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Action Names Datebook for the Palm Computing® Platform - An Introduction

This guide describes iambic Software’ s Action Names Datebook for the Palm Computing ® platform. This software is
designed to make it easier for you to schedule and manage your time. Action Names Datebook compliments the native
Palm® OS device applications, providing you with an efficient and simple way to view and organize your busy day.
Whether you are a professional, business person, or just someone who needs more control of your time, we hope you find
Action Names Datebook to be the ideal tool.

Action Names Datebook gives you better control over your schedule

Y ou can now easily view more of your schedule on your handheld device. All your phone calls, meetings and To Dos are
showninasingle organized agendaview. Y ou can change the agendaview to review different periods of time. For example,
in Action Names Datebook you can quickly switch between single day views, week views, monthly views, or quarter yearly
views.

Names, tel ephone numbers, descriptions, notes, and prioritiesarejust afew of thethingsthat can be reviewed in meaningful
detail. The editing in place feature also lets you change your schedule without having to leave the agenda view.

Never miss an important commitment again

Y ou will never miss another crucial commitment because you checked your handheld device date book, but not your to do
list or vice versa. Action Names Datebook |etsyou review all of your important commitments on one easy-to-access screen.
There is no need to jump between different screens to see how your to do list fitsin with your date book schedule.

Works with the device built-in applications

Action Names Datebook works with the built-in applications including the Palm address book. Every event scheduled with
Action Names Datebook will appear in the appropriate application. Events scheduled directly in the date book and to do list
will also appear in the Action Names Datebook agenda views. Y ou can also view and edit your contacts directly within
Action Names Datebook. The Action Names Datebook Contact List has advanced grouping and filtering capability.

The Action Names Datebook schedule slip letsyou schedul e any commitment from the Action Names Datebook application
without having to open the applicable application. Y ou can schedule meetings, follow-up phone calls, and to dosin rapid
succession.

iambic Software strives to make the best business tools possible for Pal m® OS devices. Wewelcome your suggestions and
comments. Please email them to support@iambic.com. If you enjoy the program, then by all means please tell your friends
and associates.
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Getting Started

System Requirements

Action Names Datebook will run on aPalm® OS device runni ng v2.0 or higher of the Palm OS. Action Names Datebook
will not operate on the older Pilot 1000 or Pilot 5000 models that have not been upgraded.

Action Names Datebook requires 280 KB of free space on any of these handheld devices. Action Names Datebook can be
loaded onto a handheld device from either a Windows PC or Macintosh computer.

Action Names Datebook does not have its own PC conduit or companion application for PC.

Note: You are ableto set apreference in Action Names Datebook, so that new Action Names Datebook commitments are
stored in a specific format type. There are storage formats for ultimately synchronizing datato Time Matters, ACT! Palm
Pilot Link, CompanionLink, and Intellisync.

Installation

If you are upgrading from a previous version of Action Names Datebook, please see the special directionsimmediately
bel ow the Windows/ Mac installation sections.

If your desktop is running Windows 95, 98, ME , NT, or 2000

1. Verify that you have the Palm Desktop or equivalent application installed on your PC that contains the Palm Install
Application Tool. Follow the same installation procedures below, but note that the terminology between the different
versions of the handheld devices are slightly different. For example, the Install Tool for aPalm 111, etc. deviceis called

aPam Install Tool.

2. Launch theinstall tool by tapping on Start | Programs | Palm Desktop | Palm Install Tool or double click the Act-

Names.prc file.

3. Choose your Palm device User name from the drop down list of theinstall tool. The install tool will queue the appli-
cation for installation to your Palm (Palm I11, Palm 111X, etc.) on the next synchronization. If you are not sure of your
Palm device User name, tap the HotSync® icon on your Palm device. A screen will appear which says, “\Welcome,

‘name

. Thisis the name which must appear in the User Name field of the Install Tool. If the correct name is not one

of the choices on the drop down list, then you will need to first synchronize the Palm (Palm 111, etc.) to establish the

name on the User Name list.

4. Locate the Action Names Datebook application on your PC called ActNames.prc by tapping the Add button. Once
you locate it, double click it to select it. Thiswill prepare the application to be installed on the Palm (Palm 111, etc.)

with the next synchronization.

5. Dock your Pam® OS device and press the HotSync® button.

6. Tap on the Applications Launcher. The Application Picker is the silkscreened button with a house icon to the imme-
diate left of the graffiti writing area. The Action Names Datebook icon will probably be the first icon on the screen that
now appears. Tap the Action Names Datebook icon to openit.

Action Names Datebook appears as the
firsticonin alphabetical order on the
handheld device.

10:40 am | —] - Al
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Act Marnes  Address AllTirre
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Cale Cate Book  Expense
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Hot%yne  igrnbic Mail lail

@ © &

Mlerno Pad Prefs Feports -

r

Figure 1. The Action Names Datebook icon
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7. After opening the Action Names Datebook application, please enter your permanent license. To do so, tap the menu
button (below the applications icon at the bottom of your Palm device). From the menu that now appears, select
Options | About Action Names Datebook. Next, tap the Purchasing button. In the “How do | purchase” screen, tap the
Enter License button and enter your license in the next screen.

Note: When you first install Action Names Datebook, you will be able to runiit for three days without a permanent license
or demo license. To obtain a 30-day demo license, you will need to access this web page: http://www.iambic.com/pilot/
actionnames/downl oad.htm.

WY Cptio
Preferences R
O 4| parformance N ko]
Purge___ «E
Editlcons.__. Fa'
About Action Names I iamnbic® Action Namese
Action Mames DESIGNED Fik:
‘arsion 4.5 E
FRALM
&1993-2000 iarnbic Soft, gMEUTING
All Fights reserved
Unautharized reproduction H dol h : 0
n TlH[4[B|[e[aF]]  [W]e ar distribution of this program will be oW C0 | purchase f
prosecuted to the maximum extent ‘fou can arder Action Mames now for
possible under the law. only US$19.95
Tap the menu button to access the Apr 102000 16:40:12  RAM To purchase online {fastest):
Action Names Datebook menu. (R ) (Support. ) Purchasimg=H > httpesww igrnbic.com shop. hitrnl
The menu button is located to the PROT. £ To purchase via email:

|eft of the graffiti field at the bot- sales@iambic.com
tom of your Palm device (see Fig- . To purchase via fax:
ure45.). Next tap Optionsand then mfgizwg]f? gggﬁggg next. {408} 367-1606

About Action Names Datebook. ; — p» |Topurchase via phone:
screen? Tap the Enter License {3007 T30-5370 M-F, Sam-Sprm FST
button. [ <K ][ Enter License |

Figure 2. Entering your permanent Action Names Date-
book license.

If your desktop isa Mac.
To install the software to your handheld device after the download, please do the following:

1. If you downloaded the software from the iambic Software website, unstuff the file using your stuffit compression soft-
ware. Next, open HotSync® Manager on your Mac and select Install from the Hotsync® Menu.

2. Locate the Action Names Datebook file (ActNames.prc) on your Mac using the Add to List button. Once you locate
ActNames.prc., select Open, then Add File.

3. Synchronize your Palm Computi ng® connected organizer. After synchronizing your handheld device, tap the Applica-
tions Launcher. Y ou should see the Action Names Datebook icon in alphabetical order with the other Palm applications.
Tap the Action Names Datebook icon to open it.

4. After opening the Action Names Datebook application, please enter your permanent license. To do so, tap the menu
button. From the menu that now appears, select Options | About Action Names Datebook. Next, tap the Purchasing button.
Inthe“How do | purchase” screen, tap the Enter License button and enter your license in the next screen (see Figure
2.above).

Note: When you first install Action Names Datebook, you will be able to run it for three days without a permanent license
or demo license. To obtain a 30 day demo license, you will need to access this web page: http://www.iambic.com/pilot/
actionnames/downl oad.htm.

If you are installing from a previous version of Action Names Datebook:

1. Check the version of Action Names Datebook that you are running. To do this, open Action Names Datebook on your
Palm device and tap the menu button at the bottom of your handheld device next to the graffiti field. Next, tap Options from
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the menu bar at the top of the screen. Tap About Action Names Datebook, and you will then be presented with a screen that
will show you the Action Names Datebook version installed.

If you are running version 3.02 or greater, then just install this version over the current version; you will not have to re-enter
your license.

Note: When you upgrade Action Names Datebook, you will lose your preference settings due to the preference structures.
To reset these preferences, tap the menu button at the bottom of your handheld device next to the graffiti field. Next, tap
Options from the menu bar at the top of the screen and then Preferences. Set your preferences in these screens

2. If you currently have installed Action Names Datebook 3.0 or lower, then please have your license ready. After you have
your license ready, install thisversion of Action Names Datebook over the current installed version. Re-enter your license.
Y ou are now ready to enter data in your new, updated Action Names Datebook software application.

If you do not have your old license in an email or written down somewhere, then please send an email to
support@iambic.com requesting the license. Please include your name and company name in the email when requesting
your license.

3. If you currently have installed Action Names Datebook 1.07 or lower, then just delete the old version from your Palm
device and install the new version. Y ou will need to re-enter your permanent license.
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A Word About Color

Action Names Datebook now supports color!

Action Names Datebook will have the same capabilities and functions on either color or non-color Palm devices, although
there will be some slight differences. On the color Palm device, Action Names Datebook will, obviously, support color on
the screens.

In addition, Action Names Datebook has anew set of color preferences. By configuring the color preferences, you can add
color to contacts and past due events. Additionally, you can select color iconsor design your own color iconsfor your calls,
To Dos, and mestings.

R ~ Busies:
330 prn i Yellow, Thomas # Cantact: San Jose Mirrar L Set: w Colors
430 pro_imeeting oyver merger, | 4 m[5]
i pm e Uinderwood, Bill : Contact: -+ [
TE0prn iGolf @ Fiepeat: w Mone 0O Private Past Due: - [
O 1 15 F¥ Underwood, Bill Fricrity:  AE@BR = E - & ]
sand controct . Date: |2 32 233233 % w* Todo Categories
ot 1@ Dirnarco, Sally carmol Y ¥FrFIT Is w Unfiled
F18-735-0606H SMPIEE: | o r b ol T 9 4k w Business
O 1 TN Hiil, Benjamin i e i w Parsonal
6 16-986-5EE0 e} Fax contrac g = s 2 2o - Calls
01 'L San Jose Wiirror [i]"éb.éETﬂ“@
faz contract Mame *
| 1 HEIEAEA N )| (o [ Cand Edit leons... [ ok ][ cancel ] [ fpply ]

Action Names Datebook icons
will appear in color, aswell as
contacts, past due events, and

You can now choose to import a
separate Action Names Datebook
filethat has a set of ready-made

Set colors for contacts and past
due eventsin a special preferences
view. Note that this color prefer-

the Action Names Datebook icons. ence screen will only appear on a

color-enabled Palm device.

Figure 3. Color in Action Names Datebook

Separate Action Names Datebook icons file

Y ou can now also install a separate Action Names Datebook file that contains pre-existing icons. If you haveaPam llic
(color Palm device), install the Action Names Datebook color file (ANIcons-Color.prc). If you have a non-color Palm
device, install the Action Names Datebook black and white file.

Important: If you currently have your own self-made icons, then do not install these additional files. These new files will
overwrite your self-made icons on your Palm device and you will lose them.

