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About This Guide

This guide tells you everything you need to know about your handheld: the things

you’ll do every day, the advanced features that let you get the most out of your

handheld, and the things that make your handheld not only useful, but fun.

What’s in this guide?

The info in this guide includes step-by-step instructions, links to cross-references, and sidebars.

Step-by-step instructions
Here you’ll find how-to information. Look for these cues in instructions:

N Continued

i Done

[!'TIMPORTANT

[ &] OPTIONAL
Ry NOTE

WINDOWS ONLY
MAC ONLY

Cue that means the procedure continues on the next page.
Cue that signals the end of the procedure. You're done.

A step that you must follow; otherwise, you could experience an
error or even lose information.

A step you might find useful.

Information that applies only in certain cases or that tells more about
a procedure step.

A procedure or text that applies to one platform only. In most cases,
if you see one heading, check the following or preceding sections for
the other. Sometimes, there is no Mac counterpart for a Windows
procedure or text—this feature is not available to Mac users.
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Links

Links appear as underlined words in sidebars and other places throughout this guide.

In this chapter Links on the first page of each chapter that send you to a specific section.

Related topics Links that send you to other topics in this guide to learn about more

things you can do with an application or feature.

Sidebars

[!'] Before You Begin

*

-+

»

Things you must complete before you can do the steps described in a procedure or group of
procedures.

Tip
A suggestion on how to use a feature more fully; a shortcut; a pointer to a related feature.

Did You Know?
An interesting fact about the topic being described; may include a link to more information.

Key Term
A technical term related to the topic being described. The term may appear in this guide or only
on your handheld.

My Handheld
A pointer to a web site where you can obtain general information about your handheld and
learn the latest tips, tricks, and more.

Support
A pointer to a web site where you can find help if you experience problems with a specific
feature or with your handheld.
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Tips for viewing this guide in Adobe Acrobat Reader

You can view this guide online, or you can download it to your computer and view it in Adobe
Acrobat Reader. Here are some helpful tips for making it easier to read and find information in this
guide if you view it in Acrobat Reader:

RINOTE If you do not have Acrobat Reader on your computer, you can download it for free from
www.adobe.com.

« To magnify the page, click the magnifying glass , move the cursor (which is now a
magnifying glass) over the page, and click repeatedly. Click Previous View (4 or & depending
on your version of Acrobat Reader) to return to the original view.

 Click an entry in the Table of Contents or Index to go directly to that section of the guide.

 If you link to a page in the guide, to return to the page you were on before you clicked the link,
click Previous View (4 or depending on your version of Acrobat Reader).

* When selecting the page(s) to print, be sure to use the file page number shown at the bottom of
your computer screen, not the printed page number. For example, to print the page you are
reading right now, select page 22(the file page), not page xxii (the printed page).
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CHAPTER 1

Setting Up

Your Handheld and Your Computer

In this chapter

What's in the box?

System requirements

Step 1: Charging your
handheld

Step 2: Turning on your
handheld for the first time

Step 3: Installing your
software

Step 4: Connecting your
handheld to your computer

Switching to another
desktop software application

Using Profiles
Related topics

Congratulations on the purchase of
your new palmOne™ Zire™ 72
handheld! You’re about to discover so
many things about your handheld that
will help you better organize your life
and have fun, too. As you become
more familiar with your handheld,
you’ll probably personalize the settings
and add applications to make it
uniquely yours.

While you're likely to get years of
enjoyment from your handheld, it only
takes four easy steps to get up and
running.

Benefits of setup
 Start using your handheld right away

« Establish a link between your
handheld and your computer

» Set up your handheld for optimal use
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What’s in the box?

>»> Key Term
Palm Desktop software
The software that lets you
enter, update, review, and
synchronize information
on your computer.

HotSync® cable

—— Power adapter

palmOne™ Zire™ 72 handheld Software installation CD

System requirements

The installation CD contains Palm® Desktop software and other applications you need to set up
and use your handheld. Palm Desktop software lets you easily manage your information at your
computer. To use Palm Desktop software, your desktop computer must meet these requirements:

WINDOWS ONLY

« A PC with a Pentium Il processor or higher, and one of the following operating systems:
e Windows 98
* Windows ME
« Windows 2000 (requires administrator rights to install Palm Desktop software)
¢ Windows XP (requires administrator rights to install Palm Desktop software)

« Internet Explorer 4.01 with SP2 (Service Pack 2) or later

* 60 megabytes (MB) available hard disk space
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* VGA monitor or better
e One available USB port
e CD or DVD drive for installing Palm Desktop software from the CD that came with your

handheld; or, you can download Palm Desktop software by visiting our web site at
www.palmOne.com/support/intl

RINOTE Palm Desktop software that is downloaded from the palmOne web site does not include
additional software available on the CD.

