Address List screen.
2. Tapthe & iconto open the Address Book menus.

3. Tap Preferences from the Options menu to open the Address Book
Preferences dialog.

Address Book Preferences

O Remember last category

List By:

Last Marne, First Marme
Cornpany, Last Marne

4. Tap the setting that you want for the Address List screen.

5. Tap the OK button to display the Address List screen with your
new setting.

Note: Entries with no company name sort by last name.

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

To open the Address Entry Details dialog:

1. Tap an Address Book entry to display the Address View screen
for that entry.

2. Tap the Edit button to display the Address Edit screen.
3. Tap the Details button to open the Address Entry Details dialog.

Address Entry Details £

Show in List: « Work
Category: w Unfiled
Private: [J
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4. Select any of the following settings:

Show in List Choose which type of phone or other information
appears on the Address List screen for the current
entry. Your options are: Work, Home, Fax, Other
and E-mail.

Category Assign the entry to a particular category. Your
options are: Business, Personal, QuickList,
Unfiled and Edit Categories.

Private Hide this entry when the security features are
turned on.

Beaming Address Entries to Other WorkPads

The IR port on your WorkPad enables you to beam Address Book
entries to other WorkPads. You can beam any of the following:

Business card. A specially designated entry containing
information you want to exchange with business contacts. You can
send your business card quickly with one-touch beaming.

Current address entry. The entry currently selected on your
WorkPad. For example, you may want to beam the name of a
business contact to a coworker who also uses a WorkPad.

Category of address entries. All of the entries that you have
assigned to the selected category. For example, you might want to
share your list of restaurants with a friend.

Note: For more on the IR port, see “Beaming Information to Other

WorkPads” in the Basic Handbook for the IBM WorkPad.

To select a business card:

1.

Create an Address Book entry containing the information you
want on your business card.

Tap your business card entry to display the Address View screen
for that entry.

3. Tap the o icon to open the Address Book menus.

Tap Select Business Card from the Record menu, and tap Yes to
accept this entry as your business card.
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To beam a business card:

1.

Tap your business card entry to display the Address View screen
for that entry.

Tap the o icon to open the Address Book menus.

Tap Beam Business Card from the Record menu to beam your card
to another WorkPad.

Tip: You can press the & button for about two seconds to beam

your card.

To beam the current entry:

1.

Tap an Address Book entry that you want to beam to display the
Address View screen for that entry.

Tap the o icon to open the Address Book menus.

Tap Beam Address from the Record menu to beam the current
entry to another WorkPad through the IR port.

Tip:  You can set the full-screen pen stroke to beam the current

entry. See “Pen Preferences” for details.

To beam the current category:

1.
2.

Display the Address List screen.

Tap the pick list in the upper-right corner and tap the category you
want to beam to display the entries in that category.

3. Tapthe & iconto open the Address Book menus.

Tap Beam Category from the Record menu to beam the entries
in the current category to another WorkPad through the IR port.
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Address Book Menu Commands

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

Refer to “Using Menus” in the Basic Handbook for the IBM WorkPad for
information about menu commands that are common to all of your
WorkPad applications.

Record Menu

When you select the Record menu, its commands appear on the
screen. The menu commands are slightly different depending on the
current screen.

| [aa] Edit Options | i |
Beamn Category Delete Address. D
- Attach Mote « A
Bearn Business Card Delete Note. o
Address List Bearn Address ~'B
Select Business Card...
Bearn Business Card

Address View

Delete Address Opens an alert dialog prompting you to confirm
deletion of the current entry. Tap the OK button
to delete the entry from your WorkPad, or tap the
Cancel button to close the alert dialog and keep
the entry.

Note: By default, your WorkPad removes the
entry from the Address Book, but retains
a copy of the entry and transfers it to an
archive file on your computer the next
time you perform a HotSync operation.
To remove the entry completely, clear the
Save archive copy on PC check box.

Attach Note Opens the Address Book Note dialog where you
can create a Note for the current entry.

Delete Note Opens an alert dialog prompting you to confirm
deletion of the Note attached to the entry. Tap the
OK button to delete the Note, or tap the Cancel
button to close the alert dialog and keep the note.
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Beam Address Beams the current Address Book entry to another
WorkPad through the IR port.

Beam Category Beams all Address Book entries in the current
category to another WorkPad through the IR port.

Select Business  Enables you to select the current Address Book

Card entry as your business card. To beam your
business card to other WorkPads, use the Beam
Business Card command.

Beam Business  Sends the current business card to another

Card WorkPad through the IR port. You can also
initiate this command by holding down the
Address Book button for at least two seconds.
This is a convenient way to exchange business
cards with other WorkPad users.

Options Menu
When you select the Options menu, its commands appear on screen.

| Record Edit m | Record m
Font... «F Font... «F
Preferences... R Rename Custom Fields...
Rename Custom Fields... About Address Book
About Address Book
Address View

Address List

Font Opens the Select Font dialog where you can
choose a different font (text) style for your
Address Book entries. See “Choosing Fonts” in
the Basic Handbook for the IBM WorkPad for details.

Preferences Opens the Address Book Preferences dialog.

Address Book Preferences

O Remember last category

List By:

Lazt Marne, First Marne
Cornpany, Last Marne

Chapter 1 Page 11



= Remember last category. Determines how
the Address Book appears when you return
from another WorkPad application (Memo
Pad, To Do List, etc.). If you select this check
box, the Address Book shows the last category
you selected. When you clear it, the Address
Book shows the address entries for all
categories.

= List By. Determines whether address entries
sort by last name, first name or by company
name, last name in the Address List screen.

Rename Custom Enables you to define custom field names. Each

Fields Address Book entry contains four “custom fields”
that you can rename. Any changes you make to
the names of the custom fields appear in all of
your Address Book entries.

Renome Custom Fields

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

About Address  Shows version (revision) information for the
Book Address Book application.
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Chapter 2

Calculator

The Calculator enables you to perform basic calculations. You
can also store and retrieve values in the Calculator’s memory.

To open the Calculator:

= Tapthe & icon next to the Graffiti writing area to open the
Calculator screen.

Using the Calculator Screen

The Calculator is designed to perform addition, subtraction,
multiplication and division operations.

To use the Calculator screen:

= Use your fingers or the stylus to tap the Calculator buttons that
appear on the screen.

%@@@@
@@@@@
20002

o000l
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Special Calculator Buttons

The Calculator includes several buttons to help you perform
calculations.

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.

Clears the entire calculation and enables you to
begin a fresh calculation.

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.

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

6 660 O

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

Removes any value that is stored in the Calculator
memory.

06
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Calculator Menu Commands

The Calculator supports the Copy and Paste commands. You can use
these commands to copy a value from the Calculator and paste it into
another application on your IBM WorkPad PC companion. Similarly,
you can copy values from other applications on your WorkPad, such
as Expense, and paste the values into the Calculator. For additional
information on the Copy and Paste commands, see “Using Menus” in
the Basic Handbook for the IBM WorkPad.

Recent Calculations

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

To display the Recent Calculations:
1. Tap the & iconto open the Calculator menus.

2. Tap Recent Calculations from the Options menu to display the
Recent Calculations screen.

Recent Calculations €D
65 *

32 =

2080 =

2080 £

24 =

86 GEGEET =

86 GEGEET £

g =

10833332 =

3. After you finish reviewing the dialog, tap the OK button to close
the Recent Calculations dialog and return to the Calculator.
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Chapter 3

Date Book

appointments or any kind of activity associated with a time

@ The Date Book enables you to quickly and easily schedule

and date.

With the Date Book, you can:

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

Display a chart of your appointments for an entire week. The
Week View feature makes it easy to spot any potential scheduling
overlaps or conflicts.

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

Set an alarm to sound prior to the scheduled activity.

Create reminders for events that are based on a particular date,

rather than time of day. Birthdays and anniversaries are easy to
track with your IBM WorkPad PC companion.

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

To open the Date Book:

Press the Date Book button on the front panel of the WorkPad to
display the Date Book screen.

Date Book button
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Scheduling an Event

An event can be any kind of activity that you associate with a day.
When the Date Book screen first appears, it shows the current date
and a list of times for a normal business day. You can enter a new

event on any of the available time lines.

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

You can also include events in your Date Book that occur on a
particular date but have no specific start or end times, such as
birthdays, holidays and anniversaries. These are referred to as
untimed events. Untimed events appear at the top of the Date Book
screen with a diamond in the time list. You can have several untimed
events on a particular date.

To schedule an event for the current day:

1. Tap the time line that corresponds to your event in the Date Book
screen.

[Apr 14,93 K180 T GEEEL apr 14,93 IE1BE ™ SEEBE
y | Tapa .
o time line | 500
10:00 10:00
11:00 q 11:00
1200 1200
AEED Flanning tearn mesting
2:00 Lo
00 00
4:00 . 4:00
g:00 Time bar | gy
£:00 shows £:00
B ) o) @) 4 | OO | ()| () (G 4

Enter event

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

3. Ifyour appointment is longer or shorter than an hour, tap the time
of the event to open the Set Time dialog. If your appointment is one
hour long, skip to step 7.
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Note:  You can also open the Set Time dialog (to select a start
time) by making sure no event is selected, and then
writing a number on the number side of the Graffiti

writing area.
[N -MEITTFE[| Tap the
! —time of an
ggg event Start Time: g + E'E;]

10:00 [ 1:00 pra | 10 10

11:00 11 15

12:00 S 12P 20

End Time:

[|m Planning tearn meeting KR | ==
200 2 | |30
00 3 35
4:00 - 4 40
500 —> 5 |[|4s
&:00 & 11}

Ok, Cancel T & |55

B () (o) (Go) Lok Jconal) |7 &1 155

4. Tap the time columns on the right side of the Set Time dialog to set
the Start Time.

Start Time Tap to scroll to
highlighted earlier hours

Set Time

Start|Time:
P r— 9 05|| Tap to change
10 10 hours
1 15
End Time: 12P 20

M | 25|| Tap to change

ET1]
Ll

2 A
2 a5 minutes
- 4 40
&
Ok, Cancel 7

Tap to scroll to
later hours

5. Tap the End Time box, and then tap the time columns to set the
End Time.

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

7. Tap ablank area of the screen to de-select the event. A vertical line
appears next to the time, indicating the duration of the event.
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To schedule an event for another day:

1. Select the date you want for the event by doing one of the
following:

= Tap the day of the week that you want in the Date Bar at the top of
the Date Book screen. If necessary, tap the Previous week or Next
week scroll bars to move to another week.

Previous Next
week week

“apr 15, 98 IKIBTH v AEB|
00 | Tap to select the day
200 of the current week

= Tap the Go To button to open the Go to Date dialog. Select a date
by tapping a year, month and day in the calendar.

-

Previous year Next year

4 1998 p
Jan | Feb [Mar Way | Jun. Tap _tO scroll to
Jul | Aug | Sep aNov Drai earlier hours

s M TW T F §
. ; g 13 1‘11__Tap to scroll to
12 13 15 16 17 1% earlier hours
19 20 21 22 23 24 I%
2627 28 29 10

Tap to select

Cancel | [ Today }————
current date

»  Press the scroll button on the front panel of the WorkPad to scroll
to another day. Press the upper half of the button to move to the
previous day or the lower half to move to the next day.

2. After you locate the date, follow the steps described in the previous
section, “To schedule an event for the current day.”

Page 20 Applications Handbook for the IBM WorkPad



To schedule an untimed event:

1. Select the date that you want for the event as described in the
previous section, “To schedule an event for another day.”

2. Tap New to open the Set Time dialog.

P 8 4| |=00

Stort Time: g 05
L1 | ||
11 15

End Time: 1ZF 20
[ 1] 2 | |50
F =30

3 35

" 4 40

1] 50

Ok, Cancel T & |55

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

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

4. Enter a description for the event (which appears at the top of the
Date Book screen).

P New CHATTED
200 untimed—i—#  Mail tax return!
200 event 200

10:00 200
11:00 10:00
1z:00 11:00
1:00 1z:00
2:00 1:00
=00 2:00
4:00 : =00
00 No time 00
£:00 selected .0

5. Tap a blank area on the screen to de-select the untimed event.

Note: If you create an event and decide later that there is no
particular start or end time, you can easily change it to an
untimed event. Tap the time of the event in the Date Book
screen, tap the No Time button, and then tap the OK button to
confirm your selection and close the Set Time dialog.
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Rescheduling an Event
You can easily make changes to your schedule with your WorkPad.

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

2. Tap the Details button to open the Event Details dialog for that
event.

3. To change the time, tap the Time box and select the new time as
described earlier in this chapter.

4. To change the date, tap the Date box and select the new date as
described earlier in this chapter.

5. Tap the OK button to close the Event Details dialog and return to
the Date Book screen.

Setting an Alarm for an Event

The Alarm setting enables you to set an audible alarm for events in
your Date Book. You can set an alarm to sound minutes, hours or days
before an event. The default Alarm setting is 5 minutes before the time
of the event, but you can change this to any number of minutes, hours
or days.

When you set an alarm, an & icon appears to the far right of the event
with the alarm. When the alarm tone sounds, a reminder message also
appears on the WorkPad screen.

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

2. Tap the Details button to open the Event Details dialog for that
event.

3. Select the Alarm check box in the Event Details dialog to activate
the alarm.

4. Tap the Alarm units pick list to select Minutes, Hours or Days.

5. Select the “5” and enter any number from 0 to 99 (inclusive) as the
numeric alarm setting.
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Event Details a

Timne:

Date: : | Enter numeric
Alarm: inutes setting here
Repeat: Tap here to

Private: [] select alarm unit

6. Tap the OK button to close the Event Details dialog and return to
the Date Book screen.

Note: You can set a silent alarm for an untimed event. In this case,
the alarm triggers at the specified period of minutes, hours or
days before midnight (beginning) of the day of the untimed
event. No audible alarm sounds for an untimed event; instead,
the reminder message appears on the screen of the WorkPad.

For example, you could create a reminder for an untimed
event that occurs on February 4th. If the alarm reminder is set
for 5 minutes, the alarm reminder appears at 11:55 PM on the
night of February 3rd. The reminder remains on the screen
until you turn on your WorkPad and tap the OK button to
dismiss it.

Scheduling Repeating Events

The Repeat function enables you to schedule events that recur at
regular intervals. A birthday is a good example of an event that
repeats annually. Another example would be a weekly guitar lesson
that falls on the same day of the week and the same time of day. After
you enter a repeating event, a th icon appears to the far right of the
event.
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To schedule a repeating event:

1.
2.
3.

Tap anywhere on the text of an event in the Date Book screen.
Tap the Details button to open the Event Details dialog.

Tap the Repeat box in the Event Details dialog to open the Change
Repeat dialog.

Change Repeat a
Event Details i) Day | Week [Month] vear]

q Tap one of the above

Timne:
Date: buttons to set arepeat
interwal
Alarm: Tap the
Repeat: ; —Repeat
Private: [] box Mo Repeat

Tap Day, Week, Month or Year in the Change Repeat dialog.

Enter a number that corresponds to how often you want the event
to repeat in the “Every” area. For example, if you select Month and
enter the number “2,” the event repeats every other month.

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

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

Considerations for the Repeat Function

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

If you change the repeat type (e.g., daily to weekly) of a repeating
event, past occurrences (prior to the day on which you change the
setting) are left alone and your WorkPad creates a new repeating
event.

If you change the date of an occurrence of a repeating event (e.g.,
from January 14th to January 15th) and apply the change to all
occurrences, the new date becomes the start date of the repeating
event. Your WorkPad adjusts the end date to maintain the
duration of the event.
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= If you change other repeat settings (e.g., time, alarm, private) of a
repeating event and apply the change to all occurrences, your
WorkPad 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 left alone and not changed.

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

Marking a Private Event

You can designate a specific event as “private.” When you activate the
Security features, your WorkPad hides all private entries and you
must enter a password to display them on the screen.

To mark an event as private:
1. Tap the event you want to mark as private.

2. Tap the Details button to open the Event Details dialog for that
event.

3. Select the Private check box.

4. Tap the OK button to close the Event Details dialog and return to
the Date Book screen.

Deleting an Event

There are three ways to delete an event from the Date Book
application: simply delete the text of the event, use the Menu
Commands (described in the “Record Menu” section later in this
chapter), or use the Event Details dialog.

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

To delete an event with the Event Details dialog:

1. Tap anywhere in the text area of the event to delete.

2. Tap the Details button to open the Event Details dialog.
3. Tap the Delete button to open the Delete Event alert.
4

. Tap the OK button to confirm you want to delete the event.

Chapter 3 Page 25



Changing the Date Book View

In addition to displaying the calendar for a specific day, you can also
display your Date Book by the week or month, and you can display
the current time.

To toggle through the different views:
m  Press the Date Book button repeatedly to display the next view.

To display the current time:
= Tap the date in the Date Book title bar to display the current time.

Tap the date

‘apr 15, 9¢ IKIEEH - DEBL
00 #

200

Current time displays

.5:54 pmn ‘Im T E bk
00
2:00

Note: After a few seconds, the title bar reverts to show the date.

Working in Week View

The Week View shows a chart 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 button in the Date Book screen to display the
Week View.

£:00

Week view

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

Note: The Week View also shows untimed events and events
that are before and after the range of times shown.
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Previous Next

week week

Apr 98 A Week 16 P

S M T W T F =
12 13 14 J5 16 17 13—1—Tap for that day

200
10:00
12:00

200 -

400

&:00 B3
I——Bar indicates event below display

Bar indicates event above display

B

Dot indicates untimed event

3. Tap any of your events to show a description of the event.

Tue 47/ 14,98 1:00 prn - 2:00 prm4——Event details

Flanning tearn rmeeting
& 12 M5 16 1T 1%

200
10:00
12:00

200 -

400

£:00 B

Tap to show Event details

If you want to reschedule an event, tap and drag the event to a
different time or day.

