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About This Book

This book covers the applications found on the unit — including
those by both Palm Computing and GeoWorks.

The first chapter covers basic topics that apply to all of the
applications covered in this book; the second chapter covers the
Palm applications (PalmAddress, PalmSchedule, PalmNotes, and
World Clock); and the third chapter covers general topics pertinent
to all the GeoWorks applications. If you have never used a GEOS
application before, you should look in these chapters.

The rest of the book is devoted to the details of using the
following applications:

e Calculator. An on-screen calculator.
e Text File Editor. An application for editing DOS text files.

¢ Scrapbook. An electronic scrapbook for storing pictures and
text.

e Preferences. An application that allows you to customize the
unit.

e GeoComm. A telecommunications application.
® GeoWrite. A What-You-See-Is-What-You-Get word processor.
¢ GeoCalc. A powerful spreadsheet with built-in charting.

e GeoFile. A flat-file database with powerful page layout
features.

e GeoManager. An easy-to-use file and folder manager.
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TYPOGRAPHICAL CONVENTIONS USED IN THIS BOOK

The following printing conventions are used throughout this book:
e Jtalic type is used to introduce a new term.

e Boldface is used for the names of keys on the keyboard, such
as Enter or Insert.

e When you see two key names with a + symbol between them,
press both keys at the same time. For example, when you see
Ctrl+Esc, you should hold down the Ctrl key while you press
the Esc key.

CONVENTIONS FOR PROCEDURES

ABOUT THIS BOOK

Procedures are step-by-step instructions that tell you how to
perform tasks in applications. Procedures in this book always have
an italic heading beginning with the word “to.” Each step in a
procedure first has you perform an action, which is followed by an
explanation of the application’s reaction. When you can do a task
in more than one way, you will see the word “or” on its own line,
and then an alternate method of completing the step.

Some procedures consist of one step, while others have multiple
steps.

Single-Step Procedures

Single-step procedures have a square, black bullet (W) beside the
instruction telling you what to do. The following example shows a
single-step procedure with two alternative ways to do the task.

To start GeoWrite (All Levels)

Locate the GeoWrite icon and double-tap it.
or

Choose GeoWrite from the Express menu.

Multi-Step Procedures

Multi-step procedures have sequentially numbered steps that you
should follow in a specific order. The following example shows
three steps from a multi-step procedure.



To select a day and view its events (All Levels)

If the Calendar window isn’t showing, choose Calendar from the
View menu. The Calendar window appears.

Tap to select a day in the Calendar window. The day highlights.

The events for the selected day appear in the Events window. If
the Events window isn’t showing, choose Events from the View
menu. The Events window appears.

USER LEVEL NOTATION

ALL LEVELS

Every procedure head is followed by a parenthetical note
specifying at which user levels the task can normally be
accomplished. The following are two examples of procedures
found in this book:

To start GeoWrite (All Levels)
To show empty days (Level 3)

In addition, sections are marked with text similar to the one shown
in the margin at left. This text, because it says “All Levels,”
indicates that the section applies to all levels in the application. If it
had said “Level 2,” it would indicate that the section only applied
to Level 2 of the application.

For more information about user levels in applications, see “About
User Levels” in Chapter 3.
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Using the Touch Pen

1.2

GETTING STARTED

The touch pen is the tool you use to start applications and perform
most of your work within applications. The pen allows you to
point to items on the screen and perform actions on those items. It
also allows you to write or draw directly on the screen. You can
choose to have the unit recognize your writing as text and
translate it into typewritten characters. This is called handwriting
recognition. Handwriting recognition is described in this chapter.

Here are some basic pen actions you will use as you work with
applications:

Tap. Touch the pen to the screen and then lift it off. Tap when
you want to select an application, icon, menu, or command. You
can cancel a selection by tapping elsewhere on the screen.

Double-tap. Tap the pen twice. Double-tap to open an
application, or to select a word of text.

Drag. Touch the pen to the screen, then keep the pen on the
screen as you move the pen. Drag to select text, an area on a
sketch page, or icons in GeoManager. To select text, touch the pen
to the text and hold it down for a second or two. Then move the
pen across the text, lifting the pen off the screen at the end of the
selection. To select an area on a sketch page, drag the pen
diagonally on the screen to form a rectangular selection box.

Handwriting recognition. Using the pen, print characters
directly on the screen. As soon as you print a character, the unit
converts it to a typed character.



HANDWRITING RECOGNITION

Use handwriting recognition when you want to store and display
what you print as typed characters.

Tap the Text tool to tell the unit to
recognize your printing, then print with the
pen. Your ink is converted to text.

IZI OK I Cancell
oFax -| (%4
555-2222|
_M
2]
NOTE

If you are using Palm applications, you can use the Powerlnk
feature when you want to write or draw with the pen and you want
to keep what you enter as you have written it, rather than as typed
characters.

Handwriting Recognition Tips

The unit recognizes handwritten, printed letters and numbers. You
can enter hand-printed characters in text fields or on a sketch
page. When you use hand-printed characters in a field or on a
sketch page while the Text tool is active, your hand-printed
characters are converted into typed characters.

The following tips will help the unit to recognize your
handwriting:

e Print each letter or number clearly. Each character needs to be
clear enough to be recognized. You can use uppercase or
lowercase letters.

e Keep your letters upright. Try not to write letters with a slant.

e Use as few strokes as possible in writing a letter.

USING THE TOUCH PEN 13



Make sure you keep the pen on the screen as you write — you
don’t need to press down hard, but you don’t want to hold the
pen so lightly that it doesn’t make solid contact with the screen.

Don't write too slowly.

Print large characters. You can use the whole screen as long as
you begin writing in the dialog box.

If the position in which the ink appears on the screen doesn’t
match the position of the pen, you need to recalibrate the pen.

To write several words, write one below another so that the
unit inserts spaces between the words correctly.

Write the letter Z with a slash through it to distinguish it from
the number 2.

Write the letter 5 in two strokes instead of one to distinguish it
from the letter S.

Write the number 0 in two strokes with a slash through it to
distinguish it from the letter O.

Write the number 1 with a line across the bottom (it should look
like an upside-down T) to distinguish it from other characters
suchasanlorL.

Write the letter 1 like a script 1 (it should look like a loop) to
distinguish it from other characters such as the letter I or the
number 1.

Dot a lowercase i to identify it as an i.

USING THE FLOATING KEYBOARD
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GETTING STARTED

The unit provides a floating keyboard that appears to “float” on
top of an application window. You use the floating keyboard just
as you would any other keyboard, except that you tap the keys
with the pen.



You cannot use
keyboard
accelerators or
mmnemonics from the
floating keyboard.

Displaying and Using the Floating Keyboard

To display the floating keyboard, tap the floating keyboard hard
icon. The keyboard also appears automatically when an
application or dialog box requires text entry.

Tap the Exit icon to Tap here to switch to

hide the keyboard. a different keyboard.
—‘I ] Kegboard‘ -
izl ]als 67 els[o]- - [ ]
Teb[qfwle[r[tfyJulifo[p]L]I]De
Cops [as[d[f[g[n]i[k]1] ] [Enter
shift Jz[x[c]v][b[n]m][ ] ]/] shift
ctrl | Space [ A
Tap the keys to enter text.

NOTE

If the keyboard appears gray, you cannot use it to enter text. This
occurs when you need to tap the pen in a text area to indicate
where you want to enter the text, or when you are in Powerlnk
mode (in which handwriting is not converted to text).

Switching Keyboards

In Preferences (see Chapter 4), you can select the language of the
keyboard you want to use. Also, within any language, you can
choose from six different keyboard layouts.

When the keyboard is available (not dimmed), you can switch to
another keyboard layout. Tap the upper right corner of the
keyboard to select from a drop-down list of layouts. The default
layout is the Keyboard layout, which looks just like a standard
keyboard.

These are the available keyboards:

Keyboard. Provides the standard qwerty (typewriter-like)
keyboard in the current language set in Preferences.

Alphabetic. Displays the letters of the alphabet in alphabetical
order, starting at the top left of the keyboard.

Symbols. Provides common symbols such as the bullet, copyright,
percent, dollar sign, and so on.

International. Provides characters with accents, umlauts, tildes,
and so on.

USING THE TOUCH PEN 1.5



Math Symbols. Provides numbers and mathematical symbols
such as plus, minus, equals, square root, and so on.

Writing Grid. Gives you the ability to convert each character you
write into letters on the screen.

USING THE WRITING GRID

When you select the writing grid keyboard, you write each
character in a box and the unit converts it into a letter on the
screen. Blank boxes between letters translate as spaces between
typed letters or words.

You use the arrow controls to display boxes for additional
characters and to move along the writing grid.

I ‘ Tap this control to move to the beginning of the boxes.

« Tap this control to move the boxes back one screen.

‘ Tap this control to move back one box.

’ Tap this control to move forward one box.

» Tap this control to move forward one screen.

’I Tap this control to move to the end of the boxes.

C Tap this button to go into insert mode. The box will darken in insert
mode. Tap it again to get out of insert mode. The characters you type in
insert mode will insert a character in front of the character you write on
top of. When you are not in insert mode, the characters you type will
write over existing characters.

Understanding Pen Gestures

When you write or edit with the pen, certain gestures have special
meanings. The following table explains these gestures.

1.6  GETTING STARTED



To

Enter a space as
you’re writing

Select a word with
the pen

Select more than
one word

Erase a selected
word or words

Insert text within
existing text

Insert text in a text
field after existing
text

Insert a new line

USING AN EXTERNAL KEYBOARD

Do THIS

Leave a space between
words as you write, or
if using handwriting
recognition, write a
“space character” (b
with a slash through it).

Quickly tap the word
twice.

Hold down the pen
(pause for a moment)
and drag it across the
words.

Draw a vertical line up
through the selected
text and put a loop or
pigtail at the end
(called the pigtail
gesture).

Tap the pen in the
desired location of the
text. Then write the
character or word
somewhere in the text
field or screen.

Write the next
characters; what you
enter gets added at the
end of existing text.

Tap the pen in the
desired location of the
line. Then write the
new-line gesture.

EXAMPLE

space TWCP ‘JO V'A.'s

selected

more than one S Ele Khls|

delete a wordﬁ

insert a charster m

add characters to the| @ T} M

add a new line I

In addition to the floating keyboard, you can attach an IBM-XT
compatible keyboard to the unit. The external keyboard is the only
way you can enter data in the DOS environment.
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Keyboard
accelerators only
work with an
external keyboard.

1.8
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The external keyboard can work in conjunction with the floating
keyboard. However, each keyboard works independently of the
other when you enter special characters, such as bullets and em
dashes. You enter these characters by using keystroke
combinations, so you cannot enter the first keystroke from the
external keyboard and the second keystroke from the floating
keyboard.

NOTE

You will not be able to exit to DOS unless you have an external
keyboard attached to the unit.



Exploring the Basics

The first application you see when you start the unit is
GeoManager. Typically, the GeoManager window is always open,

although

it will close automatically whenever you start large

applications such as GeoWrite or GeoFile. For more information
about GeoManager, see Chapter 9.

File Y

Window Control button
Express button

Folder icons

ew Opt

Maximize-Restore button
Minimize button

Menu bar
Title bar

ons Disk Tree Utilities
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T Application icons
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Connect-Disconnect button
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Window Control button. This button opens the Window Control
menu, a special menu for performing tasks such as closing,
minimizing, or maximizing the window. Double-tap to close both
the window and application.

Express button. This button opens the Express menu, a special
menu for quickly performing common operations. You can start an
application, switch between applications, check your printing job,
or exit directly to DOS.

Title bar. This bar across the top of the window shows the names
of the application and the currently opened document.

Menu bar. This bar contains all the drop-down menus for the
application. Tap one of the names to open the menu.

Help button. This button opens the Online Help window.

Minimize button. This button removes the window from the
screen temporarily. The application appears as an icon at the
bottom of the screen. Double-tap the icon to restore the window
to its previous size and position.

Maximize-Restore button. This button enlarges a window to fill
the screen completely. When a window is full-size, it cannot be
moved or resized. Tap it again to restore the window to its original
size and position.

Application icons. These represent GEOS and DOS applications.
You can double-tap an application icon to start the application.

Document icons. Each type of document has a unique icon. This
icon usually contains the icon of the application used to create the
document. If you double-tap the icon, the application starts and
automatically opens the document. For more information, see
“Opening and Closing Applications and Documents” in this
chapter; also see Chapter 9.

Folder icons. Folder icons in the folder window represent
directories. The terms “folder” and “directory” are often used
interchangeably, in much the same way as “file” and “document”
are. To open a folder, double-tap its icon.

Wastebasket. Drag items to the wastebasket to delete them. Items
are immediately deleted and unretrievable.

WARNING

You cannot recover or retrieve items from the Wastebasket. When
you place an item in the Wastebasket or use Delete, the item is
permanently removed from the unit. Be careful to delete only those
files you know you will not need later. You can set up warnings



MENUS

(through the Options menu) to appear before you delete or throw
away an item. For more information, see Chapter 9.

WORLD, DOCUMENT, and DOSROOM folder buttons. Tap
these buttons to open their respective folders. You can also copy
and move documents and folders to these folders by dragging their
icons onto the appropriate button. For more information about
these folders, see Chapter 9.

Connect/Disconnect button. Tap this button to connect to or
disconnect from a computer that is running GeoHost. The icon on
the button changes depending on the connection status — it is a
connect button when there is no connection, and a disconnect
button when the unit is connected to another computer. For more
information about connecting and transferring files to another
computer, see Appendix C.

An application menu, like a restaurant menu, contains a list of
choices. When you select a choice from a menu, the application
initiates a corresponding action. For example, to print a document,
you choose Print from the File menu.

This is an example of a typical menu:

. ==

Switch Document...

sSave Ctr1S | Menu choices
Print... Ctrl1 P

Exit F3

Every GEOS application has its own set of menus. The names of all
the menus appear on the menu bar. For example, you will see the
following menu names in GeoCalc:

e File

e Edit

o View

e Options
e Cell

e Formula
e Properties
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Menu names Menu bar

GeoCalc - Calculations
ptions Cell Formula Properties
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You do not see the menu itself until you tap on the menu name.
This is called opening a menu.

Many GEOS applications share basic features such as opening, sav-
ing, copying, and printing documents. Applications often have
similar menus because shared features work the same way in each
application. Almost every GEOS application has a File, Edit, View,
and Options menu. Once you know how to use choices from
these menus in one application, you know how to use them in
other GEOS applications.

When you open a menu, it appears on your screen so you can
make selections from it. Menu choices that are not currently
available appear dimmed; if you select a dimmed menu choice,
nothing happens. For example, in GeoFile, the Cut, Copy, and
Delete choices in the Edit menu are dimmed if you do not have
anything selected.

$hift Del
Cirting
Shifl Ing
Det
Select ANl Ctr1 /

To choose from a menu, tap the name of a menu on the menu bar
and its menu appears. Tap the choice you want. As long as you
select an undimmed choice, a corresponding action is initiated and
the menu closes.
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THE EXPRESS MENU

=

Desk Accessories >
Main Applications >
Other

Printer Control Panel...