MAC ONLY

e Mac computer or compatible with a PowerPC processor

* Mac OS 9.2.2 or Mac OS X, version 10.2 or 10.3
(Mac OS X requires administrator rights to install Palm Desktop software.)

* 25MB available hard disk space

* Monitor that supports screen resolution of 800 X 600 or better

* One available USB port

* CD or DVD drive for installing Palm Desktop software from the CD that came with your

handheld; or, you can download Palm Desktop software by visiting our web site at
www.palmOne.com/support/intl

RINOTE Palm Desktop software that is downloaded from the palmOne web site does not include
additional software available on the CD.
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CHAPTER 1 Setting Up Your Handheld and Your Computer

Step 1: Charging your handheld

[!] Before You Begin

If you’re upgrading from .
another Palm OS® 1 Plug the power adapter into your

. new handheld and into an outlet. -l
handheld, synchronlz_e Do not connect the HotSync ©
your old handheld with @)

cable to your handheld until
your old desktop

later.
software.

* Tip
After the initial charge,
charge your handheld at
least half an hour every
day.

2 Charge your handheld for three hours. Be sure your handheld is fully charged
before going on to Step 2.

i Done
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What you should know about your handheld’s battery

While your handheld is charging, take a minute to learn about the battery:

 If you see an alert on the screen warning you that the battery is low, synchronize to back up your
information; then recharge your handheld. This helps prevent accidental loss of information.

« If the battery gets so low that your handheld doesn’t operate, it will store your information for
about a week. In this case, there is enough power to store your information, but not to turn on
your handheld. If your handheld doesn’t turn on when you press the power button, recharge it
immediately.

e Conserve battery life by doing any of the following:
* Adjusting the screen brightness
¢ Reducing the Auto-off setting
» Preventing your handheld from turning on by accident
¢ Minimizing use of the expansion slot

[ ' ]IMPORTANT If your battery drains and you don’t recharge it for an extended period of time,
you can lose all the information on your handheld. If this happens, recharge your handheld, and
then synchronize it with your computer. All of the applications and information from your last
synchronization are transferred to your handheld.
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Step 2: Turning on your handheld for the first time

[ !] Before You Begin

Be sure to fully charge 1

your handheld, as Press the power button to turn

described in Step 1. iton.
¥ Tip Power button
After you set up your
handheld, go to the Quick
Tour to learn the basics.
2 [ &] OPTIONAL Unplug the power adapter from your handheld.

Slide the stylus out of the slot.

4 Hold the stylus as you would hold a pen, and follow the onscreen instructions
to set up your handheld.

i Done
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Step 3: Installing your software

[!] Before You Begin
Set up a profile if you 1
want to install the same
set of information on
several handhelds.

Insert the CD into your computer.

RINOTE You need administrator rights to install Palm Desktop software on a
computer running Windows 2000/XP or Mac OS X.

Did You Know?

When you upgrade,

there’s no need to delete 2
the old desktop software

first. When you install the

new Palm Desktop

WINDOWS ONLY

Follow the onscreen instructions. If you’re upgrading, select the username that
you assigned to your old handheld.

software, all of your MAC ONLY

information transfers

automatically to the new a. Double-click the CD icon, and then double-click the Palm Desktop Installer
software. icon.

Tip b. Follow the onscreen instructions. If you’re upgrading, select the username
Take the interactive that you assigned to your old handheld.

tutorial on the CD to learn
how to create an

appointment, set up your ¥ Done Duringinstallation, you're asked to connect your computer to your
handheld’s features for

photos, video, and music, handheld. See Step 4.

and more.
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¥k Tip

»

If the Select User dialog
box appears during
synchronization, select
the username of the
handheld you want to
synchronize, and click OK.

Key Term

Third-party application
A software program that
runs on a Palm OS
handheld, but is not
created or supported by
palmOne, Inc.

Tip

If you have problems with
your new handheld after
you synchronize, you

may need to update your
third-party applications.

Setting Up Your Handheld and Your Computer

Step 4. Connecting your handheld to your computer

In this step, you connect your handheld to your computer and synchronize for the first time.
Synchronizing simply means that any information you enter in one place (your handheld or
computer) is automatically updated in the other.

[!' ]IMPORTANT Be sure to synchronize your information at least once a day so that you always
have an up-to-date backup copy of important information.

1

Connect your handheld to your
computer:

a. Plug the HotSync cable into a
USB port on your computer.