If you have not previously created any Action Names Datebook icons, then install either the Action Names Datebook Black
& Whiteiconsfile (ANIcons-B& W.prc) or the Action Names Datebook color iconsfile (ANIcons-Color.prc). Y ou can then
use these ready-made icons when creating To Dos, calls or meetings.
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Scheduling with Action Names Datebook

Action Names Datebook |ets you schedule three different types of commitments (meetings, To Dos, and calls) and create
new contacts and journal entries.

Meetings

M eetings are commitments to meet or do a certain thing on a particular day. Meetings usually have an associated time but
they can also be set with no time; a birthday would be an example of a meeting with no time. Meetings are generally date
and time specific. Meetings aways appear on the day they are scheduled for and there isno provision for indicating whether
ameeting was completed or not. Y ou can set an alarm on a Meeting.

To Dos

Calls

To Dos are commitments to do a certain thing in the future. A To Do can be of great importance or a minor detail, and you
can mark ato do with apriority between one and five. Action Names Datebook uses the priority ranking when displaying
To Dos. To Dos can also have adate which you expect or need to accomplish the To Do task. You can set analarmonaTo
Do.

Calls are a separate category of To Do that Action Names Datebook has created. Calls are reminders to make a phone call.
Y ou can set adatefor acall, apriority for acall, an alarm for acall, or check whether it has been completed. Action Names
Datebook lets you choose a home number, work number, fax number or email address for the call.

Repeating commitments and Redos

Y ou can also create repeating commitments with Action Names Datebook. Thisis handy if you have a commitment that
happens every week at the same time. To schedul e a repeating meeting, tap the Repeat field in a Meeting to access the
Change Repeat screen. Now select the Repeating time interval, Day, Week, Month, etc., and how many times the commit-
ment repeats and the Ending date

For repeating To Dos and calls, tap the arrow next to Repeat and select either Repeat or Redo. A Repeating commitment
will repeat at a specific time until your selected end date. A Redo will only repeat a set time after the prior commitment
(ToDoor call) hasbeen completed and checked off.

w Business Change Repeat a w Buzines:
o [Mone| Doy | Week Year | Oclzulzull::ltuct: Braddock, Lisa L5
Repeat: = Mone O Private Every: 1 .. Month{s} B =

- Change Redo
Priovity: [{2]3[4]5] End on: - Mo End Date -
Date: wiMon 1724700 Repeat by: Date Every: [1_| % Day(s}
tomplete: leon: = 1 End on: o End Drate
oasther Imlurkitigq docs ;-:-r The 15th of every month Rede 1 daylafter every
fronthly bugsingss lunch. Remermber i
ko fo3 copies to MY'C, completiof
R [ Cancel | [DTR] T2 + Cance
Tap the downward pointing By selecting Repeat, you can select By selecting Redo, you determine
arrow next to Repeat to make how often the commitment repeats, thetimeinterval after completion
the To Do either repeat or thetimeinterval for repeating and when the commitment will repeat.
redo. whether the commitment repeats by
day or date.

Figure 4. Repeating commitments and Redos

Note that you will need to check the Complete box in aTo Do or Call for the commitment to repeat or redo.
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Alarms in Repeating commitments and Redos

Y ou can set an alarm for each repeating To Do, call or meeting. The timeinterval entered for the meeting alarm will be the
time interval prior to the meeting. For arepeating call or To Do, select Due Date for the alarm, if you want the alarm to go
off on the day of the commitment. For aTo Do or call redo, select Due Date for the alarm, if you want the alarm to go off
on the day of the commitment.

Journal Entry

A journal entry issimply anoteto yourself. Thisjournal entry will appear in all the different Action Names Datebook views.
Thisisvery handy for creating anote/memo on the fly, without havingtoreferenceor attach it to a specific contact. Data
captured in the Daily Journal is actually stored in a meeting commitment. The data appears in that meeting’ s note section.

To add to the Daily Journal, just tap the Daily Journal’ s Notesicon in the Daily view. To open up the meeting commitment
itself, tap the Daily Journal field.

Note that you can change the Daily Journal to a meeting by tapping the Daily Journal field and fill in the meeting fields
(contact name, etc.)

Tip: Daily Journal entrieswill by synchronized to the Palm Desktop. To edit or change Journal entry on the Palm Desktop,
open the Palm Desktop and double-click on the Daily Journal entry. Next, tap the Edit button to open the entry and in the
Edit Event dialog box tap the Note Editor icon. Edit the entry and then tap OK. Any changes made on the desktop will be
synchronized to Action Names Datebook on the Palm device.

CFIETFEP RN
* Hartford Insurance b 11:32 am: remernber to pick up dry * Craily Journal
Craily Journal Fleaners today, o
ot 1Y Braddock. Lisa P 11:33 am: also remernber 1o get ot V{¥raddeck, Lisa
Pull together marketing & bift for Tabed Pull foqether marketing &
O 1 iEiLoveiy Pools O 1 Tl oveiy Pools
need to fax contract to need to fax contract to
I'm Hardy, Bill I'm Hardy, Bill
O 2 fegeas O 2 ieielasacoug 2
3 ' X'€id (AMeeating 3 I X (lass, Helen
u fax dod B Call u iz Horurnents
O 2 16U ]1| @ Todo O 2 168 Jones Auto Suppl §
................... 82024 & Tousnal Entry 6a0122 173535
[ 7]21]'<[ 8] = Conflact [ Done | [ Dlete.. ) ﬂH|A| II?|3I [ ¢| af (af]] [wfa
Tap the schedule slip to view the The Journal Entry will let you To enter additional data in the Daily Journal
pop-up. Tap Journal entry. enter data into a Meeting Note. tap the noteicon at the left. You can also
Tap Doneto close and save. change the Daily Journal into a Meeting by
tapping the Daily Journal field. A Meeting
commitment will appear. Fill in the other
blank fields.
Figure 5. Daily Journal Entry
Contact
Tap Contact from the pop-up to create anew Contact. There arefieldsfor the contact’ sname, title, company, work and home
number, etc.
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The Action Names Datebook Schedule Slip

Y ou can create anew call, meeting or to do using the Action Names Datebook schedule dip from any of the five agenda
views. Tap the button with the note icon (New button) and choose the type of task you would like to schedule.

CFIFEFED

o1 1 = Train, lerry
AL0-921-4141

210 am S Hansen, Thomas

| 10:20 amimeeting re trip

HE0pm A4 Hartford insurance

CE0 prn_imeeting with client [

IHansen, Thomas

o1 send report

Oz ! ® Hansen, Thomas
C10-7T7-6698 =)
1

03 - X Class, Helen

Tz docurnents

1 HETE Gy [

Tap the schedule dip, then select
the type of commitment you planto
schedule

 IBi0 T AEL

o1 16 = Train, lerry -
6E0-921-4141

10 am 35 Hansen, Thomas

10:20 arpémnesting e trip

[:50 prin (¥ Hartford insurance

CE0 prnimesting with chient S0

IHansen, Thomas

cend rennrt

i'®m g @Meeting

02 oip-7 @can

i
0 a3 1 X Clq B Todo
= Journal Entry

> 7= s]E]] & Contact

Figure 6. Launching the Action Names Datebook schedule

Creating a New To Do

Select To Do from the pop-up to open a To Do schedule dip. The To Do schedule slip has fields for a contact name (who
the To Do isrelated to), adescription of the To Do, and the target date if desired. In addition, there are fields to prioritize
the To Do, mark it as completed, repeat or redo the To Do, mark it as private, and fileit in a category. Y ou can also set an

adarmonaTo Do.

To select a contact name from your address book, enter the first letter of the contact and tap the diamond icon to the imme-
diate left of the Contact field. A list of contacts beginning with that |etter will appear. Tap the one you want. To schedule
the To Do for aspecific date, tap on Datefield. Y ou will be presented with adate-picker dialog box and you can then choose
a Due date from the choices available from this box. Y ou can choose Today, Tomorrow, one week later or No Date. By

tapping “ Choose Date.”, you will access the Set Due Date Calendar view.

From within Action Names Datebook, you can also create anew To Do from the New menu or use the shortcut command
for creating a new To Do, which is a forward-dash drawn bottom to top followed by the letter T (“/” and then T).
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Figure 7. The Action Names Datebook To Do schedule slip and how to
access the Notes section and icon options

Creating a New Call

Select Call from the pop-up to open a call schedule slip. The call dip hasfields for a contact name (who you are going to
call), afield for the phone number and brief description of the call, and the target date if desired. In addition, there arefields
to prioritize the call and mark it as completed. Calls can not be placed in a category because all calls are stored on the To
Dolistsinthecall category. Y ou can also set an alarm for acall, mark it asprivate and chooseto either redo or repeat the call.

To select a contact name from your address book, enter aletter and then tap the diamond icon to the immediate left of
Contact field. A list of current names beginning with that |etter will appear. Now, select aname from thelist. Y ou can then
tap the diamond next to the Phonefield in the middle of the screen. Y ou will then be presented with ahome number, business
number, fax number, and email address. Select the number or email that you wish to record in the call dlip.

To schedule the call for aspecific date, tap the date field. Y ou will be presented with a date-picker dialog box and you can
then choose adue date from the choicesavailable. Y ou can choose Today, Tomorrow, oneweek later or No Date. By tapping
“Choose Date”, you will access the Set Date Calendar view.

From within Action Names Datebook, you can also schedule a new call from the New menu or by using the shortcut
command for creating anew call which isaforward-slash followed by the letter Z (“/” and then Z).
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Figure 8. Schedule a new call using the New button or the menu shortcut
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Repeat: w Mone O Frivate Repeat:oc-on Thomas | 1vate
Priority: KM 2 [3[4]5] Priotity:|Hartfard Insurance
Date: w Mon 1/24/00 Date Hermes, Louis
Complete: O] lcor: + R Complete: Jones futo Supply r X
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#Fhone-| W 650-348-3232 - Lovvely Pools
___________________ FreL0-248-3233 Palrn Il Accessakigs |-
E: hartford@insurance.co -|5mith, Bob
Technical Suppart |-
mm} m QK I:G Train, Jerry
# Contact: Hartford Insurance Eh
]G]
N o oy Select a name from the address
Epeat: v Hone L Private book by tapping the diamond. To
To set a date on a call or to Prmrltrf 1 HEEA add a new name. Enter it, and tap
do, choose the date from the o Joday x the contact icon to the right of the
drop down list :mmp | e ek Later | contact name field. You will be
Mo date presented with an Add new?
c. [ screen. Tap yesto add nameto
address list.

m Cancel | (B} &S +

Figure 9. Completing a call slip

Create a New Meeting

Select Meeting from the pop-up to open a meeting schedule slip. The meeting dip has fields for a contact name (who you
are meeting with or who the meeting isrelated to), and afield for a brief description. Y ou pick the date of the meeting from
the date picker and the time from the time picker or time bar. Meetings can be set to repeat over aperiod of time. Thealarm
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for the meeting can also be set from the Action Names Datebook schedule slip. The Note button opens an extended note
area to attach to the meeting.

To select acontact name from your address book, enter thefirst |etter of the person’ s name (or last name, or company name
depending on how your contact preferences are sorted. See Contact Preferences on page 32 for additional information) and
tap the diamond icon to theimmediate | ft of the Contact field, alist of current namesthat begin with that | etter will appear.
Select the contact name.