Go to GeoManager
Exit to DOS

Selecting Menu Choices With Check Boxes

Some menu choices can be turned either on or off. When one of
these choices is turned on, a small button next to the choice is
darkened. When a choice is turned off, the button is not darkened.
There are two types of buttons that can appear in a menu: check
boxes and radio buttons. Radio buttons come in groups of two or
more, and only one button in the group can be on at any given
time. Check boxes can come in any number, and any number can
be on at a given time. For more about check boxes and radio
buttons, see “Responding to a Dialog Box” in this chapter.

Pinning Menus

If you want to make several selections from the same menu, you
can pin it to keep it from closing after you make the first choice.
Pinning a menu is a lot like pinning a piece of paper to a wall. A
pinned menu stays open until you close it.

To pin and un-pin a menu

Tap the menu name. The menu appears.

To pin a menu, tap the pin icon. The menu changes to a window
with a title bar and Window Control button. You can move the
menu by dragging the title bar.

To un-pin a menu, double-tap the Window Control button.

The Express menu is a special menu that lets you quickly start an
application, switch between applications, check your printing, or
exit directly to DOS. The Express menu works just like any other
menu in GEOS. But to see it, instead of tapping a menu name, you
tap the Express button, which is located in the upper left corner of
the active window. Once the Express menu is open, you can then
make your choice.

Here are the items you have to choose from in the Express menu:
Desk Accessories. This displays the names of any applications
that you have put in the Desk Accessories folder. For more about

using the Desk Accessories folder, see “Desk Accessories” in this
chapter, “World Clock” in Chapter 2, and “Calculator” in Chapter 4.
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Main Applications. This displays a submenu from which you can
start any GEOS application in the WORLD folder. For more
information about the WORLD folder, see Chapter 9.

Other. This displays a submenu of other folders in the WORLD
folder.

Printer Control Panel. This opens the Printer Control Panel
dialog box, where you can see the documents you are currently
printing or waiting to print. You can also cancel printing a
document. For more information about printing, see “Printing” in
this chapter.

Go to GeoManager. This brings the GeoManager window to the
front, making it the active window. For more information about
GeoManager, see Chapter 9.

Exit to DOS. This shuts down GEOS and returns you to the DOS
prompt.

NOTE

You will not be able to exit to DOS unless you have an external
keyboard attached to the unit.

This section provides information about working with windows,
including how to scroll, resize, and move them.

Changing the Size of a Window

You can change the size of a window in different ways. You can
maximize a window, restore it, minimize it, or make it larger or
smaller by dragging its edges. You can use these features to do the
following:

e See a window or document more clearly.
e Reduce clutter on your screen.
e Move something out of the way temporarily.

Not all windows can be resized in the same ways. Some windows
can only be resized by dragging their edges, but cannot be
maximized. Other windows, such as those for the World Clock
and Calculator, cannot be resized at all.



Maximize-Restore
button

 RE

T

Minimize
button
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To maximize a window means to make it full-screen. You use the
Maximize-Restore button, which is shown on the left, to maximize
a window, or to restore it to its original size once it has been
maximized. The Maximize-Restore button’s appearance changes
depending on whether or not the window is maximized. You can
also use the Maximize and Restore choices on the Window Control
menu to maximize and then restore a window.

To minimize a window means to reduce it to an icon, which is
then placed at the bottom of the screen. You use the Minimize
button, which is shown on the left. To restore a minimized
window, double-tap the icon.

You can resize a window to the exact size you want. You can
make a window larger or smaller by dragging its borders or its
corners. Maximized windows cannot be resized.

To make a window larger or smaller, drag a border or corner of
the window in the desired direction until the window becomes the
size you want. If you drag a border, the window size changes only
on the side of the border you drag. If you drag a corner, the two
adjoining sides that form the corner move at the same time.

NOTE

Each window has a minimum allowable size. If you try to make a
window smaller than it can be, it will automatically resize itself to its
minimum size.

Moving a Window

You can move most GEOS windows. Typically, you move a
window because it is obscuring all or part of another window you
need to see. You cannot move a maximized (full-screen) window.
To move a window, drag its title bar to another location on the
screen.
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Scrolling Through a Window

Sometimes a document has more information than can fit in its
window. Scroll bars on both the right side and the bottom of a
window allow you to view more of its contents. Using these scroll
bars is called scrolling. The vertical scroll bar on the right side of a
window lets you scroll to portions of a document above and
below the displayed contents. The horizontal scroll bar across the
bottom!'of a window lets you scroll to portions of a document to
the right and left of the displayed contents.

GeoWrite - Document

Roman =|

E%l;l%} [uRW

L B 1
+ ¥ + + + + + +

[12 -[1]¢] T/7]T
1 I3

Horizontal scroll bar Vertical scroll bar

A scroll bar includes scroll arrows, paging areas, and a slider,
which are shown in the illustration on the left. Using these
elements, you can view the entire contents of a window in several
different ways.

When an application needs more information from you or needs to
alert you to something, a dialog box appears. There are two major
types of dialog boxes.

The first type of dialog box functions like other windows. This
type has a title bar, which you can use to move the dialog box, a
Window Control button, and a Window Control menu. You can
keep this type of dialog box open and switch between it and other
windows. An example of this type of dialog box is the dialog box
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that appears after you choose Page Size from the File menu in
GeoWrite:
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The second type of dialog box requires a response from you
before you can continue. These dialog boxes have a thick solid
border. An example of this type of dialog box is the one that
appears after you close a document that you have not saved. You
cannot take any other action until you respond to this type of
dialog box.

Save changes to Document?

[No |

Responding to a Dialog Box

There are various ways for you to enter information and make
choices in dialog boxes. These are described below.

To respond to a dialog box, you select options and type text in text
entry boxes. When you have finished, tap one of the buttons at the
bottom of the dialog box to apply what you have set or chosen
and continue.

Radio buttons appear in groups of two or more. As with the
buttons on an old car radio, one — and only one — button in a
group of radio buttons can be selected. Tapping one radio button
turns on that button and turns off any other buttons in the group.
When you tap a radio button, it darkens to show that it is selected.

A check box allows you to select and deselect an option. When a
check box is darkened, the item is selected and on; otherwise it is
deselected and off. Check boxes are like light switches; tapping a
check box switches the box from on to off or from off to on.
Unlike radio buttons, you can select more than one check box in a
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group. When you tap an empty check box, it darkens to show that
the item is selected.

A text entry box allows you to enter text. For information about
working with text, see “Working With Text” in this chapter.

A value selector has up arrow and down arrow buttons for moving
through options or increasing or decreasing a value (a number).
Tap the up arrow button to move to the preceding item or increase
the value. Tap the down arrow button to move to the next item or
decrease the value. You can also enter the value directly into the
text field part of the value selector.

In dialog boxes, you often need to select an item from a list. There
are two types of lists in dialog boxes: scrolling lists and drop-down
lists. A scrolling list is already open when the dialog box appears.
A drop-down listlooks like a regular button with a horizontal mark
on the right side of the button. The current selection in the list is
shown on the button. To choose a new selection, tap the button to
see the list.

Every dialog box has buttons that initiate actions when you tap
them. If a button label is followed by an ellipsis (...), tapping it
leads to another dialog box. Common dialog box buttons include
the following:

Apply. Applies the current settings, but leaves the dialog box
open so you can continue to adjust the settings.

Close. Closes the dialog box. The current settings are applied only
if you have previously used the Apply button.

Reset. Resets the box to its original settings, undoing any changes
you have made.

OK. Applies the current settings and closes the dialog box.
Cancel. Closes the dialog box without applying your changes.

Stop. Ends the task in progress at the next possible stopping
place.

Yes. Answers yes to the question in the dialog box. The dialog
box closes.

No. Answers no to the question in the dialog box. The dialog box
closes.
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One way to get quick answers to your questions about the unit is

to use the online help. Help is often just a single tap away — just

tap a Help button, like the one pictured on the left. When you are
in a dialog box, you will see a button like this one. When you tap
it, you will see help text about that particular dialog box.

When you are using an application, there is a Help button at the
top of the application window. Tap this button to see help about
the application. The Help window appears:

— Help ?

Contents|io Bac xgﬁistorg-

Table of Contents — Geo Write Heip A

§ Getting Started with GeoWrite
Common Problems and Questions

n Entering and Changing Information
B Chenaing the Look of Your Text.
. Using Color and Borders

ﬂ Changing Margins and Indenting
u Saving and Retrieving Your Work
u Printing Your Work

@

Einishing Up

1 u Advanced Topics E I

When the Help window is open, it remains in the foreground until
you exit Help. Nevertheless, even with the Help window open,
you can perform actions in other windows and dialog boxes by
tapping them. If the Help window is obscuring something you
want to see, move the Help window out of the way by dragging its
title bar. You can also uncover other screen items by reducing the
size of the Help window. See “Changing the Size of a Window” in
this chapter for more about resizing windows.

Often, not all the help text for a topic fits in the Help window. To
see more help text, scroll through the text using the scroll bars in
the Help window. You can also increase the size of the Help
window to see more help text.

Help screens are organized by topic. Most of the topics are
centered around common questions about the unit. Online help is
not an online manual. It is not designed to be read from beginning
to end, like a novel. It is designed so that you can easily jump from
topic to topic. This way you can quickly find answers to your
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DESK ACCESSORIES
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questions. The buttons at the top of the Help window help you
move easily between topics.

GeoManager has a folder called Desk Accessories. The desk
accessories are the World Clock and the Calculator.

A desk accessory works exactly like an application, except for one
difference: A desk accessory’s window always remains in front of
other windows, even if you tap another window to make it active.
Normally, an application’s window disappears behind any other
application window that you tap. (However, if you tap the
window of another desk accessory, it will appear on top of the first
desk accessory window.)

The behavior of a desk accessory is useful if you want an
application to remain visible on the screen at all times.

The illustration below shows how a desk accessory stays in front
of an active application.

GeoWrite - Notes

B=z[E [orRwroman o] [12-[17] T[77T]
i1 -3 n B 1 B i B n il
-_ Calculator [2] -
File Edit g!)tions Convert
O JcrcE
) EE |+ J1/x |SsTO
8 |9 | [x® |RCL
S5 6 - [[vx [M-
2 3 + % M+
+/= =
| 2] B

You can make any application a desk accessory. Just drag it to the
Desk Accessories folder (in the WORLD folder).



Opening and Closing Applications and
Documents

There are two ways to start an application: You can start an
application by opening it directly, or you can start an application
by opening a document that was created with the application.
When you start an application, its window appears, ready for use.
When you are finished using an application, you exit it. Closing an
application closes its window and frees up system resources. If
you reopen an application, it is brought to the foreground.

OPENING AN APPLICATION

The icons for the GEOS applications are available in the WORLD
folder in GeoManager.

From GeoManager, you can open an application by doing one of
the following:

e Double-tap the application icon.

e Double-tap the icon of a document created by the application
you want to open.

e Select the icon for the application, then choose Open from the
File menu.

e Select the icon for a document created in the application, then
choose Open from the File menu.
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From anywhere else in the system, you can open an application by
doing one of the following:

e Tap the hard icon for the application. For more information on
using hard icons, see Chapter 9. For information on changing
the applications assigned to hard icons, see “Preferences” in
Chapter 4. The default hard icon assignments are as follows:

Keyboard

1. GeoWrite

2. GeoCalc

3. GeoFile

4. Calculator

5. PalmAddress
6. PalmSchedule
7. PalmNotes

e Choose the application from the Express menu.

CREATING AND OPENING DOCUMENTS

The particular
buttons that appear
in the New/Open
dialog box depend
on the application
you are using and its
current user level.
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Whenever you want to create a new document or open an existing
one, you see a variation of the New/Open dialog box. The
New/Open dialog box lets you create and open documents from
within an application. Each application may have a different
New/Open dialog box, but in every application it functions in a
similar way.

If you open an application that does not already have an opened
document, the New/Open dialog box appears so that you can
open a document.

If you’re working on an open document and want to use another
document within the same application, you can switch documents
by choosing Switch from the File menu. When you choose Switch,
the New/Open dialog box is displayed.

The New/Open dialog box can have some or all of the following
buttons:
New. Allows you to create a new, empty document.

Open. Allows you to locate and open a document that already
exists. For more information about opening documents, see the
GEOS application chapters, including Chapter 5, Chapter 6,
Chapter 7, and Chapter 9.

Template. Allows you to use a predesigned template to create a
new document.



Import. Allows you to create a new document by reading in
information from another application, such as a DOS word
processor.

Change User Level. Allows you to change the application user
level. This is the same as choosing Change User Level from the
Options menu. By changing user levels, you specify how simple or
complex you want the application to be. For more information,
see Chapter 3.

Exit or Cancel. Exit allows you to exit the application, provided

there is no document open in the application. If there is a
document open, then this button becomes Cancel.

NAMING DOCUMENTS

Colons (:) and
backslashes (\) are
not permitted in the
names of GEOS
documents.

The first time you open a document, you have to give it a name.
The best way to name a document is to describe its contents so
that you’ll recognize it easily.

Some applications, such as Text File Editor, can create DOS
documents; these documents must have DOS file names. If you
need to use a DOS file name, the application you are using will
specify this. However, most documents use GEOS document
names, which are more flexible.

Naming a GEOS Document

There are some rules to follow when you name a GEOS document.
The name can be up to 32 characters long and may contain both
uppercase and lowercase characters. For example, you can name a
document “Seva’s Birthday Card” or “Financial Report 6/14”. Each
space you enter counts as one character.

Naming a DOS File

To name a DOS file, you must use DOS file-naming conventions.
These are described in Appendix D.
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CLOSING DOCUMENTS AND EXITING APPLICATIONS

When you close a document, you also exit the application. You
can exit an application at any time, but it is a good idea to save
any open documents before you do. If you exit without first
saving, the application gives you the opportunity to save your
document.

There are three ways to exit an application:
e Choose Exit from the File menu.
e Double-tap the Window Control button.

e Choose Close from the Window Control menu.

NOTE

There may be times when an application is closed transparently.
This happens when you already have one or more applications
open and you open another. If there are insufficient resources to
keep all the applications open at the same time, one (or more) is
closed automatically. This occurs transparently — you don’t see it.
When you reopen the closed application, it will be in the state you
left it in.

When you exit the last open application, GeoManager is restarted
automatically. You will never see an empty screen.

SAVING DOCUMENTS

To save your document at any time, choose Save from the File
menu. If you switch documents and have not saved, a
confirmation message appears, allowing you to save the first
document before switching to the second document.

STANDARD FILE SELECTORS

A standard file selector is a special type of dialog box that appears
whenever an application needs to know where to store a file you
want to save, copy, or move, or where to find a file. Although
different file selectors contain slightly different text, depending on
what you are doing, they generally look and operate the same
way. Common standard file selectors appear when you want to
select an existing document to open, when you want to save a
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new document (or save an existing document under a new name),
or when you want to create a copy of a document.

There are two ways to store documents, a simple way and a more
complex way. These are described below.