. =
b. Plug the cable into your
handheld. g

M Continued
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2 Press the power button to turn on your handheld.

Continue with the onscreen instructions on your computer to synchronize your
handheld with your computer.

i Done
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Switching to another desktop software application
WINDOWS ONLY

[!] Before You Begin
Synchronize your
handheld with your
current desktop software
before switching to a new
software application. This
ensures that your new
desktop software
receives the most current
information.

During CD installation, you chose a desktop software application to synchronize with your
handheld. You may have chosen Palm Desktop software at that time. But if Microsoft Outlook
already contains all of your contacts, appointments, tasks, and notes, you can change your
synchronization method so that your handheld synchronizes with Outlook instead. You can also
change from Outlook to Palm Desktop software.

RINOTE If you choose to synchronize with Microsoft Outlook (Windows only), information from
Contacts, Calendar, Tasks, and Memos is synchronized with Outlook. Other information, such as
photos, videos, voice memaos, and notes, is synchronized with Palm Desktop software.

1
2

Insert the CD into your computer.
Select Change your synchronization method.

Follow the onscreen instructions for the desktop software you want to use.

i Done

Zire™ 72 Handheld
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Using Profiles

Suppose your sales organization wants to distribute two dozen handhelds that all have a common
company phone list, a set of memos, and several key applications. A user profile can be created to
install this information before the handhelds are distributed to employees. When the employees
synchronize for the first time, this common information becomes part of their user-specific
information.

A user profile enables you to install the same information onto multiple Palm OS handhelds
before each handheld is individualized with a unique username and user-specific information. A
handheld that has a user profile installed can be given to anyone, because the handheld is not yet
identified by a unique username. When the new user synchronizes for the first time, he or she
gives the handheld a unique username.

RINOTE Handhelds that are synchronized with a user profile must be either new ones that have
never been synchronized or handhelds that have had their usernames and information removed
by a hard reset.
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Creating a user profile
WINDOWS ONLY

= Did You Know?
Save time by using the 1
File Link feature or

importing to quickly add
information to a profile.

Open the New Profile screen:
a. Open Palm Desktop software.
b. From the Tools menu, select Users.

c. Click Profiles, and then click New.

[Profiles

Select a profis

m

= Enter @ new profile name:
Rename.

Users..

LIl

Help

Enter a unique name for the profile, and click OK twice.

3 Select the profile from the User
list, and create the info in IR - 500 v L
Palm Desktop software for the Py

profile.

i Done

WOTHE (Midune

o= B [EdtUsers...

Zire™ 72 Handheld
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MAC ONLY

1 Open the New Profile screen:
a. Open Palm Desktop software.
b. From the User pop-up menu, select Edit Users.

c. Click New Profile.

8t8 Users

|l a4 4 °

New User New Profile Edit Delete.

= e
& Christopher Tracy user

Enter name for new profie:
& mbronte user
| J

2 Create the profile:
a. Enter a unique name for the profile, and click OK.

b. Close the Users window.

N Continued
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3 Select the profile from the User pop-up menu, and create the info in
Palm Desktop software for the profile.

4 Set the profile’s conduit settings:
a. From the HotSync menu, select Conduit Settings.

b. Select the conduit settings for the profile.

i Done

Synchronizing with a user profile
WINDOWS ONLY

1 Begin synchronization:

a. Connect the HotSync cable to the USB port on your computer, and then
insert the other end into the mini-USB connector on your handheld.

b. Make sure your handheld is on.

c. Tap Star @

N Continued

Zire™ 72 Handheld
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J Done

Transfer the profile information:

Install Profile?

G Installing a profile will overwite all data curently
on the handheld

Are you sure you want ta do this?

a. Click Profiles.

™ Don't ask this question again

b. Select the profile you want to

load on the handheld, and o
click OK.
c. Click Yes.

The next time you synchronize that handheld, Palm Desktop
software prompts you to assign a username to the handheld.

Zire™ 72 Handheld
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MAC ONLY

1 Begin synchronization:

a. Connect the HotSync cable to the USB port on your computer, and then
insert the other end into the mini-USB connector on your handheld.

b. Make sure your handheld is on.
c. Tap Star @

2 Select the profile you want to —
load on the handheld, and R
click OK. User: (Profiel )

Chentse ) CCance) (509

i Done The next time you synchronize that handheld, Palm Desktop
software prompts you to assign a username to the handheld.
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Related topics

Click a link below to learn about these related topics:

My Handheld
Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/

myzire72.

Support

If you’re having problems
with setup or anything else
on your handheld, go to
www.palmOne.com/

support/zire72.