From within Action Names Datebook, you can also schedul e a new meeting from the New menu or use the shortcut
command for creating a new meeting which is aforward-slash followed by the letter M (“/” and then M)

lcon: w &p

. ap the downward pointing Set Time [i)
.......................... =] arrow tO add an iCOﬂ. sturt Time- ﬁ
) 2 05
O Private 10 10
iMon 1224008 10:55 arn - 11:55 am § > :;P ;g
End Timne:
: 1% The Palm time picker lets you set the 1 25
L— - 7pm meeting time from the Action Names g gg
Datebook schedule slip. Or you can
Hi di 1t ; - 4 40
.I;.S:::f.l;?in requr A ERLALE pl ace your stylus on the FI me bqr and c 45
drag it to record a duration of time. [ 50
(o ) Tancel ) [D]@] 3 | When the time bar appears, the time ok, cancel | | 7 4 IER

shown will encompass the present time.
For example, if you open up a blank
Meeting at 11:30 am, then the time
Tap the note icon to access a screen frame shown will be between 7 am and
for you to enter additional notes. Tap 4 pm.

the garbage can icon to delete to

meeting, tap the alarmicon to set an

alarm.

Figure 10. Completing a meeting slip

Creating a New Contact
Action Names Datebook integrates directly with your native Palm Address book. Y ou can open a blank contact and enter
data within Action Names Datebook. Y ou can also view your entire Address book within Action Names Datebook.

To create anew contact, tap the New button and select contact. To view your complete contact list, tap the button containing
the person icon.

.................... Edit Contact w Linfiled
& Train, rr BE0-921-4141 BTruin,rr EE0-921-4141 Firet name:
‘= Hardy, Bill 5 16-959-5544 ‘= Hardy, Bill 516-939-5544 Title:
X Hermes Lu send report &3 X Hermes L-u senl:l report & Company:
w WMork:
w Horne:
w Foux:
w Other:
AT 3 eeting w E-rnail:
3 uy EJ w 8 Call Address:
1: EEDBE Lnuely Pnnls 1.55|:-BD Luuel HTodo City:
[ 2 HHartford Insurance 1 2 @ Hartfoy = Journal Entr :
 Contact ¥ Done |[ Details 1|[J[& 1+ W
After tapping Contact, you will see
Tap the New button to open a From the pop-up tap Contact this view. Enter a new Contact. By
pop-up to create a new contact. tapping the menu button at the bot-

tom of your Palm device, and
selecting Options | Font, you can
change the font.

Figure 11. Creating a new contact and viewing contact list.
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Within the Action Names Datebook contact list, you can regroup your data. Tap the three-dot triangle next to Name to view
a pop-up that permits you to regroup your data. Y ou can group your data by Company, City, State or Country. By tapping
the downward pointing arrow next to Number, you can also view a pop-up to select adifferent datatype for viewing in the

screen.

Toview adifferent section of the alphabet, either tap the letter group tab at the top of the screen or enter aletter in the Goto
field at the bottom right. To view your Contact List by category, tap the downward pointing arrow at the upper right and

select a category.

w Al
def|ghil jkl|rnalpgr|stufmeed w2 | Al

¥ o MName  [F] = Mumber
Hartford Insuran &50-248-2232W 0
Rerasgar Inc. BE0-BTE-6EEEW

Arnerican Airlines  1-800-875-2888W

Riqqs, Bobby A= =0 ST
Bledson, Charles BhE-BEE-TETEW
Bluebell Tires BEE-221-3654W
RBobbs, Tany 408-778-9598H

Foston Autos
Braddock, Lisa 650-451-2135H g
Falfus, Tam BEO-R5-9797W

173 (=] soto:

Tap the three-dot triangle to
access a pop-up for grouping
options.

Contact List

Contact List

erlah g

w* oo Mame [

Group by Cornpany [1-843-32320 0

Garoup by City E0-278-656EY
Group by State 00-B7E-2aaaw
Group by Country | 20-9F-522 11

Ce-238-7araw
LE-221-3654W
403-TTE-9895H

Group by Zip

frobbs, Tony
Fioston Autos
Fraddock, Liza £50-451-2135H g
[-alfus, Tom BE0-329-9797W

Code

Herostar Inc.
froerican Airlines  1-800) City

[Lalfus, Tom BEl

NEETD %E 1] Gote: |

17|34 ] e

pgr|stulwwe] vz | All

Hartford Insuran 650- | Company
BE51| Address

Biqgs, Bobby 65 Stote
Fledson, Charles BEIl =
Flusbell Tires &5 EI:E'_,E:EE
¥
Eobbs, Toany A0 stam 1
Fioston Autos ‘ 2
Braddack, Lisa g SHstom

Custann 3

Tap the downward pointing

arrow next to Number to access

this pop-up.

Figure 12. Re-grouping data within your Action Names Datebook Contact List

Tap and Hold

Action Names Datebook supports “tap and hold” in the Contact List view. By tapping your stylus on a contact name and
holding the stylus down on the screen a helpful pop-up will appear. This pop-up will contain options for working with the

selected contact.

- fll
def[ghil ikl [rna|pgr|=tufwesd] wz | Al

w oo Mame [L[F] »* Mumber
Aerostar Inc. B16-543-212 1
Arnerican Airlines  1-800-575-23991
Andreas, Paul B16-545-777 TN
Appleton, David £ 16-dd4-EG AW

- Al
def|ghi| ikl {rmno|pge{ztulww:| vz [ All

w oy Mame [

» Mumber

Herostar Inc.

B1E-Cg3-2121W

Hndggeas, Faul

Elusbell Tir BE0-22d-636 37T
Bowary, Flr;tte B 16-TE5-ddddH
Braddock, Hanrw

£16-230-644 410

HEIE] 2 [

Take your stylus and tap on a Con-
tact name once and lightly and the
Address View will appear. You can
then tap the Edit button to edit the
contact information.

Figure 13. Tap and Hold

Appleton, [a

irnetican Airlif @ Schedule Meeting
M Schedule Call
B cchedule Toda

Bluebell Tires
Bovary, Anne
Braddock, Hen

[El Edit s iew
& Delete
[Elbuplicate

1|?|31|L£E il earn

[ Attach Mote
Delete Mote

If you take your stylus and tap on a Contact
name and hold the stylus to the screen, then
this pop-up will appear. Select fromthe

optionsin this pop-up to work with the Con-

tact Name.
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Repeating events and alarms

Y ou can also create repeating events with Action Names Datebook. Thisis ahandy way to easily set reminders and alarms
for events that occur on aregular basis, whether ongoing regular business meetings or recurring personal events (such as
soccer practice for your children).

# Contact: Train, Jerpy b5
The Palm repeating mesting EE ey . [Mene [ Do IR Worth [ Veor
picker can be accessed from the — PP, Fepeat: Hone: L] Private - Every: | Week{s}
_scheduleslip. Choose the repeat iMlan 124003 10055 arn - 11:55 am § End on: -~ Mo End Date
o her et | Repeat on: STAREATTIFI:]
:Iisu:ussu:un regarding software Every week on Tuesday
Fontarcl

'ﬁ] Cancel | [[J @l ¢

You can set a meeting alarm from

the Action Names Datebook meet-

ing schedule slip. Just select the Mone | Day | Week DRRLY
alarm clock icon at the bottom [Hare | uy_l = I Veor|
right of the screen. ——|  Every: Il Nonth(s)

End on: - Mo End Date
Repeatby:| Doy [ate

The 15t of every month

Figure 14. Setting repeating meetings and an alarm from within the Action Names Datebook meeting
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The Action Names Datebook Agenda Views

One of the key benefits of Action Names Datebook is being ableto see your entire schedule of commitments on one screen.
There are four different views that are readily accessed by tapping the numbered buttons at the bottom left of the agenda
view.

Y ou can view datain a Single Day (Agenda) view by tapping the push button with the number “ 1", aWeek view by tapping
the push button with the number “7”, aMonth view by tapping the push button with the number “ 31", and the Quarter view,
by tapping the push button with the number “1/4”.

After deciding what time-interval type of view you wish to see (Agenda, Week, Month, etc.), you can view your datain a
different format. By tapping the mode button at the far right of the screen(button with the triangle), a pop-up will appear
listing other formats. For example, the Single Day (Agenda) view presents data as seen in Figure 15. below, but by tapping
the mode button, and then selecting Split, you will see the Single Split-Day view (the top half showing meetings and the
bottom half showing To Dos and calls).

Agenda Day (List) View

The agenda day view shows all your scheduled commitmentsfor a selected day in atwo line grid format. Past due commit-
ments (calls and To Dos) are shown first. A past due commitment (if there are any) will be recognizable by an exclamation
point and date appearing before the contact name. Today’ s commitments appear next (a To Do or call due today will just

have an exclamation point — no date). Finally, non-dated and future commitments will next appear (no exclamation point).

Picture icons indicate the type of commitment. Pick which day’'s agenda to view by tapping the day or use the up
Afacefor a meeting, a phone handset for a call and down tactile buttons to go forward and back a day

and an exclamation point for a To Do, or you
can create your own.

This symbol indicates thereis an alarm set

Nev 18, 99 (K IETIHE ™ @ELI
117 £ Train, Jerry

Phone calls will belisted in priority

o1 . i .
i ir priori ingi Go0-321-414) his symbol indicates there is a note attached
orfler with their priority appearingin i Hansen. Thawmas Syl
column one. | 10:20 arnéireeting re trip
ZEipm iHartford insurance

S0 b imesting with client 50 When your schedule exceeds the screen size,

To Dos are shown in priority order, i® Hansen, Thomas ¢ scroll bar will appear at the side. Grab the
with their priorities appearing in col- > O 2 cypr7-eeos palm dark area and drag up or down or tap the
umn one O 3 ) &Ciass, Helen arrows to move up or down

fox docurnents

19 % Hermes, Louis

Tap the view selection push buttons

> Tap the mode button with the triangle to
to access the different Agenda Views .

< open a pop-up that lists different styles for
the Action Names Datebook views.

Phone calls and To Dos have a check

box which when checked indicated ap thisicon to return to today's date
the task was completed Person icon accesses your

contact list; filter button

accessesfilters. Tap the New button to open a pop-up

that lets you create a new To Do, call,
meeting, journal entry or contact.

Figure 15. The agenda day view shows all commitments on one list.

Past Due Items

Phone call and to do items that you schedul ed for completion prior to the handheld device' s system date (today), that have
not yet been checked off as completed will be listed first in this view. A past due call or To Do will have an exclamation
point and the due date in front of the contact name. A call or To Do which is scheduled for today will just have an exclama-
tion point, next to the contact name. Note that you don’t have to select a date for your To Do and call items. Past due To
Dos and callswill also appear in al other Agendaviews.
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Figure 16. Single day Agenda (List) and Split Agenda view

Future Scheduled Items

Future To Dos and calls will appear in the Agenda views. The date for the scheduled commitment will appear next to the
contact name. Y ou can set a preference so that future To Dos and calls will NOT appear in this view. Thisis done by
accessing the Preference screen view. Y ou do this by tapping the menu button. From the Action Names Datebook menu bar
that now appears, select Options | Preferences. At thetop of the Preferences screen, select To Dos& Calls. Set the preference
for Future itemsin this screen.

Action Names Datebook Columns

Column one in the Single Day agenda view (List) shows the scheduled begin and end time for a meeting. For phone calls
and To Dos, the completed check box appears followed by the priority assigned to the task.

Column two of the scheduled item shows the icon indicating the type of task. Y ou can select or create your own icon or
modify the icons prel oaded with Action Names Datebook (see Edit |cons section, page 35). The associated contact name, if
one is chosen appears in bold followed by the description of the scheduled item. Line two of the item shows telephone
number of the contact, if the scheduled itemisacall. If the scheduled item isa To Do, the first few words from description
will appear. If the scheduled event is a meeting, the first few words of the description will appear.