Storing and Retrieving Documents the Simple Way

Since the DOCUMENT folder is where GEOS assumes you are
storing and retrieving documents, it’s easiest to store documents in
your DOCUMENT folder. By doing so, you avoid the trouble of
changing folders and drives.

The simple standard file selector displays only the contents of the
DOCUMENT folder. You can retrieve a2 document from this folder
or store a document in it. The Advanced button appears at the
bottom of this dialog box to allow you to switch to the advanced
file selector.

Storing and Retrieving Documents the Advanced Way

If you need to store or retrieve documents on another drive or in a
folder other than your DOCUMENT folder, you can use the
advanced standard file selector to open and close folders and
select files on any drive or directory you have access to. The
following illustration is an example of an advanced standard file
selector:

Go to Document folder button
Path drop-down list

Select document to open.

DOCUMENT
~CIESSAYS
“CILETTERS
~Opapers
~EISCHEDULES

g

(open] Eimple | [cancel] [2]

Open folder Folder and file list

OPENING AND CLOSING APPLICATIONS AND DOCUMENTS 1.25



The folder at the top of the list is the open folder and its contents
appear beneath it.

These buttons appear in an advanced standard file selector:

Path drop-down list. Tap this button to display the Path drop-
down list. The folder at the bottom of the drop-down list is the
current folder. Use this list to open, close, and change to other
folders.

Go to Document folder button. Use this button to move
immediately to your DOCUMENT folder.

Drives drop-down list. Tap this button to change from one disk
drive to another.

Simple button. Tap this button to switch to the simple file
selector.
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Working With Text

When you use most GEOS applications, you enter text. The
techniques for working with text are the same no matter which
application you use. Once you have entered text, you can make
changes to it.

ENTERING AND EDITING TEXT

If there is no text in
the text area, you
cannot move the
insertion point.

Positioning the Insertion Point

The insertion point is the blinking vertical line that indicates where
the characters you type appear on the screen. You can move the
insertion point anywhere in the text by tapping the desired
location.

Selecting and Replacing Text

When you want to make changes to text, first you must select the
text you want to change. Selected text appears highlighted.

To select text, quickly tap the appropriate number of times as
follows:
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2.

bed
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2 taps Selects a word, but not the space after the word

3 taps Selects a line
4 taps Selects a paragraph
5 taps Selects the entire document

The text you want to delete, replace, or change is selected.

If you change your mind after making a selection, you can cancel
the selection by tapping anywhere in the text area.

The fastest way to replace text is to select it and then type the new
entry.

Cutting, Copying, and Pasting

GEOS lets you move text around within your document, as if you
were cutting and pasting with scissors and glue.

When you select text, you can cut it to move it elsewhere, or copy
it to paste a replica of it in another place. The selection you copy
or cut is placed on the clipboard, an electronic holding space.
When you choose Paste from the Edit menu, the contents of the
clipboard are pasted into the active document. The active
document can be the document that contains the original
selection, another document in the same application, or another
document in another application.

When you copy or cut a selection to the clipboard, it replaces
whatever is currently on the clipboard.

To move or copy a selection
Select the item or text you want to move or copy.
Choose Cut or Copy from the Edit menu.

When you cut something, the item is removed from your
document and placed on the clipboard, replacing any item
previously copied or cut to the clipboard.

When you copy something, the item remains in your document
and also goes to the clipboard, replacing any other item previously
copied or cut there.

Move the insertion point to the desired location.

Choose Paste from the Edit menu. The contents of the clipboard
are inserted into the document.

NOTE
When you paste an item into a document from the clipboard, the
item also remains on the clipboard unless you replace it.



Since this method

does not use the
clipboard, the
contents of the

clipboard remain

intact.

EZ.

Therefore, you can continue to paste the same item from the
clipboard to multiple locations in your document.

Deleting Text

You can delete text from any document. Select the text you want
to delete and tap the Backspace or Delete key on the floating
keyboard. Or choose Cut from the Edit menu after you have
selected the text.

NOTE

Those methods that delete items by cutting place the selection on
the clipboard. You can paste the selection from the clipboard to
another location as long as you have not cut or copied another
item to the clipboard.

Moving and Copying Text Using a Mouse

If you have an external mouse attached to the unit, you can use
the following method to quickly move or copy a selection without
using the clipboard.

To move or copy a selection using a mouse

Select the text you want to move or copy.

Position the mouse pointer over the selected text, then press and
hold down the right mouse button. The pointer changes to the
drag and drop pointer (shown at left).

Drag to the new location, and release the mouse button. The
selected text is moved or copied to the new location.

As you drag, the square at the tail end of the pointer indicates
whether the drag and drop will be a move or a copy: If the square
is hollow, it will be a move; if the square is filled, it will be a copy.

You can override the GEOS decision by using the Ctrl key (which
forces a copy) or the Alt key (which forces a move) on the floating
keyboard. To do this, tap the appropriate key on the floating
keyboard to highlight the key before dragging and dropping.

Using Undo

Sometimes you may delete some text, or change the way it looks,
and immediately decide this is not what you wanted to do. If you
have not done anything else, in some applications you can choose
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FORMATTING TEXT

A font is a typeface,
the design of the
individual
alphabetic and
numeric characters.
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Undo from the Edit menu to restore the text to its previous

condition. Undo “undoes” the last editing change you made.

Once you choose Undo, its name on the Edit menu changes to
Redo so that you can undo what was undone. Not all applications
include Undo, and not all operations can be undone.

NOTE
Undo does not restore any changes made to the clipboard.

Working in Insert or Overstrike Mode

The method for entering text described in this manual is called
insert mode. That is, the characters you type appear at the
insertion point, pushing all existing characters to the right to make
room for the new characters. You can use the Look & Feel options
in Preferences to enable overstrike mode, in which the characters
you type replace the characters to the right of the insertion point.
This feature is normally disabled, but if you enable it in Prefer-
ences, you can use the Insert key to switch between insert and
overstrike modes.

For more information on enabling the Insert key to switch
between insert and overstrike modes, see “Preferences” in
Chapter 4.

Typing Special Characters

You can type special characters, such as a bullet (¢) or an em dash
(—), with special key sequences. You can also type letters with
accents, such as é. To include special characters, use the
international keyboard.

You can use the same techniques to enter text and change its
characteristics in every application.

Changing the Font

There are two ways to change a font: from the Style tool bar and
from a menu.



To change the font using the Style tool bar, select the text you
want to change and tap the Fonts drop-down list button on the
Style tool bar. (The Fonts drop-down list button has the name of
the currently selected font on it.) Choose the font you want from
the drop-down list.

To change the font from a menu, select the text you want to
change and choose Fonts from the Character menu. (In some
applications, use the Properties menu or Fonts menu.) Choose the
font you want, then tap Apply.

Viewing a Font

If you want to see how a font looks, you can use the Font Viewer
option. If you like the design of the font, you can apply it to the
selected text.

To view a font, select the text, then choose Fonts from the
Character menu. Choose Font Viewer from the Fonts submenu.
Select the font you want to see. The font is displayed at the bottom
of the Font Viewer dialog box.

If you want to change the selection to the font you specified, tap
Apply, then close the dialog box.

Changing the Text Size

Text size is usually measured in points, a measurement used in the
printing industry. A point is approximately 1/72 of an inch.
Therefore, 72-point text is one inch tall, and 12-point text is 1/6 of
an inch tall. Most books and magazines are printed with 10- or 12-
point text.

You can make text any size from 4 to 792 points. There are a
limited number of preset text sizes available from the Sizes menu.
If you want a size that is not listed, you can select a custom size.

You can change the text size from the Style tool bar or from the
Sizes menu.

To change the text size using the Style tool bar, select the text you
want to change, then tap the Sizes drop-down list button on the
Style tool bar. (The Sizes drop-down list button shows the
currently selected size.) Choose the text size you want.

To change the text size from a menu, select the text you want to
change, then choose Sizes from the Character menu. (In some
applications, use the Properties menu.) Choose the size you want
from the list.
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You can quickly make text the next larger or smaller predefined
size. Select the text and tap the Larger or Smaller button on the
Style tool bar. You can also choose Sizes from the Character menu.
(In some applications, use the Properties menu.) Then choose
Larger or Smaller from the Sizes submenu.

Changing the Text Style

Text can appear plain, like the text in this sentence, or you can
change text to any of the following styles:

e Bold
ltalic
Undetline
o Stike-Thru
e Superscript
* Subscript

To change the text style from the Style tool bar, select the text you
want to change. Then tap the text style you want to use.

You can also change the text style by choosing the style from the
Styles submenu in the Character menu. (In GeoCalc and GeoFile,
use the Properties menu.)



Changing the Text Alignment

The alignment, or justification, of text determines where the text
lines up along a margin. For example, when text is left-aligned, the
rows of text line up along the left margin (excluding specified
indentation) and the right ends of the lines are ragged. When text
is full-aligned, both the left and right sides of the text line up
evenly along the left and right margins. See the illustration below
for examples of the available alignments.

Aligned with left margin

This is an example of left
aligned text. All the textis
lined up evenly on the left side

Thisis an example of right
aligned text. All the text is H - . o
lined up evenly on the right Allgned Wl'th nght margln

side.

This is an example of centered
text. All the text in this
paragraph is centered. C .
This i an example of full entered between margins
aligned text. All the text ig
lined up evenly on the left and:
right side.

Flush against both margins

You can change the text justification from the Style tool bar or
from a menu.

To change the text justification using the Style tool bar, make sure
the insertion point is in the paragraph you want to change. Tap the
justification button you want on the Style tool bar.

To change the text justification from a menu, make sure the
insertion point is in the paragraph you want to change. Choose the
type of justification from the Paragraph menu. (In GeoCalc and
GeoFile, use the Properties menu.)
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Printing

Typically, you print documents from within an application by
choosing Print from the File menu. This section describes many
common printing features and functions. However, the specific
printing options you see will depend on the application and the
printer you are using.

SETTING UP A PRINTER

Before you can print anything, first you must let GEOS know what
printer you have attached to the unit. Use Printer Options in the
Preferences application to set up your printer. For more
information, see “Preferences” in Chapter 4.

PRINTING WITH STANDARD SETTINGS

The Print dialog box comes with standard settings that work well
to print most documents. The standard settings assume you want
to print one copy of an entire document on 8.5" x 11" paper. If the
standard settings do not meet your needs, see “Printing With
Customized Settings” in this chapter. If you are using a color
printer, you may also want to review “Tips for Users of Color
Printers” in this chapter.
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To print a document with standard settings
1. Choose Print from the File menu. The Print dialog box appears.

Tap the Print button at the bottom of the dialog box. A message
appears, informing you that your document is printing. The
document prints with the standard settings.

PRINTING WITH CUSTOMIZED SETTINGS

The Print dialog box allows you to set various printing options
before you print a document. The available settings vary by
application and by printer. A typical Print dialog box with some
common options is shown here:

Printer Options

Printer Options
Printer: | HP LaserdJet Il on LPT1 -

Width: 8.5 in Height: 11 in [options...

Document Options
Print Quality: ¢ High < Medium < Low (Fast)
O Text Only (Fastest)

Print Pages: €Al from

Number of Copies: Da ¢

[cancel] 2]

“olate

Document Options

The Print dialog box is typically divided into two sections: Printer
Options and Document Options. Depending on your application
and printer, your Print dialog box may also have other sections.

Printer Options. Includes items such as the selected printer,
paper width and height, paper source, and advanced printer
options.

Document Options. Includes items such as Print Quality and
Number of Copies.
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When printing on a
color printer, you
may get the best
results by using the
medium-quality
setting.
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Changing Document Options

The following procedure describes how to change the most
common Document Options. The printer and application you are
using determine which of these options are available to you.

To change Document Options
Choose Print from the File menu. The Print dialog box appears.

Fill in the dialog box, selecting from the Document Options
section as follows:

Printer Options
Printer: L HP LaserdJet lll on LPTI1 -
Width: 8.5 in Height: 11 in | Options...

Document Options
Print Quality: # High ¢ Medium ¢ Low (Fast)
O Text Only (Fastest)

Print Pages: €Al From

Number of Copies: D

" [cancel] 2]

o

Cofate

Document Options

Print Quality. Tap the radio button that represents the print
quality you want to use. High quality produces the most
professional-looking documents, but it takes longer to print than if
you use low quality. Low quality prints much more quickly, but
produces draft-quality documents. Typically, you would want to
print at low quality when you are working on drafts and printing
speed is important. Select high quality to print final documents.

Text Only. Text Only is the fastest way to print a draft because it
uses an approximation of the fonts you see on screen and does not
print any graphic images. Select the Text Only option if you want
to get a printout of a document quickly.

Print Pages. Select All to print all the pages in the document, or
specify a range of pages to print by using the up or down arrows.

Number of Copies. If you want to print more than one copy,
change the number of copies by tapping the arrow buttons or
typing a number in the Number of Copies box.

Collate. If you are printing multiple copies of multiple-page
documents and you want them collated, check Collate. When you
collate copies of a document, one copy of the entire document is



printed before the second copy is printed. Collating a document
may require more time than not collating it. If you do not collate
multiple copies, all copies of page 1 print before all copies of page
2, and so on.

Tap Print when you are ready to print the document with the new
settings. If you want to change Printer Options before you print,
see “Changing Printer Options” in this chapter.

Changing Printer Options

You are not likely to need to change Printer Options very often.
Typically, you only change Printer Options, including size, type,
and layout, if you change the paper in your printer.

Printer Options must always reflect the actual physical setup of
your printer. That is, regardless of the size of your document on
screen, if your printer is set up with 8.5" x 11" paper, the paper
size in Printer Options must be 8.5" x 11". You can use the Page
Size choice from the File menu to specify the size of your
spreadsheet.

The following procedures describe how to print to a different
printer, change paper options, change the paper source, and print
to a file.

To print to a different printer

Choose Print from the File menu. The Print dialog box appears.

In the Printer Options section of the dialog box, locate the Printer
option. Make sure the printer you want to use is selected. If it is
not, use the drop-down list to select it.

HP Laserdet Il on LPT1
& HP LaserdJet Il on LPT1
<> Canon BJC-800 (B/W) on LPT1

<> TI microLaser XL PS17 (PostScript) v52.1 on LPTI

You need to have previously added this printer to your list using
Preferences. For more information about Preferences, see
“Preferences” in Chapter 4.

Tap Print when you are ready to print the document to the current
printer. If you want to change paper options, change the paper
source, or print to a file, see the following procedures. If your Print
dialog box includes other options, see the chapters that describe
the particular application you are using.
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The settings in the
Options dialog box
must match the size
and orientation of
the paper in your
printer.
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To change paper options
Choose Print from the File menu. The Print dialog box appears.

Make sure the printer you want to use is selected. If it is not, use
the drop-down list to select it.

HP Laserdet Il on LPTI1

& HP LaserJet Il on LPT1
<> Canon BJC-800 (B/W) on LPT1
<> Tl microLaser XL PS17 (PostScript) v52.1 on LPT1

Tap the Options button that is below and to the right of the printer
selection. The Options dialog box appears. It will look similar to
the following, though it will vary depending on the printer you
selected:

Paper size

Paper type Paper feed

Options

Use these options to change the
configuratipn of your printer. These will
not affect the layout of your document.