Synchronizing

Installing and
Removing

Customizing

Common

Questions

» Synchronizing your handheld with Palm Desktop software or Microsoft
Outlook on your computer

e Synchronizing wirelessly using Bluetooth™ technology on your
handheld

« Using your company’s network to synchronize information

« Choosing whether or not to synchronize information for a specific
application

e Transferring information to your handheld from an outside source, such
as a file containing your company’s phone list

* Adding applications to your handheld
« Installing additional software from the CD
» Deleting applications from your handheld

* Viewing application information

e Adjusting the screen display
¢ Reducing the Auto-off setting

« Keeping your handheld from turning on accidentally

Answers to frequently asked questions about setup

Zire™ 72 Handheld
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CHAPTER 2

Exploring Your Handheld

In this chapter

Locating the controls on

your handheld

What'’s on the screen?

What software is on my

handheld?

What'’s on the CD?

Related topics

Whether you’re at work, at home, or on
the go, you’ll quickly understand why
handhelds are also called personal
digital assistants (PDAS). Like a good
personal assistant, your handheld
helps you keep track of your schedule,
your business and personal contacts,
your to-do list, your memos, even your
photos and videos.

Handhelds are for fun, too. You can
take pictures and create digital photo
albums, play games, and read eBooks.
Insert expansion cards (sold
separately) to listen to music, to
capture videos, or to enjoy useful
reference software and more.

Benefits of your
Zire™ 72 handheld

» Capture and view photos and videos
with the built-in camera

* Play music

« Stay in touch with wireless
connectivity

» Save time and stay organized
* Travel light
* Protect your information

Zire™ 72 Handheld
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Locating the controls on your handheld

Front panel controls

5-way navigator

Screen
Input area
Camera
Calendar
Contacts Application buttons Music
Screen Displays the applications and information on your handheld. The
screen is touch-sensitive.
Input area Lets you enter info with Graffiti® 2 writing or open the onscreen
keyboard.
5-way navigator Helps you move around and select info to display on the screen.
Application Open the Calendar, Contacts, Camera, and Music (RealOne® Mobile
buttons Player) applications.
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Top and side panel controls

>> Key Term IR port Stylus
IR Short for infrared.
Beaming uses infrared Expansion
technology to send card slot g‘zidphone
information between two Indicator light !

IR ports that are within a
few feet of each other.

Power button

=4 Did You Know?
Beaming lets you quickly
share appointments,
addresses, phone Voice Memo
numbers, and more. button

IR port Beams information between handhelds and other devices that have an
IR port.

Expansion card Lets you insert expansion cards (sold separately) to play music, back

slot up info, and add memory, applications, and accessories to your
handheld.
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Power button Turns your handheld on or off and lets you turn Keylock on (if active).
Indicator light Lets you know the charging status when your handheld is attached to

the power adapter, and notifies you when alert messages appear.

Headphone jack Lets you connect a standard 3.5 mm stereo headset (sold separately) to
your handheld so you can listen to music and other audio applications.

Voice Memo Records a voice memo when you press and hold this button.
button
Stylus Lets you enter information on your handheld. To use the stylus, slide it

out of the slot and hold it as you would a pen or pencil. Using your
fingertip instead of the stylus is OK, but don’t use your fingernail, a real
pen, or any other sharp object to touch the screen.
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>»> Key Term
USB The type of
connector or cable that’s
commonly used to
connect accessories to a
computer.

Exploring Your Handheld

Back panel controls

== Bluetooth® radio
~ (internal)
Camera lens @ \\
Microphone

Y Reset

\

Mini-USB Q I y
ConnECtor \ C bUtton
Power connector / l

/ 5

Camera lens
Speaker

Microphone

Reset button

Power connector

Lets you take a picture with the built-in digital camera.
Lets you listen to alarms, game and system sounds, and music.

Lets you record sound when capturing videos with the built-in
camera and when creating voice memos.

Resets your handheld if it freezes (stops responding).

Lets you connect the power adapter to your handheld so you can
charge it.
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Mini-USB connector

Bluetooth radio
(internal)

Lets you connect your handheld to your computer, using the
HotSync® cable, so you can synchronize.

Enables your handheld to connect with other devices (sold
separately) that use Bluetooth communication.

What’s on the screen?

Your handheld includes many features that make it easy to use. Among them are the input area
and the common elements that appear on the screen in each of the applications. Once you learn
how to use them in one application you can easily use them in all the others.

Input area

Tapping the icons in the input area does the following:

Home icon @
Menu icon [~ o

Clock icon

Brightness icon

Clock icon Brightness icon
® £ _
o Star icon
@ Find icon
Letterkeyboard Number keyboard
Icon Icon

Displays the current time and date. The display closes automatically after
two seconds. See Setting the date and time and Managing Clock
Settings for more information.