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

The Week View shows the time span defined by the Start Time
and End Time in the Date Book Preferences 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, and these = on-screen scroll
arrows appear if your scheduled events go beyond the displayed
time range.
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Spotting Event Conflicts in Week View

With the ability to define specific start and end times for any event, it’s
possible to schedule events that overlap (an event that starts before a
previous event finishes).

In this case, any event conflict (time overlap) appears in the Week
View as overlapping bars. The Day View displays bracketed bars to
the left of the conflicting times.

Apr '98 A ek 1T Apr 24,93 IKIBMLT - B
S MmT W T F S 200
19 oen 2oz oz3 24 2% 00
&0 10:00
10:00 11:00
1200

12:00 1:00 Dentizt appointrent
200 i) Event 2:00 Project status meeting
’ ; 00
400 conflicts s
£:00
£:00

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.

‘L—Previous/next month
E M T W T F 5
1 J2 ¢ J4
g [e 7 = fe o L . .
= 13:m. I EE Dashed line indicates daily repeating

19 20 [z1 |22 [zz |24 [e= . S

' ' Dots on right side indicate events

z (27 [z [e9 [ao
f

Dot below date indicates untimed events

I
Month view button

Tap any day that appears in the Month View screen to move directly
to that day with the Day View screen. Tap the arrows at the top to
move forward or backward a month. Tap the Go to button to open the
Date Picker and choose a different month.
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When the Month View is on the screen, you can use the scroll button
on the front panel of the WorkPad to move between months. Press the
upper half of the button to display the previous month, or press the
lower half to display the next month.

Note: You can control the dots and lines that appear in the Month
View. See “Options Menu” later in this chapter.

Date Book Menu Commands

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

See “Using Menus” in the Basic Handbook for the IBM WorkPad for
information about menu commands common to all of your WorkPad
applications.

Record Menu
When you select the Record menu, its commands appear on screen.

| [an] Edit Options |
Mew Event L |
Delete Event.. D
Attach Mote « A
Delete Mote.. 0O
Furge... «E
Beamn Event ~'B

New Event Creates an event and opens the Set Time
dialog where you can choose start and end
times for the new event. If you do not enter
start and end times, it creates a blank untimed
event.

Delete Event Opens an alert dialog, prompting you to
confirm that you want to delete the current
event. You must tap an event before you use
the Delete Eventcommand. Tap the OK button
to delete the event from your WorkPad, or tap
the Cancel button to close the alert dialog and
keep the event.
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Note: By default your WorkPad removes the
event from the Date Book, but retains a
copy of the event and transfers it to an
archive file on your computer the next
time you perform a HotSyncoperation.
To remove the event completely, clear
the Save archive copy on PC check box.

Attach Note Opens the Note dialog, where you can create a
Note for the current event.

Delete Note Opens an alert dialog, prompting you to
confirm that you really want to delete the Note
attached to the event. Tap the OK button to
delete the Note from the memory of your
WorkPad, or tap the Cancel button to close the
alert dialog and return to the Date Book.

Purge Opens an alert dialog, prompting you to
confirm that you want to purge events older
than a certain time period — based on the
current date on the internal clock on the
WorkPad. You can use the Purge command to
conserve memory on your WorkPad. The
default setting for the Purge alert is to “Save
archive copy on PC.” This setting removes
events from the Date Book, but retains copies
and transfers them to an archive file on your
computer during the next HotSync operation.

Note: The Purge command also deletes
repeating events if they end before
the date that you activate the Purge
command.

Beam Event Beams the current event to another WorkPad
through the IR port. See “Beaming
Information to Other WorkPads” in the Basic
Handbook for the IBM WorkPad for more
information.
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Options Menu
When you select the Options menu, its commands appear on screen.

IR ©ptions |
Font... «F
Preferences... R
Display Options.. Y
Phone Lookup L
About Date Book

Font Opens the Select Font dialog where you can
choose a different font (text) style for your Date
Book entries. See “Choosing Fonts” in the Basic
Handbook for the IBM WorkPad for details.

Preferences Enables you to set the range of times that appear
in the Date Book, and to automatically activate
alarms for each event.

Start Time:
End Time: 6200 prn

O Alarm Preset:

Alarm Sound: » Alart

il
-
e,
w

Remind We: w 3 Timeas

Play Every:  10minutes

= Start/End Time. Enables you to define the
start and end times for the Date Book screens.
If the time slots you select do not fit on one
screen, you can tap the = arrows to scroll up
and down.

s Alarm Preset. Automatically sets an alarm
for each new event. The alarm for untimed
events is defined by minutes, days or hours
before midnight of the date associated with
the event.

= Alarm sound. Controls the type of tone the
alarm generates when it sounds.
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s Remind me. Defines how many times the
alarm sounds. The choices are: Once, Twice, 3
times, 5 times and 10 times.

n  Play every. Defines how often the alarm
sounds. The choices are every: Minute,
5 minutes, 10 minutes and 30 minutes.

Display Options Allows you to change the Date Book’s
appearance and which events display.

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

= Show Time Bars. Activates the time bars that
appear in the Day View. The time bars show
the duration of an event and illustrate event
conflicts.

s Compress Day View. Controls how times
appear in the Day View. When Compress
Day View is off, all time slots display. When
it is on, start and end times display for each
event, but blank time slots toward the bottom
of the screen disappear to minimize scrolling.

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

Phone Lookup  Activates the Phone Lookup feature. See “Using
Phone Lookup” in the Basic Handbook for the IBM

WorkPad.
About Date Shows version (revision) information for the Date
Book Book application.
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Chapter 4

Expense

@ The Expense application enables you to keep track of your
expenses and then transfer the information to a spreadsheet on
your computer.

With the Expense application you can:

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

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

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

= Log miles traveled for a particular date or expense category.

= Sort your expenses by date or expense type.

= Transfer your expense information to a Microsoft® Excel
spreadsheet (version 5.0 or later) on your computer. (Microsoft
Excel is not included with the IBM WorkPad PC companion
package.)

To open Expense:

1. Tap the & icon to open the Applications Launcher.

2. Tapthe @ icon to display the Expense List screen.

Creating an Expense Item

Expense enables you to record the date, expense type and the amount
that you spent. You can sort your expense items into categories or
add other information that you want to associate with the item.
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To create an expense item:

1. Tap the New button in the Expense List to create a new item.

Cursor
of new

ERE| -Expenze tyvpe-

item

—

Tap New

Note:  You can also create a new expense item by writing on the
number side of the Graffiti writing area while in the
Expense List screen. The first number you write begins
your new expense item.

2. Enter the amount of the expense.

3. Tap the Expense Type pick list and select a type from the list.

oses ~
-Exp?nsetype- $ .20

Tap here

—

Sl irfare [l

Mew

Breakfast

Buz

Buziness Meals
Car Rental
Linner
Entertainrment
Faz

30z

Gifts

Haotel

Incidentals &

CLETIESS S,

Note: As soon as you select an expense type, your WorkPad saves
your entry. If you do not select an expense type, it does not

save the entry.

Tip:  Aquick way to create a new expense item is to make sure that
no expense item is selected in the Expense List, write the first
letter(s) of the expense type, and then write the numerical
amount of the expense item. This technique takes advantage of
the automatic fill feature. See “Options Menu” later in this

chapter for details.
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Changing the Expense Item Date

Initially, expense items appear with the date you enter them on your
WorkPad. You can use the Expense application to change the date
associated with any expense item.

To change the date of an expense item:
1. Tap the expense item you want to change to highlight the date.

2. Tap the date of the selected item to open the Date dialog.

[Expense]

4 1998 p

Ae/1d Tawxi

4714 Lunch

4714 Hotel Jan | Feb | Mar May | Jun
Jul | Aug | Sep | Qet [ Mo | Dec

1.314 Car Rental
Tap date S M TW T F S

1 2 3 4

E & 7 9 9 10 11
12 13 @ER 15 16 17 18

19 20 21 22 23 24 IE
26 27 28 9 0

3. Tap the date you want for the expense item.

For more information about the Date dialog, see “Scheduling an
Event.”

Entering Receipt Details

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

To open the Receipt Details dialog:
1. Tap the expense item you want to assign details.

2. Tap the Details button to open the Receipt Details dialog.

Receipt Details

Category: w Unfiled
Type: + Lunch

Payment: + LUnfilad

Currency: v §

(R (Gl (Bl () ¢
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3. Select any of the following options:

Category

Type

Payment

Currency

Defines the category for the Expense item. The
default Category is Unfiled when All is
selected. Otherwise, the default is the
currently selected Category. An expense item
remains in the default category until you
change it.

Your WorkPad provides two sample
categories, New York and Paris, to show how
you might sort your expenses according to
different business trips.

Choose Edit Categories from the pick list to
change existing or to create new expense
categories. For example, you might create a
category for a range of dates, such as a week or
month, or you might delete or rename the
New York and Paris categories.

Opens a pick list of the expense type options so
that you can change the expense type for any
of your expense items.

Enables you to choose the payment method
used to pay the expense item. If the item is
prepaid (such as airline tickets supplied by
your company), you can choose Prepaid to
place your expense in the appropriate
company-paid cell of your printed expense
report spreadsheet. See “Transferring Your
Data to Microsoft Excel” later in this chapter
for more information.

Enables you to choose the type of currency
used to pay the expense item. The default
currency unit is defined in the Preferences
dialog (see “Preferences Menu” later in this
chapter). You can also display up to four other
common types of currency. See “Customizing
the Currency Pick List” later in this chapter for
details.
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Vendor and City

Attendees

Attend
Receipt Details

Category: + Unfiled
Type: + Lunch
Payment: w MasterCard

Currency: * %
Vendor: o
City:

Enable you to record the name of the vendor
(usually a company) associated with the
expense and the city where the expense took
place. For example, a business lunch might be
at Rosie's Cafe (Vendor) in San Francisco

(City).

Displays the Attendees screen which
resembles a memo in the Memo Pad. You can
use this screen to list the people who attended
the activity associated with the expense or to
make notes, such as the purpose of the
expense.

—

|Attend

(7)) (Goreel) () ()

Tap here

Note: Youcanta

[+

p the Lookup button to display the names (and

the corresponding companies) of the people in your
Address Book. The Lookup button’s function is similar to

the Phone

Lookup feature described in “Using Phone

Lookup” in the Basic Handbook for the IBM WorkPad.

4. Tap the OK button to close the Receipt Details dialog and activate

your selections.
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Customizing the Currency Pick List

You can select the currencies and symbols that appear in the Currency
pick list.

To customize the Currency pick list:

1. Tap the Currency pick list in the Receipt Details dialog, and then
tap the Edit Currencies selection to open the Select Currencies
dialog.

Receipt Details
Category:  Unfiled Select the currencies that

Type:  Lunch ' display in currency list.

Payment: w Unfilad Currency 10 w United States
Currency: Currency 2: w United Kingdom
Vendor: Currency 3: w Germany
City: Tap Edit Currency 4: + Mone

£
o |
Edit currencies...

|Attendeeas: ; currencies | CurrencyS: w Hone
.

2. Tap each Currency pick list to choose the country whose currency
you want to display on that line.

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

Note: If the currency you want to use is not in the list of
countries, you can create your own custom country
and currency symbol. See “Expense Menu Commands”
later in this chapter for details.

Show Options

The Show Options define the sort order and other settings that
relate to your expense items.

To open the Show Options dialog:

1. Tap the Show button in the Expense List to open the Show
Options dialog.
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4714 Taxi
414 Lunch
4714 Hotel
414 Car Rental

Show Options
Sort by: w Date

# Distance: w Mie:

# Show currency

(Gam——+Tap show

2. Select any of the following options:

Sort By

Distance

Show Currency

Enables you to sort the Expense entries by date

or expense type.

Enablesyou to display Mileage entries in miles

or kilometers.

Shows or hides the currency symbol in the

expense list.

3. Tap the OK button to close the Show Options dialog and activate

your selections.

Transferring Your Data to Microsoft Excel

After you enter your expenses into the Expense application on your
WorkPad, the WorkPad Desktop software enables you to view and
print the data with your computer.

Note: You need Microsoft Excel version 5.0 (or later) to view and
print your Expense data using one of the provided templates.
Microsoft Excel is not included with the WorkPad package.
The procedures in this section also assume that you have
installed the WorkPad Desktop software. See “Installing
WorkPad Desktop Software” in the Basic Handbook for the IBM
WorkPad for more information.
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Printing an Expense Report
WorkPad Desktop makes it quick and easy to print your Expense data.

To print your expense report:
1. Perform a HotSync operation to transfer your latest Expense data

to your computer and make it available to WorkPad Desktop. See
the “HotSync” chapter for details.

2. Click the Expense button in WorkPad Desktop to open Microsoft
Excel and the Expense Report configuration dialog.

Note: If you launch Expense from the Start menu (instead of
WorkPad Desktop), you must first choose your WorkPad
user name.

3. Click the expense category that you want to print.

= Fa
o o]
T AERNED (A (=] |
ew | Click to select
Categories
EI U I g
| e
MEI.H-I
ol = [T
Tip: You can press Shift+click to select multiple categories. To

print the expenses associated with all of your Expense
categories, click the All button in the Categories area.

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

Note: If you do not specify an end date, all expense entries for
the selected categories will appear — up to the date of the
last HotSync operation with your WorkPad.

5. Click the Print button to display the expense report in the Print
Preview window.
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Praviem Paga 10f 1

6. Click the Print button in the Microsoft Excel window to print your
expense report.

To view your Expense data in a Microsoft Excel spreadsheet:

1. Perform a HotSync operation to transfer your latest Expense data
to your computer and make it available to WorkPad Desktop.

2. Click the Expense button in WorkPad Desktop to open Microsoft
Excel and the Expense Report configuration dialog.

Note: If you start Expense from the Start menu (instead of
WorkPad Desktop), select your WorkPad user name first.

Expmiacspon 0
liz=Ti |
T GEnoed Dakpi B |
=T Click to select
Categories
|
2| e
- Cusy
# g Cming
# puiws |
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3. Click the expense category that you want to use.

Tip: You can press Shift+click to select multiple categories. If
you want to view the expenses associated with all of your
Expense categories, click the All button in the Categories
area.

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

Note: If you do not specify an end date, all expense entries for
the selected categories will appear — up to the date of the
last HotSync operation.

5. Click the Create button to display a Microsoft Excel spreadsheet
containing your Expense data.

TSy Exhiang#

A ourl

At this point, your Expense data appears in Microsoft Excel
spreadsheet form. You can enter information, make formatting
changes and save and print the file in the normal manner.
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Using Expense Report Templates

WorkPad Desktop software comes with several expense report
templates. When you use one of these templates, you can edit your
Expense data in Microsoft Excel. If you want to streamline or
customize your expense reports, you can change these templates. For
example, you can add your company name to a template. See
“Appendix A: Expense Templates” for sample templates and
“Appendix B: Creating a Custom Expense Report” for details on
changing templates.

To view your Expense data using a Microsoft Excel template:

1. Display your Expense data in a Microsoft Excel spreadsheet as
described in the previous procedure.

2. Click the Options button to open the Expense Report Options
dialog.

Hmve
Deparard |
Ebamaba: |

Pryapuil.

o

dili

Enter name and
other information

Tumpioks
Zulrapn 1 i gl W wpl S v Wi

[z e

{imnl Gl
ool iy Gy il oo T e Ec 34
Rl o8 0 B ST DR

[ |

Choose expense
template

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

4. Click the Templates menu, then click an expense template. See
“Appendix A: Expense Templates” for samples.

Note: If you want to create your own custom expense template
and have it appear in the Templates menu, refer to
“Appendix B: Creating a Custom Expense Report.”

5. Click the OK button to return to the Expense Report Options
dialog.
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Expense Menu Commands

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

See “Using Menus” in the Basic Handbook for the IBM WorkPad for
information about menu commands that are common to all of your
WorkPad applications.

Record Menu
When you select the Record menu, its commands appear on screen.

| [aa] Edit Options |
Delete ltem.. D
Purge «E

Delete Item Opens an alert dialog, prompting you to
confirm that you want to delete the current
expense item. You must tap an item before you
can use the Delete Item command. Tap the OK
button to delete the item from your WorkPad,
or tap the Cancel button to close the alert
dialog and keep the item.

Note: By defaultyour WorkPad removes the
item from the Expense application, but
retains a copy of the item and transfers
it to an archive file on your computer
the next time you perform a HotSync
operation. To remove the item
completely, clear the Save archive
copy on PC check box.

Purge Conserves memory on your WorkPad by
deleting expense categories that you no longer
use.

The Purge command prompts you to confirm
that you want to purge all the records from the
selected category.
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Options Menu

When you select the Options menu, its commands appear on screen.

[ Record Edit [ORaond

Preferences...

Customn Currencies.. Y
About Expense

R

Preferences

Custom
Currencies

About Expense

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

Preferences a

F Use automatic fill when
entering data

Default Currency: « %

s Use automatic fill. Enables you to select an
expense type by writing the first letter of an
expense type in the Graffiti writing area. For
example, if you write the letter “T,” it enters
the “Taxi” expense type. Writing “T” and
then “E” enters “Telephone” which is the first
expense type beginning with the letters “TE.”

» Default currency. Sets the default currency
symbol for the Expense application.

Enables you to define additional currency
symbols for the Expense application.