—1Type of Paper in Printer: 05Paper‘§ < Envelope

Size of Paper in Printer:
Pai er Feed]

Us Letter
US Legal
A4 Letter

Print To: 4 Printer <{File

Paper Source: | Upper Tray -|
ok] [save options]| [cancel]

2]

Width and height

Fill in the dialog box, changing the options you want, as follows:

Type of Paper in Printer. Change the paper type if it is
incorrect.
Size of Paper in Printer. If the selected paper size is not the size

of the paper in your printer, select the correct size from the paper
size list.



Portrait Layout

Landscape Layout

Width and Height. If you want to use a custom paper size that is
not included in the paper size list, use the Width and Height value
selectors to enter the width and height of the paper you want to
use.

Paper Feed. Select either portrait or landscape paper feed,
depending on the direction of the paper in the paper tray — not
on the layout that you have selected in the application. (In other
words, if you set up your document with a landscape orientation,
you do not need to alter the Paper Feed option; this option should
only be changed if the paper feeds into the printer in an unusual
manner.) Portraitlayout is a page printed so that, as you read it,
the width of the page is less than its height. A horizontal layout is
called landscape.

Tap OK if you want the changes you have made to remain in
effect for the current session.

or
Tap Save Options and then tap OK if you want the changes to
remain in effect every time you print on this printer from now on.

You can, of course, return to the Options dialog box whenever
you want and change any of these options again.

You return to the Print dialog box.

Tap Print when you are ready to print the document with the new
settings. If you want to print to a file or change the paper source,
see the following procedure. If your Print dialog box includes
other options, see the chapter that describes the particular
application you are using.

NOTE
You should only change the printer settings in the Options dialog
box when they do not match the physical settings on your printer.

To change the paper source

Choose Print from the File menu. The Print dialog box appears.

Make sure the printer you want to use is selected. If it is not, use
the drop-down list to select it.

HP Laserdet Il on LPT1
& HP Laserdet lll on LPT1
<> Canon BJC-800 (B/W) on LPT1

<> Tl microLaser XL PS17 (PostScript) v52.1 on LPT1

Tap the Options button that is below and to the right of the Printer
selection. The Options dialog box appears. It will look similar to
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the Paper Source

options appear as

radio buttons. 5.
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the following, though it will vary depending on the printer you
selected:

Use these options to change the
configuration of your printer. These will
not affect the layout of your document.
Type of Paper in Printer: ¢ Paper < Envelope
Size of Paper in Printer:

ette Paper Feed
US Legal jl
A4 Letter -
JIS BS Letter

Width: |8.5 in

Print To:  Printer < File
Paper Source:

ok| [savq¢®Manual cel] [2]

Upper Tray

< Lower Tray

< Envelope Tray

11in

Select the paper source from
the drop-down list.

Use the Paper Source drop-down list to select the location of the
paper you want to use. The available options depend on the
printer you are using.

Tap OK if you want the change you have made to remain in effect
for the current session.

or

Tap Save Options and then tap OK if you want the change to
remain in effect every time you print on this printer from now on.
You can, of course, return to the Options dialog box whenever
you want and change the paper source again.

You return to the Print dialog box.

Tap Print when you are ready to print the document with the new
settings. If you want to print to a file, see the following procedure.
If your Print dialog box includes other options, see the chapter that
describes the particular application you are using.



SETTING THE PAGE SIZE FOR PRINTING

The Page Size dialog box allows you to set various page size
options before you print a document.

1. Choose Page Size from the File menu. The Page Size dialog box
appears:

Tap here to select paper type.

Select page size from list.

Paper Layout:
BI=)]| |} s poreat

Page Size
O Envelope

Type: &
Size: USERIavIN
US Legal

Width: (8.5 in aHeight: 11in

appily | [close] (2]
Displays height of selected page.

or landscape
layout.

Displays width of selected page.

2. Fill in the dialog box, changing the options you want, as follows:

Type. Select Paper if the document is to be printed on a regular
sheet of paper. Choose envelope if the document is for an
envelope.

Size. Select the size from the paper size list.

Width and Height. If you want to use a custom paper size that is
not included in the paper size list, use the Width and Height value
selectors to enter the width and height of the paper you want to
use.

Paper Layout. Select either portrait or landscape. Portrait layout
is a page printed so that, as you read it, the width of the page is
smaller than its height. A horizontal layout is called landscape.

3. Tap Apply to accept the changes you have made to the document.
The changes are displayed on the screen, and the dialog box stays
open to allow you to make more changes.

4. When you have completed making the changes you want to, tap
Close.
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PRINTING TO A FILE

Printing a document to a file creates a DOS file with all of the
information that would have been sent to the printer, including all
printer and graphic codes. This is especially useful when you want
to have a document printed by a service bureau, such as when you
want to create a PostScript file for a high-resolution
phototypesetter. Printing to a file usually creates an extremely
large file unless you are printing a PostScript file or are printing
with the Text Only setting.

NOTE

One page of a complicated document can require over 1 MB of
disk space. Make sure you have sufficient space before you print a
document to a file.

To print to a file
1. Choose Print from the File menu. The Print dialog box appears.

Make sure the printer for which you want to create a file is
selected. If it is not, use the drop-down list to select it.

You need to have previously added this printer to your list using
Preferences. For instance, if you want to create a file for a
PostScript printer, you will first need to install a PostScript printer
selection using Preferences even if you do not have that printer
physically attached to the unit. For more information on
Preferences, see “Preferences” in Chapter 4.

3. Tap the Options button that is below and to the right of the Printer
selection. The Options dialog box appears.

4. Tap the Print To: File radio button.

Print To: <ﬁ Printer { File
Select to print to a printer or file.

5. Tap OK if you want the change you have made to remain in effect
for the current session.

or

Tap Save Options and then tap OK if you want the change to
remain in effect every time you print on this printer from now on.
You can, of course, return to the Options dialog box whenever
you want and change printing to a printer again.

You return to the Print dialog box.
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When the Print to 7.
File option is set, the
Print button becomes

Print to File to 8.
remind you of the
change.

9.

Tap the Print to File button at the bottom of the Print dialog box.
The Print to File dialog box appears:

Print To File

File Format:
Y ¢ Raw (Printer Data)
. <O GEOS Meta~File

jeutations
‘e

File name:

UNNAMED.RAW ——— I

[Print To File] [cancel]

Enter DOS file name here.

Use the file selector to select the folder you want to store your file
in. For more information, see “Opening and Closing Applications
and Documents” in this chapter.

Enter the name of the file in the text entry box. You must use a
DOS file name. For more information, see “Opening and Closing
Applications and Documents” in this chapter.

Tap Print to File. The document is printed.

CHECKING AND CANCELING PRINTING DOCUMENTS

If you want to check the list of your print jobs or cancel a print job,
choose Printer Control Panel from the Express menu.

GEOS keeps track of all the requests you make to print documents
in a list called the print queue. Documents that you send to the
printer are called jobs. You can send as many jobs to a printer as
you like. You do not need to wait for one job to finish printing
before you send another.

You can easily check the status of files in the print queue. To see a
list of files being sent to a printer, use the Printer Control Panel,
which you select from the Express menu.

To move a document to a different place in the print queue

You can move a document to the front or to the end of the print
queue.

Choose Printer Control Panel from the Express menu. The Printer
Control Panel list appears.

Select the document you want to print after any documents that
are currently printing.

PRINTING 1.43



3.

Tap either Make Next or Make Last. The document you selected
moves to the appropriate position in the queue.

To remove a document from the print queue

If you decide you do not want a document to print after you have
sent it to the print queue, it is easy to remove it from the queue.

Choose Printer Control Panel from the Express menu, then select
the document you want to remove from the Printer Control Panel
list. Tap Cancel Document. If it is not already printing, the
document you selected is removed from the list.

TIPS FOR USERS OF COLOR PRINTERS

144

GETTING STARTED

None of the applications in this manual support color printing,
although other GEOS applications do, which is why all the color
printing options are preserved. If you have a color printer that you
are using with the unit, and you have configured it to print in color
using Preferences, you may want to install the black-and-white
printer selection for that printer using Preferences.

You can tell that a printer is configured for color by looking at the
name that appears on the Printer drop-down list in the Printer
Options section of the Print dialog box. If it has the word “color” in
parentheses at the end of its name, then it is a color printer
configured to print in color. If it has “b/w” in parentheses, then it is
a color printer configured to print in black and white. If it has
neither, then it is not recognized as a color printer.

You can set up both the b/w and color versions of the printer
selection and simply choose the one you want from the drop-
down list. When printing black-and-white documents, it is much
faster to use the b/w version of the printer selection.

For more information on selecting and installing printers, see
“Preferences” in Chapter 4.






Palm Application Basics

STARTING AND EXITING PALM APPLICATIONS

All of the Palm applications are available through GeoManager.
PalmAddress, PalmSchedule, and PalmNotes are in the World
folder; World Clock is in the Desk Accessories folder.

To start any of the Palm applications, double-tap the
corresponding icon.

p To exit a Palm application, double-tap the Exit icon. Any changes
’ you have made are saved automatically.

SPECIAL PALM TOOLS

There are five tools that are specific to the Palm applications. They
are:

Ink tool button Allows you to use the pen and Powerlnk
™ to write directly on the screen.

Text tool button Allows you to use one of the three text
options: handwriting recognition (which
translates what you write with the pen
into typed text), the floating keyboard, or
an optional external keyboard.
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Clear button Allows you to clear the entry or page.

Backspace button  Allows you to backspace and delete text
character by character. In ink mode, tap
this button to delete the last ink stroke.

Show/Hide Sketch Allows you to display the Sketch tools.
Tools button You use these tools to draw and edit text
and ink on the Sketch page.

& [l

The Ink tool, the Text tool, and Powerlnk are described below.
Handwriting recognition is described in Chapter 1.

POWERINK

Powerlnk allows you to write or draw with the pen. The actual
lines, circles, curves, and other images you create on the screen
are called Powerlnk, or ink for short. When you use the pen, the
graphic images (letters, numbers, drawings) are stored exactly as
you handwrite or draw them. You can use the pen on Sketch
pages and in fields.

You can also convert your handwriting to typed characters (text) at
any time through the use of handwriting recognition. (For more
information on handwriting recognition, see Chapter 1.)

CAUTION

Text written with the pen takes up to 10 times more memory to
store than text entered with handwriting recognition or with a
keyboard.

THE SKETCH PAGE

In PalmAddress, PalmSchedule, and PalmNotes, you use a Sketch
page to draw, make handwritten notes, enter text, or combine all
three. In PalmSchedule, for example, you could use a Sketch page
to draw a map showing the route to a conference, handwrite the
conference coordinator’s name, and type a list of items to bring.
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PEAd  raimschedule B

File Edit Page Options
W Wednesday 14 15 4P
BAl[x][<][E

First St,

Fine Ave.
Pine Ave.
Oak Lane

Bring:
Notebook 1
Business Cards Coor'
Schedule L
Contact List ee

\ Event I To Do Sketch

Sketch tab
To Do tab

{ Event tab

On the Sketch page, you use the Ink tool to draw and write with
the pen and the Text tool to enter text with handwriting
recognition, with the floating keyboard, or with an optional
external keyboard. You can also write, draw, and edit text and ink
on the Sketch page with the Sketch tools. These are an additional
set of Sketch tools that are displayed when you tap the Tool box.
(See “Sketch Tools” in this chapter for information on using these
tools.)

To use the Sketch page

1. From the PalmNotes table of contents, tap the page you want to
use. In PalmSchedule, display the day view and tap the Sketch tab.
In PalmAddress, display the entry page and tap the Sketch tab.

2. To enter ink, tap the Ink tool, then draw ink.
3. To enter text, tap the Text tool.

After tapping the Text tool, you can use the floating keyboard, the
optional external keyboard, or handwriting recognition to enter
text. When you use handwriting recognition, whatever you print
with the pen is converted to text.

4. Tap Backspace to erase the last letter or ink segment you entered.
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THE SKETCH TOOLS

1.
2.
3.

This section provides detailed instructions on using the Sketch
tools. You may want to skip this section until you need to use a
Palm application that allows you to use the Sketch tools.

The Sketch tools allow you to draw, write, and edit text and ink on
the Sketch page. They are grouped together in the Tool box and
are displayed on a drop-down list when you tap the Tool box. The
following table describes the Sketch tools:

Tap To NAME
z Write or draw in ink with the pen Sketch pen
=

EI Erase by hand (as if using a pencil eraser) Eraser
o

Select a portion of the Sketch page Select tool
(drag the pen to select)

% Cut the selected portion of ink or selectedCut icon

text
3] Copy the selected portion of ink or Copy icon
% selected text

m Paste the cut or copied portion of ink Paste icon
u| or selected text (must cut or copy
something first)

Zoom in on the selected portion Magnify In

Return to normal-size view Magnify Out

A |2

Using the Sketch Tools

You can cut or copy an item, and then paste it somewhere else on
a Sketch page. You can also magnify an area for editing or adding
details.

To cut or copy and paste an ink item
Tap the Ink tool.
Tap the Select tool.

Drag the pen diagonally to draw a boundary around the ink you
want to edit.
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Imagine a rectangle for the area you want to select. Start at one
corner of this imaginary rectangle. Drag the pen on the screen
diagonally until the rectangle is the size you want.

— E PalmAddress n e

File Edit Page Options

% Monroe, Mary ‘ }
AN E =| Sketch Tools

1000 Star Blvd.

—— Selection rectangle

Star Blvd.

Hollywood Bivd.

4. Tap the Cut tool to remove the item, or tap the Copy tool to copy
the item.

5. Display the Sketch page where you want the item to go.
6. Tap the Paste tool.

7. Tap the place where you want the item to go.

To cut or copy and paste a text item
1. Tap to select the Text tool.
2. Hold down the pen and drag it across the text you want to edit.

3. Tap the Cut tool to remove the item, or tap the Copy tool to copy
the item.

4. Display the Sketch page where you want the item to go.
5. Tap the place where you want the text to go.

To paste the text within existing text, tap the place where you
want the text to start. The text will be pasted after the insertion
point.

6. Tap the Paste tool.

To magnify an area

1. Tap the Select tool and drag the pen diagonally to draw a
boundary around the area you want to magnify.
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2. Tap the Zoom In tool to magnify the selected area.
You can add text or ink in the magnified area.

3. Tap the Zoom Out tool to return to normal magnification.

Copying or Cutting a Whole Sketch Page

You can copy or cut everything on a Sketch page (including all
text and ink) at once. Then you can paste the whole page on
another Sketch page in PalmSchedule, PalmNotes, or
PalmAddress.

NOTE

Pasting a whole page onto another Sketch page replaces the
contents of the destination Sketch page.

To copy or cut a whole Sketch page
1. Display the Sketch page that you want to copy or cut.
2. Choose Copy All or Clear All from the Edit menu.