Opens the Adjust Display dialog box where you can set the brightness of
your handheld’s display. See Adjusting the brightness for instructions.
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Home icon Displays the Home screen where you can open applications. See
Opening applications for more information.

Menu icon Opens the menus, where you can select items that provide access to
other features. See Using menus for more information.

Star icon Opens the application assigned to this icon. By default, tapping this icon
synchronizes your handheld with your computer. See Synchronizing Your
Handheld with Your Computer for more information.

Find icon Opens the Find dialog box where you can search for information. See
Finding information for more details.

Letter keyboard Opens the alphabetic keyboard. See Entering information with the
icon onscreen keyboard for details.

Number Opens the numeric keyboard. See Entering information with the
keyboard icon onscreen keyboard for details.

Application controls

Key Term Previous/next arrows .

. . Tips icon
Slider The solid area on |
the scroll bar. The slider [iemo K ICEST SRV
moves to indicate the Navigator Button Tips " )
relative position within Use the Navigator button to navigate

P . vour handheld and retrieve data, like —Entry box
the entry or list. a phone number you want to look up,
Use your stylus or the onscreen I

. keyboards to create data. Location:
Tip Navigation basics: Cnl:egoryf T :nﬂled Pick list
You can also use the = To go to Home anytime: Press and Scroll bar epeat: ¥ None
navigator to select an Et;ljé:ﬁ%(;hﬂe center button of the Private: [J] Check box
item from a pick list and

etails

to select some command I-
buttons. Command button
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Previous/next Tap the left and right arrows to view the previous and next entry;
arrows where up and down arrows appear, tap them to view the previous
and next screens of information.

Scroll bar Drag the slider, or tap the top or bottom arrow, to scroll the display
one line at a time. To scroll to the previous screen, tap the scroll bar
just above the slider. To scroll to the next screen, tap the scroll bar
just below the slider.

Command button Tap a button, such as OK, Cancel, or Details to perform a command or
to open a dialog box. Command buttons appear at the bottom of
dialog boxes and application screens.

Tips icon Tap the Tips icon to view shortcuts and other useful information for
the screen where the icon is located. When you're finished viewing
the tip, tap Done.

Entry box Tap an entry box to open a dialog box where you can enter info for
that field.
Pick list Tap the arrow to display a list of choices, and then tap an item in the

list to select it.

Check box Tap a check box to select or deselect it. When a check box contains a
checkmark, the corresponding option is selected and on. When a
check box is empty, the corresponding option is deselected and off.
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What software is on my handheld?

X Tip Your handheld comes with many applications preinstalled and ready to use. Open these
can’t find some of these applications by pressing the application buttons on the front panel or by selecting the icons on the
applications? Tap the Home screen.
category list in the upper-
right corner of the Home % Quick Tour Learn about your handheld and how to enter info.
screen and select All.
Bluetooth Set up wireless connections to a mobile phone, network, or computer for sending
and receiving information.
gg Calculator Do basic math calculations such as splitting restaurant bills and figuring tips.
& Calendar Manage your schedule, from lunch with a friend, to weekly meetings, to annual

events like holidays, to extended events like conferences and vacations. Even
color-code your schedule by category.

@ Camera Capture photos and videos. Use the Media application to view and organize
them. (Expansion card required for videos; sold separately.)

5 Card Info View information about an expansion card seated in the expansion card slot.

Contacts Store names and addresses, phone numbers, e-mail and web site addresses—
even photos and birthdays. Organize your contacts into categories.

a Expense Track business or travel expenses and print expense reports after you
synchronize with your computer.

a HotSync Synchronize the info on your handheld with the info on your computer.

@ Media View and organize photos and videos. Use the Camera application to capture

them. (Expansion card required for videos; sold separately.)

@ Memos Capture information such as meeting notes, lists of books to read, movies to see,
recipes, and anything else you need to write down.
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@ Note Pad Write on the screen in your own handwriting or draw a quick sketch.
6 Prefs Customize your handheld’s sound levels, colors, security, and more.
@ RealOne Carry music on an expansion card (sold separately), create playlists, and listen to

music on your handheld. This application also includes desktop software
(Windows only). Both Mac and Windows users can use RealOne Player on the
handheld.

Tasks Stay on top of your to-do list. Enter things you need to do, prioritize them, set
alarms, and then monitor your deadlines.

”& Voice Memo Record voice clips using the built-in microphone.

& World Clock Set the time in your home city and two other locations, and set an alarm to wake
you up.

What'’s on the CD?