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

Shows version (revision) information for the
Expense application.
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To define a custom currency symbol:

1. Choose Custom Currencies from the Options menu to open the
Custom Currencies dialog.

Create your own custom
currencies by tapping on
the country name below:

Tap a Country
button

2. Tap one of the four Country boxes to open the Currency Properties
dialog.

Currency Properties

Country:
Symbaol:

3. Enter the name of the country and the symbol that you want to
appear in the Expense application, and then tap the OK button to
define your setting.

4. Tap the OK button to close the Custom Currencies dialog.

Note: Ifyou wantto use your custom currency symbol as the default
for all Expense entries, choose the symbol in the Preferences
dialog. If you want to use your custom currency symbol only
for particular expense items, choose the symbol in the Receipt
Details dialog associated with those items.
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Chapter 5

HotSync

HotSync technology enables you to synchronize data between
one or more IBM WorkPad PC companions and the WorkPad
Desktop software on your computer. To synchronize data, you
must connect your WorkPad and WorkPad Desktop either
directly with a cradle or indirectly with a modem.

With HotSync technology you can:

= Synchronize the Date Book, Address Book, To Do List, Memo Pad
and Expense entries on your WorkPad with the entries on your
computer, and vice versa.

= Manage individual or multiple WorkPads with a centralized
computer.

s Keep your data safe by automatically creating backup copies each
time your synchronize.

The HotSync Process and the HotSync Manager

The HotSync process automatically synchronizes data between your
WorkPad and WorkPad Desktop. Changes you make on your
WorkPad or WorkPad Desktop appear in both places after a HotSync
operation. HotSync technology synchronizes only the needed
portions of files, thus reducing synchronization time. You can
synchronize your data by connecting your WorkPad directly to your
computer with the cradle or indirectly with a modem.

The HotSync Manager oversees the synchronization process. It runs in
the background and monitors a communications port on your
computer for a HotSync command from a WorkPad. When it “hears”
aHotSync command, HotSync Manager synchronizes data in the Date
Book, Address Book, To Do List, Memo Pad, Mail and Expense
applications. It can synchronize the data even when WorkPad
Desktop is not running!

Once you complete a few simple setup steps, performing a HotSync
operationis as simple as pressing a button. Follow the steps in the next
section to complete the setup.

Chapter 5 Page 47



Performing a HotSync Operation for the First Time

The first time you synchronize your data, you need to enter user
information on both the WorkPad and the WorkPad Desktop. Once
you enter this information and synchronize, the HotSync Manager
recognizes your WorkPad and doesn’t ask for this information again.
If you are a System Administrator preparing several WorkPads for a
group of users, see “Creating a User Profile” later in this chapter
before performing the following steps.

Important: You must perform your first HotSync operation with a
local, direct connection, rather than using a modem.

To perform a HotSync operation for the first time:

1. Double-click the WorkPad Desktop icon on the Windows® desktop
(or select WorkPad Desktop from the Start menu) to start the
WorkPad Desktop software.

2. Click the ® icon in the Windows System Tray to open the
HotSync Manager menu.

Tip: The Windows System Tray is usually in the lower-right
corner on your computer display. The location may vary
depending on the location of the taskbar and the version
of Windows you are using.
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3. Click Local from the HotSync Manager menu to indicate that you
are using the cradle to synchronize.

4. Turn on the WorkPad and slide it into the cradle.
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Tip: The curved edge on the bottom of the WorkPad should
align smoothly with the cradle when it is inserted
properly.

5. Pressthe é button on the front of the WorkPad cradle to open the

New User dialog.

HotSync
button

6. Enter a user name for your WorkPad and click the OK button to
open the HotSync Progress dialog and start the synchronization
process.

Important: Every WorkPad should have a unique name. Never try to
synchronize more than one WorkPad to the same user
name.
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Wait for WorkPad Desktop to display a message indicating that the
process is complete.

Conducting a Local HotSync Operation

After you complete the first HotSync operation, the HotSync process
is even faster and easier!

To conduct a local HotSync operation:

1.
2.
3.

Insert the WorkPad in the cradle.
If the HotSync Manager is not running, start it.

Press the ‘:l' button on the front of the WorkPad cradle to start the
HotSync process.

Wait for WorkPad Desktop to display a message indicating that the
process is complete.

Selecting HotSync Setup Options

You can choose when you want HotSync Manager to run, and you can
adjust the local and modem HotSync settings.

To set the HotSync Options:

1.

Click the @ icon in the Windows System Tray to open the
HotSync Manager menu.

. Click Setup on the HotSync Manager menu to open the Setup

dialog.
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3. Click the General tab and select one of the following options:

Always available  Adds HotSync Manager to the Startup folder
and constantly monitors the communication
port for WorkPad synchronization requests.
With this option, the HotSync Manager
conducts synchronizations even when
WorkPad Desktop is not running.

Available only Starts HotSync Manager and monitors
when WorkPad requests automatically when you open the
Desktop is WorkPad Desktop software.

running

Manual Starts the HotSync Manager and monitors

requests only when you select HotSync
Manager from the Start menu.

Tip: If you’re not sure which option to use, keep the Always
available default setting.

4. Click the Local tab to display the settings for the connection
between your computer and the WorkPad cradle, and adjust the
following options as needed.
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Serial Port Identifies the port WorkPad Desktop will use
to communicate with the cradle. This selection
should match the port number where you
connected the cradle.

Note: Your WorkPad cannot share this port
with an internal modem or other
device. If you have trouble
determining the correct serial port, see
“Troubleshooting” in the Basic
Handbook for the IBM WorkPad.

Speed Determines the speed at which data is

transferred between your WorkPad and
WorkPad Desktop. We suggest you try the As
Fast As Possible rate first, and adjust
downward if you experience problems. This
setting allows the WorkPad Desktop and
WorkPad to find and use the fastest speed.

5. Click the Modem tab to display the Modem settings and adjust the
following options as needed.
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Serial Port Identifies the port where the modem is

located. If you are unsure of the port
assignment, look at the Modem Properties in
the Windows Control Panel.

Speed Determines the speed at which data is
transferred. We suggest you try the As Fast As
Possible rate first, and adjust downward if you
experience problems. This setting allows the
WorkPad Desktop and WorkPad to find and
use the fastest speed.

Modem Identifies 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, choose Hayes Basic.

Setup String Identifies the setup string for your particular
modem. Not all modems require a setup
string. Refer to your modem manual and enter
the setup string if recommended by the
manufacturer.

6. Click OK to close the Setup dialog.
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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.” By default, WorkPad Desktop synchronizes all
files between the WorkPad and the WorkPad Desktop. In general, you
should leave the settings to synchronize all files. The only reason you
might want to change these settings is to overwrite data on either your
WorkPad or WorkPad Desktop, or to avoid synchronizing a particular
type of file because you don’t use it.

In addition to the Date Book, Address Book, To Do List, Memo Pad
and Expense application conduits, WorkPad Desktop includes System
and Install conduits. The System conduit backs up the system
information stored in your WorkPad, including Graffiti power writing
software ShortCuts. The Install conduit is used to install WorkPad-
compatible applications.

To customize HotSync application settings:

1. Click the @ icon in the Windows System Tray to open the
HotSync Manager menu.

Tip: You can also click the HotSync command on the WorkPad
Desktop menu bar to open the HotSync Manager menu.

2. Click Custom from the HotSync menu to open the Custom dialog.

3. Select the appropriate user name from the list at the top of the
dialog.

4. Click an application in the Conduit list to choose the conduit you
want to change.

5. Click the Change button to open the Change HotSync Action
dialog.
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Click the direction in which you want to write data, or click Do
Nothing to skip data transfer for an application.

Note: Changing the HotSync setting from the default affects
only the next HotSync operation. Thereafter, the HotSync
Actions revert to their default settings. To use a new
setting on an ongoing basis, select the Set As Default box.
Thereafter, you can just click the Default button in the
Custom dialog to revert to the default settings.

Repeat steps 2 through 5 to change conduit settings for other
applications or for a different user name.

Click the OK button to close the Change HotSync Action dialog
and activate your settings.

Conducting a HotSync Operation via Modem

You can use a modem to synchronize your WorkPad when you are
away from your computer.

Note: You mustconduct an initial local HotSync operation using the

WorkPad cradle before you perform a modem HotSync
operation.

To perform a HotSync operation via modem you need:

A modem connected to your computer

A WorkPad modem or an external modem connected to your
WorkPad with a special modem cable. (The cradle is not used for
a modem HotSync operation.) See “Technical Support, Service
and Repair” in the Basic Handbook for the IBM WorkPad for details
on ordering this special cable.

The WorkPad Desktop software configured for use with a modem.
See “Selecting HotSync Options” earlier in this chapter for details.
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Preparing Your Computer for a Modem HotSync Operation

There are a few steps you must perform 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 your WorkPad. See “Selecting HotSync Setup Options” earlier in
this chapter.

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 the computer is disconnected from all
online services, such as America Online® (AOL) and
CompusServe®. This helps to avoid conflicts with the
COM port.

2. Start HotSync Manager if it is not already running, and click
Modem from the HotSync Manager menu.

Preparing Your WorkPad for a Modem HotSync Operation

There are a few steps you must perform to prepare your WorkPad for
a modem HotSync.

To prepare your WorkPad for a modem HotSync operation:

1. Turn on your WorkPad and tap the & icon to open the
Applications Launcher.

2. Tapthe € iconto open the HotSync screen.

3. Tap the Enter Phone # box under the Modem Sync icon to open the
Phone Setup dialog.

Phone Setup a

O Use calling card:

4. Enter the telephone number to access the modem connected to
your computer.
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10.

11.

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 acomma in the field to introduce a “pause”
in the dialing sequence.

If the phone line you’re using for the WorkPad has “Call Waiting,
select the Disable call waiting check box to avoid an interruption
during the modem HotSync operation.

If you want to use a calling card to place the call, select the check
box and enter the calling card number.

Tap OK to return to the HotSync dialog.
Tap the o icon to open the HotSync menus.

Tap Modem Setup from the Options menu to display the Modem
Preferences screen.

Enter the Modem Preference settings as described in “Modem
Preferences.”

Selecting the Conduits for a Modem HotSync Operation

The Conduit Setup dialog on your WorkPad enables you to define
which files and/or applications synchronize during a modem
HotSync operation. You can use these settings to minimize the time
required to synchronize data with a modem.

To change the Conduit Setup for a modem HotSync operation:

1.

Tap the 7@ icon in the Graffiti writing area to display the
Applications Launcher.

Tap the 3 icon to display the HotSync screen.
Tap the & iconto open the HotSync menus.

Tap Conduit Setup from the Options menu to open the Conduit
Setup dialog.
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5.

6.

Conduit Setup a

Select the conduits to run
during Modem HotSync.

[ Address o
[ Apps

¥ Calc

[# Date Book

#Expense

[# HardEall

[ HotSyne +

Tap the check boxes to de-select the files and/or applications that
you do not want to synchronize during a modem HotSync
operation. The default setting is to synchronize all files.

Note:  Applications that do not have a database (such as games)
do not synchronize — even if you select the item in the
Conduit Setup dialog.

Tap the OK button to close the Conduit Setup dialog and activate
your settings for the next modem HotSync operation.

Performing a HotSync Operation via a Modem:

After you prepare your computer and your WorkPad, and select your
Conduit Setup options, you are ready to perform a Modem HotSync
operation.

To perform a Modem HotSync operation:

1.

Turn on your WorkPad.

Note: If you are not using a WorkPad modem, you need a
special modem cable and an external modem. Connect
one end of the special modem cable to the serial connector
on the WorkPad and the other end to the external modem.
Do not attempt to use other kinds of cables, even if they
appear to be similar.

Tap the @ icon to open the Applications Launcher.

3. Tapthe ':l' icon to open the HotSync application.

Tap the & icon to dial the WorkPad Desktop modem and
synchronize the applications selected under Conduit Setup.

Wait for the HotSync operation to complete. If you have any
problems conducting a successful HotSync operation, see
“Troubleshooting” in the Basic Handbook for the IBM WorkPad.
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Creating a User Profile

If you need to configure a number of WorkPads with specific data
(such as a company phone list) before giving them to their users, you
can create a User Profile to load the data into a WorkPad without
associating that data with a user name. The User Profile feature is
designed only for the first-time HotSync operation, before you assign
a User ID to a WorkPad. See the next section “Using File Link” for
information about loading data after assigning a User ID.

To create a User Profile:
1. Open the WorkPad Desktop software.

2. Click Users from the Tools menu to open the Users dialog.

3. Click the Profiles button to open the Profiles dialog.

Bt 4 puilila

5. Enter a name for the Profile and click the OK button to return to the
Profiles dialog.

6. Repeat steps 3 and 4 for each Profile that you want to create, then
click the OK button to return to WorkPad Desktop.

7. Select the Profile from the User list and create the data for the
Profile (e.g., company phone list, etc.).

-
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To use a Profile for the first-time HotSync operation:

1. Place the new WorkPad in the cradle, and press the 3 button on
the cradle to open the Users dialog.

2. Click the Profiles button to open the Profiles dialog.
3. Choose the Profile that you want to load on the WorkPad, and click
the OK button to open the following alert dialog:
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4. Click the Yes button to transfer all the Profile data to the WorkPad.

The next time you perform a HotSync operation, WorkPad Desktop
will prompt you to assign a User name to the WorkPad.

Using File Link

The File Link feature enables you to synchronize the Address Book
and Memo Pad information on your WorkPad with a separate
external file such as a company phone list. HotSync Manager stores
the data in a separate category on your WorkPad Desktop and your
WorkPad. You can configure the File Link feature to check for changes
to the external file when you perform a HotSync operation.

With File Link you can synchronize with data stored in any of the
following formats:

s Comma-separated (*.csv)

= Memo Pad archive (*.mpa)

= Address Book archive (*.aba)
n Text (*.txt)

For information on how to set up a File Link, see the WorkPad
Desktop Software online Help.
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Chapter 6
Mail

The Mail application enables you to manage your e-mail while
away from your desk. The key to Mail is that it truly
synchronizes the mail in your desktop e-mail application with
the mail on your IBM WorkPad PC companion.

For example, if you delete messages from your WorkPad Mail, your
next HotSync operation also deletes the messages from your desktop
e-mail application — so you never have to delete messages twice.
Similarly, if you read a message on your WorkPad and leave it in your
inbox, your next HotSync operation marks it as read on your desktop
e-mail.

With Mail, you can:

s Use your WorkPad to send and/or retrieve e-mail messages from
your desktop e-mail application.

»  View, delete, file and/or reply to incoming mail.

= Create outgoing messages as well as drafts of messages that you
can complete later.

= Create simple or complex filters, which allow you to decide the
type of e-mail that your WorkPad retrieves from your desktop e-
mail application.

Setting Up Mail on the Desktop

Before you use Mail for the first time, your desktop e-mail application
should be up and running. You must also set up the WorkPad
Desktop software for use with your desktop e-mail application.

Note: The following instructions assume that you have already
installed WorkPad Desktop software on your computer and
that you did not setup Mail during the installation. If you have
not yet installed the WorkPad Desktop software, the
installation procedure will prompt you to set up Mail as part
of the WorkPad Desktop software installation.
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To set up Mail:

1. Click Start on the Windows desktop to open the Start menu.

2. Point to Programs, point to WorkPad Desktop, and then click
WorkPad Mail Setup to start the setup procedure.

3. Follow the instructions on the screen to set up your WorkPad for

use with your desktop e-mail application.

To select HotSync options:

1. Click the @ icon in the Windows System Tray to open the

HotSync menu.

2. Click Custom from the HotSync menu to open the Custom dialog.

Tip: You can also click Custom from the HotSync menu in

WorkPad Desktop.
3. Click Mail in the Custom list box.

4. Click the Change button to open the Change HotSync Action

dialog.
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5. Click one of the following settings:

Synchronize  Synchronizes the mail on your WorkPad and

the files your desktop e-mail application.

Desktop Replaces the mail on your WorkPad with the
overwrites  mail in your desktop e-mail application. You
handheld should use this option only if, for some reason,

the two inboxes get out of sync. This setting
applies for only one HotSync operation and
then reverts back to the default setting.

Do Nothing  Turns off communication between your
WorkPad and desktop e-mail application. This
setting applies for only one HotSync operation
and then reverts back to the default setting.

Set As Changes the default setting on an ongoing basis.
Default (When you first set up Mail, Synchronize the
files is the default setting.)

Tip:  To turn off mail, select Do Nothing and then select the Set as
Default check box.

To change your Mail setup options:

1. Click the @ icon in the Windows System Tray to open the
HotSync menu.

2. Click Custom from the HotSync menu to open the Custom dialog.

Tip: You can also click Custom from the HotSync menu in
WorkPad Desktop.

3. Click the Mail in the Conduit list to indicate that you want to
change these settings.

4. Click the Change button to open the Change HotSync Action
dialog for the Mail conduit.

5. Modify your settings as needed.

6. Click the OK button to confirm your changes and close the Change
HotSync Action dialog.
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Synchronizing Mail with your E-Mail Application
After you have enabled and configured Mail, you need to perform a
HotSync operation to synchronize Mail with your desktop e-mail

application. For a complete explanation of how to use the HotSync
feature, see the “HotSync” chapter.

Opening Mail on your WorkPad
1. Tapthe & icon to open the Applications Launcher.