If you choose Clear All, you see a message asking you to confirm
the deletion.

W

Display the Sketch page where you want the information to go.
4. Choose Paste All from the Edit menu.

If something is already present on the Sketch page, you see a
message warning you that the contents of the Sketch page will be
replaced. Select Yes to replace or No to cancel.

SENDING AND RECEIVING PAGES

This section provides detailed information on sending and
receiving pages. You may want to skip this section until you are
familiar with the Sketch Page and you need to use a Palm
application that allows you to send and receive pages.

You can send pages to another unit and receive pages from
another unit by using Send and Receive from the Page menu. In
PalmSchedule and PalmNotes, you can send and receive Sketch
pages only. In PalmAddress, you can send and receive both
Address pages and Sketch pages.

Before you can transfer information, you need to do the following:

e Verify that both machines are running Palm applications.
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PRINTING

e Set the page send/receive options and attach the two machines
with a serial cable. For information about setting the
send/receive options, see “Preferences” in Chapter 4.

CAUTION

When you receive a Sketch page from another unit, your current
Sketch page is automatically replaced with the Sketch page from
the other unit. To save your current Sketch page, you should add a
new blank Sketch page. This will prevent any received pages from
overwriting your current page.

To send or receive pages
Connect the two units with a serial cable.

On the sending unit, open the application and display the Sketch
page or Address page you want to send.

On the receiving unit, display a blank Sketch page or Address
page for the information.

On the sending unit, choose Send from the Page menu. A dialog
box appears.

On the receiving unit, choose Receive from the Page menu. A
dialog box appears.

Tap Send in the Send dialog box.
Tap Receive in the Receive dialog box.

You can print the following from the Palm applications:

® An Address page, a Sketch page, or a range of pages from
PalmAddress.

e An Event page, a To Do page, or a Sketch page for a single day
or a series of days from PalmSchedule.

e A Sketch page or a range of pages from PalmNotes.

First install a printer, then connect the unit to the printer. (For
more information, see “Preferences” in Chapter 4.)

To print a page from PalmAddress, PalmSchedule, or PalmNotes

1. Go to the page you want to print.
2. Choose Print from the File menu. The Print dialog box appears.
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3. Choose the print quality: High, Medium, or Low. High quality
generally takes longer to print than low quality.

4. To print all the pages in PalmAddress and PalmNotes, choose All.
or

To print a range of pages, select the starting and ending page
numbers (PalmAddress, PalmNotes) or the starting and ending
dates (PalmSchedule).

or

To print just one page, make the starting and ending page
numbers the same (PalmAddress, PalmNotes) or the starting and
ending dates the same (PalmSchedule).

5. Choose the type of page you want to print:
Address or Sketch (PalmAddress)
or
Event, To Do, or Sketch (PalmSchedule).
6. Tap Print.
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PalmAddress

PalmAddress is like an office card file to help you keep track of the
names and addresses of your contacts and other information about
them.

VIEWING PALMADDRESS

PalmAddress has two views: an index of address book entries and
the address book entry view.

You use the index view to display a list of names in your address
book.

— PalmAddress n o
File Edit Page Options

[M Address BookI of I‘ ’

MacLaine, Sher
Madonna, Bill New
Monroe, Mary
Moore, Dave

Murray, Mike

m<z=mn=§x—nmn=
NXC-®TZreTmO®
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You use the address book entry view to store contact information:

Tap the change view icon to
return to the address book index.

dEd ramacaress 1A

File Edit Page Options

z Monroe, Mary ‘ ’

Name: Monroe, Mary

Address: 1000 Star Blvd.
Hollywood, CA 91113

Work Phone:  (714) 555-1123

Home Phone: (714) 555-1131

Birthday: M (W 15

Rddress Sketch J

Tap a field to enter information.

Each PalmAddress entry also has a Sketch page:

BEd ramAcaress [EIIR

— IR 2 | - |

File Edit Page Options

File Edit Page Options

u Monroe, Mary ‘ }
Name: Monroe, Mary
Address: 1000 Star Blvd_

Hollywood, CA 91113
Work Phone: {714)555-1123
Horne Phone: {714) 555-1131

| A Monroe, Mary ‘ ’
AN

1000 Star Blvd.

information on a contact.

Birthday: M(W 15
Star Bivd.
Hollywood Bivd.
J
Use the address page to enter Use the sketch page to take

notes for the contact or draw
a map.

See “Sketch Page” and “Sketch Tools” in this chapter for a
description of the Sketch page and information on using the

Sketch tools.
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ADDING A PALMADDRESS ENTRY

212

2.

3.

4.

The Address page displays place holders (called fields) for address
information. To add a new entry, enter information in the fields.

To add a new entry

Tap the New button above the letters in the index view, or if you
are on the Address page or the Sketch page, choose New Entry
from the Page menu. You do not have to be in the letter that
matches the name of your entry. PalmAddress alphabetizes the
entries for you. The Edit Field dialog box appears:

The current field

l:x_—l OK || Cancel

eName =|F§d

Y|

2]

Enter the information into the current field.

The current field is the Name field. Address entries are
alphabetized by the Name field for each entry. Enter the last name
in the Name field, or enter the last name and the first name,
separated by a comma. You must enter something in the Name
field or PalmAddress cannot save the entry.

To add information to another field in this entry, select the field
from the list of fields.

When you tap the current field, a pop-up list of fields appears. In
the list of fields, the current field is marked with a circle next to it.
Fields marked with a circle are displayed on the Address page.
Fields not marked with a circle are not displayed, though any data
you enter into them is saved. You can change which fields are
displayed. See “Changing How Fields are Displayed” in this
chapter.

When you finish, tap OK.
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NOTE

If you enter a name with the pen without handwriting recognition,
PalmAddress cannot alphabetize the entry. When you exit the Edit
Field dialog box, a dialog box appears in which you can specify
under which letter the entry should be alphabetized. See the steps
for moving an entry in “Editing an Entry” in this chapter.

To add information to the Sketch page for an entry
Tap the Sketch tab to display the Sketch page for the current entry.
Enter ink or text on the Sketch page.

See “Sketch Page” and “Sketch Tools” in this chapter for a
description of the Sketch page and information on using the
Sketch tools.

Editing a PalmAddress Entry

You can change the information in an existing entry, delete an
entry from your address book, or move an entry’s position in the
index.

To change an existing entry
Display the entry you want to change.

Tap the field you want to change. The Edit Field dialog box
appears. To use handwriting recognition to convert your ink to
text, tap the Text tool.

Make any changes you want, then tap OK.

To delete an entry
Display the entry you want to delete.

Choose Delete Entry from the Page menu. A confirmation message
appears.

Tap Yes to delete, or tap No to cancel the deletion.

To move an entry

You can only move entries with ink names. You cannot move text
entries entered with handwriting recognition, with the optional
external keyboard, or with the floating keyboard.

Display the entry you want to move.

Choose Move Entry from the Page menu. The Move Entry dialog
box appears.

Tap the letter.
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Tap OK. PalmAddress places the entry as the last entry on the
specified index page.

Duplicating a PalmAddress Entry

You can duplicate a PalmAddress entry. For example, you may
have several contacts at the same company. You can duplicate one
entry and make the appropriate changes to the next entry to save
time.

To duplicate an entry
Display the address entry you want to duplicate.

Choose Duplicate Entry from the Page menu. A new Address page
with the duplicate entry already entered is displayed, and the Edit
Field dialog box appears.

Make any changes you want, then tap OK.

CUSTOMIZING FIELDS

214

PalmAddress contains four customizable fields. Changing the
names of the fields changes the names of the corresponding fields
on all PalmAddress entries. Information already in the fields is not
lost; only the field names are changed.

You can also choose to show or hide fields that do not have any
information in them, and change the way fields are displayed.

Changing Customized Field Names

To change a field name

Choose Edit Custom Field Labels from the Options menu. The Edit
Custom Field Labels dialog box appears:

Edit Custom Field Labels

Custom Label: ¢ Custom 1

g Eﬂ::gm § Select the custom field
& Custom 4 you want to change.

Birthday|

[ok] [cancel] [2]
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Tap the custom field whose name you want to change.
Backspace over the label in the field to enter a new label.
or

Use the pen to print a new label (your handwriting is
automatically converted to text).

Hiding Empty Fields

If you use only certain fields on the Address page, you can hide
the ones you do not use to save screen space.

To hide fields

Choose Show Empty Fields from the Options menu. The box next
to the menu item clears, which means the Show Empty Fields
option is deselected. Now all the empty fields for the entry are
hidden. Only those fields that contain information are displayed.

Choose Show Empty Fields again to redisplay the empty fields (the
box is now black).

HINT

Fields that contain information but are not displayed do not appear
on the Address page. To display only fields containing information,
select all the fields in the Display Fields dialog box, then deselect
Show Empty Fields from the Options menu.

Changing How Fields are Displayed

You can change which fields are displayed in PalmAddress. The
PalmAddress page is preset to display Name, First Name, Address,
Work Phone, Home Phone, and Fax. For example, instead of
displaying the address field and entering the entire address in that
one field, you can display several fields — address, city, state, and
zip — and enter part of the address in each field.

NOTE

You can enter information in a field that is not displayed. The
information exists; it just does not appear on the page.
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To select which fields to display

1. Choose Display Fields from the Options menu. The Display Fields
dialog box appears, listing all the fields in the address book.
PalmAddress displays the fields that have the black boxes next to

them.
B Name B Home Phone
mFirst Name 0O Other Phone
® Address m Fax
O City O Email
O State 0O AOL Email
o zip O Notes
O Country — Selected fields (those with a black box)
O Title are displayed on the address page.
a Compang O Custom 3
B Work Phone 0O Custom 4
[cancel] [2]

2. To display a field, tap it so the box is black.

3. To remove a field from the page, tap it so that the box is empty.
You do not lose the information in the field; it just does not appear
on the page.

4. Tap OK.

CREATING A NEW PALMADDRESS DOCUMENT

When you first start PalmAddress, an address book document,
called Address Book, is automatically created for you. You can
have more than one PalmAddress document — for example, one
for business contacts and another for personal contacts.

To create a new PalmAddress document
1. Choose Switch Document from the File menu.
Tap the New icon.

3. Give the new document a name, then tap Create New Document.
The new document becomes the current one.
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SWITCHING TO A DIFFERENT PALMADDRESS DOCUMENT

Another way to
switch is to tap the
document name at
the top of the index

page.

To switch to anotber PalmAddress document
Choose Switch Document from the File menu.

Tap Open. A list of PalmAddress documents you have created
appears.

Tap the document name you want to use.
Tap Open.

PALMADDRESS
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PalmSchedule

PalmSchedule works like a desk calendar and an appointment
book. You can schedule meetings and have PalmSchedule remind
you about them. You can schedule recurring events, such as
birthdays or weekly meetings. You can also keep track of
important To Do items.

VIEWING PALMSCHEDULE

PalmSchedule has four views: six-month, month, week, and day.
You can quickly move among the views by tapping with the pen.

The Six-month View —[=Z]

and the Month View

PalmSchedule
File Edit Page Options
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The Week View and
the Day View

Use the Event page
to plan your day.
Use the Sketch
page to take notes
for the day or draw
a map to a meeting.

File Edit Page Options

BIEd  rPaimschedule B ‘
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Each day view has three pages: an Event page, a To Do page, and

a Sketch page.
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AR (x (< ][=]

Harbor Freeway /

[ Softbal
Field

&— Beach Blvd.

Shoreline Rd. —3

Marina Blvd.

/

N\_Event )\ To Do

Sketch
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Use the To Do page
to make a list of To
Do items for the
day.

| File Edit Page| Options

— PalmSchedule n

File Edit Page Options

W Monday 11 = 4P
Priotty [New To Do]

X Call Grandma
2 Install new computers

2 Dry c:[eomtnj

3 Wedding gift for Wade and
Jody

i Event g:! Sketch 3

The Six-Month View

PalmSchedule outlines the current month with a box and

highlights the current day.

Tap the date at the top to
quickly go to a specific date.

— E PalmSchedule

— Tap the right arrow to view the next
six months, or tap the left arrow to
view the previous six months.

Tap a month to go to the month
view. The current month is outlined
with a box.

) 14
July August
$ MT WT F S § MT WTF §
1 2 3 1 2 3 4 5 &8 7
4 5 6 72 8 910 8 910 11 12 13 14
11 12 13 14 15 16 17 15 16 17 18 19 20 21
18 19 20 21 22 23 24 22 23 24 25 26 27 28
25 26 27 28 29 30 31 28 30 31
September Octob:
S MT WT F s$/s M T WT F §
1 2 3 4 1 2
5678910113656739
12 13 14 15 16 17 18 [10 4213141516
19 20 21 22 23 24 25 |17 18 19 20 21 22 23
26 27 28 29 30 g? 25 26 27 28 29 30
November December

§$ MT WT F $§ §$ MT WT F §
1 2 3 4 5 6 1. 2 3 4
7 8 910 11 12 13 5 7 8 910 11
14 15 16 17 18 19 20 12 13 14 15 16 17 18
21 22 23 24 25 26 27 19 20 21 22 23 24 2§

28 29 30 26 27 28 28 30 31

Current date is highlighted (shown in
reverse).
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The Month View

PalmSchedule outlines the current day with a box. Use the month
view as an index to the days. Tap a day to go to that day.

view.

Paimschedule
Hile Edit Page| Options

Tap the Exit icon to retumn to the six-month

Tap the date at the top to display a screen
that lets you quickly go to a specific date.

— Tap the right arrow to view the next

month, or tap the left arrow to view
the previous month.

B |31

T
[ October 1993 Ol
SUN MON TUE WED THU FRI SAT
3] T |2
alE |+ b Y |7 B [9
B (10 Y 12 Y13 Y14 Yi5 Y15 ¥
81?7 Y18 Y19 [20 |21 V22 |23
B [24 Y25 Y26 |27 Y28 [29 |30
=
—

Tap the Week icon to display
the week view.

Tap a day to go to display the day
view. If the day contains an event, it
appears dog-eared.

Tap the Tool box to annotate the
month view with ink.

In the month view, you can use the pen and the special Sketch
tools to write or draw sketches. See “Sketch Page” and “Sketch
Tools” in this chapter for information on using the Sketch tools.
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The Week View

PalmSchedule outlines the current day with a box. Use the week
view as an index to the days. Tap a day to go to that day. You can
also see a visual representation of your time schedule.

Tap the Exit icon to return to the
month view.

RdEd  ramscneaue  [REIEN
Hile Edit Page Options
W October 155 ' P Tap the right arrow to view the next
SUN MON TUE WED THU FRI SAT week, or tap the left amrow to view
10 it Y2 Y13 Yis Yis Yie Y the previous week.
|
: l D The current day is outlined with
10 a a 0 a box.
1
___________ P |
1‘2 -D
: I:I a I] Time usage bars show times where
4 you've scheduled events.
5
6 0 H Overlapping events
; 0 0 0

If the day contains an event or information, it appears dog-eared.
The week view shows the durations of the events scheduled for
each day. Dark areas in the time bars indicate overlapping events.
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The Day View

PalmSchedule displays the Event page for the selected day.

month view or week view.