An alarm clock symbol indicates that the meeting, To Do or call has a scheduled alarm and the paper icon indicates a note
is attached. You can set alarmsfor calls, To Dos, and meetings.

Editing Items on the Agenda

Y ou can change key elements of a To Do, call or meeting directly from the Action Names Datebook agenda view. For
example, you can change the priority, edit an item’s attached note or mark whether an event has been completed in the
agendaview. Y ou will not have to tap an icon, then access another screen, make the required change and then return to the
previous screen. To change the priority, just tap the number and a pop-up will appear containing alist of priorities. Select
the new priority. To change the note, just tap the note icon. The note will then appear on your screen. Make the changes and
tap Done. To mark an item as compl ete, just check that item’s checkbox.

Agenda Split View (Calendar/Phone Call and To Do Commitments)

The agenda split view shows a one-day view with the traditional date book view on the top half of the screen and the phone
call and to do list on the bottom half. Y ou access this view by tapping the view button with the number “1”, then tapping
the mode button at the right. From the pop-up, select List
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This view shows all your commitments on one screen and also shows you where there are openingsin your meeting and
appointment schedule.

Each of the two sections has independent scroll bars which are available when the schedul ed items exceed the length of the
display. The second half shows phone callsin priority order with To Dos in priority order.

Past Due Items

Phone callsand To Do itemsthat you scheduled for completion prior to the handheld device' s system date (today) that have
not yet been checked off as completed will be listed first in the second section.

Note: You can aso set a preference to view completed and checked off items. If these preferences are not set, when you
check aTo Do or call as completed it will disappear from the screen. Y ou set the preference in the To Dos & Calls Prefer-
ences screen (tap the menu button, then select Options | Preferences and select To Dos & Calls)

Future Scheduled Items

Future To Dos and calls will appear in this view. Y ou can also set a preference, so that future To Dos and calls will NOT
appear in thisview. Thisis done by accessing the To Do & Calls Preference screen.

Pick which day’s agenda to view by tapping the day
or use the up and down tactile buttons to first scroll
through a day and then go forward and back a day

in the week.
(Nov 12, 99 KIBEEE T BEC
1200 - When your schedule exceeds the screen size,
;gg % this scroll bar appears. Grab the dark area
: - and drag up or down or tap the arrows to
The two triangles with the dot in the [ 250 @Hartfordmeeting vit 0 | ove Up of down ap
middle is an icon which lets you

resizethetwo fields. Tap thetriangles
and move the divider up or down.

Tap the different boxes to select the type
of Action Names Datebook view you
want to see.
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-3 Jones Auto sznd estimate
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This symbol indicates there is a note attached

P

Tap the button with the triangle (mode button)
to select different formatsto view. After you tap
the box with the number “ 1", you can view a
Sngle Agenda view (List) or a Split agenda
view.

Figure 17. The agenda split view.

Agenda List (Week)View

This view shows your schedule for the week starting with either Sunday or Monday depending on what you set as the first
day of the week in the handheld device Preferences. Select the push button with the number “7” to access a Week view.

There are four different types of Week views. Y ou can view aWeek asalist of commitments (To Dos, calls and meetings);
you can also view aSingle Week view in Grid format, adouble Week view in Grid format, and a\Week view in Block format
that is similar to the native Palm Datebook view. To view the different week view formats, after tapping the push button
with the number ‘7", tap the mode button at the far right to view a pop-up of choices.
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Thefirst week view lists all com- By selecting the mode button at the bot- Finally, the last week view is similar
mitments chronol ogically. Note the tomright of the view, you can choose to the Palm device Datebook view.
mode button with the triangle at the Grid (1) view. In this view the days
the bottom right, tap it for a pop- of the week are represented by squares
up and options for a different view/ on the screen.
format.
Figure 18. Weekly viewsin Action Names Datebook.
Week Views

Inthe List Week view, past due To Dos and callswill appear in a Past Due section at the top of the screen. Past due To Dos
and callswill also appear inthe Grid (1) and Grid (2) views. They will appear ontoday’ sdate. If there are more commitments
for aspecific day than room in the square that represents the day, then a downward pointing arrow will appear at the bottom
right of the square. Tap the arrow to scroll through the commitments for that day.

Only meetings that are scheduled for the week will appear in the Block week view.

Undated commitments (To Dos and calls) will also appear in the week list view in a separate No Date section. Undated
commitments (To Dos and calls) in the two list views, Grid (1) and Grid (2) will appear on today’ s date.

Drag and Drop Capability

Y ou can quickly move commitments from one day to another in the Grid (1) Week view, the Grid (2) Week view, and the
Block Week view, by placing your stylus over the commitment on one day and dragging the commitment across the screen
to another day. Thisisaquick way for you to make immediate adjustments in your calendar.

Agenda Month View

Y ou access this view by tapping the view button with the number “31”. The view will open up automatically to the month
you were in with the previous screen. Y ou can tell what is scheduled on a particular day by noting the icon on that day.
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To view the commitments by the icons that you created, tap the mode button and select |cons from the pop-up.

Displays current Month you
areviewing

Tap a different box to change

B o cober 1599 IR W
5 M T W T F 5 | <% Ty theforward and backward arrowsto
H change the month

Tap the mode button to view different

I meeting formats. You can view a month
> 1H 1 BREA < \Vith clocks or with your icons.

Figure 19. The Month view

Finally, by tapping Clocks from the pop-up, you will see the calendar with am/pm clocks. (see Figure 20.below). The first

circle represents the am (morning) portion of a day and the second circle represents the pm (afternoon) portion of aday.
Darkened segments of the circlesindicate scheduled meetings.

S M T W T F & By tapping Icons, you will view the s M T W T F %
I T g month with the commitments rep- e ER OO 2

—

resented by icons that you created.

Clocks

mmll Icons

|'I Standard

- [[7EIA[E[AR)AT] [

p| 5 M T W T

Tap the button with the triangle
(mode button) to view the pop-up,
tap Clocks to view the am/pm
Month view. Tap Iconsto view the
icon Month view.

Agenda Quarter View

In the amypm Month view style,
you can better view how your com-
mitments are scheduled.

1H » BRCACH DD

Figure 20. All three Month views

Action Name also contains a screen view called the Quarter view. To accessthisview, tap the push button with the“ 1/4” at
the bottom of the screen. The Quarter view will then appear. This view shows you a quarter of the year. Y ou can view
January, February and March in one quarter view, then April, May, June in another view, etc.
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Thefinal quarter screen in the Agenda Quarter View (at the lower right of the screen) consists of asingle-day view screen.
Tap any date in any of the months and that day’s list of To Dos, calls and meetings will appear. The date will be shown at
the top of thelist of Action Names Datebook items.

The Quarter view will
consist of three sep

rate month views.

a_

4
Oct 1999 Mov 1999
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i
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Figure 21. The Quarter view

Editing Items directly on the other Agenda views (Split, Weekly, Quarter Yearly views)
Y ou can change key elements of a To Do, call or meeting directly within certain Action Names Datebook views. To do so,
take your stylus and place it on the commitment that you want to edit. Hold it down for a second and a pop-up will appear.
You are able to edit, delete, duplicate etc. the commitment from this pop-up.

Editingitemsin placeispossiblein thefollowing views: Split-Agendaview, Weekly List view, Grid (1) view, Grid (2) view,
and Quarter view.

H0:000 3 rello
4360 & Joh t

BCBeM

[E] Edits Yiew
& Delete
[ElDuplicate

[J Attach Mote
% Delete Mote

Log
R Schedule Fallow up
2 Contact Details

By tapping on anicon in the Grid view, you can open the Editing
pop-up. You can then edit or delete the commitment, duplicate it,
attach or delete a note, beam the screen, log the commitment,
schedule a follow-up or view the contact details.

Figure 22. Editing in Place
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Setting Action Names Datebook View Display Preferences

Action Names Datebook view displays are customizable.

Setting the Begin and End Time-Accessing Preferences

The split screen agenda view shows the appointment/meeting schedule in the top half of the screen. In the uncompressed
view, you will see your schedule in one-hour increments, including unscheduled time for the period that begins with your
preferred start time and ends with your preferred end time. Any appointments scheduled not on the hour or before or after
your selected start and end times will appear in compressed mode. Compressed mode shows only the hours that have a
scheduled appointment and not the hours with no scheduled appointments. If you typically make appointments between
noon and six, you may want to set your start time at noon and your end time at six. With your preferences set in thismanner,
you can quickly view your availability for appointments. Of course, any scheduled appoi ntments before or after your start
and end times will also display.

To set the begin time, tap the menu button on the handheld device. This will access the menu. Tap the Options menu next
to the New menu and choose Preferences. Thiswill open the preferences window shown in the Figure 23. below.

New IR Preferences
Preferences ~R =t Set: w Split Agenda View
o1 Performance L — 2!;::2;5 -
O 1 Purge... ~E R 1mans Start Tirme: E—
Editlcons... Fa'd PI| maetin . -
9= End Time: [ 6:00 pm |
O 1 |About Action Mames Dol 100z & Calls ] _ w
: : - [ Show Tirme Bars
G10am S Hansen, Thomas List Week View O Compress Mestings
10:20 amimeeting re trip Month & Cuarter Yiews
2:50 prn (A Hartford insurance Split Agenda Yiew i
CO0 pr frmecting with client  F0 P O Show Only Scheduled Time
o1 % Train, jerry
GE0-921-4141 A
1 HEIE S S e [ ok ) cancel ) [ Apply ] D [ Apply ]

The start and end times selected here will determine the time
period for which your full uncompressed schedule will display. In
addition, you can select to show time bars and compress meet-
ings, or show only scheduled time.

Figure 23. Choosing a default begin and end time for the day

Regardless of what you have set the start and end time at, you can always use the scroll barsto see earlier and later appoint-
ments.

Setting Other Display Options

Y our agenda view display preferences can be set by choosing the Options menu and then Preferences. Y ou will then select
what commitment display options you want to customize. Select either To Dos & Calls or Meetings, among additional
choices (see Figure 24. below).

To Dos & Calls Preferences
In this screen you set preferences for completed items, dated items or to record the completion date.

Show Completed Items

If this box is checked, all To Dos and calls will show on the agenda, including the items that have been checked off as
completed. If you would like to hide the completed calls and To Dos, un-check this box.

Show Only Dated (Due) Items

Checking thisbox will hide To Dosand callsthat have no date and only show these itemsthat were scheduled for completion
on the day you are viewing. In the day agenda and split agendaviews you will also seethose call and To Do itemsthat were
scheduled for a previous day but were not checked as compl eted.
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Record Completion Date

If this box is checked, then the date you checked off a To Do or phone call as completed will be recorded in the Date field
of the completed call or To Do. Thiswill give you arecord of when your tasks are completed, otherwise the task will appear
as completed in your handheld device with no indication of when it was completed.

Tap the silk screen menu button to access the Set preferences to view calls and To Dos.
Options menu in the Agenda views or make the for-
ward slash then Y gesture in the graffiti box.