2. Tapthe & icon to display the Message List screen.

Viewing Messages

The Message List lists your incoming messages, who sent them and
the date they were received. Messages you've read appear with a
check next them and high-priority messages appear in bold.

w 5 Ivlzgs, 3 Unread w Inbox

rmary@acl.corn  |Dinner Plans

david@palrn.corn |Meeting notes

Gayle Stoltz Little brother
- connig@wilzont... |Press Release
T rnichael@3com.... | IR Bearming

Previously read

To open a message:
= Tap amessage in the list to open it.

m Message 10f 5 & =]

Recipient——Ta: johndoedanl.corn

Header mode icons

. Fram: rnary@aol.corm Sender
Subject— subj: Linner Plans
Date: 1¢28798 2:30 pm ———Time and date sent

John,

e are meeting at Dan and Leslie's
place around 2:00 PR, Don't forget —
to bring the birthday prezent for
Cran. Ses vou there,

Message body

[Cone | [ Reply ] [Delete] 1)
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Messages appear by default in the abbreviated mode. To switch from
the abbreviated mode to the full header mode, see “Displaying Full
Header Information” later in this chapter.

To close a message:

= Tap the Done button to close the message and return to the
Message List.

Message Fonts

You can modify the way messages appear by changing the font (text)
style. See “Choosing Fonts” in the Basic Handbook for the IBM WorkPad
for details.

Displaying Full Header Information

By default, Mail displays abbreviated header information. The
abbreviated header displays only the From and Subject fields. The full
header provides complete information about the sender, receiver and
CC recipients, in addition to the subject and date the message was
created. Mail uses the header type you select for all your messages.

To display full header information:
1. Open a message.

2. Tap the Complete Header icon to display the full header.

m Message 10f 5 [E =]

T johndoe@acl.comm
Frorn: rmaryi@acl.oomm
Subj: Dinner Plans

Dater 1428798 2:30 prn Abbreviated Header icon

John,

e are meeting at Dan and Leslie's
place around 2:00 PR, Don't farget
to bring the birthday prezent for
Cran. Ses vou there,

Complete Header icon

[Cone | [ Reply ] [Delete] 1)

Note: To redisplay the abbreviated header, tap the Abbreviated
Header icon.
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Creating Messages
You create messages with your WorkPad the same way you create
messages with your desktop e-mail application: you identify the

recipient(s) of the message, define a subject and create the body of the
message.

You create original messages and replies in the New Message screen.
All messages must, at the very least, contain information in the To and
Subject fields.

To create a message:

1. Tap the New button in the Message List screen to display the New
Message screen.

w 0 Messages w Inbox New Message

L

# Subj:
Bady:

Tap New

[Send | [<ancel ] [Details...]

Note:  You can also display the New Message screen by tapping
New from the Message menu.

2. Use the stylus to write Graffiti character strokes (or the on-screen
keyboard) to enter the e-mail address of the recipient. The cursor
indicates where new text will appear.

Mew Message
carter@aaloom
pa
Subj:
Body:

[ Send ] [ Cancel ] [Details...)
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Note: Enter the address as if you are entering it from your
desktop e-mail application. For example, network users
sending a message to a user on the same network do not
need to add Internet information, such as @ibm.com.

3. Tosend a carbon copy of this message to additional recipients, tap
in the CC field, then enter the e-mail addresses of the additional
recipients, separating the addresses with a comma followed by a
space.

4. Tap in the Subj field, then enter a subject for your message.

5. Tap in the Body field, then enter the body text.
Note: Iftheaddress, CC, subject or body of the message exceeds
the capacity of the screen display, tap the name of the

field (for example, “T0”) to expand that field. Tap the
Done button to return to the New Message screen.

Tap the name of the field to open

MNew Message
[ T pam— rncarter@anl.com
o
Subj:
Bady:
[Send | [<ancel ] [Details...]

[
Tap to return to New Message screen

To reply to a message:
1. Tap a message in the Message List to display it on the screen.

2. Tap the Reply button to open the Reply Options dialog.

Reply QOptions
Reply to: EELEY m

# Include original text
O Comment original text
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7.

Select who you want to receive the reply: only the Sender, All
recipients and the sender or do you want to Forward the message
to someone else.

Select whether you want to Include original text and Comment
original text.

Tap OK to close the Reply Options dialog and display the New
Message screen.

Enter your reply text.

Note:  You have several message options including setting the
priority. See “Adding Message Details” for details.

Tap Send to place your reply in the Outbox.

Looking Up an Address

To identify the recipient of a message, you need to enter that person’s
e-mail address in the appropriate field of the Message screen. You can
do this either by entering the data directly into the field or by using the
Look Up command to access the information in your Address Book.

To look up an address:

1.

Tap either the To or CC field name to expand one of these fields.

2. Enter a few letters of the address you want to find.
3.
4

Tap the Lookup button.

If the letters you enter identify a unique listing from your Address
Book, your WorkPad completes the address for you. If not, the
Lookup dialog appears.

Note:  You can also open the Look Up dialog in the New
Message screen by tapping Lookup from the Options
menu or by using the Command stroke /L.
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To Lookup:

mcarter@anl.cam Adarns, Ben  ben_adams@&netcorn.conm
Butler, Richard  buttons@pipeling.corn
Carter, Melania rncarter@aal.comm
Chu, Byron churnan@aal.corm

LookUpr..
TapI here

5. Enter the first letter of the entry you want to find to scroll to the
first entry that begins with that letter. If you write an additional
letter, the list scrolls to the first entry that starts with those two
letters. For example, writing an “s” might scroll to “Sanders,” and
writing “sm” might scroll farther to “Smith.”

6. Tap an address to select it.
7. Tap the Add button to enter the address in the To or CC field.

To Lookup:
Adarnz, Ben  ben_adarms@netoorm.com
Butler, Richard  buttons@pipeling.corn
Carter, Melania rncarter@aal.corm Tap to select
Chu, Byron churnan@aal.corm
LookUpt ...,

Tap here to entelr address in field
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Adding Message Details

Before you send your message, you can attach additional attributes
(called message details) to your message, such as a signature block, or
flagging the message as high-priority. These features are dependent
on the desktop e-mail application you use. If your e-mail application
does not support the message detail you select, your WorkPad cannot
attach that attribute to your message.

The following message details are available:

Priority Flags a message as high, normal or low priority.

BCC Creates a blind carbon copy field in the New
Message screen.

Signature Attaches previously defined text as a signature
block. See “Adding a Signature to Your Message”
later in this chapter for details.

Confirm Requests a confirmation telling you when the
Read message was read.

Confirm Requests a confirmation telling you when the
Delivery message was delivered.

Note: The Priority and BCC settings are valid only for the current
message and must be set with each subsequent message you
create.

Setting a Priority

To set a priority for your message:

1. Tap the Details button in the New Message screen to open the
Message Details dialog.

MNew Message

o
Subj: Priority: w Morrnal

Body: BCC O
» Signature: O

Confirm Read: []
Confirmn Delivery: [0

Message Details a

[5end ] [€ancel ] (Cetails..}——— Tap here

Page 70 Applications Handbook for the IBM WorkPad



2. Tap the Priority pick list and select the priority you want.

hessage Details a NMessage Details a
Priority: T Marrnal Priority: [High |
’ Tap here Marral
BCC: O BCC: ”
Signature: O Signature: =
Confirm Read: O Confirm Read: O
Confirm Delivery: [J q Confirmn Delivery: [

Tap to select priority

3. Tapthe OK button to confirm your selection and return to the New
Message screen.

Note: Your WorkPad can flag messages with a specific priority only
if your desktop e-mail application supports this feature.

Sending a Blind Carbon Copy

To add a BCC field to your message:

1. Select the BCC check box in the Message Details dialog to add the
BCC field to the New Message screen.

2. Tapthe OK button to confirm your selection and return to the New
Message screen.

.New Message
Ta:

L
B BCC field
Subj:
Bady:

[ Send | [Cancel | [Details...|

3. Tap the BCC field and enter the address.
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Adding a Signature to Your Message

Adding a signature to your message is a two-part process: first, you
must create your signature, then you must select the signature option
from the Message Detail dialog.

To create a signature:
1. Tapthe @ iconto open the Mail menus.

2. Tap Preferences from the Options menu to open the Preferences
dialog.

# Confirm deleted message
Signature text: Add signature
I text here

3. Tap in the Signature Text field and enter up to six lines of text.

4. Tap the OK button to confirm your selection and return to the
previous screen.

To add a signhature to your message:
1. Tap the Details button in the New Message screen to open the
Message Details dialog.

2. Selectthe Signature check box to add a signature to the end of your
message.

3. Tap the OK button to confirm your selection and return to the New
Message screen.

Note: The signature block does not display in your message; only
your recipient sees the signature block.
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Requesting Confirmations

To receive a confirmation when your message is read:

1. Tap the Details button in the New Message screen to open the
Message Details dialog.

2. Select the Confirm Read check box to request a confirmation when
the recipient reads your message.

3. Tapthe OK button to confirm your selection and return to the New
Message screen.

To receive a confirmation when your message is delivered:

1. Tap the Details button in the New Message screen to open the
Message Details dialog.

2. Select the Confirm Delivery check box to request a confirmation
that the recipient received your message.

3. Tap the OK button to confirm your selection and return to the New
Message screen.

Sending Messages

When you send messages from your WorkPad, it stores them in the
Outbox folder until the next time you synchronize your WorkPad
with your computer. During synchronization, all messages stored in
the Outbox folder are transferred to the Outbox folder in your desktop
e-mail application. Messages created on your WorkPad are
transmitted the next time you send mail from your desktop e-mail
application.

To send a message:

m After you create a message, tap the Send button in the New
Message screen.
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Editing an Unsent Message

You can edit or make changes to a message that has not yet been sent,
as long as you have not yet performed a HotSync operation. When you
edit a message, your WorkPad removes the message from the Outbox
folder and takes you back to the New Message screen, where you can
edit the message and resend it, save it as a draft or cancel it.

To retrieve a message:

1. Inthe Message List screen, tap Outbox from the pick list in the
upper-right corner to display the messages contained in the
Outbox.

w 5 Ivlzgs, 3 Unread ¥ Inbox

rmary@acl.corn  |Dinner Plans

david@palrn.corn |Meeting notes

Gayle Stoltz Little brother
- connig@wilzont... |Press Release
+ rmichaelE3com.... | IR Bearning

Tap to display folder list

2. Tap the message you want to retrieve to display the message.
w 1 Message w Outhox Tap here Message 1of 1
ben_adams@nete...|Fackage sent -to select | >ubi: Fockoge sent

MESSage | rnailed the raterials wiou requested

thiz rnorning.

» Flease contact me if you don't

receive thern by the end of the

ek,
Tap to
modify ——|
message |
[Cone | [ Edit ] [Delete]

3. Tap the Edit button to remove the message from the Outbox folder
and place it back in the New Message screen.
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Draft Messages

There are times when you may not want to immediately send a
message you compose — for example, you may want to add
additional information before sending it. Your WorkPad stores such
messages in the Draft folder until you are ready to edit them. When
you edit a draft, it becomes a new message again.

Note: When you’re creating or editing a message, you can also save
a message as a draft by canceling it. When you cancel a
message, WorkPad opens a dialog asking if you want to save
the message. If you tap the Yes button, your WorkPad saves a
draft of your message.

To save a message as a draft:
1. Create a message in the New Message screen.
2. Tapthe o icon to open the Mail menus.

3. Tap Save Draft from the Message menu to move the message to the
Draft folder.

To edit a message saved as a draft:

1. Inthe Message List screen, tap Draft from the pick list in the upper-
right corner to display a list of the messages in the Draft folder.

2. Tap the draft you want to display.

m Z Messages w Draft | Tap here Message | of 2
nicarter@aaloom [Lunch meeting to select Subj: Lunch rmeeting
supparti@ispcom  [Re: Welcorne
MESSage i melanie,
Juzt wanted ta confirm our lunch
rneeting for 12230 on Thursday,
Tap to edit
draftin New
Message
screen [Done ][ Edit ] [Delete] 1)

3. Tap the Edit button to move your draft to the New Message screen.

4. Enter your changes, then either save it again as a draft or tap the
Send button to move the message to your Outbox folder.

Chapter 6 Page 75



Filing a Message

Your WorkPad can store any message you receive or create in the
Filed folder. The contents of this folder do not automatically
synchronize with your desktop e-mail application during a HotSync
operation. However, your WorkPad does store a back-up copy of the
Filed folder on your computer hard drive.

To file a message:
1. Open a message.
2. Tapthe & iconto open the Mail menus.

3. Tap File from the Message menu to display the Message File
Options dialog.

4. Tap No to save the message and move it to the Filed folder or tap
Yes to file the message and keep a copy in the Inbox.

To remove a message you created from the Filed folder:

1. Inthe Message List screen, tap Filed from the pick list in the upper-
right corner to display the contents of the Filed folder.

2. Tap the message you want to restore.

3. Tap the Edit button to display and modify the message.

Note: After you display and modify the message, you can send it,
save it as a draft, or return it to the Filed folder.

Deleting Messages

Your WorkPad stores deleted message in the Deleted folder until you
perform the next HotSync operation. If you delete a message from
WorkPad, it will be deleted on your desktop e-mail application after
you perform a HotSync operation.

To delete a message:
1. Open the message you want to delete.
2. Tap the Delete button.

3. If you selected the Preference option to confirm message deletion,
tap the Yes button to confirm that you want to delete the current
message.
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Removing a Message From the Deleted Folder

You can reverse the deletion of a message (by removing it from the
Deleted folder) as long as you have neither performed a HotSync
operation nor purged the contents of the Deleted folder.

To remove a message you received from the Deleted folder:

1. Inthe Message List screen, tap Deleted from the pick list in the
upper-right corner to display the contents of the Deleted folder.

2. Tap the message you want to restore.

3. Tap the Undelete button to move the selected message to the Inbox
and mark it as read.

To remove a message you created from the Deleted folder:

1. Inthe Message List screen, tap Deleted from the pick list in the
upper-right corner to display the contents of the Deleted folder.

2. Tap the message you want to restore.

3. Tap the Edit button to display and modify the message.

Note: After you display and modify the message, you can send it or
save it as a draft.

Purging Deleted Messages

Because your WorkPad stores deleted messages in the Deleted folder
until you perform a HotSync operation, deleted messages can
monopolize storage space. To avoid or correct this problem, you can
purge the contents of your Deleted folder. Messages that you purge
will still delete from your desktop e-mail application during the next
HotSync operation.

To purge the contents of the Deleted folder:
1. Tap the & iconto open the Mail menus.
2. Tap Purge Deleted from the Message menu.

3. When your WorkPad displays the Purge Deleted Messages alert,
tap the Yes button to confirm that you want to purge the contents
of the Deleted folder.

Note: You cannot restore messages after you purge them.
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Message List Options

Message List Options enable you to manage the way the Message List
displays information.

Folders

Your WorkPad provides five different folders, each pertaining to a
particular mail category. The Message List displays the messages in
the folder you select. Folders provide an efficient way to manage the
mail you send and receive.

To select a folder:
1. Tapthe pick list in the upper-right corner to open the following list
of folders:

Inbox Contains the mail from your desktop e-mail
application Inbox, minus any that you have excluded
using filtering options. See “Creating Special Filters”
later in this chapter for details.

Outbox Contains the mail you created and sent on the
WorkPad since the last HotSync operation.

Deleted Contains the messages you deleted since the last
HotSync operation.

Filed Contains the messages you want to store on the
WorkPad.
Draft Contains the messages you created using the WorkPad

but are not yet ready to send.

2. Tap to select the folder you want to display in the Message List
screen.

Date Column

The Date Column is optional in the Message List. By default, the Date
Column is hidden to increase the available screen space.

To show the Date Column:

1. Tapthe Show button in the Message List to open the Show Options
dialog.
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w 1 Ilassage w Cuthox

ben_adarms@nete...|Package sent

Show Options

Sortby: w [Date

'  Show Date

Tap
(Show } Show

2. Select the Show Date check box to show the Date Column.

3. Tap OK to close the Show Options dialog and return to the
Message List.

Sorting the Message List
You can sort the Message List by the date it was sent, by the sender or
by the subject.

Note: High-priority messages always appear first, no matter how
you sort your message list.

To sort the Message List:
1. Tap the Show button in the Message List to open the Show Options
dialog.

2. Tap the Sort by pick list and select one of the following options:

Date Sorts messages by date and displays the most
recent message at the top of the screen.

Sender Sorts messages by the sender’s user name and
displays them in ascending alphabetical order —
based on the first word of the sender field.

Subject Sorts messages by the subject and displays them in
ascending alphabetical order — based on the first
word of the subject field.

3. Tap OK to close the Show Options dialog and return to the
Message List.
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HotSync Options

HotSync Options enable you manage your e-mail more effectively by
selecting which messages download when you synchronize your
computer and your WorkPad. You can define different settings for
local and remote synchronization. For example, you may want to
download all of your messages during local synchronization and only
urgent messages during remote synchronization. Once defined, your
WorkPad determines if synchronization is occurring locally or
remotely and uses the appropriate HotSync Options settings.

To activate the HotSync Options dialog:
1. Tapthe & iconto open the Mail menus.

2. Tap HotSync Options from the Options menu to open the HotSync
Options dialog.

3. Tap the Settings for pick list and select Local HotSync or Remote
HotSync.

HotSync Options a Tap here HotSync Options a
Settings for: v Local HotSvnc to display otSyvnc
m Send -:-nly| Filter | Unread | HOt_SynC

options
All messages will be syn- All mnessages will be syn-
chronized between the chronized between the
handheld and the remote handheld and the remote
ernail systenm. q erndail system.
[ K J[ <ancel ] [Truncate...] [ oK ][ ancel ] [Truncate.. ]

Note:  For more information about Local and Remote HotSync
operations, see the “HotSync” chapter.

4. Tap the filtering option you want to apply. The following filtering
options are available:
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All During synchronization, all of the messages in
your desktop e-mail Inbox synchronize with your
WorkPad and all messages in your WorkPad
Outbox are sent to your desktop e-mail
application.