X Tip The CD includes desktop software for your computer and additional software for your handheld.
To learn how to install the
desktop software from
the CD, see Step 3:
Installing your software.

The desktop software lets you use your computer to view, enter, and manage info for many of the
applications on your handheld. Make sure you install the desktop software so that you can back up
the info on your handheld onto your computer.

) The additional handheld software lets you do more things with your handheld. When you set up
¥ Tip your handheld you may have already installed some (or all) these applications. You can install any

To learn how to install remaining applications at any time.
extra handheld software

from the CD, see
Installing the additional
software from the CD.
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Your CD includes titles such as the following:

I@ Palm® Desktop software View, enter, manage, and back up info for Calendar, Contacts, Tasks,
Memos, and Expense on your computer. You can also view, manage,
and back up info for Note Pad, Voice Memo, and Media (Media is
Windows only). When you synchronize your handheld with your
computer, the info is updated in both places. This application installs
automatically during the initial CD installation process.

palmOne™ Quick Install  Transfer applications and other files from your computer to your
handheld or to an expansion card that is seated in the expansion slot
(Windows only). This application installs automatically during the
initial CD installation process.

Send To Handheld droplet Transfer applications and other files from your computer to your
handheld or to an expansion card that is seated in the expansion slot
(Mac only). This application installs automatically during the initial CD
installation process.

ﬁ Getting Started Guide Keep the Getting Started Guide with you and view it on your handheld.

m Documents To Go Create, view, and edit files that are compatible with Microsoft Word
and Excel. This application from DataViz has a companion application
on your computer where you can find complete documentation
(desktop software is Windows only).

ﬂ palmOne VersaMail™ Send, receive, and manage e-mail messages wirelessly using the built-
in Bluetooth technology on your handheld or by synchronizing with
your Windows computer.

@palmOne Messages Send and receive short text (SMS) and multimedia (MMS) messages
using the built-in Bluetooth technology on your handheld.

@' palmOne WebPro Browse your favorite sites on the web using the built-in Bluetooth
technology on your handheld. (Internet connection required.)
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@ AudiblePlayer Listen to newspapers, books, public radio, language instruction, and
more (additional fees may apply). Windows only.

@ RealOne Player Carry music on an expansion card (sold separately), create playlists,
and listen to music on your handheld. This application also includes
desktop software (Windows only). Both Mac and Windows users can
use RealOne Player on the handheld.

@ Windows Media Player/  Works with the palmOne™ Media application. You need to install this
Direct X software on your computer to view videos in Palm Desktop software
(Windows only).

RINOTE You cannot view video clips that you capture on your
handheld on a Mac computer. For more information, go to
www.palmOne.com/support/zire72.

Java Technologies Access more software and functions after you download WebSphere
’ Micro Environment to run Java (J2ME) on your handheld. (Download
requires Internet connection.)

E Handmark Solitaire Enjoy hours of entertainment with this solitaire game.
[ﬁpowerOne Calculator Calculate math and business solutions with this enhanced calculator.
+it Addit Preview, try, and buy software for your handheld (Windows only and
web access required).
Adobe Reader View PDF files that are tailored to fit your handheld’s screen.
for Palm OS
Palm Reader Purchase and download eBooks from the web so you can read them

when you want, where you want.
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Related topics

Click a link below to learn about these related topics:

My Handheld
Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/

myzire72.

Support

If you're having problems
with your handheld, go to
www.palmOne.com/

support/zire72.

Setup
Entering
Information

Moving
Around
Synchronizing
Sharing

Installing and
Removing

World Clock

Customizing

Installing the desktop software from the CD

» Entering information with Graffiti 2 characters and shortcuts

* Entering information with the onscreen letter and number keyboards
» Opening applications and using menus

e Finding information

Synchronizing your handheld with your computer

« Beaming information and applications to other Palm OS® handheld users

* Sending information and applications to other Bluetooth devices by using
Bluetooth technology on your handheld

Installing additional software from the CD

Viewing the current date and time

e Setting the current date and time
* Adjusting the brightness of the display

* Preventing your handheld from turning on by accident
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Maintaining  Caring for your handheld
* Resetting your handheld

Common Answers to frequently asked questions about your handheld

Questions
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Moving Around in Applications

In this chapter

Opening applications

Using menus

Using the 5-way navigator

Finding information

Related topics

Have you ever been to a new city and
felt a bit lost until you figured out that
the numbered streets run North/South
and the avenues run East/West?
Learning to move around your
handheld is similar. Most Palm OS®
applications use the same set of
application controls. So once you learn
how to use these standard controls,
you’ll be driving all over town and you
won’t even need a map.