W] Optic Freferences Preferences to Show completed
g 1 |freferences  /R| & set. w Todos & Calls items, only dated items, record
Performance M - .
Purge... sEl O =how cornplated iterns date of completion or log upon
O 3 Egitlcons... V¥ O Show only datediterns completion.
O Record date upon cornpletion
O 1 |About Action Names O Logupon cornpletion

10 am & Hansen, Thomas

10:20 arvinieeting e trip Future lterns: w 5 days Select the time frame for future items
2:_5!3 prm E.I Hartford _Insurunéca Sort order: KT to appear in the Action Names Date-
| 20 Rn, fmeeting with client 2 - Priotity book views. You can also determine

A Train, Jerry Move |5 o - .
O 1 fecn-ar1-4141 i hd pe the sorting for the commitments.

1 [ TR Ay [ P (oK J(Concel] [ Apply ]

Figure 24. Setting the display options

L og upon completion
If you check this preference, each time you check a To Do or call as completed arecord of the item will be entered into the
note section of the address contact name.

Futureltems

Y ou can filter what future To Dos and calls will appear in the various Action Names Datebook screen views by selecting a
timeframein this Display Option view.

Sort by
You can sort To Dos and calls by due date, priority, type, completed, contact name or icon with the settingsin thisfield.

Meetings Preference

The preference set here will determine default time duration for a meeting and an alarm preset.
List Week View Preferences

If this box is checked, there will be Headers in this view.

Month and Quarter Views

The preference for Month & Quarter views let you view either timed meetings, untimed meetings or both. Y ou also have
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the option of setting a preference to view your repeating events.

Tap the downward arrow next to Set and select ————» Set: w Month & Quarter Yiews Select the start-
Month & Quarter Views. - ing month for the
Quarter start: w lanuary view.

[ Show Timed Meetings

You can view time bars, compressed day views, > g g:':""" Untimed Meetings
. . . ow [aily Repeating

timed and untimed events, and repeating events by Meetings

checking the proper box in this display option.

[ ok [ Canecel ] [ Apply ]

Figure 25. Setting the display options for Meetings

Category

Finally, if you want to filter your agendaviewsto show aparticular category of To Dos, you can do so by tapping the button
with the magnifying glass (Filter button). A filter pop-up will appear. Select To Dos and then the filter. Only To Dos are
categorized. To edit the category list, open a blank To Do and tap the downward pointing arrow at the upper right screen.
Y ou will then be presented with an Edit Categories option.

Note that you can also filter by types, multiple categories and icons too.

Movermnber 1999
You can set thefilter to view specific
commitments or chooseto view all To
Dos.
Tvpes ¥ Al ToDaz
Todos 3 Unfiled
lcons 3 Buzines: [=]
Shaw Al Tap Show to access filter commitment on the screen.

aoto.. _l [E]@ m

Figure 26. Setting a Category filter in the View Filter
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Go to Option and Other Features
Action Names Datebook has several key features which let you quickly navigate through your schedule.

Go to Option
The Agendasingle day view, Agenda split day view, Week views, Month view and Quarter view all have a Go to Option.
The Go to Option is accessible after you tap the filter button. By tapping this button, a pop-up will appear. Y ou can filter
items by types, To Dos or icons. If you tap Go To..., you will access the Go to Date screen. Choose either aday or week to

view the agenda for that day or week.

Nov 19,99 KIBTILIEIN F B2

10:00 @ Class, Helen a0
11:00
11:E5 9= Hansen, Thomas |
1:50
200 . Nov 19, 99 KIETIAEME - BL
: P 10:00 @ Class, Helen
[1 1116 = Train, Je 650-921-4141 11;.;..;.E ’ w0 i
11115 X2 Hartford Insurrlmrl:rl!§§ | 1155 9= Hansen, Thomas Note that you can also filter by types, To Dos
[11'12Hansen, Th send report 1:E0 ’ or iconsin the pop-up here.
] 21122 Hans S10-777-6698 [ 200 ; Pop-Up
[1 31153 & Class, Hel fax docume 200
1 1'"HLovely Ponead to faxc [J : e
s AR o) 1116 3 Train, Je i 52 141
rpes
, Thsend report £ 1999
Todos M ci0-77r-66%3 0 < 4
I':':""s ,,,,,,,,,,,,,,,,, ' s, Hel fa: docume Jan | Feb | Mar | Apr [Mayw| Jun
| Show Al Po need to fax ¢ [ Jul [ Aug [ sep | ot TG
F A FY
. . Eoty,.. B (2, ] [T S M TWTF S
Use the Go to date picker to view the 1 2 3 4 5 &
agenda for another date. The tactile A O ﬁ I
up and down buttons and the arrows 1 22 23 24 5 PR 2T
surrounding the agenda date will - 28 29 Z0
also advance or decrease the agenda
view by a day or week.

Figure 27. Changing the date of the agenda you are viewing from the Go to button

Scroll Bars
Scroll barswill appear whenever there are too many entriesto be viewed on one screen. For example, inthe Single day view
screen, you can only view six entries at atime. Therefore, when you have seven entries for a particular day, a scroll bar will
appear. By moving the scroll bar up or down, you can view the additional entries.

Y ou can al so use the Palm device hard scroll buttonsto scroll up and down on the different Action Names Datebook screens.

Filter button
Thefilter button will access a pop-up that letsyou filter the commitments and categoriesthat appear. For example, after you
select this button, you can then choose to view all To Dos, only certain categories of To Dos, only Meetings, or only Calls.

Y ou can also select the Go To option to change the date that you are viewing.
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10:00 @ Class, Helen [cin) :
11:00
11:.55 9= Hansen, Thomas
1:50
2:00 g
00
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O 116 = Train, Je 650-721-4141
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Access the filter button to filter the
data you view. In this screen, you can
set preferences for what types of com-
mitments, icons and categories you
want to view.

~ov 19,99 KIBRINEN F B2

10:00 (@ Class, Helen i) %
11:00
1155 9= Hansen, Thomas |
1:50
200 g

300
Fe L
[0 116 = Train, Je 650-321-4141

ford Insurance
;gdps: : . Th zend report & |
I el? C10-F7P-e63s B0
O s 5, Hel fax docume
Show Al Poneed to faxc [J
Gota... ] [ Af'_‘|:|

Tap this button to view the screen
t for today’s date. By tapping the
button with the triangle (mode but-
ton), you can switch formats of
your single day, week,month or

quarter-year view.

Figure 28. Accessing the filter options from the Filter button

Day-Picker

Inthe Single day view and Split day view, all of your calls, To Dos and meetings can be viewed. To change the day that you
wish to view, just tap that day at the top of the screen. This will bring up the agenda for that day.

Week-Picker

In the Multi-day view, instead of being able to access different days, you are able to access different weeks.

o 1= Train, Jerry
6E0-921-4141
1&Hansen, Thomas

18 ® Hansen, Thomas
CI0-777-6698 P
1% % Class, Helen

fax docurments
19HLovely Pools

need to fax contract to clJ
1% 3F Hermes, Louis

-’._'IA

LI

O:0:0:0:0

4

' BRI Ca)

Tap the single day, week, month or
quarter year buttons. To view your con-
tact list, tap the button with the person
icon.

mov 16,99 [KIBE ™ BHGEE
IH| . GEL < View the Agenda for

another day by selecting
the other day using the day
of the week picker.

o1 1 & Train, Jerry
G50-921-4141
12iHansen, Thomas

113 ® Hansen, Thomas
C10-777-6658 o n)
O 3 112 X Class, Helen
T docurnents

{00 o (3 Class, Helen

1100 am jal P
11:55 arn 8= Hansen, Thomas
1:50 prio_igirport

1 HENEAE [ & Ea)|

You can also increase or
decrease the date to view
using the forward and back
arrows.

m_ ek T )
f0:00s = He golf T00r (3 Ha inzu

514 w17
11:13a Truman Es [ 8:108 &5 Ha mee
O 1 650-921-41 250 EAHm B[
10554 ¢ Tr diz_™

R1SI] 1 Han san(T18
Cii % Hardy, B (100063 Clas én
1155 9=H ai tiw
.1 ELe e

The eventsin this view can be dragged
from one day to another. You can also
edit the eventsin place; just tap and
hold you stylus down until the pop-up
appears.

Figure 29. Looking at another day using the day of the week picker
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Month-Picker and Quarter-Picker
Y ou can also select the month or quarter-year to view by tapping the forward and back arrows at the top right of the view

screen.
You can also increase or

You can also increase or decrease the quarter year
decrease the month to view to view using the forward
using the forward and back and back arrows.
arrows. i }

(I

£ M T W T F & Oct 1999 Mow 1999
[ ] 45 |6 | [ T ]2 Y3 [4]5 J6

3[4 (5|6 [v |8 [ |[F 8 |5 |Io R E
IE] [N [N [ ER R E R ER ER 3 E ek ERE
' [ I E 2 ENEB EI R ERES N E B[Z7]
Zd |25 [26 |27 [#6 |24 30| [Z87=a[30

[ ElNI|
Iz? Dec 1999 Thu 1118599
| I 213 4] S10nEHme
56 [7 e [3imjn e @ m BQ
IZ [13 |14 |I5 [IE [I7 |18 _
O 1769 £50-921
I8 (2021 |22 =324 128 | o ' £ 10-5
||Stundurd E3 Bl G EEN ECIE 0 i ¥ Cla fax &
Clocks

OBE - By ca Il

elect between different '
month views by tapping the Tap the arrow with the box
triangleicon icon to return to today’s date.

Figure 30. Looking at another month or quarter year by tapping the
forward and back arrows

Filter the Agenda Reports

In addition to being able to filter out certain information by setting the preferences discussed in “ Setting Other Display
Options” on page 24, you can also filter out certain commitment types or only show commitments that are of a specific
category by tapping the button containing the magnifying glass (filter button) and choosing from the options presented to
you.

Thefilter button appearsin al Action Names Datebook views (Agenda views, Week views, Month views and Quarter
views). After you tap it, a pop-up will appear. Select the categories of To Do categoriesthat you wish to view, and the type
of commitments you wish to view from this dialog box.

Y ou may want to filter types when you have many outstanding To Dos and just want to take alook at your Meetings for the
day. Or you have many calls that you need to make and you want to see alist of them. In thislater case, you would tap the
filter button and in the pop-up, select Types, then uncheck the To Do and the meeting box. Now when you access an Agenda
view, the To Dos and meetings are not shown.
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Notice that in the second agenda view, the To Dos
and calls have been filtered out, hiding them from
view. Tap thefilter button and recheck the commit-

ments to view then again.

nov 20, 99 IKIET 7 HWEBEIL
11:50 arn i@ Hermes, Louis

245 pro_imneeting ongolf course

[F30 prn 9= lones, Sam

A:20 pro_fairpart pickup and meetin
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Figure 31. Filtering the agenda view to hide specific types of commitments
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Action Names Datebook Menus

Many Action Names Datebook features and functions are accessible through drop-down menus or shortcut commands.
There are also severa functionsin Action Names Datebook that can only be accomplished with a drop down menu or the
shortcut command.

After you access the drop-down menu, you can enable the specific Action Names Datebook function by tapping the menu
choice or by writing the shortcut command. Y ou can save yourself agreat deal of time by learning the shortcut commands,
particularly with the editing commands like cut, copy, paste and select all.

There are two different sets of drop-down menus. One set of menusis accessible in the agendaview and is shown below in
Figure 32. The second set of drop-down menus are accessible from the schedule slip as shown in Figure 40. on page 36.

Agenda Menus

The Agenda menus let you create new commitments and customize the display of the agendas.