File Edit Page Options

Tap the Exit icon to return to the

Ed Paimschedue B

11:00
12:00- 1:00 Lunchwith Paul
1:00
2:00
3:00
4:00
5:00
6:00

W Monday 11 s 4P
8:00

9:00-10:00  Staff Meeting

10:00

700- 900 G ofibyail
|

To Do ‘[Ske‘tch/

-— Tap the right arrow to view the next

day, or tap the left arrow to view
the previous day.

Tap the Sketch tab to view the
sketch pages.

Tap the To Do tab to view the

to do page.

Tap the Event tab to return to

the event page from the to do or

sketch pages.

Each day has an Event page, a To Do page, and a Sketch page.

Going to a Specific Date

You can quickly display a specific day by choosing Go To Day.
This is often quicker than moving among the PalmSchedule views.

To go to a specific date

Tap the date at the top of any of the PalmSchedule views.

or

Choose Go To Day from the Options menu.
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bl

A dialog box appears:

Tap the up or down arrow to
change the month and year.

[
Go To Day

3 4 5 6 7 8 9

10m|2 13 14 15 16

17 18 19 20 21 22 23
24 25 26 27 28 29 30

31
[oKk] | Today ] [cancel]| 2

Select the month and year you want by tapping the up arrows to
move to following months or years, or the down arrows to move
to previous months or years.

Tap Today if you are viewing another date and want to go to
today’s date.

When the month and year are correct, tap the day of the month.
Tap OK. PalmSchedule displays the day view for the date.
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USING THE EVENT PAGE

The Event page lists your schedule for the day:

7T
File Edit Page Options
W Monday 11 % 4
8:00
9:00-10:00 Staff Meeting
10:00
11:00 Tap a time period to enter an event
12:00- 1:00 Lunch with Paul for that time.
1:00
2.00
3.00
4:00
5:00
6:00
7:00- 9:00 s UFtbGH
W To Do [ Sketch /

Adding an Event

On the PalmSchedule Event page, you can:
e Schedule a one-time event

e Schedule a repeating event

e Set an alarm for an event

You can also change the starting and ending times of the day and
the durations of the time slots. For information, see “Setting
PalmSchedule Preferences” in this chapter.

To schedule an event

1. Tap the time slot you want to schedule.
or
Choose New Event from the Page menu.
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2.

3.

4.

"

The Edit Event dialog box appears:

£dit Event Ink tool

El OK | Cancel

Time [10:00 AM] to [11:00 AM Text tool

pate [12/09/93]|[&][®] El Clear

Staff meeting A
Backspace
Set an alarm for the event
Repeat the event

M

21

PalmSchedule automatically enters the beginning and ending
times for the event based on the time slot you selected. You can
change the times to make them more precise or move the event to
a different time.

Enter a description for the event using one of the following
methods:

e Tap the Ink tool and then use the pen. Information is stored as
you wrote it.

e Tap the Text tool and then use handwriting recognition, the
floating keyboard, or the optional external keyboard. (For more
information, see Chapter 1.)

To change the starting time for the event, tap the starting time
button, then select the time in the dialog box that appears. Tap
OK.

You can indicate that an event has no starting time by tapping
None.

To change the ending time for the event, tap the ending time
button, then select the time in the dialog box that appears. Tap
OK.

You can indicate that an event has no ending time by tapping
None.

To enter an alarm for the event, tap the Alarm icon. A dialog box
appears:

< No Alarm i
4 Ring Alarm Before Event

5 [ Minute(s) =|

k]  [?]
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Tap Ring Alarm Before Event to set the alarm.
If you select No Alarm, the alarm does not sound.

Set the amount of time prior to the event that you want the alarm
to ring by tapping the up or down arrow.

You can change time prior to the event that you want the alarm to
ring in minutes to hours or days. Tap Minutes. A drop-down list
appears. Select Hours or Days.

Tap OK to accept your changes.

If an alarm is set for an event, you see a black triangle in the right
corner of the alarm icon.

Tap OK to return to the day view Event page.

Adding a Repeating Event

You can add an event that occurs on a regular basis, such as a
weekly staff meeting, a monthly company meeting, or a birthday.
You only need to add the event once. You can add the following
periodic events:

e Daily (for example, every day at 2:00).
e Weekly (for example, every Friday).
e Monthly by date (for example, the 15th of every month).

e Monthly by day (for example, the second Saturday of each
month).

e Yearly (for example, every year on July 18).

To add a repeating event
On the Event page, tap a time slot. A dialog box appears.
Tap the Repeat icon. A dialog box appears:

Every 1 B2 week(s) =

gtSr:!Ing 10/14/93
Nt
& 10714793 — Frequency pop-up menus

%[ ey )

To change the frequency, tap the Frequency drop-down list to
select Days, Weeks, Month/Date, Month/Day, or Years.

Select the event frequency by tapping the up or down arrow to
increase or decrease the number after Every.
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5. Next, select one of the following: ending date, time interval, or
forever.
To select an ending date, tap Until. Then tap the date and select a
new date.
To select a time interval, tap For. Then select the number of Days
(or select Weeks, Months, or Years from the drop-down list).
Select Forever to repeat the event forever.
NOTE
If the starting and ending dates are the same, the event does not
repeat. If you select a time interval less than the repeat interval,
the event does not repeat.

6. Tap OK. If the event repeats, you see a black triangle in the repeat
icon.

7. Tap OK to return to the day view Event page. The repeating event
appears in the Event pages.
HINT
To enter an event that occurs yearly on a specific day (such as a
holiday), use the Month/Day event and have it repeat every 12
months.
Editing an Event
You can change the information about an existing event or delete
an event from your schedule.
To delete an event

1. On the Event page, tap the event you want to delete.

2. Tap the Clear icon, then tap OK.
To change an existing event

1. On the Event page, tap the event you want to change. A dialog
box appears. To convert your ink into text, tap the Text icon.

2. Make any changes you want, then tap OK.
To change a repeating event

1. On the Event page, tap the repeating event you want to change. A
dialog box appears.
or
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Choose Repeating Events from the Options menu. A list of
repeating events appears. Tap the event you want to change.

Make any changes, then tap OK.

Showing and Hiding Empty Events

The Event page lists all time slots in the day, even if you have not
scheduled an event for each time slot. To save space on the
screen, you can choose to show only those time slots that contain
a scheduled event.

Show Empty Times on the Options menu allows you to display or
hide empty time slots.

Showing Event Duration

The Event page time slots list the starting time for the events. You
can choose to show the duration for scheduled events — for
example, 11:00-12:30.

Show Event Duration on the Options menu allows you to display
or hide Event duration.

PALMSCHEDULE  2.29



USING THE TO DO PAGE

2.30

The To Do page lets you write a list of To Do items for the day. To

Do items appear on each subsequent day until you mark them as
complete.

BE4 PaimSchedule n |

File Edit Page Options

P Monday 11 e 4 }j# Tap the right arrow to view the to
o do page for the next day, or tap the
iiind [New To Do] left arrow to view the to do page of
X Call Grandma the previous day.
2 Install new computers

. Tap the New To Do button to
2 DY'y Q(E‘inhj enter a To Do item.

3 Wedding gift for Wade and
Jody

i Event .u:’ Sketch J

Adding a To Do Item

On the PalmSchedule To Do page, you can make a list of items to
remember or accomplish. You can also set a priority for each item.
To add a To Do item

Tap the New To Do button.
or

Choose New To Do from the Page menu.
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A dialog box appears:

| Priority pop-up menu

Priority | 1 = O Complete
Call Fred

v/

2]

Enter a description for the To Do item using one of the following
methods:

e Tap the Ink tool to write with the pen and leave it just as you
wrote it.

e Tap the Text tool and then use handwriting recognition, the
floating keyboard, or the optional external keyboard. (For more
information, see Chapter 1.)

Tap the Priority drop-down list and assign a priority to the item.

Priority 1 is the highest; priority 3 the lowest. Items are listed in
order sorted by priority, and then the date entered.

Tap OK.

Editing a To Do ltem

You can change the information about an existing To Do item,
delete the item from your list, or mark an item as complete.

To change or delete an existing To Do item

On the To Do page, tap the item you want to change or delete. A
dialog box appears.

Make any changes you wish to edit the item, or tap the Clear icon
to delete the item. Then tap OK.
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To mark an item as completed

On the To Do page, tap the item you want to mark as complete. A
dialog box appears.

Tap Complete to mark the item as complete, then tap OK.

If the check box is empty, the item is not complete; if it is solid,
the item is complete. If completed, the item remains on the To Do
page on the day it was completed, marked with an X.

Showing All To Do ltems

The To Do page lists the To Do items for the current day. You can
choose to show all the To Do items in PalmSchedule on the To Do
page, even those that start in the future, or you can display only
today’s items.

The To Do items are listed by priority, and then by date entered.

Show All To Do’s on the Options menu allows you to display all
To Do items or only today’s.

SETTING PALMSCHEDULE PREFERENCES

2.32

You can set these options for PalmSchedule:

e The duration of each time slot

e The starting time for each day

e The ending time for each day

¢ The amount of time before an event that the alarm rings
e The starting day for each week

The preferences you set apply to the entire PalmSchedule, not a
specific day. These settings are defaults — preset values
PalmSchedule uses on the Event page unless you change them for
a specific event in the Edit Event dialog box.
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To change PalmSchedule preferences

1. Choose Preferences from the Options menu. A dialog box appears:

PaimSchedule Preferences
184 Hour(s)

Event Duration

Day Start Time 18:00 AM
Day End Time 8:00 PM
Alarm. Advance 5 G2 [Minute(s) =]

Week Start Day l Sunday —|
[ o [ome] [

2. Change these settings to customize your PalmSchedule:

Event Duration. Tap the up or down arrow to increase or
decrease the time slot in the day view by one hour.

Day Start Time. Tap Time to choose the start time for the Event
page. Choose hours, minutes, and AM or PM from the dialog box.

Day End Time. Tap Time to choose the end time for the Event
page. Choose hours, minutes, and am or PM from the dialog box.

Alarm Advance. Tap the up or down arrow to increase or
decrease the alarm advance time by one minute. Tap the Minutes
drop-down list to select Hours or Days.

Week Start Day. Choose a day of the week from the drop-down
list. The weeks in the week, month, and year views will start on
this day.

NOTE
Events that start before the day starts or end after the ending time
appear on the day view, but may not show up on the week view.

PURGING PALMSCHEDULE

You can remove outdated PalmSchedule items or items up to the
date you specify. This is useful when you need more memory
space for other documents.
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3.

To purge PalmSchedule

Choose Purge from the File menu. A dialog box appears:

Purge Data Before This Date
109/15/93:

Purge I Cancel I m

If you want to change the date listed, tap Date, then set the purge
date you want. (PalmSchedule initially displays a purge date one
month prior to the current date.)

Tap Purge.

PalmSchedule removes all PalmSchedule items (Sketch pages,
Events, and completed To Do’s) that occurred before the purge
date. Repeating events that repeat after the purge date are not
removed.

CREATING A NEW PALMSCHEDULE DOCUMENT

2.34

1.
2.
3.

When you first start PalmSchedule, a date book document, called
Date Book, is automatically created for you. You can have more
than one PalmSchedule document — for example, one for
business events and another for personal events.

To create a new PalmSchedule document
Choose Switch Document from the File menu.
Tap the New button.

Give the new document a name, then tap Create New Document.
The six-month view in the new document appears.

Switching to a Different PalmSchedule Document

You can switch among your PalmSchedule documents whenever
you want.

To change PalmSchedule documents

Choose Switch Document from the File menu.

Tap Open. A list of your documents appears.

Tap the document you want to use, then tap Open.
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PalmNotes

PalmNotes is a place to write notes, make lists, draw sketches, or
store information.

VIEWING PALMNOTES

PalmNotes has two views: a table of contents and a Sketch page.
You can quickly move between the views with a tap of the pen.

—[=] PalmNotes 2] — = PalmNotes [2]
File Edit Page Options File Edit Page Options
Reference New [P Planetary Sizes 4 ‘ ’
The table of B ASTRONOMY [ A Bl x][<](=] [New|
contents of pages B Tterms 2 W A
[a) e oun
and the Sketch B ThePlanets 3 = 0 Mercury
page view in E Planetary Sizes 4 Q Vems
PalmNotes. Bl Moon Phases 5 Q Eatn
E Brighbest Stars 6 O Mas
B Physics 7 Fraile
B Basic Formulas 8 Bk
i 9
Bl Heating Terms Juplter
B Symbols 10
E pProofreaders Mar 11
B piacritical Marks 12 [ @ Saturn
Tap a page number or page Tap the Exit icon to return to
name to see the page. the table of contents.

PALMNOTES  2.35



You can organize your notebook pages into topics by grouping
several pages under a main topic page. You can then use the table
of contents view to display a list of pages or topics in your
PalmNotes document.

NOTE

To move to a page from the table of contents, tap the page number
or title once with the pen. Holding down the pen on the page
number or title does not display the page.

ADDING A PALMNOTES PAGE

There are several ways to add a new page to your PalmNotes
document.

To add a new page from the table of contents
1. Tap the New button at the top of the table of contents page.
or
Choose New Page At End from the Page menu.
The new page appears at the end of the PalmNotes document.
2. Tap the page number to display the new page.

To add a new page from a Sketch page

B Tap the New button at the top of a Sketch page.
or
Choose New Page Here from the Page menu.
The new page appears after the current page.

To enter information on the page

1. To give the page a title, tap the title area. A dialog box appears in
which you enter the title:

Edit Page Title

A [x)[€]
A
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This title appears in the table of contents. (A note title is optional,
but it is a good idea to use one so that you can look up the note in
the table of contents.)

Enter text or ink on the PalmNotes page. See “Sketch Page” and
“Sketch Tools” in this chapter for a description of the Sketch page
and information on using the Sketch tools.

CREATING GROUPS OF PAGES

You may want to keep several PalmNotes pages together. You
group pages by indenting them under the first page. You can show
or hide the grouped pages in the table of contents.

To group the new pages under the first page

Create the pages you want grouped together. Make sure that the
first page of the topic is the first page in the group.

If you are on the Sketch page, tap the Change View icon to return
to the table of contents.

Drag the name of a page you want to indent to the right.

Drag the name of a page to the left to return the page to the top
level.

NOTE

The table of contents displays all the pages in a PalmNotes
document, even those pages grouped under another page. You
can choose to display only the main page without its grouped
pages, by “collapsing” the group.
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EXPANDING AND COLLAPSING THE TABLE OF CONTENTS

You can show or hide grouped pages in the table of contents.

— PalimNotes n a
File Edit Page Options
Reference New
B ASTRONOMY (A
B Terms 2
B ThePlavets 3 Group of pages on one topic.
E Planetary Sizes 4 Grouped pages showing (expanded).
E Moon Phases 5
B Brigest Stars 6
Physics 7 Grouped hidd
@ mbols 10 (cglggsed';.a I%isn éhaﬁges to
B Proofreaders Mar 11 show that pages are hidden.Tap
B piacritical Marks 12 to expand the pages.
v|

Tap to collapse pages.