Send Only During synchronization, only the messages in
your WorkPad Outbox are sent to your desktop e-
mail application where they are sent to their final
destination.

Filter During synchronization, all messages in your
WorkPad Outbox are sent to your desktop e-mail
application, and messages in your desktop e-mail
Inbox that meet specific criteria download to your
WorkPad. When you select the Filter setting, the
HotSync Options dialog opens and displays
additional filter settings. See “Creating Special
Filters” for details.

Unread During synchronization, only unread messages
download to your WorkPad from your desktop e-
mail Inbox, and all messages in your WorkPad
Outbox are sent to your desktop e-mail
application.

Note: The All setting does not mean that all information
included in each message downloads to your WorkPad.
Truncation settings (explained in a following section) for
long messages still apply. Also, Mail never downloads
any attachments to your WorkPad. The message and any
text information appear, but the attachment is leftin your
desktop e-mail application.

5. If you selected All, Send Only or Unread, tap the OK button to
confirm your selection and close the HotSync Options dialog. If
you selected Filter, continue to the next section.
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Creating Special Filters

You can create special filters to control the type of messages that
download to your WorkPad during synchronization. Special filters
work on the premise of ignoring or retrieving messages that contain
specific information in their header fields.

To create a special filter, you must decide whether you want to ignore
or retrieve certain messages. Then, based on that decision, you must
tell your WorkPad what it needs to look for in the To, From, and
Subject header fields to single out those messages.

To access the special filter settings:

= Tap the Filter box in the HotSync Options dialog to display the
filter settings.

HotSync Options a HotSync Options a
Settings for: w Local HotSyne Settings for: w Local HotSyne
- Tap here
m Send only | Filter | Unread | _to%isplay | Al | Send only Unread |
Allmessages will be syn- Filter # Retrieve AllHigh Priority

chronized between the

handheld ond the remote options w lgnore Messages Containing
email system. To
' Frorm:
Subj:
[ oK ][ ancel ] [Truncate.. ] [ oK ][ Cancel ] [Truncate...

Ignoring or Receiving Messages

The first step in establishing a special filter is to determine whether
you want to ignore or retrieve messages that match the information
you specify.

To define whether to ignore or receive messages:

= Tap the pick list in the center of the HotSync Options dialog and
select one of the following settings:

HotSync Options a Hot5ync Options a

Settings for: w Local HotSvne q Settings for: w Local HotSyne
| Al |5end only Unread | | Al |5end only Unread |
# Retrieve All High Priority ¥ Retrieve AllHigh Priority
w |gnore Messages Containin Ignore Meszages Containing

IT: : 2 Tap here Retrieve Only Mzgs Containing
F : Frarn:

;0:_' Select e

. . ubj:

= Filter !

[ K J[ <ancel ] [Truncate...] option [ oK [ Cancel ] [Truncate... ]
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Ignore Tellsyour WorkPad to exclude the messages

Messages that meet the defined criteria and

Containing  download all other messages during
synchronization. In general, this filter
downloads more mail during
synchronization because it blocks only one
defined subset of mail.

Retrieve Tells your WorkPad to include only the

Only messages that meet the defined criteria and

Messages to ignore all other messages during

Containing  synchronization. This filter has the
potential to block more mail during
synchronization because it downloads only
one subset of mail.

Defining Filter Strings

Messages are filtered based on the information contained in their To,
From and Subject header fields. The information that defines what
your WorkPad is looking for is called a filter string. You create a filter
string by listing the words you want your WorkPad to find and
separating them with either a comma or a space. Each word in the
filter string is joined by an implicit OR; because of this, you should not
enter connecting words such as AND or OR.

To create a more complex filter, you can define filter strings for the To,
From and Subiject fields simultaneously. Your WorkPad joins the filter
strings for these fields using an implicit AND. Once again, you should
not add connecting words. Your WorkPad will do that for you.

For example, suppose you want to receive only messages from John
Smith (jsmith@aol.com) or Jack Jones (jjones@aol.com) concerning the
Apollo Project. You would create the following filter strings:

To field filter string: jsmith@aol.com, jjones@aol.com
Subiject field filter string: Apollo Project

Your WorkPad interprets this as, “Accept messages about the Apollo
Project from John Smith or Jack Jones. Do not accept messages from
other people. Do not accept messages from John or Jack about any
other subject.”
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When you define a string, note that your WorkPad searches for any
instance of that collection of characters. For example, if you create a

filter that retrieves only messages containing the string “info,” your
WorkPad considers “info,” “rainforest” and “kinfolk” appropriate
matches.

To define filter strings:
1. Tap a header field in the HotSync Options dialog.

HotSync Options a HotSync Options a
Settings for: w Local HotSyne q Settings for: w Local HotSync
| Al |5end only Unread | | Al |5end only Unread |
# Retrieve AllHigh Priority # Retrieve All High Priority
w lgnore Messages Containing TaP here w |gnore Messages Containing

[ to insert .

To: To:  joe@spam.com
cursor

Froarn: Frarm:
Subj: Subj:
[ oK ][ Cancel ] [Truncate... [ K J[ <ancel ] [Truncate...]

2. Enter your filter string for the selected header field using commas
or spaces to separate the words. Do not add connecting words,
such as AND or OR, between words in a string.

3. If your string exceeds the length of the field, tap the name of the
field to display the Notes screen for that header field. For more
information about header field Notes screens, see “Creating
Messages.”

HotSync Options a Ent
nter -
Settings for: » Local HotSync filter data—JDE@‘SDUI‘ﬁ-EDI‘ﬁ

| Al |5end only Unread |
# Retrieve AllHigh Priority '

w lgnore Messages Containing

., Tap here

ol

Frorm:

Subi: Tap Done
to return

Ok, Cancel | | Truncate.., ]

) Jiere) J tototsyne
Options

4. Tap the Done button to return to the HotSync Options dialog.

5. Tap the OK button to confirm your filter strings and close the
HotSync Options dialog.
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High-Priority Messages
The Retrieve All High Priority setting lets you retrieve messages

marked high-priority, even if those messages would have been
blocked by a defined filter.

To retrieve high-priority messages:
1. Tap the Filter box in the HotSync Options dialog to display
additional filter options.

2. Select the Retrieve All High Priority check box to retrieve all
messages marked high-priority.

HotSync Options a

Settings for: » Local HotSync

Tap | Al |5end only Unread |
checl # Retrieve All High Priority
box w |gnore Messages Containing
Tw
Frarm:

Subj:
[ K J[ <ancel ] [Truncate...]

3. Tap OK to confirm your selection and close the HotSync Options
dialog.

Note: This setting is applicable only if your e-mail application has
the capacity to flag high-priority messages.

Truncating Messages

The Truncate feature lets you set a point at which long messages
truncate when downloading to your WorkPad. By default, this
Truncate value is 4000 characters. By truncating long messages, you
reduce the time it takes to synchronize your desktop e-mail and
WorkPad Mail as well as the amount of storage space e-mail uses on
your WorkPad.

Note: Truncation is separate and independent from filtering.

To truncate messages:

1. Tap the Truncate button in the HotSync Options dialog to open the
Truncate Options dialog.
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HotSync Options a
Tap to Truncate Options  E)
Settings for: + Local HotSyne select
2 Truncate message after:
m Send only | Filter [ Unread | | Maximum ET——
length
All messages will be syn- 9 500 characters
chronized between the | 1000 characters
handheld and the remote 2000 characters
ernail system. q 4000 characters
8000 characters
2000 characters
[ oK ][ cancel ] [Truncute...]——$ap ¢
runcate

2. Tap to select the truncation setting you want. The values range
from 250 characters to 8000 characters.

Tip: If you select a low truncation value, you will have more
room on your WorkPad to store messages.

3. Tap OK to confirm your selection and return to the HotSync
Options dialog.

Mail Menu Commands

The Mail application includes menu commands to make it fast and
easy to perform common file and editing tasks. This section explains
the menu commands that are specific to the Mail application.

See “Using Menus” in the Basic Handbook for the IBM WorkPad for
information about menu commands that are common to all of your
WorkPad applications.

Message Menu

The Message menu varies based on whether you are viewing a
message, creating a message or viewing the Message List.

| Message TN |
New <M
Purge Deleted.. E
[T Edit Options |
Message List Save Draft oW
Purge Deleted.. E

[T Edit Options
New Message Mew M
File 1
Purge Deleted.. ~E

View Message
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New

Save Draft

File

Send

Delete

Purge
Deleted

Displays the Create Message screen, where you can
create a new e-mail message.

Saves the current message as a draft and moves it to
the Draft folder. Your WorkPad stores Draft messages
until you send or delete them.

Moves the current message to the Filed folder. Your
WorkPad stores Filed messages until you delete them.

Moves the current message to the Outbox folder. Your
WorkPad stores all sent messages in the Outbox
folder until you perform a HotSync operation.

Moves the current message to the Deleted folder.
Your WorkPad stores deleted messages in the Deleted
folder until you perform a HotSync operation, at
which time it permanently removes deleted
messages.

Enables you to empty (purge) the contents of the
Deleted folder. Your WorkPad stores deleted
messages in the Deleted folder until you perform a
HotSync operation. By purging deleted messages,
you free up storage space on your WorkPad before
your next HotSync operation.

Note: The Purge Deleted command displays an
alert, prompting you to confirm that you want
to purge all messages from the Deleted folder.
If you tap Yes, all deleted messages are
purged from the memory of your WorkPad.

Important: Messages that you purge are deleted
from your desktop e-mail application
during the next HotSync operation.

Chapter 6

Page 87



Options Menu

When you select the Options menu, its menu commands vary
depending on whether you are creating or editing a message.

Options Options
Font... «F Font... «F
Preferences... R Preferences... R
HotSync Options.. »'H Hot5ync Options.. »'H
About NMail Look Up L

About NMail

Message List
New Message

Font Enables you to adjust the size of the text on the
screen. This can make it easier to read the text or
to fit more text in the display area.

Preferences Enables you to define a specific string of text as a
signature and to select whether or not your
WorkPad displays an alert when you delete a

message.
HotSync Opens a dialog, where you can select different
Options ways to filter messages synchronized between

your desktop e-mail application and your
WorkPad. You can create simple or complex
filters to control the type of messages
downloaded to your WorkPad. In addition, you
can define separate settings for local and remote
synchronizations.

Look Up Opens a dialog, which contains the Address List
from your Address Book. By tapping a selection,
you enter that address into the To field of any
message you are creating.

Note: The Look Up command is available only
when you are creating a message.

About Mail Shows version (revision) information for the Mail
application.
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Chapter 7

Memo Pad

@ The Memo Pad provides a place to take notes that are not

associated with Date Book, Address Book or To Do items.

With the Memo Pad, you can:

Take notes or write any kind of message on your IBM WorkPad
PC companion.

Drag and drop memos into popular computer applications like
Microsoft Word, when you synchronize using WorkPad Desktop
software and HotSync technology.

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

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

To open the Memo Pad:

Press the Memo Pad button on the front panel of the WorkPad to
display the Memo List screen.

Memo Pad button
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Working With Memos

A memo is where you enter, review and modify the individual Memo
Pad entries. A memo can contain up to 4,000 characters; the number of
memos you can store is dependent only on the memory available on
your WorkPad.

To create a new memo:
1. Open the Memo Pad application.

2. Tap the New button to create a new memo.

- ll A v Unfiled
1. 11722 Meeting Minutes
Hew Tap New *

Note: Inthe Memo List screen, you can also begin writing in
the Graffiti writing area to create a new memo. The first
letter is automatically capitalized and begins your new
memo.

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

4. After you finish, tap the Done button to return to the Memo List
screen.

Reviewing Memos

Each time you create a memo, the first line of the memo appears in
the Memo List screen. This makes it easy to locate and review your
memos.
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To review the contents of a memo:
1. Tap the text of the memo that appears in the Memo List screen to

2.
3.

display the memo on the screen.

I R N cro 1o | IRV
1. 11422 Meeting Minutes |_memo t.o 11722 Meeting Minutes
reviewits
contents
I Fort Worth area,

Review or edit the text in the memo.

Tap the Done button to save your changes to the memo and return
to the Memo List screen.

Arranging Memos

The Memo Preferences dialog enables you to sort your memos
alphabetically or in any order that you want.

To select a sort option:

1.

In the Memo List screen, tap the @ iconto open the Memo Pad
menus.

Tap Preferences from the Options menu to open the Memo
Preferences dialog.

Remo Preferences a

Sortby: w fAlphabetic

Tap the Sort by pick list and choose Manual or Alphabetic.

Tap the OK button to close the Memo Preferences dialog and
activate your setting.
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Manually arranging the Memo List

If you choose the Manual option for the Sort by setting, you can
manually rearrange the order of the memos in the Memo List screen.
When you rearrange your memos, your WorkPad renumbers all the
memos to reflect the new order.

Note: The Manual setting of the Memo Preferences is not transferred
to WorkPad Desktop. If you choose to display your memos
alphabetically on WorkPad Desktop and then perform a
HotSync operation, the arrangement of the memos on the
WorkPad will still be in the order defined in the Memo
Preferences setting.

To rearrange the order of your memos:

1. Select the Manual option in the Preferences dialog as described in
the previous procedure.

2. Inthe Memo List screen, tap and drag the memo to a new location
in the list. When you lift the stylus from the WorkPad screen, the
memo appears in its new location.

Choosing a Memo Category

Categories are used to file individual memos items into groups for
easy review. You can assign and edit categories by using the
Categories pick list (in the upper-right corner of the screen) or the
Details dialog. See “Using Categories” in the Basic Handbook for the
IBM WorkPad for a complete description of categories.

Marking a Private Memo

You can designate a specific memo as “private.” When you activate
the Security features, your WorkPad hides all private entries and you
must enter a password to display them on the screen.
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To mark a memo as private:

1.

Tap the memo you want to mark as private to display it on the
screen.

Tap the Details button to open the Memo Details dialog for that
memo.

Remo Details a

Category: w Unfiled
Private: [

[ Ok ][ <ancel ) [Delete..]

3. Select the Private check box.

Tap the OK button to close the Memo Details dialog and return to
the memo screen.

Deleting a Memo

There are three ways to delete a memo: simply delete the text of the
memo, use the Menu Command (as described in the “Record Menu”
section in this chapter) or use the Memo Details dialog.

To delete a memo with the Memo Details dialog:

1.

Tap the memo that you want to delete to display it on the screen.

2. Tap the Details button to open the Memo Details dialog.
3.
4

. Tap the OK button to confirm that you want to delete the current

Tap the Delete button to open the Delete Memo alert.

memao.
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Memo Pad Menu Commands

The Memo Pad includes menu commands to make it fast and easy to
perform common file and editing tasks. See “Using Menus” in the
Basic Handbook for the IBM WorkPad for information about menu
commands that are common to all WorkPad applications.

Record Menu
When you select the Record menu, its commands appear on screen.

| [an] Edit Options ] | [an] Edit Options |
Beam Category I New Memo M

Delete Memo.. D

Beam NMemo B

Memo List

Memo screen

New Memo Creates a new memo.

Delete Memo Opens an alert dialog, prompting you to
confirm that you want to delete the current
memo. Tap the OK button to delete the memo
from your WorkPad, or tap the Cancel button
to close the alert dialog and keep the memo.

Note: By default your WorkPad removes the
memo from the Memo List, but retains
a copy of the memo and transfers it to
an archive file on your computer the
next time you perform a HotSync
operation. To remove the memo
completely, clear the Save archive
copy on PC check box.

Beam Memo Beams the current memo to another WorkPad
through the IR port.

Beam Category Beams all memos in the current category to
another WorkPad through the IR port.
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Options Menu

When you select the Options menu, its commands appear on screen.

Font... «F
Preferences.. R
About Memo Pad

Memo List

Font

Go to Top of
Page

Go to Bottom of
Page

Phone Lookup

Preferences

About Memo
Pad

Options
Font..

Go toTop of Page

Go to Bottom of Page
Phone Lookup L
About Memo Pad

~F

Memo screen

Opens the Select Font dialog where you can
choose a different font (text) style for your
Memo Pad entries. See “Choosing Fonts” in
the Basic Handbook for the IBM WorkPad for

Moves to the top (first) line of the memo.

Moves to the bottom (last) line of the memo.

Activates the Phone Lookup feature, which is
described in “Using Phone Lookup” in the
Basic Handbook for the IBM WorkPad.

Activates the Memo Preferences dialog and
enables you to define the sort order for your

Shows version (revision) information for the
Memo Pad application.
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Chapter 8

Preferences

The Preferences screens enable you to customize the
configuration options on your IBM WorkPad PC companion.

With the Preferences screens, you can:

= Set the current date and time, the auto shut-off interval, and the
system, alarm and game sounds.

= Set the display format for dates, times and numbers.
Configure your WorkPad for use with a modem.

Assign your name, phone number and other owner information to
your WorkPad.

Assign different applications to the buttons on the front panel of your
WorkPad.

» Define a list of Graffiti abbreviations.
Calibrate the screen on your WorkPad.

To open the Preferences screens:

1. Tap the 78 icon in the Graffiti writing area to open the
Applications Launcher.

2. Tapthe & icon to display the last Preferences screen you used.

3. Tap the pick list in the upper-right corner to select the Preferences
screen you want to view.
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Buttons Preferences

The Buttons Preferences screen enables you to associate different
applications with the buttons on the front of the WorkPad.

For example, if you find that you seldom use the To Do List
application and often use the Expense application, you can assign the
To Do List button to start the Expense application.