New

These menu choices give you the option of creating anew schedule slip, new contact, or new journal entry. Y ou can also
use the Palm shortcut in the graffiti box (the Palm shortcuts are shown at the far left and begin with aback-slash “/”). This
has the same effect as tapping the new button and selecting the type of item to be scheduled or created. Additionally, you
can also beam either your business card or the existing view in Action Names Datebook.

Qptions ) Record mm
The New menu lets [New Meeting SN The Options menu lets you set Preferences 7R
you schedule new [ Mew Call ] agenda display prefer- 1 Performance AN
commitments New ToDo T ences,performances, purge 01 |Purge.. iy
‘|New Journal Entry W | items, edit icons, and view the Editlcons... Y
Mew Contact “Y| o about screen 01 Default Settings 1
| Beam View N About Action Names
| Beam B?f;?f.f.ﬁﬂﬂi n"“%l-_.-! O 1 e contract B
oz pick up from airpart a2 !!ZQMugge:rt, Hilde
149~ Jenkins, Samant pick up from girport
o1 616-5?5-4444'.-:\.1 ot 149= Jenkins, Samant
TP [_:':II:T'II F|_ 1 6-5 75 -
= e .
- 2 = [ HERE R
Figure 32. Menus available in the agenda view
Options
Preferences

In addition to setting the begin and end time to be displayed for the day as discussed in “ Setting the Begin and End Time-
Accessing Preferences’ on page 24, you can a so set a default preference for all alarms, contacts, icons, meetings, to dos
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and calls. Preferences can also be set for the list week view, month and quarter views, the split agenda view, and color (if

you have a Palm color-enabled device).

Mew Ei5 0
Preferences R
U 1| performance N
G100 amn | Purge__. ~E
L1020 a Edit lcons. .. V)
==l |:-n'|| About Action Mames E

5:E0 prr

! ® Hansen, Thoras
I & Class, Helen
o3 Tz docurnents
c4 zend report -
Sdlect Options and then Preference to
set different Action Names Datebook

O 2 ioyprrr-ceos ol
19 F Hermes, Louis
1 B[Sy E
preferences.

Set; w Alarms

Alarmn preset: O
Rernind MWe: = 3 Times
Flay Ewary: = 5rninutes
Default Alarm Sounds
Meetings: = Alarm
Calls: = Alarm
Tados: = Alarm

I: QK :I[: Cancel :I

[ Apply ]

Alarm preferences et you preset
alarms, set number of times alarm
will sound, etc.

Set: w» Alarmsz

Fernind Me: w3 Tires
Flay Ewery: w5 minutes

Default Alormn Sannds

Ml tings: [Alarm
Calls: |Alert
Todes: |Bird
Concerto
Phone
Sci-fi

| Ok Cuntw\ Applyv

Figure 33. The preference command lets you set different alarm and contact preferences.

Contact Preferences

Select a different sound for different
commitments.

Y ou can set preferences for Contacts in Action Names Datebook. Y ou can set preferences for Display Format and for
Storage Format With the Display Format, you can have contact names appear first name, last name or last name, first name

or even by company.

The Storage Format option will store new commitments and edited commitmentsin a specific format. Thisis necessary if
you want to synchronize your Action Names Datebook datainto another third party application (Time Matters, ACT!, etc.).

Set: w Contacts

Display Format
Exarnple: Bob Srmith ot [BM
should display as:
 Zmith, EBab i

S%torage Format
Usze forratting for:
 Action Marnes

I: Ck :I[: Cancel :I I: Apply :I

Contacts Preferences let you set the dis-
play and storage format, if you use a desk-
top PC or syncing tool, such as Time
Matters, ACT PalmPilot Link, etc.

Set: w Contacts

Display Format
Exarnple: Bob Smmith at IBEM
zhould dizplay as:

6

rnith, Bab {IER}
Bob Srith

U ek Srmith (1B
IBRA {Smith, Bob)
IBf! {Eiab Sraith

Set: w Contacts

Display Format
Exarnple: Bob Smmith at IBEM
zhould dizplay as:

w Srnith, Bob

Storage Format
L

Tirne Matters
Act! Palrn Pilot Link

6

—|CompanionLink

[ ok ) Cancel ] [ Apply ]

[:_ Intellisync

pply ]

Select how your contact names are
displayed in Action Names Date-
book. Note that different Display
Formatswill affect thelook up and
also possibly performance.

Figure 34. Contact formats

Select a storage format if you
want to sync your data to one
of these other applications.

In addition, by selecting a specific Storage Format, you will determine how To Dos, calls and meetings created in Action
Names Datebook will appear in the native Palm To Do and Datebook applications (for example, it will determine whether
the contact name will appear in brackets or not).

The different Storage Formats are as follows:
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Application Description Notes

Action Names Date- DESCRIPTION [contact] N/A
book
ACT!PalmPilot Link DESCRIPTION [contact} N/A
Time Matters [contact] DESCRIPTION N/A
Companion Link DESCRIPTION N/A
Link: First Last
Company: Co.

Phone: 555-1212

Intellisync DESCRIPTION Contact name: Name
Contact Company: Company

Icon Preferences

By selecting Icons, you can set default icons for your meetings, callsand To Dos. If you do not set a preference here, there
will not be any default icons for any commitments that you subsequently create.

Meeting Preferences
For Meetings, you can set adefault duration and a preset alarm.
To Dos & Calls Preferences

For To Dos & Cadlls, there are preferences to show only completed items, dated items, to record the date upon completion,
and log upon completion. You can also set a preference for the time frame for viewing items and you can also change the
Sort order.

Set: w lcons Set: w Meetings Set: w Todoz & Calls
Default lcons Default Duration: § 7:00 O Show completed iterms

O Show only dated itemns
O Record date upon cornpletion
O Logupon cormpletion

Meetings: » Mone
Calls: - Mone

Minutes

Hours
Loy

Future tems: w 5 days

Sort order: [ ‘i‘
i,
Move §
w -
[ ok [ Cancel ) [ Applv ] [ ok ) Cancel ] [ Apply ]

Figure 35. Setting Additional preferences for Icons, Meetings, and To
Dos & Calls

Preferences for Week View, Month & Quarter View, and Solit Agenda View

Y ou can also set preferencesfor the List Week View (Show Day Headers), Month & Quarter Views (Show Timed Meetings,
Show Untimed Meetings, Show Daily Repeating Meetings) and the Split Agenda View (Show Time Bars, Compress Meet-
ings, Show Only Scheduled Time).

Note: By checking the Show Only Scheduled Time box in the Split Agenda View, an Auto-Size Tables box will appear and
be checked. The next time you view your Split Agenda View, the meeting section will be super-compressed for better
viewing of your To Dos and calls.
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In each of these preference screens, by checking a box you accept that preference.

Set: w List Week Yiew

[ Show Day Headers

Set: w Month & Quarter Miews

Cuarter start: w lanuary

[ Show Tirmed Meaetings

[ Show Untimed Meetings

[ Show Daily Repeating
Meetings

Set: w Split Agenda View

Start Tirne:
End Tirne:

O Show Time Bars
O Cormpress Meetings

F
-
F
-

' Show Only Scheduled Tirme
[ Auto-size tables

[ oK ][ Cancel ] [ Apply ]

[ oK ][ ancel ] [ Apply ] [ oK ][ Cancel ] [ Apply ]

Note: The Auto-size tables
box will only appear, if you
check the Show Only

Figure 36. Setting Preferences for the different Scheduled Time box.

Action Names Datebook screen views.

Colors

Finally, if you are using a Palm enabled color device, you will have the option to set colors for your contacts, past due

commitments and to do categories. The preferences you set here will not appear in the single-day List view, Week block
view, or Month views. All other views will support your color preferences.

apr 13, 00 IKIBEEE * BB
Set: w Colors Set: w Colors 1100 :
Contact: [ Contact: w [ 1?33
Fast Due: + [ PastDue: w [ 2:00 Harrison , Thornas falp] |
_ . 350 :
w Todo Categories w* Todo Categories 200
Unfiled b
: Iélunsf?idss : Bunsilniss 1119 ¥F Underwood, send contrac
P | w Parzonal 11111 @ Dirarca, 818-795-6666H
w Fersond - Call 1111 AHill, Banj é16-925-5EEE [J
w Calls alls 1111 & San Jose fax contra &0
12 12 Magqert, Hil pick up from #
[ 1 Harrizon , Thoras fax
(0K )(Cancel | [ Apply ) (oK J(cancel] [ feply ) HE0EE| (=30 (=)

Figure 37. Setting Color Preferences

Performance

The Performance command from the menu bar will show you ways to boost the speed of Action Names Datebook. In the
Boosting Performance screen you can Purge Completed To Dos, Leave To Dos in optimal order or leave contactsin first
name order. Tap the information icon “i” for additional information about each option.

Purge

The purge function lets you do some housekeeping by deleting data you no longer need. When you purge from the Action
Names Datebook application you are choosing to purge both meetings/appointments that are older then a selected date and
callsand To Dos that are marked as completed. Y ou can elect to archive purged data to the Palm Desktop. The Purge

Menus 34



function available in Action Names Datebook is equivalent to selecting purge in the date book to del ete meetings/appoint-
ments older then a certain date and then opening the To Do list and selecting purge to delete completed To Dos.

nov 19,99 KIBZINEM F B2

ME A Train, Jerry

O 1 fecp-gz1-4141

@ Delete avents older

Note that you are electing to purge both old meetings/events
than: + 1 week

; B
and completed To Dos and calls. To delete one without the

other, use the individual date book and To Do list purge func- » and all Call and To Do
tions items marked completed ¥

[ Save archive copy on PC

Figure 38. Purging from the Action Names Datebook
application

The Action Names Datebook purge function isatime saver; accomplishing the date book and To Do list purgein one action.
If you don’t feel comfortable with this combined purge, you may want to individually purge old meetings from the built-in
date book application and then purge completed to dos from the built-in to do list.

The purge function does not distinguish between commitments scheduled in Action Names Datebook and those scheduled
using the handheld device built-in applications. Purging from either Action Names Datebook or the individual dateand To
Do applications will delete the same data.

Important: Thereisno undo for a purge.

Edit icons

The Edit icons option will access a screen containing all of your current Action Names Datebook icons. Y ou can edit a pre-
existing icon in this screen, add a new icon, duplicate one or delete one. If Action Names Datebook isinstalled on acolor-
enabled Palm device, then you will aso be able to create iconsin many different colors.

I Optic [ Editkons.. |
Preferences SR| & QEOA= £ X Do QHAA= £ X O k&lh
O 1|Performance  /N| Tk F YRS F W TS Alnl=lo Ry
2:10am | Purge._. «E i _ g Y T e Edit lcon
10200 Editleons. v B ]
2;55%F|;Tr| About Action Mares E
I'® Hansen, Thomas Lad
o2 S|Tsess 20
1 & Class, Helen
o3 Tz docurnents
04 19 % Hermes, Louis
T e

Tap Options | Edit Icons... fromthe
menu bar to view the Edit Icons...
screen.

Tap Ok to accept an icon, New to
create a new one or edit to re-edit
one. Thedoubleicon isfor dupli-

When editing anicon, just tap
the editing screen with you sty-
lusto add a square, and use the

cating an icon. eraser icon to erase.

Figure 39. Editing icons

About

The about box gives you information about the program including the version number, copyright information, and how to
contact iambic Software for technical support. If you are upgrading from atime limited demo to alicensed copy of Action
Names Datebook, you can access the registration screen through the about box so that you can enter you license key.
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Schedule Slip Menus
The second set of drop-down menus are accessible from the schedule slip (see Figure 40. and Figure 41. below). The choices
available on these menus help you enter text and edit the slip.
Record

The choices on this edit menu are New Meeting, New Call, New To Do. Y ou can also delete an Item, log an Item, attach or
delete a note, beam an item or schedul e a follow-up.