To bide the grouped pages in a topic
1. Display the table of contents.
2. Tap the single-page icon for the main page that has visible

grouped pages. This hides all the grouped pages. The page icon
changes to show that the main page has hidden grouped pages.

NOTE

You can hide all the grouped pages in the table of contents by
choosing Collapse All Pages from the Options menu.

To show the grouped pages in a topic

B Tap the multi-page icon for the main page that has hidden
grouped pages. This shows all the grouped pages for that main
page.

NOTE

You can show all grouped pages in the table of contents by
choosing Expand All Pages from the Options menu.
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MOVING A PAGE IN THE TABLE OF CONTENTS

You can move a page to a new location in the table of contents by
dragging the name of the page to a new location.

HINT
If you want to move grouped pages as a group, first collapse the
group, then move it.

DELETING A PALMNOTES PAGE

Once you delete a PalmNotes page, you cannot recover it.

To delete a PalmNotes page
Display the PalmNotes page you want to delete.

Choose Remove Page from the Page menu.

CREATING A NEW PALMNOTES DOCUMENT

When you first start PalmNotes, a notebook document, called Note
Book, is automatically created for you.

To create a new PalmNotes document

Choose Switch Document from the File menu.

Tap the New icon.

Give the new document a name, then tap Create New Document.

The new document is now the current one.

Switching to a Different PaimNotes Document

To change PalmNotes documents

Tap the name of the new document at the top of the table of
contents.

or

Choose Switch Document from the File menu.
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2. Tap Open. A list of other PalmNotes documents you have created
appears.

3. Tap the document name you want to use, then tap Open.
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World Clock

World Clock is a desk
accessory.

World Clock displays the current date and time for two cities:
home and destination. The clock also shows time zones and the
location of the destination city. The daylight bar across the top
shows where it is daytime and where it is nighttime (the darker bar

indicates nighttime).

EEA orld Clock - 10:40 AM NI
Selected Time Z2one:
7:40 AM Fri 18/15/93

Home-! 19:40 AM Fri 186/15/93

Washington, D.C., U.S.A.
Destination:] 12:40 AM Sat 10/16/93

Tokyo, Japan
[set Clock options... |

NOTE

Tap an area on the map to
display its time zone and
check the time there.

Tap the Home button to
change the home city.

Tap the Destination button
to change the destination

city.

To set the time and date for World Clock, use the Date & Time
option in Preferences. See “Preferences” in Chapter 4 for more

information.
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CHANGING THE HOME CITY OR DESTINATION CITY

You can easily change the home city or destination city.

To change the home city or destination city

1. Tap the Home button or the Destination button, as appropriate.
You see a list of country and city names in alphabetical order.

2. Tap the country and then the city you want to select as the home
city or destination city.

3. Tap OK.

SELECTING BY COUNTRY OR CITY

After you tap Home or Destination, a list of countries and cities
appears. You can display this list in two different formats. In one
case, the countries appear in a list on the left and the cities in a
selected country appear in a list on the right. Alternatively, only
one list of cities, followed by its country, appears. You can switch
between the two displays by tapping Select by City.

ADDING YOUR OWN HOME TOWN

If your home town does not appear on the list of names, you can
add it and indicate its location.

To add your bome town

1. Tap Set Clock Options. A dialog box appears:

Set Clock Options

Clock: Daylight Savings:
4 Home 0O Home

< Destination 0O Destination
User City Name:

San Jose

| set Location |

[cancel] [2]
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2. Enter your home town name in the User City Name entry box,
using handwriting recognition, the floating keyboard, or the
optional external keyboard.

3. Tap Set Location. A dialog box appears:

BEA  World clock - 10:41 AM  [EJIB

Selected Time Zone:
7:41 AM Fri 10/15/93

-] User City Location
Tap on the map to indicate where
your city is. When finished tap on OK.
World Clock determines the time
from the last location tapped.

2]

4. On the map, tap the location of your home city.
5. Tap OK twice to return to World Clock.
6. Tap Home.

7. Select Use <your city name> at the bottom of the dialog box and
then tap OK to close the dialog box.

CHECKING THE TIME

To check the time in a specific time zone
B Tap the map in the desired location.

The time zone displayed above the map as the Selected Time Zone
changes to show the date and time in the selected time zone.

CHANGING TO DAYLIGHT SAVINGS TIME

You can indicate that a home city or a destination city or both
observe daylight savings time.
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To set Daylight Savings Time

1. Tap Set Clock Options.

2.

Under the heading Daylight Savings, tap Home or Destination (or
both) to indicate that one or both of these cities currently observe
daylight savings time.

NOTE

Daylight Savings is set for a specific city, not a time zone. The time
displayed for the city might not match the time displayed for the
selected time zone.

CHANGING THE SYSTEM CLOCK

2.44

Normally, you set the unit’s system clock using Preferences. The
unit uses the system date and time for PalmSchedule, for other
applications, and for date-stamping files. In World Clock, you can
quickly change the system clock to the time and date of the home
or destination city. The current system time appears at the top of
the world map.

To change the system date and time to those of the destination city
Tap Set Clock Options.
Under the heading Clock:, tap Destination.

Tap OK. A dialog box appears asking you to confirm your
decision. If you tap Yes, the unit’s system clock is set to the date
and time of the destination city.

To reset the system clock to the home city’s date and time, follow
the above procedure, but tap Home instead of Destination in
step 2.

NOTE

City names and time differences are based on information
available as of February 1993. Some of the city and country names
are abbreviated.
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CHAPTER 3

Using GeoWorks
Applications

This chapter describes functionality that is common to the
GeoWorks applications. It includes information about the various
user levels available in each application and explains how to copy
and back up documents as well as how to work with templates,
annotations, and tool bars. Additional information about working
with GeoWorks applications and documents is provided in

Chapter 1.



Working With User Levels

3.2

You can make many of the GEOS applications as simple or as
sophisticated as you want. Typically, the more functions an
application has, the more difficult it is to learn. GEOS allows you
to start using an application with only a few functions so that it is
simple and easy to use. As you gain experience, you can add more
functions to an application. Altering the number of functions
available to you is called changing the user level.

Each GEOS application has a number of user levels appropriate to
its size. GeoWrite has four levels; simpler applications, such as the
Scrapbook, have two levels. Applications used for a specific task,
like GeoComm, have no user levels at all.

The following is a general description of each user level:

Level 1, Introductory Level. Level 1 is for first-time users. It
includes the application’s simplest features. Use Level 1 to learn
the basic operation of the application.

Level 2, Beginner Level. Level 2 is for users who are comfortable
with Level 1 and want to use more of the application’s capabilities.
Level 2 is also designed for infrequent users or those with simple
requirements. If these are your needs, you may not need to move
beyond Level 2.

Level 3, Intermediate Level. Level 3 is for users familiar with
basic operations who want to learn complex functions and
procedures. Level 3 includes as much functionality as possible
without appearing to be overwhelming.

Level 4, Advanced Level. Level 4 is for users of complex
functions and procedures. Level 4 includes all the functionality of
an application.
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The first time you start an application with multiple user levels, the
application will start at Level 1. For information about changing
your user level, see “Verifying, Changing, and Saving Your User
Level” in this chapter.

If you are using an application with fewer than four user levels,
the highest level of that application may include a task that is
available only at a higher level in another application. For
example, a task available at Level 3 in GeoWrite may be available
at Level 2 in Scrapbook because Scrapbook only has two levels.

DIFFERENCES FROM LEVEL TO LEVEL

Within an application, each user level builds on the previous level.
For example, Level 2 has all the features of Level 1 plus some new
features. The menu bar displays the functions that are available at
the selected user level. When you move from one level to the
next, the menu bar is rearranged to accommodate the features of
the new level. All the features from the previous level are still

available, but they may be organized differently across the menu
bar.

VERIFYING, CHANGING, AND SAVING YOUR USER LEVEL

You can change or verify your user level while you're working in
an application or when the New/Open dialog box is displayed.
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1.

To verify or change your user level

If the New/Open dialog box is displayed, tap the User Level
button. Otherwise, choose Change User Level from the Options
menu. The Change User Level dialog box appears. The highlighted
button indicates the level at which you are currently working.

Change User Level

Change User Level

Introductory text editing and formatting.
@ General-purpose word processing.

~—

Full-featured word processing with simple
page layout and graphics.

Desktop publishing and advanced word
processing.

To save your user level, choose Save
Configuration from the Options menu.

[ok]  [Eine Tune..| [cancel] [2]

If you want to change user levels, tap a button for a different level;
then tap OK. Your user level is changed for the current session
unless you change it again.

or

Tap Cancel if the current level is the one you want to work at.
Your user level is unchanged.

If you always want the application to start at the user level you
have just selected, choose Save Configurations from the Options
menu. (If the New/Open dialog box is displayed, you will need to
close it before you can choose from the Options menu.)

When you save the configuration of an application, your user level
and other options are remembered after you exit the application.
For more information about saving your configuration, see
“Customizing Applications” in this chapter.

FINE TUNING YOUR USER LEVEL

3.4

Instead of using the preset user levels, you can create your own
customized user level. Each application has a set of features that
you can turn on or off. Typically, Level 1 has the fewest features
turned on; Level 4 has the most features turned on. The features
you can fine tune vary from application to application.
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1.

To fine tune a user level

If the New/Open dialog box is displayed, tap the User Level
button. Otherwise, choose Change User Level from the Options
menu. The Change User Level dialog box appears.

To see which features make up a user level, tap that user level and
then tap Fine Tune. The Fine Tune dialog box appears. The
combination of features that are turned on and off defines the user
level you selected.

Fine Tune GeoFile Features

0O Design Mode

0O Graphics Layer

O Field Organizer

O Multi-Record Layout

0O Advanced Field Properties
O Field Tab Order
O Record Order
B Mark Records
u Advanced Sort Features that are on
B’ Mark by Formula
0O Advanced Graphics and Text

[cancel] [2]

To change the available features, tap any feature to turn it on or
off. Selected features have a darkened check box.

When you finish selecting and deselecting features, tap OK. The
Change User Level dialog box reappears. If the changes you made
coincide with a predefined user level, its button is highlighted. If
the changes you made do not coincide with a predefined user
level, none of the user level buttons is highlighted.

Tap OK to return to the document at the user level you have
defined.
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Working With Documents

3.6

An application’s File menu allows you to create and work with
documents. Most applications have a File menu with some or all of
the following choices:

-~

Switch Document...

Save Crt &8
Save fis...

Backup >
Other >
Print... Ctr1 P
Page Size...

Page Setup...

Exit F3

Switch Document. Displays the New/Open dialog box, from
which you can create a new document, edit an existing document,
use a template, or import data from a DOS application.

Save. Replaces the old document with the new, changed version.

Save As. Saves the current document under a different name. The
original document is unchanged. The new document is open for
editing. For more information, see “Saving a Document Using Save
As” in this chapter.

Backup. Displays the Backup submenu which allows you to back
up and retrieve documents. For more information, see “Backing
Up and Restoring a Document” in this chapter.
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Other. Displays the Other submenu which includes functions
such as copying, exporting, and renaming documents. For more
information, see “Other Submenu Choices” in this chapter.

Print. Allows you to set various printing options and print the
document. For more information, see Chapter 1.

Page Size. Allows you to set various page size and layout options.
For more information, see Chapter 1.

Page Setup. Allows you to specify various page attributes. Since
Page Setup offers different options depending on the application
you are using, see the chapter for that application for more
information.

Exit. Closes the currently opened document and exits the
application.

SAVING A DOCUMENT USING SAVE AS

LEVELS 3-4

You can save a document under a different name using the Save
As choice on the File menu. When you choose Save As, you create
a copy of the document and give it a new name.

Save As serves many useful purposes. For example, suppose you
wrote a resume last year and named it “Resume 1992.” This year
you want to revise it, but you also want to keep the original intact
s0 you can refer to it. You can open “Resume 1992” and
immediately save it as “Resume 1993.” The original document,
“Resume 1992,” is preserved on disk and “Resume 1993” appears
in the document window so that you can edit it to account for
changes in the past year.
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To save a document using Save As

1. Choose Save As from the File menu. A standard file selector
appears with the current name of the document in the New Name
text entry box:

Save document with a new name.

DOCUMENT

f.etier

Saving to Folder: DOCUMENT
|save | [simple | [cancel] (2]

New Name:

Your document will be saved
in the folder listed here.

Type the new name here.

For more information about standard file selectors, see “Opening
and Closing Applications and Documents” in Chapter 1.

2. Type the new name, which replaces the current name of the
document. The new name appears in the text entry box.

3. Tap Save to save the document using its new name. The original
document is closed and remains as you last saved it. Any recent,
unsaved changes are saved to the new version only, which
appears in the window ready for editing. If you continue editing
the version in the open window, you are editing the new
document.

BACKING UP AND RESTORING A DOCUMENT

LEVELS 2-4 When you back up a document, you make a quick copy of the
document in its current state. When you restore a document, you
replace the current document with its most recent backup.

You can make backup copies of documents manually by using the
copy function in GeoManager, but it is much easier to use the
backup features found on the Backup menu. ‘

Backing up is like freezing a copy of a document in time. When
you save a document, any changes you've made are saved to disk,
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Each time you select
Make Backup, you
create a backup of
the current version of
the document, which
overwrites the
previous backup.

When you restore
from a backup, it
replaces your current
document, so be sure
this is what you want
to do.

but the changes are only saved to the current version, not to the
backup copy. This way, if you restore from a backup copy, the
document reverts to the state it was in when you backed it up,
even if you have saved your document many times since then.

Backing Up a Document

Backing up is particularly useful if you are about to make a
significant change to a document. It lets you keep a copy of the
current version to protect you if you regret the change. The
backup feature makes a copy of the current version of a
document. Each backup you save replaces your most recent
backup.

To make a backup of a document, choose Backup from the File
menu, then choose Make Backup from the submenu.

Restoring From a Backup

Restore From Backup recovers the most recent backup copy of a
document created by using Make Backup. This choice is available

only if you have created a backup by choosing Backup from the

File menu. When you restore from a backup, the previously

backed up version of the document overwrites the current version

of the document.

To restore from a backup, first make sure the document you want
to restore to is open, then choose Backup from the File menu and

Restore From Backup from the submenu.

NOTE

You can recover a backup even if all original copies of the
document have been destroyed. Backup copies of your documents
are stored in the GEOWORKS\USERDATA\BACKUP folder.
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OTHER SUBMENU CHOICES

LEVELS 2-4

LEVELS 2-4

LEVELS 2-4

The choices on the Other submenu of the File menu are described
in this section.

=
Copy To...
Export Document...

Rename...

Save as Template...