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

If you assign a different application to a button, you can still access the
original application using the Applications Launcher. See “Selecting
Applications” in the Basic Handbook for the IBM WorkPad.

To change the Buttons Preferences:

1. Tap the pick list next to the button you want to assign in the
Buttons Preferences screen to display a list of all the applications
installed on your WorkPad.

Preferences w Buttons

Select an application to
customize each button:

¥ flerno Pad Tap arrow to
@ w Address show pick list
w Calc

[ Default ][ Pen.. ] [HotSync.. ]

2. Tap the application that you want to assign to the button.

Note: To restore all of the buttons to their factory settings, tap the
Default button.

Pen Preferences

The Buttons Preferences screen enables you to change the Button
assignment of the full-screen pen stroke. By default, the full-screen
pen stroke activates the Graffiti Help dialog.
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Iﬁmuil w Unfiled

: i NBICDIETIE T
T e TR MINCIPETA
Fort Worth area) » ‘ S | '—” UW|M|>{|%|Z|

* NiiREESEREE
& s

‘ @ Drag to top of screen

Cane | | Details
To change the Pen preferences:

1. Tap the Pen button in the Buttons Preferences screen to open the
Pen dialog.

S5elect a feature you can
access by dragging your pen
from the writing area to the
top of the screan.

w Graffiti Help

2. Tap the pick list and select one of the following settings for the full-
screen pen stroke:

Backlight Activates the backlight feature of the
WorkPad. You can use this setting instead of
the power button to turn the backlight on and
off.

Keyboard Activates the on-screen keyboard for entering
text characters.

Graffiti Help Activates a series of screens that show the
complete Graffiti pen stroke character set.
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Turn Off & Lock  Turns off and locks the WorkPad. You must
assign a password to lock the WorkPad. When
locked, you need to enter the password to use
your WorkPad.

Beam Data Beams the current entry to another WorkPad.

3. Tap the OK button to complete your selection and return to the
Buttons Preferences screen.

HotSync Buttons Preferences

The Buttons Preferences screen also enables you to associate different
applications with the HotSync button on the WorkPad cradle and the
HotSync button on the optional WorkPad Modem.

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

To change the HotSync Buttons preferences:

1. Tap the HotSync button in the Buttons Preferences screen to open
the HotSync Buttons dialog.

2. Tap the pick list next to the button you want to assign to display a
list of all the applications installed on your WorkPad.

HotS5ync Buttons

Customize the HotSync
Button on the cradle or
optional modemn.

‘E’ - HaotSwnc Iap ;I’I’OW
Cradle 0 show

pick list
‘E’ w HotSync
MModemn

3. Tap the application that you want to assign to each button. The
default setting for each button is the HotSync setting, which means
the cradle and optional WorkPad Modem perform their normal
HotSync functions.
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Digitizer Preferences

The Digitizer Preferences screen activates the digitizer calibration
screen. This is the same screen that appears when you start your
WorkPad for the first time. A complete description of how to use the
digitizer calibration screen appears in the “Calibrating the Screen”
section in the Basic Handbook for the IBM WorkPad.

Formats Preferences

Use the Formats Preferences screen to set the display format of the
dates, times and numbers on your WorkPad.

Country Default

The country default sets date, time, week start day, and humber
conventions based on geographic regions where you might use your
WorkPad. For example, in the United Kingdom, time often is
expressed based on a 24-hour clock. In the United States it is based on
a 12-hour clock with an AM or PM suffix.

All your WorkPad applications use the Country default settings. You
can, however, customize your own preferences as described in the
“Time, Date, Week Start and Numbers Formats” section later in this
chapter.

To set the country default:

1. Tap the country name in the Formats Preferences screen to open
the Country pick list.

.Preferem:es w Formats

Preset to: w United States

Timne: w HH:MM arn/prn
06 prn
Date: w MDY
4414498
Apr 14, 1993
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 your WorkPad.

To select the Time, Date, Week start and Numbers format:
1. Tapthe Time pick list in the Formats Preferences screen, and select
the format that you want for your WorkPad.

2. Tap the Date pick list and select the format that you want for your
WorkPad.

3. Tap the Week starts pick list and select whether you want the first
day of the week to be either Sunday or Monday.

Note:  This setting controls the Day, Week and Month views in
the Date Book application and all other aspects of your
WorkPad that display a calendar.

4. Tap the Numbers pick list and select the format that you want for
your WorkPad.

General Preferences

The General Preferences screen is where you set the time, date, auto
shut-off interval and sounds for your WorkPad.

Setting the Current Time

Use the Set Time button in the General Preferences screen to set the
current time for your WorkPad.

To set the current time:

1. Tapthetime in the General Preferences screen to open the Set Time
dialog.

Preferences w Genaral

&4 pr i————1ap here

Set Time:

S5et Date: i
Auto-off after: w 2 minutes

System Sound: + Meadium ' nEEl ¢

Alarm Sound: w Medium
Game Sound: w Medium

Beamn Receive: » On

2. Tap the up or down arrows to change the number for the hour.
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Tap the minutes numbers, and then tap the arrows to adjust the

settings for the current time.

Tap the AM or PM box to select the time of day.

Note:  Your WorkPad can also display time based on a 24-hour
clock. See the “Formats Preferences” section in this

chapter.

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

Setting the Current Date
Use the Set Date button in the General Preferences screen to set the
current date for your WorkPad.

To set the current date:

1. Tap the date in the General Preferences screen to open the Set Date

dialog.

2. Tap the arrows at the top to select the current year.

Jun

Feb |Mar | Apr |Maw
Jul | Aug | Sep | Qct | Mow

Drai

5 M T W T F

1
4 E & T & 9
11 12 13 14 15 1&
18 1% 0 21 22 &3
25 26 I7 B 29 0

5
3
10

4 1998 p——1—Tap arrows to select year

——Tap to select month

17——Tap to select date

24
1

3. Tap a month box to select the current month.

4. Tap the current date to set the date, close the Set Date dialog and
return to the General Preferences screen.

Chapter 8

Page 103



Auto-Off Delay

Your WorkPad has an automatic shutoff feature that turns off the
power and backlight after a period of inactivity. This feature helps
conserve battery power in case you forget to turn off your WorkPad.

If you find that your WorkPad shuts itself off before you finish
reviewing the information on the screen, you should increase the time
setting of the automatic shutoff feature.

To set the Auto-off delay:
1. Tap the Auto-off after setting in the General Preferences screen to
open the pick list.

2. Tap the setting you want to use for the automatic shutoff feature.
You can choose a delay of 1 minute, 2 minutes or 3 minutes.

System, Alarm and Game Sounds

Your WorkPad uses a variety of sounds. The System, Alarm and
Game Sound settings enable you to turn the sounds on or off, and to
adjust the volume level.

To set the system and alarm sounds:

1. Tap the System Sound pick list in the General Preferences screen
and select the sound level.

Note:  When you turn off the System Sounds, you also turn off
the “chime” tones associated with the HotSync operation.

2. Tap the Alarm Sound pick list and select the sound level.

3. Tap the Game Sound pick list and select the sound level.

Note: The Game Sound setting works only with games that are
programmed to respond to this setting. Older games
typically do not respond to this setting.

Beam Receive Mode

The Beam Receive option controls whether your WorkPad remains
ready to receive beamed information or whether you need to activate
the beam feature each time you receive beamed information.

To set the Beam Receive Mode:

1. Tap the Beam Receive setting in the General Preferences screen to
open the pick list.

2. Tap On to activate receive mode or Off to disable receive mode.
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Modem Preferences

The Modem Preferences screen enables you to define the settings for
a modem directly connected to the WorkPad. These settings are for
WorkPad applications that activate and use a modem.

To define the Modem Preferences:

1. Tap the TouchTone or Rotary box in the Modem Preferences
screen.

Preferences w Modern

MModern: » Standard
Speed: w 57 600 bps

Speaker: w Low

Flow Ctl: w Autornatic

TouchTone™

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

2. Tap the Modem pick list and select the type of modem connected
to your WorkPad.

Note: If the modem connected to your WorkPad is not on the
list, choose Hayes Basic. In most cases, the Hayes Basic
settings are close enough for the WorkPad to function
correctly.

3. Tap the Speed pick list and select the maximum speed for the
modem you selected in step 2.

4. Tap the Speaker pick list and select the speaker volume that you
want for the modem.

5. Tap the Flow Ctl (Flow Control) pick list and select either
Automatic, On (Xon) or Off (Xoff) flow control for the modem
connection.

6. If necessary, edit the String text to change the modem setup string.
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Network Preferences and WorkPad TCP/IP Software

The Network Preferences settings enable you to use the WorkPad
TCP/IP software that comes with your WorkPad operating system.
You can use the TCP/IP software to connect with Internet Service
Providers (ISPs) or dial-in (remote access) servers. Because the TCP/
IP software is a feature of the operating system, you configure all
parameters relating to it from the Preferences application.

To use WorkPad TCP/IP, you must configure both the Modem
Preferences and the Network Preferences settings.

Note: Modem Preferences settings enable your WorkPad to use an
external modem (such as the WorkPad Modem) to
communicate with remote devices. For example, you can
communicate with your computer if you are away on travel or
your ISP server. See “Modem Preferences” in this chapter for
a complete explanation on how to configure modem
parameters.

After you configure both the Network and Modem Preferences, you
can establish a PPP (Point-to-Point Protocol), SLIP (Serial Line Internet
Protocol) or CSLIP (Compressed Serial Line Internet Protocol)
connection with your ISP or dial-in server. You can do this either by
using menu commands from the Network Preferences screen or by
using a third-party application.

Note: WorkPad TCP/IP provides the ability to connect to your ISP
or dial-in server, however, it does not come with any
applicationsto view the transmitted data. Visit the 3Com Palm
Computing web site (http://www.palm.com) for information
on third-party applications that take advantage of TCP/IP.

Selecting a Service

Use the Service setting to choose the service template for your Internet
Service Provider or a dial-in server. Service templates are a set of ISP
and dial-in server configuration settings that you can create, save and
reuse.
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To select a service:

1. Tap the Service pick list in the Network Preference screen to
display a listing of all the predefined service templates.

Preferences w Metwork

Tap here to display
a list of service
templates

[ Details... | [ Connect ]

2. Tap the service you want to use.

Entering a User Name

The User Name setting identifies the name you use when you log into
your Internet Service Provider or your dial-in server. Although this
field can contain multiple lines of text, only two lines appear on the
screen.

To enter a user name:

1. Tap the User Name line in the Network Preferences screen to move
the cursor to that field.

2. Enter your user name.

Preferences w Metwork

Enter your user
name here

[ Details... | [ Connect ]

Note: Most dial-in servers do not accept spaces in the user name.
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Entering a Password

The Password field identifies the password you use to log into your
server or ISP. Your entry in this field determines whether your
WorkPad prompts you to enter a password each time you log into
your network.

If you do not enter a password, your WorkPad displays the word
“Prompt” in this field and asks you to enter a password during the
login procedure. If you enter a password, your WorkPad displays the
word “Assigned” in this field and does not prompt you to enter a
password during the login procedure.

Note: If you are concerned about security, select the Prompt option
and do not enter a password.

To enter a password:

1. Tap the Password box in the Network Preferences screen to open
the Password dialog.

F‘referem:es - Metwark Enter password here

Password

Enter a password:

— Tap here

If you do not assign a
password, you will be asked
» for one when you connect.

[ Details... | [ Connect ]

2. Enter the password you use to log into your server.

3. Tap OK to confirm your entry and return to the Network
Preferences screen.

Note: The Password field updates to display the word “Assigned.”
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Adding Telephone Settings

When you select the Phone field, your WorkPad opens a dialog where
you define the telephone number you use to connect with your ISP or
dial-in server. In addition, you use this dialog to define a prefix,
disable Call Waiting and give special instructions for using a calling
card.

Note: The phone setup dialog works correctly for AT&T and Sprint
long-distance services. However, because MCI works
differently, MCI customers need to put the calling card
number in the Phone field and the phone number in the
Calling Card field.

To enter your server phone number:
1. Tap the Phone field to open the Phone Setup dialog.

Enter your ISP phone

Phone #: | number here

O Use calling card:

2. Enter the phone number you use to reach your ISP or dial-in
server.

3. If you need to enter a prefix or disable Call Waiting, skip to those
procedures. If not, tap OK to confirm your selection and return to
the Network Preferences screen.
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Entering a prefix

A prefix is a number that you dial before the telephone number to
access an outside line. For example, many offices require that you dial

“9” to dial a number outside the building.

To enter a prefix:
1. Select the Dial Prefix check box to activate this feature.

Select this
box if you

need to use |

a prefix

Phone Setup a

O Use calling card:

HO Dialprefix: 01—

Enter your
prefix here

2. Enter the prefix you need on the Prefix line.

3. Tap OK to confirm your selection and return to the Network
Preferences screen.

Disabling Call Waiting

Call Waiting can cause your session to terminate if you receive a call
while you are connected. If your telephone has Call Waiting, you need
to disable this feature before logging into your ISP or dial-in server.

To disable Call Waiting:
1. Select the Disable call waiting check box to activate this feature.

Select this
box if you

need to —

disable Call
Waiting

Phone Setup a

O Use calling card:

' Enter your disable

code here
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2. Enter the code to disable Call Waiting on the Disable call waiting

line.

Note:

Each telephone company assigns a code to disable Call

Waiting. Contact your local telephone company for the

code that is appropriate for you.

3. Tap OK to confirm your selection and return to the Network
Preferences screen.

Using a Calling Card

The Use Calling Card field enables you to use your calling card when
dialing your ISP or Intranet server. Keep in mind that there is usually
a delay before you enter your calling card number. When you define
your calling card number, you need to add commas at the beginning
to compensate for this delay. Each comma delays transmission of your
calling card number for two seconds.

To use a calling card:
1. Select the Use Calling Card check box to activate this feature.

Phone Setup a

Select this
box to use a—
calling card

Phone #:

O Dialprefiz: %o

FH Use calling card:

Enter your
calling card
number here

2. Enter your calling card number on the Use Calling Card line.

Note:

It’s a good idea to add at least three commas at the

beginning of your calling card number to compensate for

thec

ue delay.

3. Tap OK to confirm your selection and return to the Network
Preferences screen.
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Connecting to your Service

After you set your Modem and Network Preferences, establishing a
connection to your ISP or dial-in server is easy.

Remember that you need a third-party application, such as a web
browser or news reader, to take advantage of this connection. Check
the 3Com Palm Computing web site (http://www.palm.com) for the
latest information about third-party applications that support
WorkPad TCP/IP.

To establish a connection:

= Tap the Connect button in the Network Preferences screen to dial
the current service and display the Service Connection Progress
messages.

Tip: To see expanded Service Connection Progress messages,
press the lower half of the Scroll button.

To close a connection:

= Tap the Disconnect button in the Network Preferences screen to
close the connection between your WorkPad and your service.

Creating Additional Service Templates

You can create additional service templates from scratch or by
duplicating existing templates and editing information. After you
create a new or duplicate template, you can add and edit settings.

To add a new service template:

1. Tapthe & icon in the Network Preferences screen to open the
menus.

2. Tap New from the Service menu to create a new service template
(called Untitled) to the Service pick list and display it in the
Network Preferences screen.

To duplicate an existing service template:

1. Tap the Service pick list in the Network Preference screen to open
a list of all the predefined service templates.

2. Tap the service you want to duplicate.
3. Tapthe & iconto open the Network Preferences menus.

4. Tap Duplicate from the Service menu to add a copy of the service
template to the Service pick list and display it in the Network
Preferences screen.
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Adding Detailed Information to a Service Template

If you are using one of the predefined service templates, you will
probably only need to enter your user name and telephone number. If
you are creating a new Service Templates, you may need to provide
additional information to your ISP or dial-in server. You use the
Details dialog to add additional information to a selected service
template.

To select a connection type:
1. Tap the service you want to use in the Network Preferences screen.
2. Tap the Details button to open the Details dialog.

Connection type: T FFF

Idle tirnzout: = Power Off Select connection type

Query DMS: &

IF Address: @ Autornatic

[ oK ) [€ancel ] [ Seript.. )

3. Tap the Connection type pick list and select one of the following
connection types:

PPP Point-to-Point protocol
SLIP Serial Line Internet Protocol
CSLIP Compressed Serial Line Internet Protocol

Note: If you are not sure, try PPP; if that doesn’t work, ask your
Internet Service Provider or your System Administrator for
the correct connection type.

Idle Timeout

The Idle Timeout setting defines how long your WorkPad waits before
dropping the connection with your ISP or dial-in server when you
switch out of a TCP/IP application.
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To set the Idle Timeout:

1. Tap the Idle Timeout pick list and select one of the following
options:

Immediate Your WorkPad drops the connection to
your ISP immediately when you switch to
another application.

1 minute Your WorkPad waits one minute for you
to open another application before it drops
the connection.

2 minutes Your WorkPad waits two minutes for you
to open another application before it drops
the connection.

3 minutes Your WorkPad waits three minutes for
you to open another application before it
drops the connection.

Power Off Your WorkPad keeps your PPP or SLIP
connection until you power off your
WorkPad (or until it times out). This
option works best with the WorkPad
Modem.

2. Tap the OK button to confirm your selection and return to the
Network Preferences screen.

Defining Primary and Secondary DNS

The Domain Naming System (DNS) is a mechanism in the Internet for
translating the names of host computers into IP addresses. When you
enter a DNS number (or IP address), you are identifying a specific
server that handles the translation services.

Each IP address has four sections, separated by periods. In the Details
dialog, you enter each section separately. Each section of an IP address
is made up of a number from 0 to 255; numbers are the only allowable
characters in this field.