.Select Record from the menu Select Edit to view the standard com- When you select the Schedule Follow-up
bar to view these commands. mands. You can also access a Keyboard command, you will view the screen below.
You can create a new commit- here or Graffiti Help.

ment, delete an item, log an
item, attach/del ete note or
schedule a follow-up.

Recurd E; t Record g3 w Unfiled

\ ::: R?ftmg 521 E + Contact: l&'l::n 55 F__,-‘ # Contact: Hartford Insurance *
MNew ToDo FA N . > Copy ~C
Delete [tem O Repeat: | Paste P Schedule Follow-up
Log Item 1 Priatity: | Select ANl S ] ]
Attach Note « A Date: |Keyboard K Schedule fallow-up itern with:
Delete Note A0 |F Complete: | GraffitiHelp /G Hartford Insurance
| | Beamn Item B | - "
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You can beam a call, To Do or
meeting from the drop-down.
After beaming, the person who
receives the commitment will
seeacall or To Dofirst in the
native Palm To Do list. A meet-
ing will first appear inthenative
Palm device Datebook.

Figure 40. Logging an item in call slip

Log Item

Log Item permits you to add the call, To Do, or meeting in the note section of an address name. For example, when you
create acall and tap the menu bar icon to access the Menu bar, then select Record and then Log item, anote in that person’s
address book will be created that has the date, is designated as a call and has the telephone number.

Beam Item

Y ou can beam acall, To Do, or meeting from Action Names Datebook. After beaming, the person who receivesthe commit-
ment will first seeacall or to do in the native Palm device To Do list. A beamed Action Names Datebook meeting will first
appear in the native Palm device Address book. The commitment will still appear in Action Names Datebook; the person
who receives the commitment will just need to open up Action Names Datebook on his or her Palm device to view the
commitment there.

Iconswill beam with their commitments only if both the person beaming and the person receiving both have the sameicon
data sets.For example, if both personsinstall the Action Names Datebook icon datafile, then any commitments created with
any of these icons will be beamed.

Edit
The choices on the edit menu in Action Names Datebook are the standard edit menu items available to all handheld device
compatible applications (seeFigure 41. below). Hereis a brief summary of what these menu choices accomplish.
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Undo
Undo will reverse the last step taken. If you inadvertently deleted some text, undo will restore it.

Cut

Cut will delete the highlighted text. The text which was cut will be saved in memory. Thistext can then be pasted anywhere
that acceptstext aslong as nothing elseis cut or copied in the interim.

Copy

Copy works like cut, except the highlighted text is not deleted.

Paste
Paste will place the most recently cut or copied text wherever the insertion point is when the paste command is invoked.

Select All

Select all will highlight all the text located in the field where the cursor is. You can select all and backspace one to delete
all the text or use the cut, copy and paste commands on the selected text.

Keyboard

Thiswill access the on-screen keyboard. Y ou can then type into afield at the cursor using the keyboard.

Graffiti
This brings up the graffiti help screen.

Tap the handheld device silk The menu shortcut can be invoked by
screened menu button to open making this slash symbol followed by
the menus the shortcut letter
_ Edit Record f3
| Mew Meeting SN ug | Undo Ul
Mew Call el * Contact: Cut X Iij
New ToDo < T | Copy o
> Delete Item ) et Repedt: | paste e
Log ltem 1 Priarity: | Select All 5
Attach Mote <A Date: Keybnurd K
Delete Note SO NF . I
| Beam Item B ije' GraffitiHelp /G|
F[ Schedule Follow-up O tend report
OE [ Cancel | ([ 6] T ’_:]OK [—]Cuncel |_|_|_|D 1]

Figure 41. Editing menus available from within the schedule slip
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How Action Names Datebook Integrates with the Palm device applications

Where Data is Stored

Action Names Datebook does not create its own datafiles. The Action Names Datebook agenda views will show all sched-
uled commitments, including meetings and To Dos entered in the handheld device' s Datebook and To do applications, as

well asitems schedul ed using the Action Names Datebook schedule slip. Commitments scheduled using the Action Names
Datebook schedule dlip get written directly to the handheld device's date book or To Do list.

Since the handheld device does not have a separate application for scheduling phone calls, Action Names Datebook creates
acategory inthehandheld device To Dolist called Calls. All phone calls created using the Action Names Datebook schedule
dip will be stored as ato do and put in the calls category.

Important: Because Action Names Datebook usesthe built-in handheld device applicationsto store schedule data, it
will not interferewith any desktop contact managers or synchronization conduits. You can select a storage for mat
preference, though. Thisishelpful if you want to synchronize your Action Names Datebook data to either Time
Matters, Act! Palm Link, Companion Link, or Intellisync (Seethe Contact Preferences section on page 32 for addi-
tional information).

Palm Computing® connected organizer To Do List and Date Book

Both callsand To Dos schedul ed using the Action Names Datebook schedule slip will appear on the handheld device To Do
list. Itemsonthe To Do list that originated from the Action Names Datebook schedul e slip may have the contact namewithin
brackets depending on the Storage Format you sel ected in the Action Names Datebook Preference screen (See the Options
Preference section on pages 35-36 for additional information). Likewise, a phone call may have the phone number first
followed by the bracketed name. Thisis again dependent on the Storage Format you sel ected in the Action Names Datebook
Preference screen.

When you open the handheld Date Book, meetingsthat originated from the Action Names Datebook schedule slip may have
the contact name appear in brackets (again, dependent upon the Storage Format you selected).

Accessing a Contact Name/Embedding a Contact Name in a Scheduled Event

The Action Names Datebook schedule slip has afield for a contact name. When creating a new commitment (call, meeting
or to do), if you tap the diamond icon before you enter any datain the contact field alist of your most recently used contacts

will appear.
Iﬁm lcon: w Mone
# Contact: A | contact|Train, Jerry | E5 WINeaE Eiggs, Bobby ) g
[l O  |Lovely Pools | Bledson, Charles | .
. i {Braddack, Lisa : {Eluebell Tires "
Rn.ap?ut. > Mane Ll Private Rn.ap?ut. Hartford Insurance rivate ; /|Babbs, Tony Private
viority: [ 2[3[4]5] Friority. gmetwy 1= {Mon 172 Bastan Autos
[ate: w Mon 1724700 Date: » Mon 1724400 Braddock, Lisa 1
Cqrnplete: [ lcon: = Mone Cormplete; O lcon: = Mane 11am Zprn . Sprn 2prn
thm Lo —Dascription
T’JE:]I Cancel ||[J |8 T + OK [ Cancel 1|[|B] T + Ok [ Cancel ] |8 TS +
Tap the diamond icon to right of ) _ _ Enter afirst letter for the contact
“ Contact” and a list of your Figure 42. Enter a namein the Contact field  first and then tap the diamond
most recently used contacts icon, and a list of contacts begin-
appears. ning with that letter appears.

Action Names Datebook 4.5 al so supports Quickfill. If you have many contact names and want to quickly access a specific
contact name,enter the first |l etter of that contact name. Action Names Datebook will then fill in the field with aname begin-
ning with that specific letter.

Note: Thisisan efficient way to quickly access a contact name from along list of possible contacts.
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If thisis not the correct contact name, just continue writing the name until the correct contact name appears.

Note that how this works depends on the contact preferences set in Action Names Datebook. For example, if your contact
name preferenceis set asfirst name, last name (instead of last name, first name), then you would enter the first |etter of the

first name (See the Contact Preferences section on page 32 for additional information)

If you are adding a new contact name, tap the icon to theright of thefield and fill in the fieldsin the Address View.

Enter the contact name and then tap the
envelope icon, you will see the address

view.
.t.:.:t: Hartford Insurance —|_> Address View Busineszs)
Repeat: w Mone O Private Hartford Insurance
rridity: 2 [2]4]5] ork: EE-gd@-2220
ate: w Mon 1/24/00 fasc  E50-848-3233
Cornplete: O] — E-rnail: harford@inzsurance.com
#Fhdne-|'W: 650-843-3232 | F.00 Hartford Court
F: 6C0-8438-3233 Hartford, Conneticut 03425
E: hartford@insurance.co LI5A
Ok Cancel ] ([ E}] T
Crone Edit

Thisisthe Display format code-
LF means that you will see your
last name and then the first name.
There are several display formats
available. To set a preference for
display, open one of the Action

Names Datebook views (List, Grid

(2), Month, etc.) and tap the Palm
menu button to view the menu bar.
Select Options | Preferences and
the Set to Contacts.

Oncein the Address view, select the Edit
button to access the Edit Contact screen.

Figure 43. Accessing the Address View

| can I

+ T Arnerican Rirlines t E

Repeat;

Priority:|Hartford Insurance
Date| Hermmes, Louis

Complete:
+Fhone—

II:G Train, Jerry

Class, Helen
Crelta Airlines
Hansen, Thormas

Jones, Sarm r X
Jones Auto Supply
Lovwely Poals

Palrn Il Accessaries |-
| 5rmth. Bob .
Technical Support -

Instead of tapping theicon to theright, tap
the diamond icon to the left to view an
alphabetical listing of contacts.

Integration with Palm device applications 39



Customizing your Palm device

The Palm Operating System includes options that let you customize your organizer’ sinterface. Following are instructions
you can use to make ActionNames more convenient to access.

Mapping the Action Names Datebook Application to the Date Book Button

Thefour tactile buttons at the base of the handheld device, aswell as the calculator button, can be customized to map to the
application of your choice. If you find that you consult the Action Names Datebook application more often than the date
book or one of the other applications, consider selecting Action Names Datebook as the application that will launch when
you press the date book or other tactile buttons.

To customize the buttons, you simply open the “Prefs’ application from the Application Picker and select “Buttons” from
the top right drop-down list. Each button that can be re-mapped has a drop-down list from which you can select any other
application, which resides on your handheld device. If you choose to customize a button, the original application will still
be available from the Application Picker.

Tap button from the
S € list. Then set Act-
Fict Marnes  Address Cale Names for one of your

Buttons
Digitizer

_ oo Forrnats
S%at Time: |

Preferences buttons.

G ® 6

[ate Book  Expense  HotSync

@ @’ SetDate: rtrlqit?;pk Pred et Mames ¥ Buttons
Phail Merno Pad  Prefs Auto-off after: = |Cwnar Eele gddl"_esi_ ion to
= pplications -
%— i System Sound: IM cale Itton:
Security  TimeRptr  Tinw Sheet Alarm Sound:  High Date Book
- Expense
Tap the Prefsicon to access Game Sound: ¥ High rq'f']f?"'f |§ w Meme Pad
the Preferences screen. Beam Receive: w Off Merno Pad
Prefs N - Cale
Security
TirmeRptr
Tinw Sheet
Drefif To Do Lizt | | HotSwne...

Figure 44. Mapping an Action Names
Datebook button

Try customizing the buttons. Y ou can always restore them to their original configuration if you find this doesn’t work for
you.

Using Text Shortcuts

If you find yoursalf using the same phrases and word combinations over and over again, as frequently happens when you
schedule business appointments, you may want to set up atext shortcut for commonly used phrases. To do this, select the
“prefs’ application from the Application Picker and choose “ Shortcuts’ from the top right corner drop-down list. Use the
new button to add a new shortcut. Pick a series of |etters that you will remember to represent the phrase.