Edit Document Notes...
Set Document Type...
Empty Document »

Copying a Document

To create a copy of a document that is currently open, you can use
Copy To from the Other submenu. When you choose Copy To, the
standard file selector appears so that you can create a copy of the
current version of a document and give it a new name. The copy
of the document with the new name is saved and closed, while the
original document is left open so that you can continue editing it.
This is in contrast to Save As, which saves the current version of
your document with a new name and leaves it open, while closing
the original document without saving any changes to it. For more
information about standard file selectors, see “Opening and
Closing Applications and Documents” in Chapter 1.

Exporting a Document

Export Document allows you to export a document to another
application. For detailed information on exporting, see the
chapters for those applications with exporting capabilities.

Discarding Changes

Occasionally, you may make changes to your document that you
do not like. Use Discard Changes on the Other submenu to undo
changes you wish you had not made. Discard Changes restores a
document to its last saved version, eliminating any changes you
have made since you last saved it.
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LEVELS 2-4

LEVEL 4

LEVELS 2-4

You cannot add
document notes to
an untitled docu-
ment. You first must
save the document
and give it a name.

You can put this feature to good use when you want to ex-
periment. For example, if you want to rearrange your address
book, you can save it before you begin the experiment, then if you
do not like the new layout, you can use Discard Changes to go
back to the original.

If Discard Changes is dimmed, you have not made any changes
since the last time you saved.

Renaming a Document

When you rename a document, you change its name. You may
want to rename a document so that its name more closely
identifies its contents or purpose. You may also want to rename a
document if you want to use its original name for another
document.

If the Rename choice is dimmed, the document is probably a read-
only document. For more information about read-only documents,
see Chapter 9.

Saving a Document as a Template

Save as Template allows you to save a document as a template
when you create a new template or when you modify a template
you have previously created. For detailed information, see
“Templates” in this chapter.

Editing Document Notes

You can add document notes to any document. Document notes
consist of important information you might want to record about
your document. For example, you can use document notes to
keep a revision history of a document. If someone else modifies
the document, they can read your notes and add their own.

Notes accompany a document, but they are not an integral part of
the body of the document. You can see a document’s notes in the
Notes box of a standard file selector whenever you open an
existing document. You cannot add document notes to DOS data
files, including DOS text files edited with Text File Editor.
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LEVELS 2-4

Customizing the Empty Document Settings

When you open a new document in any application, an empty
document appears. This “empty document” actually contains
GEOS-defined settings, such as the font and margins. These
settings are called the default settings. The following are common
items that have default settings:

e Page size

e Margin size

e Font

e Text style

o Text size

e Tab settings

e Number format (GeoCalc)
e Column width (GeoCalc)
e Field size (GeoFile)

If you typically use settings in your document that are different
from the GEOS-defined default settings, you can change the
default settings for your empty document.

To change the default settings for an empty document (Levels 2-4)

Create a new document and set the document characteristics as
you want.

Choose Other from the File menu. A submenu appears.

Choose Empty Document from the Other submenu. A submenu
appears.

Choose Set Empty Document from the Empty Document submenu.
A confirmation message appears.

Tap Set Empty Document. Subsequent new documents will have
the settings you saved, as well as any information that was in the
document when you saved it.

NOTE

Changing and saving the empty document does not change
existing documents. If you want to change the settings of existing
documents, you must do so individually.

To revert to the original GEOS-defined defaalt settings (Levels 2-4)

In any open document, choose Other from the File menu. A
submenu appears.
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TEMPLATES

Choose Empty Document from the Other submenu. A submenu
appears.

Choose Reset Empty Document from the Empty Document
submenu. (If this choice is dimmed, either the empty document’s
original default settings have not been changed or they have
already been reset to the original settings.) A confirmation
message appears.

Tap Clear Empty Document. Subsequent new documents will have
the original GEOS-defined default settings.

Most GEOS applications include- templates, ready-made documents
that can save you time because all the layout work is done for you.
Templates help you create new documents faster and more easily
and also help maintain a consistent look among documents. In
addition to the templates provided with the applications, you can
design your own templates.

An application’s templates are saved in a folder named Templates:
GeoWrite Templates, GeoCalc Templates, and so on. A template
contains the text, graphics, formatting, and special layouts
common to documents of a particular type. For example, if you
want to write a business letter, you can open the business letter
template in the GeoWrite Templates folder.

Using a Template

When you use a template to create a document, the application
creates a new document by copying the information from the
template to a new document. When the new document appears in
the document window, you simply fill in any missing information
and change the place holder text. Place holders are text that define
the type of entry in a location, such as “ZIP CODE”. When you use
a template, you replace the place holders with actual information.
Changes you make to the new document do not affect the original
template.

To create a new document by using a template (All Levels)

If the New/Open dialog box is not visible, choose Switch
Document from the File menu. The New/Open dialog box
appears.
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LEVEL 4

Tap the Template button. A standard file selector appears, listing
the available templates.

Scroll through the template list. A description of the highlighted
template, if available, appears in the Notes box.

Tap the name of the template you want to use, then tap the Use
Template button. A dialog box appears asking you to name the
new document.

Type a name for the new document and tap Create New
Document. A new document, based on the selected template,
appears in the document window.

Fill in any missing information, replace the place holders, and edit
the document as appropriate.

NOTE

When you open a document based on a template, the original
template is unchanged. Changes you make to the new document
do not affect the template.

Creating a Template

In addition to using the GEOS-defined templates, you can design
and use your own templates.

To create a template (Level 4)
Open a new or existing document.

Specify the settings you want to use. For example, in GeoWrite,
you might want to define the following:

e Page size
e Margins
e Text specifications, such as font, size, and style

Add appropriate text and text place holders (such as “City”, “State”,
and “Zip Code”).

Add any graphics you want to include (such as a logo).
Choose Other from the File menu. A submenu appears.
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LEVEL 4

You cannot modify
the built-in
templates, but you
can modify the
templates that you
create.

10.

Choose Save as Template from the Other submenu. A standard file
selector appears:

Save As
Save document as a template.
ZGeoWrite Templates
usiness Letier
velope * g \ /
Saving to Folder: GeoWrite Templates

_H»>

New Name:

[simple]  [cancel] [2]

Enter the name of the new template in the New Name text entry
box, then tap Save.

A confirmation message appears, reminding you that the
document is now a template and any changes you make will be
saved to the template. Tap OK.

If you want to add a document note to describe the template, you
can use Edit Document Notes from the Other submenu. For more
information about document notes, see “Editing Document Notes”
in this chapter.

If you make any additional changes to the template, choose Save
from the File menu to save your changes.

Modifying a Template

You can change any template you have created so that it meets
your particular needs. You may also want to modify the same
template in different ways for different situations (such as
documents for different clients or organizations).

To change a template you bave created (Level 4)

If the New/Open dialog box is not visible, choose Switch
Document from the File menu. The New/Open dialog box
appears.

Tap the Template button. A standard file selector appears, listing
the available templates.

Scroll through the template list. A description of the highlighted
template, if available, appears in the Notes box.

Tap the name of the template you want to change.

Select the For Editing option in the dialog box, then tap the Use
Template button. The template appears in the document window.

WORKING WITH DOCUMENTS 3.15



3.16

1.

10.
11.

12.

If the For Editing check box is disabled, you cannot change the
template.

Edit the template until it appears the way you want.

Choose Save from the File menu.

To create a new template based on an existing template (Level 4)

If the New/Open dialog box is not visible, choose Switch
Document from the File menu. The New/Open dialog box
appears.

Tap the Template button. A standard file selector appears, listing
the available templates.

Scroll through the template list. A description of the highlighted
template, if available, appears in the Notes box.

Tap the name of the template you want to use as the basis for a
new template, and then tap the Use Template button. A dialog box
appears, asking you to name the new document.

Type a name for the new document and tap Create New
Document. The template document appears in the document
window.

Make the changes you want to create a new template.

Choose Save as Template from the Other submenu. A dialog box
similar to the following appears:

Save document as a template.

GeoWrite Templates
Business Letler
Envelope {0 4

Saving to Folder: GeoWrite Templates

>

New Name:

[simple]  [cancel] [2]

Enter the name of the new template in the New Name text entry
box.

Tap the Save button.

A confirmation message appears, reminding you that the
document is now a template and any changes you make will be
saved to the template. Tap OK.

If you want to add a document note to describe the template, you
can use Edit Document Notes from the Other submenu. For more
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information about document notes, see “Editing Document Notes”
in this chapter.

13. If you make any additional changes to the template, choose Save
from the File menu to save your changes.

Removing a Template
Templates are stored in GEOWORKS\USERDATA\TEMPLATES.

You can delete templates from this folder the same way you delete
any other document.

NOTE

You cannot remove the built-in templates because they are stored
in Read-Only Memory (ROM). You can only remove the templates
you have created.
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Changing a Document’s View

You can use the View menu to change the way you view a
document in a window.

If you change the view of your window and then choose Save
Configuration from the Options menu, your settings will be saved.

ZOOM OUT, ZOOM IN, AND NORMAL SIZE

i

2oom Out
Zoom In
¢ Normal Size

Go to Page...
Next Page
Previous Page

When you open a document, it appears at normal size — the size
of the document when it is printed. Sometimes you will want to
make the document smaller on screen, so that you can see more of
it at once. This is called zooming out. Zooming out is much like
getting a bird’s-eye view of the document.

Sometimes you will want to make your document look larger, so
that you can see details more clearly. This is called zooming in.
Zooming in is like putting a magnifying glass over a small portion
of the document.

To reduce the size of a page so that you can see more of it, choose
Zoom Out from the View menu. Each time you zoom out, you
reduce the size by 25%. You can reduce the page to 25% of its
normal size.

To enlarge the size of a page so that you can see more details,
choose Zoom In from the View menu. Each time you zoom in, you
enlarge the size by 25%. You can enlarge the page up to 200% of
its normal size.
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VIEW AT %

LEVELS 3-4

SCALE TO FIT

LEVELS 2-4

To quickly return to normal size, choose Normal Size from the
View menu. Normal size is 100% of the size of the document when
it is printed.

View at % allows you to choose the percentage of magnification of
a page. You can choose from any of the preset Zoom Out and
Zoom In options, or you can set your own percentage.

To use View at % (Levels 3-4)

Choose View at % from the View menu. A submenu lists the
standard size reductions and enlargements, plus options for
normal size, scale to fit, and custom percentage.

To choose one of the standard sizes (including Normal Size and
Scale to Fit), tap the choice you want. The menu closes and the
page appears at the selected size.

or

To specify a custom percentage between 25% and 200%, choose
Custom %. The Custom % dialog box appears:

Enter a number or use the arrow buttons to change the value in
the Scale (%) box. Tap Apply. The percentage you specify is
applied to the document, and the Custom % dialog box remains
open so that you can experiment with other values. When you
have selected the value you want, tap Close to close the dialog
box.

Use Scale to Fit when you want to see an entire page of your
document in the window without scrolling. If you choose Scale to
Fit, the application automatically sizes the document so that as
much of it as possible shows in the window.

CHANGING A DOCUMENT’S VIEW 3.19



When you choose Scale to Fit from the View menu (or the View at
% submenu), the view percentage changes, shrinking the docu-
ment so that an entire page fits in the window at once, if it can.

As long as the Scale to Fit option is checked, the document will
change its size to fit in the window if you change the size of the
window. This makes it easy to enlarge or reduce your view on the
page by resizing the window.

To disable Scale to Fit, you can choose Normal Size from the View
menu (or the View at percentage submenu) or you can choose a
percentage from the View at % submenu.

CHANGING VIEW OPTIONS

LEVELS 3-4

The View Options choice gives you another way to change the
way your document appears on the screen by allowing you to hide
or display the scroll bars.

When Show Horizontal Scroll Bar is not checked, the document
window will not display a horizontal scroll bar. Since the scroll bar
takes up space in your document window, you can hide it to
increase the available vertical space in which to display the
document.

When Show Vertical Scroll Bar is not checked, the document
window will not display its vertical scroll bar, thereby increasing
the available horizontal space in which to display the document.

REDRAWING THE SCREEN

LEVELS 2-4

When working with a complicated document, you may want to
use the Redraw choice from the View menu to see an updated
view of your page. Complicated documents include those with
many graphic images or customized line spacing. Because it takes
a long time to redraw a complicated page with complete accuracy,
GEOS applications opt for speed over accuracy in these situations.
If you need complete accuracy, use the Redraw choice to
accurately redraw your complicated page.
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Working With Tool Bars

Tool bars provide quick access to menu choices and features in
the applications. They appear either under the menu bar or to the
left of the application window. The tool bars contain buttons with
pictures (icons) representing functions of the application. Some
tools on the tool bar are buttons that you tap. Others take the form
of a drop-down list. Tapping a tool is similar to opening a menu
and selecting a choice.

The following illustration shows an example of tool bars in an
application:

These are the tool bars you can
see in GeoWrite Level 4.

GeoWrite - Letter
File Edit View Options Layout Graphics Paragraph Character

Normal -] Bl | [ URW Roman -|!!T'I
[3 23 n B il 3 Il
P B g

s

Applications can have as many as five tool bars at different levels.
For example, Level 1 of GeoCalc has no tool bars and Level 1 of
GeoWrite has only the Style tool bar.
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Some tool bars contain tools that are unique to an application; for
example, the Insert Row tool appears only in GeoCalc.
Application-specific tools are explained in the documentation for
that application.

The following are the standard tool bars:
Style tool bar. Contains tools for changing the format of text.

Function tool bar. Contains tools for working with documents
(opening, closing, saving), using the clipboard (cutting, copying,
and pasting), and performing other functions.

Drawing tool bar. Contains the drawing tools for drawing objects
on the page.

Bitmap tool bar. Contains the bitmap drawing tools for working
with bitmap objects.

Graphic tool bar. Contains tools for changing the color, shading,
and thickness of graphic objects and text. Also contains tools for
manipulating graphic objects, including duplicating, flipping,
shuffling, grouping, and ungrouping objects.

The remainder of this section provides a broad overview of the
tool bars. For an explanation of individual tools on the tool bars,
see Appendix A and the chapters for the individual applications
you are using.

THE STYLE TOOL BAR

You can use the Style tool bar to change text characteristics: font,
text size, and style. In addition, you can use the tools on the Style
tool bar as shortcuts to perform common word processing
functions. The following illustration shows the Style tool bar for
GeoWrite at level 1:

EE_Bl B=EE] [vrn roman - [2[1[+] ETrTI

The Style tool bar appears at all levels in GeoWrite and at Levels 2
through 4 in GeoCalc. Text formatting tools from the Style bar
appear Levels 3 and 4 of GeoFile when you are using Design
Mode.
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THE FUNCTION TOOL BAR

The Function tool bar contains tools to perform file functions, such
as opening, closing, and saving files. It also contains editing tools
(cut, copy, paste, and undo) and zooming tools. The tools
avaijlable on the Function tool bar vary depending on the
application.

BN IEIE @ CIeIE] [~ mEE]

The Function tool bar is available at Levels 2 through 4 of
GeoWrite and GeoCalc, though it is not normally shown. Portions
of the Function tool bar appear at Levels 3 and 4 of GeoFile.

TOOL BARS FOR DRAWING AND GRAPHICS

The tools for drawing can be found in one of three tool bars: the
drawing <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>