Note: Ask your Internet Service Provider or System Administrator
for the correct Primary or Secondary DNS IP numbers.

Tip:  Many systems do not require that you enter a DNS. If you are
not sure, leave the DNS field blank.
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To enter a primary and secondary DNS:
1. Select the Query DNS check box.

2. Tap the space to the left of the first period in the Primary DNS field,
then enter the first section of the IP address.

Note: Each section must be a number from 0 to 255.

3. Tap the second section of the Primary DNS field, then enter the
second section of the IP address.

4. Tap the third section of the Primary DNS, then enter the third
section of the IP address.

5. Tap the last section of the Primary DNS field, then enter the last
section of the IP address.

6. Repeat steps 1 through 4 for the Secondary DNS number.

7. Tap the OK button to confirm your selection and return to the
Network Preferences screen.

IP Address

Everyone who logs on to the Internet needs to have a unique identifier
(an IP address), whether permanent or temporary. Some networks
dynamically assign a temporary IP address when clients log in. The IP
Address field lets you identify whether your network provides
automatic (dynamic) temporary IP addressing.

Note: If your IP address is permanently assigned, you will need to
get that information from your System Administrator. If you
are not sure, select Automatic.

To identify dynamic IP addressing:
= Select the IP Address check box to activate this option.

Connection type: w« PPP
Idle tirnzout: = Power Off

Query DMS: &

IP fiddress: B Automatic Tap to select automatic

IP address

[ oK ) [€ancel ] [ Seript.. )
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To enter a permanent IP address:

1. Clear the IP Address check box to disable this option and display a
permanent IP address field below the check box.

2. Tap the space to the left of the first period then enter the first
section of the IP address.

Note: Each section must be a number from 0 to 255.
3. Tap and enter the remaining sections of the IP address.

4. Tap the OK button to confirm your selection and return to the
Network Preferences screen.

Creating a Login Script

A login script is a series of commands, similar to an autoexec.bat file,
that automates logging into your ISP. You can create login script files
by selecting commands from the Command pick list in the Login
Script dialog. Some commands from the Command pick list, such as
Send, require you to supply additional information. Those commands
have a parameter field so that you can add the necessary data.

Note: You can also use non-ASCII and literal characters in your
login script. See “Appendix C: Non-ASCII Characters for
Login Scripts” for additional information.

To create a login script:

1. Tap the Script button in the Details dialog to open the Login Script
dialog.

2. Tap the End pick list to open the Command list.

w Sand CR:
w ait For: Host Mamn
- Zend: 5
- Wait For:
» Send User I
 Send CR:
w \Wait For: Paggword

[w Send Pazzword:

T End:

Tap here
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3. Tap the command you want from the Command list. If the
command requires additional information, a field appears to the
right of it for you to enter the information. The following
commands are available:

Wait For Tells your WorkPad to wait for specific
characters from the TCP/IP server before
executing the next command.

Send Transmits specific characters to the TCP/
IP server to which you are connecting.

Send CR Transmits a carriage return or LF character
to the TCP/IP server to which you are
connecting.

Send User ID  Transmits the User ID information entered
in the User ID field of the Network
Preferences screen.

Send Transmits the Password entered in the

Password Password field of the Network Preferences
screen. If you did not enter a password in
the Password field, this command
prompts you to enter one. The Password
command is usually followed by a Send
CR command.

Delay Tells your WorkPad to wait a specific
number of seconds before executing the
next command in the login script.

Get IP Reads an IP address and uses it as the IP
address for your WorkPad. This command
is used with SLIP connections.

Prompt Opens a dialog and prompts you to enter
text of some kind (for example, a password
or a security code).

End Identifies the last line in the login script.

4. Repeat steps 2 and 3 until the login script is complete.
5. Tap OK to confirm your selection and return to the Details dialog.
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Deleting a Service Template

There is only one way to delete a service template: use the Delete
command from the Service menu.

To delete a service template:

1. Tapthe Service pick list in the Network Preferences screen to open
a list of available service templates.

2. Tap the service you want to delete.

3. Tapthe € iconto open the menus for the Network Preferences
screen.

4. Tap Delete from the Service menu to display the Delete Service
alert.

5. Tap the OK button to confirm that you want to delete the service
template.

Network Preferences Menu Commands

The Network Preferences screen includes menu commands to make it
fast and easy to create and edit service templates. This section explains
the menu commands that are specific to the WorkPad TCP/IP
application.

See “Using Menus” in the Basic Handbook for the IBM WorkPad for
information about menu commands that are common to all of your
WorkPad applications.

Service Menu

When you select the Service menu, its commands appear on screen.

Edit Options |
MNew L |
Delete.. D
Duplicate L

New Creates a new (empty) service template and
adds it to the Service pick list.

Delete Deletes a selected service template from the
Service pick list.

Duplicate Copies the selected service template and adds
it to the Service pick list.
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Options Menu
When you select the Options menu, its command appears on screen:

[ Service Edit [nod |
View Log V]

View Log Displays the Network Log screen

TCP/IP Troubleshooting

If you are having a problem establishing a network connection using
WorkPad TCP/IP, check this section and try the suggestions listed.

Displaying expanded Service Connection Progress messages

It’s helpful to identify at what point in the login procedure the
connection fails. An easy way to do this is to display the expanded
Service Connection Progress messages. Expanded Service Connection
Progress messages describe the current stage of the login procedure.
Press the lower half of the Scroll button at any point during login to
display these messages.

Viewing the Network Log

If viewing the expanded Service Connection Progress messages does
not give you enough information to find out why you cannot connect
to your ISP or dial-in server, take a look at the Network Log. The
Network Log lists all of the communication that occurs between your
modem and your dial-in server during the login procedure. The
information in the Network Log can help your ISP or your System
Administrator pinpoint where the login procedure communication
fails and why.

To view the Network Log:
1. From the Network Preferences screen, tap View Log from the
Options menu to display the Network Log screen.

2. Tap the up and down arrows of the scroll bar to see the entire
Network Log.

3. After you finish, tap the Done button to return to the Network
Preferences screen.
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Adding a DNS Number

If your ISP or dial-in server requires a DNS number and you did not
enter that information in the Network Preferences screen, it will
appear that you successfully logged into your network. However,
when you try to use an application or look up information, the
connection fails. If this occurs, try adding a DNS number. Ask your
ISP or your System Administrator for the correct Primary and
Secondary DNS IP numbers.

Owner Preferences

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

If you use the Security application to turn off and lock your WorkPad
with a password, information that you put in the Owner Preferences
displays the next time you turn on your WorkPad. See “Security” for
more information.

To enter the Owner Preferences:

= Enter the text that you want to associate with your WorkPad in the
Owner Preferences screen. If you enter more text than will fit on
one screen, a scroll bar automatically appears on the right side of
the screen.

Preferences w Jwner

This device iz owned by

Midwne Spear
Credtive Spearit
Bonny Coon, CA

408-505-1212

If found, please contact e,

If you assign a Password (with the Security application), the
information in the Owner Preferences screen “locks” and cannot be
changed. In this case, an Unlock button appears at the bottom of the
screen.
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To unlock the Owner Preferences screen:
1. Tap the Unlock button in the Owner Preferences screen to open the
Unlock Message dialog.

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

ShortCuts Preferences

The ShortCuts Preferences screen enables you to define abbreviations
for entering text with Graffiti character strokes. This section describes
how to create, edit and delete a shortcut. For details on the use of
ShortCuts, see the “Graffiti ShortCuts” section in “Writing With the
Stylus” in the Basic Handbook for the IBM WorkPad.

Creating a ShortCut

You can create a ShortCut for any words, letters or numbers. All
ShortCuts you create appear on the list in the ShortCut Preferences
screen. All the ShortCuts are available in any of your WorkPad
applications and are backed up on your computer when you perform
a HotSync operation.

To create a ShortCut:

1. Tap the New button in the ShortCut Preferences screen to open the
ShortCut Entry dialog.

Preferences w Shortluts
br - Breakfast ShortCut Name:
di - Dinner
ds - [Date Stamp)
dtz - [Date and Time Starnp] ShortCut Text:

Iu - Lunch
rne - eeting #

tz - [Tire Stamp]

Tap New

[ Hew 1 Edit ] [Delete..]

2. On the ShortCut name line, enter the letters you want to use to
activate the ShortCut.

3. Tap the ShortCut Text area and enter the text that you want to
appear when you write the ShortCut characters.

Tip: You may want to add a space (space character) after the
last word in your ShortCut text. This way, a space
automatically follows the ShortCut text.
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4. Tap the OK button to close the ShortCut Entry dialog and define
your ShortCut.

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

2

ShortCut

Editing a ShortCut
After you create a ShortCut, you can modify it at any time.

To edit a ShortCut:

1. Tap the ShortCut you want to edit in the ShortCuts Preferences
screen.

2. Tap the Edit button to display the ShortCut Name and ShortCut
text in the ShortCut Entry dialog.

3. Make the changes you want and tap the OK button.

Deleting a ShortCut

If you no longer need a ShortCut, you can delete it from the list of
ShortCuts.

To delete a ShortCut:

1. Tap the ShortCut you want to delete in the ShortCuts Preferences
screen.

2. Tap the Delete button to display an alert dialog.

3. Tap the Yes button to confirm that you want to delete your
ShortCut.
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Chapter 9

Security

Your IBM WorkPad PC companion comes with a Security
@ application so that unauthorized users cannot view the entries
you wish to protect.

With the Security application you can:

= Hide record entries you mark as “Private.” You can hide private
entries with or without a password. Without a password, private
entries are hidden until you set the Security application to show
them. With a password, you must enter the password to view the
private entries.

= Turn off and lock your WorkPad so that it does not operate until
you enter the correct password.

To open the Security application:
1. Tap the & icon to open the Applications Launcher.
2. Tapthe & icon to display the Security screen.
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Assigning a Password

You can assign a password to protect your private entries and to lock
your WorkPad.

To assign a password:

1. Tap the Password box in the Security screen to open the Password
dialog.

Private Records:

Password

Enter a password:
Password: |

If you assign a password, you

. must enter it to show private
Password Features: # records.

[ Forgotten Password.. ]

[ Turn OFf & Lock Device... |

2. Enter the password that you want for your WorkPad.
3. Tap the OK button to open a confirmation dialog.

4. Enter the same password a second time, and tap the OK button to
assign that password to your WorkPad.
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Hiding Private Entries

You can hide the entries that you mark as private. If you assign a
password, you must enter it to show entries you mark as private. Note
that your WorkPad merely hides the entries; it does not delete them.

To hide Private entries:

1. Tap the Hide box in the Security screen to open the Hide Records

dialog.

Private Records:

Password i

Password Features:

[ Forgotten Password.. ]

[ Turn OFf & Lock Device... |

—Tap here

—

Hide Records a

@ Records marked
Private in details
dialogs will be hidden

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

2. Tap the Hide box to hide entries you mark Private and to close the

Hide Records dialog.

Chapter 9

Page 125



Showing Private Entries

After you hide Private entries, you can use the Security application to
display them again.

To show Private entries:
1. Tap the Show box in the Security screen.

If you did not assign a password, your Private entries should be
visible. If you did assign a password, the Show Private Records
dialog appears.

Private Records: Hide

—Tap here

Show Private Records

Password: ' Enter your password to show

I private records:
Password Features:
[ Forgotten Password... |

[ Turn OFf & Lock Device... |

2. Enter your password.

3. Tap the Show box to close the Show Private Records dialog and
display Private entries in your WorkPad applications.

Locking Your WorkPad

You can also lock your WorkPad, so that you need to enter your
password to operate it.

Important: If you lock your WorkPad as described in the following
procedure, you need to enter the exact password to re-
activate your WorkPad. If you forget the password, you
need to use the reset button to resume using your
WorkPad. Using the reset button deletes all the entries in
your WorkPad; however, you can restore all
synchronized data at the next HotSync operation. For
information about how to use the reset button, see
“Resetting Your WorkPad” in the Basic Handbook for the
IBM WorkPad.
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To lock your WorkPad with a password:

1. Use the HotSync application to synchronize the data between your
WorkPad and your computer. See “HotSync” for information
about how to use the HotSync application.

2. Assign a password as described in “Assigning a Password” earlier
in this chapter.

3. Tap the Turn Off & Lock Device button in the Security screen to
open the System Lockout dialog.

w Systemn Lockout

@ This feature turns of f
vour handheld and
prevents others from
using it without the

I password.

Password Features: Entering the password

the next time you turn
[ Forgotten Password.. ] on your handhald will
[ Turn O & Lock Device.. |——Tap here unlockit.
OFf & Lock

4. Tap the Off & Lock button to turn off the power for your WorkPad.
5. Start your WorkPad and enter the password.

Changing or Deleting a Password

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

To change or delete your password:

1. Tap the Assigned box in the Security screen to open the Password
dialog.
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Private Records:

Tap here

Password

Password: -—

Enter your current password:

Password Features: #

[ Forgotten Password.. ]

[ Turn OFf & Lock Device... |

2. Enter the current password.

3. Tap the OK button to open a dialog that prompts you for a new
password.

Password

Enter new password or tap
the Delete button to remove
YyOour current password:

[ oK J( <ancel ] [Delete ]

4. To change the password, enter the new password and tap the OK
button. To delete the password, tap the Delete button.

Recovering from a Forgotten Password

If you forget your password, you can delete the password from your
WorkPad. 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, your WorkPad restores your private
entries the next time you perform a HotSync operation,
but it does not restore the password.

To delete a forgotten password:
1. Tap the Forgotten Password button in the Security screen to open
the Delete Password dialog.

2. Tap the Yes button to delete the password, as well as all records
and entries marked “Private.”
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Chapter 10
To Do List

% The To Do List is a convenient place to create reminders and

prioritize the things that you have to do.

With the To Do List, you can:

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 items.

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

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

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

To open the To Do List:

Press the To Do List button on the front panel of the IBM WorkPad
PC companion to display the To Do List screen.

To Do button
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Working With To Do Items

A To Do item is a reminder of some task that you have to complete.
Your WorkPad gives you control over the appearance, level of detail
and the sort order of To Do items.

To create a To Do item:
1. Tap the New button in the To Do List screen to add an item to the

list.
< <
O 1 Sendinregiztration card ] O 1 Sendinregiztration card ]
O 1 call bayid New To O 1 call bayid
Do item
| Tap New
*

2. Enter the text you want to appear in the To Do item. The text can
be longer than one line.

3. Tap anywhere on the screen to de-select the To Do item.

Note: Ifno To Do item is currently selected, writing in the Graffiti
writing area automatically creates a new To Do item.

Setting Priority

Priority settings for To Do items enable you to arrange the tasks in
your To Do List according to relative levels of importance. The default
setting for the To Do Listis to arrange To Do items by priority and due
date, with priority 1 items at the top. If you have a number of To Do
items in your list, changing an item’s priority setting may move its
position in the list.

Note: When you create a new To Do item, its Priority is
automatically set to level “1,” the highest (most important)
level. However, if you select a To Do item first, the new item
appears beneath the selected item with the same priority as the
selected item.

Using the Priority feature is optional.
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To set a Priority level for a To Do item:
1. Tap the Priority number on the left side of the To Do item to open

the Priority pick list.

<

O 1 Sendinregiztration card m]

O ] Call Lavid
Tap here
Tap to
select ——
priority

~
O 1 Send in regizstration card m]
CON:all David

2. Tap the Priority number that you want to set for the To Do item (1
is most important and 5 is least important).

Note:

You can also change the Priority setting for a To Do item with

the To Do Details dialog described later in this chapter.

Checking Off a To Do Item

The To Do List makes it easy to mark tasks as you complete them. You
can set the To Do List to record the date that you complete the To Do
item and you can choose to show or hide complete To Do items. See

“To Do Show Options” later in this chapter.

To check off a To Do item:

= Tap the check box on the left side of the To Do item.

i
O 1 Sendinregiztration card m]
1 Call Bravid
Completed
To Do item
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To Do Item Details

The To Do Item Details dialog enables you to change individual To Do
item settings.

To activate the To Do Item Details dialog:
1. Tap anywhere on the text of a To Do item in the To Do List screen.

2. Tap the Details button to open the To Do Item Details dialog.

ToDoltem Details 6
Priovity: [l 2 ]2 ]a]=]
Category: w Unfiled

Due Date: w MoDate
Private: ]

The following sections describe the features and settings that are
available in the To Do Item Details dialog.

Choosing a To Do Category

Categories can help you file individual To Do items into groups for
easy review. You can assign and edit categories by using the
Categories pick list in the Details dialog (see “Using Categories” in the
Basic Handbook for the IBM WorkPad for a complete description of
categories).

Setting a Due Date

You can associate a due date with any To Do List item. You can also
sort the items that appear in the list based on their due date.

To set a Due Date for a To Do List Item:

1. Tap the “No Date” text in the Details dialog to open the Due Date
pick list.

To Do Item Details a
Priovivy: [ 2 [2]4]5]
Category: w Unfiled

Due Date: w Mo Date
Private: [J

Tap here
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2. Tap the Due Date that you want to assign the To Do item. The
following choices are available:

Today Assigns the current date.
Tomorrow Assigns tomorrow’s date.
One week later Assigns the date exactly one week from the

current date.

No Date Removes the due date from the To Do item.

Choose date Opens the Due Date dialog where you can
chose any due date that you want for the To
Do item.

3. Tap the OK button to confirm your selection and close the To Do
Details dialog.

Note: If you turn on the Show Due Dates option in the To Do Show
options dialog, you can tap directly on the due date in the To
Do List to open the pick list shown in step 2.