Y ou can use your shortcutsin an Action Names Datebook slip. To invoke the shortcut, make afish on itstail symbol in the
graffiti box. (See Graffiti Help if you do not know this symbol.) This symboal tells the system that you are about to input a
shortcut. Next, enter the series of shortcut letters. The handheld device will recognize the shortcut and repl ace the shortcut
letters with the phrase for which the shortcut represents. For example if you find yourself using the phrase “initial meeting

to plan,” you may want to make the shortcut for that “im”. Imagine the time you can save by not having to write out the
same words over and over again. Please note that the first recognized shortcut will be executed, so that if you have aone
letter shortcut that begins with the letter “m” and atwo letter shortcut that begins with the letter “m”, then the two letter

shortcut will never be executed because the one letter shortcut always executes first.

Leveraging your Palm device 40



Using the Scroll buttons

Y ou can use the scroll buttons on your Palm device to scroll through the Action Names Datebook views. For example, if
you arein the single day list view, press down on the scroll button to view the rest of your commitments for that day. After
viewing your commitments for that day, press down on the scroll button again to view the commitments for the next day.
Y ou can continue to scroll through your day views in this manner. If you are in the week view, by pressing down on the
scroll button you will scroll to the next week view (except for the Week list view, if there isa scroll bar). The month view
will scroll from month to month. The quarter view will scroll from day to day.

Press down on the scroll button to scroll
through your commitments (calls, To Dos,
meetings) for that day. By continuing to press
down on the scroll button, you will then view
the next day's commitments. By pressing
scroll button in the week view, you will view
the next week. By pressing the scroll button
in the month view, you will view the next
month. By pressing the scroll buttonin the
quarter view, you will move from day to day.

Scroll barswill appear on the sides
of the views when the number of com-
mitments for the time interval
exceeds the screen.

You can tell what view you arein by
the darkened box.

Mo entries to dizplay

Thisis the menu button. Tap this but-
ton to access and view the Action
Names Datebook menu bar. The
Action Names Datebook menu bar
containsa New and Options selection.
By tapping either New or Options,

After you have mapped Action Names
Datebook to the hard buttons, they will

After you have mapped Action Names
Datebook to the hard buttons, they
will have additional features. When
you press the datebook button, this
will turn on your device and launch
Action Names Datebook in the most
recent view. If you pressit again, it
will cycle trhrough the different date-
book views.

Figure 45. Using the Palm buttons

have additional features. When you
press the address book button, this will
turn on your device and launch Action
Names Datebook in the most recent
view. Pressit again and it will take you
to the Action Names Datebook Address
view.
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Troubleshooting and Questions

Please check out the Action Names Datebook FAQ located on our website at http://www.iambic.com for acomplete and
updated listing of questions and answers concerning the software.

1.1 havejust installed Action Names Datebook to my PalmPilot (Palm |11, Paim I11x, Palm V, Palm VII, etc.) and
when | tap the application icon to open the program, | get the message: “ Sorry a problem has occurred: Cannot
open Datebook DB. Try opening the Datebook application.

If you receive this message, just open the date book application and create an entry. Now close it and attempt again to open the Action
Names Datebook application again. Y ou should be able to open the Action Names Datebook application now. This problem should
only occur with an un-initialized date book.

2.1 am not able to synchronize my Action Names Datebook .prc file to my handheld device.

Check the amount of spacein Memory that you have left on your handheld device. Action Names Datebook requires 250 KB of space.
Also make sure the handheld device user name is correct when you queue the.prc file using the install tool.

3. How can | quickly access a Contact Name from along list of Contact Names?

Action Names Datebook 4.5 supports Quickfill. If you have many Contact Names, enter the first letter of your contact name. Action
Names Datebook will fill in the field with a name beginning with that specific letter. If thisis not the correct contact name, then just
continue writing the name until the correct contact name appears.

This QuickFill capability letsyou writein aletter in the Contact field, then tap the diamond icon to the left. Y ou will then be presented
with alist of Contacts that begin with that specific letter and other contactsin alphabetical order from that specific contact. Thisisan
efficient way to quickly access a contact name from along list of possible contacts.

Technical Support

The quickest way to obtain immediate support is to access our iambic Software Technical Support web page (http://
supportiambic.com). Thereisan Automated Technical Support Wizard on thisweb page. By sel ecting your product, version
of software, handheld device and problem type, you will quickly receiveinformation that will very likely solve the problem
that you are experiencing.

Please report any bugs, comments or concerns by email to support@iambic.com.
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IAMBIC SOFTWARE LICENSE

PLEASE READ THIS LICENSE CAREFULLY BEFORE USING THE SOFTWARE. BY USING THE SOFTWARE, YOU
ARE AGREEING TO BE BOUND BY THE TERMS OF THIS LICENSE. IF YOU DO NOT AGREE TO THE TERMS OF
THIS LICENSE, PROMPTLY RETURN THE PRODUCT TO THE PLACE WHERE YOU OBTAINED IT AND YOUR
MONEY WILL BE REFUNDED.

1. License. The application, demonstration, system and other software accompanying this License, whether on disk, in read only memory, or on any other
media (the “ Software”), the related documentation and fonts are licensed to you by iambic Software. You own the media on which the Software and fonts are
recorded but iambic Software and/or iambic Software Licensor(s) retain title to the Software, related documentation and fonts. This License allows you to use
the Software and fonts on a single handheld computer Product (which, for purposes of this License, shall mean a product bearing the 3Com PalmPilot or Palm
111, or IBM Workpad logo), and make one copy of the Software and fonts in machine-readable form for backup purposes only. You must reproduce on such copy
the iambic Software copyright notice and any other proprietary legends that were on the original copy of the Software and fonts. You may also transfer all your
license rights in the Software and fonts, the backup copy of the Software and fonts, the related documentation and a copy of this License to another party,
provided the other party reads and agrees to accept the terms and conditions of this License.

2. Restrictions. The Software contains copyrighted material, trade secrets and other proprietary material and in order to protect them you may not decompile,
reverse engineer, disassemble or otherwise reduce the Software to a human-readable form. You may not modify, network, rent, lease, loan, distribute or create
derivative works based upon the Software in whole or in part. You may not electronically transmit the Software from one device to another over a network.

3. Termination. This License is effective until terminated. You may terminate this License at any time by destroying the Software and related documentation
and fonts. This License will terminate immediately without notice from iambic Software if you fail to comply with any provision of this License. Upon termina-
tion you must destroy the Software, related documentation and fonts.

4. Export Law Assurances. You agree and certify that neither the Software nor any other technical data received from iambic Software, nor the direct product
thereof, will be exported outside the United States except as authorized and as permitted by the laws and regulations of the United States. If the Software has
been rightfully obtained by you outside the United States, you agree that you will not re-export the Software nor any other technical data received from iambic
Software, nor the direct product thereof, except as permitted by the laws and regulations of the United States and the laws and regulations of the jurisdiction in
which you obtained the Software.

5. Government End Users. If you are acquiring the Software and fonts on behalf of any unit or agency of the United States Government, the following provi-
sions apply. The Government agrees:

(i) if the Software and fonts are supplied to the Department of Defense (DoD), the Software and fonts are classified as “Commercial Computer Software”
and the Government is acquiring only “restricted rights” in the Software, its documentation and fonts as that term is defined in Clause 252.227-7013(c)(1) of the
DFARS; and

(ii) if the Software and fonts are supplied to any unit or agency of the United States Government other than DoD, the Government’s rights in the Software,
its documentation and fonts will be as defined in Clause 52.227-19(c)(2) of the FAR or, in the case of NASA, in Clause 18-52.227-86(d) of the NASA Supple-
ment to the FAR.

6. Disclaimer of Warranty on Software. You expressly acknowledge and agree that use of the Software and fonts is at your sole risk. The Software, related
documentation and fonts are provided “AS IS” and without warranty of any kind and iambic Software and iambic Software’s Licensor(s) (for the purposes of
provisions 6 and 7, iambic Software and iambic Software’s Licensor(s) shall be collectively referred to as “iambic Software EXPRESSLY DISCLAIM ALL
WARRANTIES, EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS
FOR A PARTICULAR PURPOSE. IAMBIC SOFTWARE DOES NOT WARRANT THAT THE FUNCTIONS CONTAINED IN THE SOFTWARE WILL MEET
YOUR REQUIREMENTS, OR THAT THE OPERATION OF THE SOFTWARE WILL BE UNINTERRUPTED OR ERROR-FREE, OR THAT DEFECTSIN THE
SOFTWARE AND THE FONTS WILL BE CORRECTED. FURTHERMORE, IAMBIC SOFTWARE DOES NOT WARRANT OR MAKE ANY REPRESENTA-
TIONS REGARDING THE USE OR THE RESULT OF THE USE OF THE SOFTWARE AND FONTS OR RELATED DOCUMENTATION IN TERMS OF
THEIR CORRECTNESS, ACCURACY, RELIABILITY, OR OTHERWISE. NO ORAL OR WRITTEN INFORMATION OR ADVICE GIVEN BY IAMBIC
SOFTWARE OR AN IAMBIC SOFTWARE AUTHORIZED REPRESENTATIVE SHALL CREATE A WARRANTY OR ANYWAY INCREASE THE SCOPE OF
THISWARRANTY. SHOULD THE SOFTWARE PROVE DEFECTIVE, YOU (AND NOT IAMBIC SOFTWARE OR AN IAMBIC SOFTWARE AUTHORIZED
REPRESENTATIVE) ASSUME THE ENTIRE COST OF ALL NECESSARY SERVICING, REPAIR OR CORRECTION. SOME JURISDICTIONS DO NOT
ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE EXCLUSION MAY NOT APPLY TO YOU.

7. Limitation of Liability. UNDER NO CIRCUMSTANCES INCLUDING NEGLIGENCE, SHALL IAMBIC SOFTWARE BE LIABLE FOR ANY INCI-
DENTAL, SPECIAL OR CONSEQUENTIAL DAMAGES THAT RESULT FROM THE USE OR INABILITY TO USE THE SOFTWARE OR RELATED DOCU-
MENTATION, EVEN IF IAMBIC SOFTWARE OR AN IAMBIC SOFTWARE AUTHORIZED REPRESENTATIVE HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES. SOME JURISDICTIONS DO NOT ALLOW THE LIMITATION OR EXCLUSION OF LIABILITY FOR INCIDENTAL
OR CONSEQUENTIAL DAMAGES SO THE ABOVE LIMITATION OR EXCLUSION MAY NOT APPLY TO YOU. In no event shall iambic Software’s total
liability to you for all damages, losses, and causes of action (whether in contract, tort (including negligence) or otherwise) exceed the amount paid by you for
the Software and fonts.

8. Controlling Law and Severability. This License shall be governed by and construed in accordance with the laws of the United States and the State of Cali-

fornia, as applied to agreements entered into and to be performed entirely within California between Californiaresidents. If for any reason a court of competent
jurisdiction finds any provision of this License, or portion thereof, to be unenforceable, that provision of the License shall be enforced to the maximum extent
permissible so as to effect the intent of the parties, and the remainder of this License shall continue in full force and effect.

9. Complete Agreement. This License constitutes the entire agreement between the parties with respect to the use of the Software, related documentation and

fonts, and supersedes all prior or contemporaneous understandings or agreements, written or oral, regarding such subject matter. No amendment to or modifica-
tion of this License will be binding unless in writing and signed by a duly authorized representative of iambic Software.
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