Benefits of your

Zire™ 72 handheld

» Find and open applications quickly
» Access extra features with menus

* Move around applications with one
hand using the 5-way navigator

* Locate information in any application
with the Find feature

Zire™ 72 Handheld

32



CHAPTER 3 Moving Around in Applications

Opening applications
Did You Know? You can open applications with the application buttons on the front of your handheld or with the

You can reassign the application icons on the Home screen.
application buttons to
open whichever Using the application buttons

applications you choose. Press an application button to turn on your handheld and to open the application for that button.

Tip

Handheld on already?
Tap the Home icon to go
to the Home screen.

Calendar : O Camera
©

Did You Know?

You can use a favorite Contacts
photo as the background

for your Home screen.

Music

Using the Home screen

Ti T

‘P , Turn on your handheld, tap Home @ and tap an application icon, such as Note Pad.
Don’t want to scroll

through icons on the
Home screen? Write the H

first letter of the Home

[} | B
2 O B
. §E
application name in the eon g
input area to jump to the o L m @ & 5
first application that Calendar  Camera  Card Info

begins with that letter.
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Switching between applications
You can switch between applications at any time. Just tap Home @ and select an icon on the

Home screen or press an application button. Your handheld automatically saves your work in the
current application and switches to the other application.

Using menus

Tip Menus let you access additional features and settings. They are easy to use, and once you master

You can also open the them in one application, you know how to use them in all your applications.

handheld menus by

tapping the application

title in the upper-left 1
corner of the screen.

Open an application.

When the menus are
(- J

open, you can use the 2 Tap Menu to open the menus.

navigator to select menus

and menu items.

Application ___[[YPeN 4 40f6 P “Unfiled: Menu 8 R " Edit Options ]
title Navigator Button Tips 3 1| New Memo 7N
Use the Navigator button to havigate | Delete Memo... 7D
your handheld and retrieve data, like Menu v Beam Memo /B[
a phone number you want to look up, item
Use your stylus or the onscreen Use your stylus or the onscreen
keyboards to create data. keyboards to create data.
Navigation basics: Navigation basics:
* To go to Home anytime: Press and * To go to Home anytime: Press and
hold Select {the center button of the hold Select
Navigator.) kS Navigator.

i o=
Menu icon
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X Tip
Command mode is active
for just a few seconds, so
write the command letter
or tap an icon on the
Command toolbar
quickly.

3 Tap a menu title, and then tap a menu item.

i Done

Using the Command stroke

Most menu items also have a Graffiti® 2 command letter, which is similar to the keyboard
shortcuts used on computers. The command letter appears to the right of the menu item.

To use a command letter, first write the Graffiti 2 Command stroke on the left side of the input
area, and then write the command letter. For example, to select Paste from the Edit menu, write
the Command stroke, followed by the letter p.

Command
stroke

e

Menu items

[ Record I3 Options
Undo 4]
Cut X
Copy 7 C
Paste 7P
Select All 7S
Keyboard 7K

Graffiti2Help .G

——Command letters

RINOTE When you write the Command stroke the Command toolbar appears. See the next

section for info on using the Command toolbar.
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Using the Command toolbar

The Command toolbar displays different icons based on the active screen. For example, if you
be Beam, Undo, and Delete.

have text selected, the icons might be Cut, Copy, and Paste. If no text is selected, the icons might

To use the Command toolbar, write the Command stroke to display the Command toolbar, and
then tap an icon to select its command.

command v —X& V. >
/ Cllt CoLy Paste Beam Unc|io Delete
Using the 5-way navigator

The 5-way navigator, located at the bottom of the front panel, lets you access information quickly
Select in the center.

with one hand and without the stylus.To use the navigator, press Up, Down, Right, or Left; or press

The navigator does various things based on which type of screen you’re on.

Up e
Left &
|3/E

Down
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Moving around the Home screen
%k Tip In the Home screen, use the navigator to select and open an application.

To remove the selection
highlight without making
a selection, scroll to the
firsticon (in the upper-left Select « Inserts the selection highlight with a single press.
corner), and then press When the selection highlight is present:

Left on the navigator.

Right or Left Scrolls to the next or previous application category. Category

Up, Down, Right, or Left Scrolls to the next icon
K Tip in the corresponding direction.

From most applications
you can return to the
Home screen by holding
down Select on the

Select Opens the selected application.

* Holding down Select opens the category list.
When the category list is open:

navigator.
) Up or Down Scrolls to the next or previous
*k Tip category in the list.
If the built-in camera is
open, you can also press Select Displays the selected category.