Deleting a To Do Item

There are three ways to delete a To Do item: simply delete the text of
the To Do item, use the Menu Command (as described in the “Record
Menu” section in this chapter), or use the To Do Details dialog.

To delete a To Do item with the To Do Details dialog:

1. Tap anywhere in the text area of the To Do item that you want to
delete.

2. Tap the Details button to open the To Do Item Details dialog.
3. Tap the Delete button to open the Delete To Do alert dialog.

4. Tap the OK button to confirm that you want to delete the To Do
item.
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To Do Show Options

The Show Options dialog enables you to control the appearance of the
To Do List application.

To change the Show Options settings:

1. Tap the Show button in the To Do List screen to open the To Do
Preferences dialog.

To Do Preferences a

Sort by: w Priority, Due Date

[ Show Completed Items
O Show Only Due [tems
O Record Completion Date

O Show Due Dates
[ Show Priorities
O Show Categories

2. Select any of the following settings:

Sort by Enables you to sort the To Do items in one of
the following ways:

»  Priority, Due Date
= Due Date, Priority
= Category, Priority
» Category, Due Date

Show Displays your complete To Do items in the To
Completed Do List. If you turn off this setting, your To Do
Items items disappear from the list when you

complete (check) them.

Show Only Due  Shows only the To Do items that are currently

Items due, past due or have no due date specified in
the To Do List. When this setting is active, To
Do items that are not yet due do not appear in
the list until their due date.
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Record
Completion
Date

Show Due Dates

Replaces the due date with the completion
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.

Displays the due dates associated with To Do
items inthe To Do List screen, and displays an

Show Priorities

Show
Categories

3. Tap the OK button to confirm your selections and close the dialog.

exclamation mark next to incomplete To Do
items after the due date passes.

Shows the priority numbers for the To Do
items in the To Do List screen.

Shows the category for each To Do item on the
far right of the To Do List screen.

To Do List Menu Commands

The To Do List includes menu commands to perform common file and
editing tasks. See “Using Menus” in the Basic Handbook for the IBM

WorkPad for information about menu commands that are common to

all WorkPad applications.

Record Menu

When you select the Record menu, its commands appear on screen.

| [aa] Edit Options |

Delete Item.. D
Attach Mote A
Delete Note.. 0O
Furge... «E
Beamn Item ~B

Beamn Category

Delete Item

Opens an alert dialog, prompting you to
confirm that you want to delete the current To
Do item. You must select a To Do item before
you can delete it. Tap the OK button to delete
the To Do item from your WorkPad, or tap the
Cancel button to close the alert dialog and keep
the To Do item.
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Note: By default your WorkPad removes the
item from the To Do list, but retains a
copy of the item and transfers it to an
archive file on your computer the next
time you perform a HotSync operation.
To remove the event completely, clear
the Save archive copy on PC check box.

Attach Note Opens the To Do Note dialog where you can
create a note for the current To Do item.

Delete Note Opens an alert dialog, prompting you to
confirm that you really want to delete the note
attached to the To Do item. You must selecta To
Do item before you can delete its note. Tap the
Yes button to delete the Note from the memory
of your WorkPad, or tap the No button to close
the alert dialog and return to the To Do List.

Purge Deletes To Do items that you mark (check) as
complete. All complete To Do List items remain
in the To Do List until you use this command.
The default setting is “Save archive copy on
PC.” This removes complete To Do items from
the To Do List, but retains copies and transfers
them to an archive file on your computer the
next time you perform a HotSync operation.

Beam Item Beams the current To Do item to another
WorkPad through the IR port.

Beam Category Beamsall To Do Items in the current category to
another WorkPad through the IR port.
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Options Menu
When you select the Options menu, its commands appears on screen.

IR ©ptions |
Font.. F
Phone Lookup L
About To Do List

Font Displays the Select Font dialog where you can
choose a different font (text) style for your
Address Book entries. See “Choosing Fonts” in
the Basic Handbook for the IBM WorkPad for
details.

Phone Lookup Activates the Phone Lookup feature, which is
described in “Using Phone Lookup” in the
Basic Handbook for the IBM WorkPad.

About To Do List  Shows version (revision) information for the
To Do List application.
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Appendix A

Expense Templates

This appendix provides illustrations of the four expense templates
that come with the WorkPad Desktop software. You may use or
modify any of these templates when creating expense reports with
data from the Expense application.

Sample 1
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Sample 2
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Sample 3
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Sample 4
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Appendix B

Creating a Custom Expense Report

This section explains how to modify existing Expense application
templates, and how to create your own custom expense report
templates for use with the Expense application.

Note: This section assumes that you are familiar with Microsoft
Excel or a similar spreadsheet application. If you are not
familiar with Microsoft Excel, consult your company’s
Information Services department or another experienced user.

About Mapping Tables

Before creating or modifying an Expense template, it’s important to
understand the function of WorkPad Desktop’s Expense application.
In simple terms, the Expense application is designed to move Expense
data from your IBM WorkPad PC companion into a Microsoft Excel
spreadsheet.

Each Expense item stored in your WorkPad represents a group of
related data. The following data can be associated with an expense
item:

= Category = Payment Currency
s Date = Vendor

s Expense Type s City

= Amount = Attendees

= Payment Method = Note

When you perform a HotSync operation between your WorkPad and
the WorkPad Desktop on your computer, the Expense data is stored
on your computer (in a file named Expense.txt). When you open the
Expense application in WorkPad Desktop, an Excel macro starts, and
populates an expense template with your data based on the rules
specified in a spreadsheet file named Maptable.xls.

The Maptable.xls file is an editable spreadsheet that functions as a
“mapping table.” The function of the mapping table is to guide the
Excel macro in extracting the Expense data. The mapping table tells
the Excel macro how large the spreadsheet is and provides the data-
cell layout of the Excel template used for the Expense Report.
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Customizing Existing Sample Templates

Four sample Expense Report templates come with WorkPad Desktop.
These templates are stored in the Templates folder (which is in the
same folder as the WorkPad Desktop application).

If the layout of one (or more) of these templates is appropriate for your
reporting needs, you can easily customize the templates with your
company name and other information.

To customize a sample Expense Report template:
1. Make a backup copy of the contents of the Templates folder.

e maymapee MMIET)
Fie Edn Pes  Help i
= 2l bl &I

& = N
2 =
L3 ] &0 Lo

2. Double-click the name of the sample template you want to modify
to open it in Microsoft Excel.

3. Make any changes that you want to the names (or other
information) in the sample template.

Important: Do not insert rows or columns in the sample template.
Doing so changes the way your Expense data maps to the
template and causes errors. If you want to move the cells
to a different location or add or delete rows or columns,
you will have to make changes to the Maptable.xls file.

Note:  You can insert your own company logo without changing
the Maptable.xls file. However, if you change the file
name, you need to make a corresponding change in the
Maptable.xls file.

You can also rename cells without changing the
Maptable.xls file — provided that the expense type
corresponds to your WorkPad data. For example, you can
change “Snack” to “Munchies” — and then all items
entered on your WorkPad as “Snack” will map to the
cell(s) labeled “Munchies.”

Page 144 Applications Handbook for the IBM WorkPad



4. Choose Save As from the File menu to open the Save As dialog.
5. Click the Save as type drop-down list and choose Template (*.xIt).
6. Navigate to the Templates folder (in the WorkPad Desktop folder).

Note:  Ifyoudonot need to change the Maptable.xls file, save the
template file with its original file name (e.g., Sample2.xlt).

If you do need to change the Maptable.xls file, give your modified
template a unigue name. Be sure to use the .xlt file suffix, which
defines the file as a Microsoft Excel template.

7. Click the Save button to save your modified template and make it
available for future use.

Note: If you need to modify the Maptable.xlIs file, you must do this
before you can use the modified template with your Expense
data. To modify the Maptable.xls file for your new template,
see “Programming the Mapping Table” later in this appendix.
Read all of the sections of this appendix before making changes to the
Maptable.xls file.

Determining the Layout of the Expense Report

This section describes the layout considerations for the Expense
Report and explains the terms used for creating the report.

Labels

There are two kinds of labels that you need to define for your report:
day/date and expense type. Each kind of label can be either Fixed or
Variable. A Fixed label means that the label always appears as a header
at the beginning of a row or column. If a label is not Fixed, it is
variable.

For example, a list table of expenses could have variable labels in the
rows for day/date, and variable labels in the columns for expense
type. In this case, neither day/date—or expense type information
would be “fixed” (as a header). Instead, the date and expense type
information would be filled into the cells of the spreadsheet as
appropriate.

Examples of both Fixed and Variable labels appear in the sample
expense templates.
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Sections

A Section is an area of the report that has common formatting. It is
common for an Expense report to have more than one Section. For
example, the following sample Expense Report named Sample3.xIt
contains several Sections.

W]l Edt Yes jasd Pgrsi Joch  Qws  Yedos  Help

T 1 1 T 1 | 4 | -] 1 L] [ | L3 | - | ]
i 3 I'q-u..'ﬂ.-t..ﬂ T
[ § | |
— [— .
I
....... [t Section 1

T T i / i i (not prepaid)
F 3 R Section 2

(prepaid)

H 1

By ] MJL.-._.'ME'_.-.!":!'.':I'.-._'-.-..‘JE-.-_l ........
14 .
- i i F>™——-+—— Section 3

Because your Expense data maps to row and column areas of your
final report, different Sections require different definitions for the data
mapping. To create additional Sections with different mapping, you
create corresponding additional lines to the mapping table file named
Maptable.xls. This procedure is explained later in this appendix.

If a section contains cells for prepaid (company paid) expenses, you
need to create an additional line in the mapping table for “prepaid.”
This will count as an additional section in the mapping table. The only
data that differs in the prepaid section (from the non-prepaid section)
is the row/column numbers for the expense type.

Analyzing Your Custom Expense Report

If you already have a custom Excel expense report, you can use it with
a modified mapping table. However, before you can create a
Maptable.xls file that corresponds to your custom Expense Report,
you must first analyze the characteristics of your report.
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Perform the following before you begin a custom mapping table:

Print a copy of your custom expense report. Activate the Row and
Column Headings option in the Sheet settings of the Page Setup
command. This enables you to quickly determine the size of the
Section(s), as well as the numbers for the start rows and columns.

On the printed copy, identify the data Sections. A Section is an
area of data with common row and column formatting. A yellow
highlighter marking pen can make it easy to see the Sections as
you work with programming the mapping table. Your custom
Expense Report can contain any number of Sections, and the same
data can be repeated in any Section.

On the printed copy, identify the type of Labels that apply to each
Section. Each Section can have only one kind of Fixed or Variable
Label for rows. Likewise, each Section can have only one kind of
Fixed or Variable Label for columns.

Place a copy of your custom Expense Report in the Templates
folder (in the WorkPad Desktop folder). Change the file name so it
has the file extension .xIt (which defines it as a Microsoft Excel
Template). Make a note of the exact file name so it can be defined
in the mapping table file.

Programming the Mapping Table

Once you have analyzed the components of your custom Expense
Report, you can program the mapping table to fill the report with data
from the WorkPad.

To program a new custom mapping table:

1.

Open a copy of the Maptable.xls file in Microsoft Excel.

Note:  This file is located in the same folder as the WorkPad
Desktop application. Make a backup copy of this file before
you make your modifications.

Mapping a new template. Scroll to where you find the name of the
original template that you chose for your modifications. The name
of the template will appear in column B of the Maptable.xIs file,
next to the cell highlighted in green that reads “Template Name:”.
If you did not modify an existing template, move to any table in the
Maptable.xls file.

Select all the rows associated with the template name. To select the
rows, click and drag on the row numbers (left side), so they appear
highlighted.
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4. Choose Copy from the Edit menu.

5. Scroll down to a blank area of the Maptable.xls file (below the rows
used for Sample4.xlt), and click on a row number to select a blank
row.

6. Choose Paste from the Edit menu. A copy of the rows you selected
in step 3 is pasted into the Maptable.xls file.

7. Name the table. In the cell immediately to the right of the cell
entitled Template Name, enter the exact file name of your custom
Expense Report template.

8. Define the number of Sections. Each row in a table defines how
your WorkPad data will be placed in a Section of your custom
Expense Report. Note that the prepaid portion of a section has its
own row and counts as a separate section for map table purposes,
even though it is not a separate section in your template.

Rl

Fheed Label
DD [Expenss Type

A

Table with
four sections

Entwrtainmer
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You may add or delete rows as necessary so that the total number
of rows corresponds to the number of Sections in your custom
Expense Report. To clear all of the existing settings in a row, click
to select the row and press Ctrl+Delete. Name each row to
correspond to a Section of your custom Expense Report.

9. Determine the Label settings. The orientation of the data fields
(Row, Column) appears in the yellow section of the table.
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Determine whether the Rows will contain expense or date
information, and place an “x” in the appropriate cell. When you do
this, you also define whether the label is Fixed or Variable. You can
place only one “x” in the Row section (columns 2-5).

Determine whether the Columns will contain expense or date
information, and place an “x” in the appropriate cell. When you do
this, you also define whether the label is Fixed or Variable. You can
place only one “x” in the Column section (columns 6-9).

10. Define the dimensions of the Section. The dimensions of the
Section appear in the green columns (10-13).

T n_.:ll:.n [op— :lnn.--r..-...
= [ 1

# of Represents the total number of rows in the Section,

Rows excluding any header or total rows. In other words,
this includes only the number of rows in the Section
where your WorkPad data will be placed.

# of Represents the total number of columns in the

Columns  Section, excluding any header or total columns. In
other words, this includes only the number of
columns in the Section where your WorkPad data
will be placed.

Start Is the number of the first row of the Section that will
Row be filled with your WorkPad data.
Start Is the number of the first column of the Section that

Column  will be filled with your WorkPad data.
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11. Define the Dates and Intervals. The dates and intervals between
dates appears in the light blue columns (14-17).

Date |Irtervals

Btween

Date [Dales | Sltarl day [Day
1 0] I

In the Date cell, enter the row or column number where all the date
information will be placed.

In the Dates cell, enter the number of blank columns (or rows)
separating the date fields. If there are no blank columns (or rows)
between date entries, leave this number set to zero.

In the Start Day cell, enter the day of the week that starts the
expense reporting period. Enter a three-character abbreviation for
the day (e.g., Sun, Mon, Tue).

In the Day cell, enter the row or column number where all the day
information will be placed. If the dates are in a row, enter the row
number. If the dates are in a column, enter the column number.

12. Define whether the Section is in list format. This setting appears
in the light purple columns (18-19).

Listing Format |Expense Type
YES g

If the Section will present the data in a list format, enter the word
“yes”. Otherwise, enter the word “no”. The following diagram
shows data presented in a list format:

Ceunilry Payman! Type

Only if your section is in list format: In the Expense Type cell,
enter the number of the row or column where the expense
description will be placed. Expense amounts can be entered in
several different columns or rows if required by your template.
Expense type labels must all appear in the same column.
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13.

14.

15.

16.

17.

Enter the row or column numbers for the expense types that
appear in the Section. These settings appear in the aqua columns
(20-48).

e Ly

almre | Chwsil ol el | m Fiersial
i i i ] i i

For these settings, simply enter the row or column number for the
expense types that you want to appear in the Section. Note that the
same row or column number can be used more than once. An
example of this would be meals that encompass breakfast, lunch,
dinner and snacks. In the previous example, all expense items
would be populated into row/column 4 of the custom Expense
Report.

Complete the table. All of the remaining columns (49-57) in the
table are used to define the column or row number that
corresponds to the description.

Mark a Section for prepaid expenses (yellow column). Ifa row in
the map table is for prepaid (company paid) expenses, type a “yes”
in the cell on that Section’s row. Type “no” in all the cells of this
column that do not pertain to prepaid expenses.

—e—

[Prema
s

| vES |
| WO |
Repeat steps 9 through 15 for each Section that you have defined
for your custom Expense Report.

Map Expense Report Options dialog (magenta section). The
Expense Report Options dialog has five fields where you can fill in
data for the header on your expense report. Use this section to
specify the row and column on your template where this
information will be mapped.

i 2 1 k]

Because header data is not related to any particular Section, you
have to fill in only one row. If the item does not appear on your
template, leave these cells blank.
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Using Applications Other Than Microsoft Excel

You can use applications other than Microsoft Excel (such as Lotus 1-
2-3 or Quattro Pro) to open and manipulate the Expense data on your
computer. The data file is named “Expense.txt,” and is stored in the
Expense folder, within the folder containing the WorkPad user data.

Expense data in the Expense.txt file is in tab-delimited format.

Expense File Details

The Expense.txt file contains four groups of data. It will be easier to see
these four distinct groups of data if you open the file with a
spreadsheet application.

Trips Shows the number of Expense application
categories, and lists each one followed by an
“end” statement.

Currency Shows how many currencies were used for the
Expense data, and lists the countries that
correspond to that currency.

Trip Shows the number of expenses by category,
and lists the expenses for each category.

Expenses Shows the total number of expenses, and lists
them chronologically.

Page 152 Applications Handbook for the IBM WorkPad



Appendix C

Non-ASCII Characters
for Login Scripts

The following information enables you to create custom login scripts
that require non-ASCII characters. It is provided for advanced users
who understand the use and requirements of such characters in a
custom login script.

Use of ~char

You may use the caret (~ ) to transmit ASCIlI 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.

For example, the string “Joe”M” transmits Joe, followed by a carriage
return.

Carriage Return and Line Feed

You may 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
<If> 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.
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Literal Characters

The backslash (\\') character defines that the next character is
transmitted as a literal character, and is not subject to any special
processing ordinarily associated with that character.

Examples:
N Includes a caret as part of the string
\< Includes a < as part of the string
\\ Includes a backslash as part of the string
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