Select to take a photo.
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Moving around list screens

In list screens, use the navigator to select and move between entries such as a note, memo,
contact, or photo.

Up or Down Scrol!s an entire screen of entries, as long as ——— —_
there’s nothing hlgh_llghted. Hold down to 1. Welcome fo NotePad 772
accelerate the scrolling. 2. Groceries 7/5
3. Bob 7/5
. . . 4. Flowers 7/5
Select Inserts the selection highlight. When the 5. Bank 7/5

selection highlight is present:

Up or Down Scrolls to the previous or next
entry.

Select Displays the selected entry.

Left Removes the selection highlight.

Moving around record screens
In record screens, use the navigator to scroll within the current entry or between entries.

Up or Down Scrolls within the current entry. [Note KT T
. : Groceries .. 7/5
Right or Left Scrolls to the previous or next entry m
(not available in Contacts). ks

Select Returns to the list screen.
Rread

(Done ) (Delete )
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Moving around dialog boxes

Dialog boxes appear when you select a button or option that requires you to provide additional
information. In dialog boxes, use the navigator to select a button.

Select Activates a button, and then closes the
dialog box. The number of buttons in the Sort by: v Manual
dialog box determines which button Select Alarm Sound: ~ Alarm

activates:  Confirmnote delete?
(oK ) ((cancel ) (Color... )

Note Pad Preferences €

One button Activates that button.

Two or more buttons Activates the action
button (versus Cancel) such as OK, Yes, or
Delete.

[ ' 1IMPORTANT Read dialog boxes carefully. Selecting a button such as OK or Yes may cancel an
action or delete information.
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Moving around menus
After you open the menus you can use the navigator to move between and to select menu items:

Up or Down Scrolls within the current menu list. (Record Edit URr] |
Font.. ZF
Right or Left Scrolls to the next or previous menu on the Dharm- j#
menu bar. About Note Pad

Select Selects the highlighted menu item.

Moving around pick lists

Access pick lists by tapping the triangle next to an option on the screen. When the pick list is open,
use the navigator to scroll through the list and select an item.

Up or Down Scrolls within the pick list.

Sort by:|Alert

Select Selects the highlighted item. Alarm Sound:|Bird
Concerto

™ Confirm ne|ppone 4

Sci-fi
Cancel v ke up
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Finding information

Tip You can use Find to locate any word or phrase in any application on your handheld. Find locates
any words that begin with the text you enter and is not case sensitive. For example, searching for

If you select text in an - . ) > ) )
“plane” finds “planet” but not “airplane’” Searching for “davidson” also finds “Davidson?”’

application before you
tap Find, the selected text
automatically appears in
the Find dialog box.

RINOTE Find does not search applications on expansion cards.

Did You Know? 1 Tap Find ©).
In most applications you

can also use Phone

Lookup to enter a 2 .
o i : Enter the text that you want to find, and then select OK.
contact’s info in another y
application.
Ti p Matches for “palmOne”
: Memos
Want to stop SearChlng? Download Applications
Tap Stop at any time Extend Your Handheld Coverage {...
. cnd- —— Contacts ———
during a search. To Find:palmOne . . ... .. é Accessories  wwwpalmone.comM
continue the search, tap Technical Su Ef:{:ﬁzc(;l:'\one.com/...M
Find More. Tasks
Don't forget to register!
3 Tap the text that you want to review.

J; Done The entry you tapped appears on the screen.
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Related topics

My Handheld Click a link below to learn about these related topics:
Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit

Exploring  Locating the controls on your handheld

 Discovering the built-in software on your handheld and the additional

WW\{v.DaImOne.com/ software on the CD
myzire72.
» Getting familiar with the input area and onscreen application controls
Support Entering * Entering information with Graffiti 2 characters and shortcuts
If you're having problems Information

with your handheld, go to » Entering contact information in other applications

www.palmOne.com/
support/zire72.

Sharing « Beaming information and applications to other Palm OS® handheld users

« Sending information and applications to other Bluetooth® devices by
using Bluetooth technology on your handheld

Privacy Keeping information private by turning on security options
Categories Creating categories and organizing your applications and information

Installing and e Adding and deleting applications on your handheld

Removing
* Viewing application information
Customizing » Using a photo as the Home screen background

Viewing the Home screen in list format

« Organizing your applications into categories
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Maintaining Caring for your handheld
Common Answers to frequently asked questions about using your handheld and its

Questions applications
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Entering Information

In this chapter

How can | enter information?

Entering information with
Graffiti 2 writing

Entering information with
the onscreen keyboard

Entering information with
your computer

Importing information from
other applications

Restoring archived items on
your computer

Entering info from Contacts
into another application

Editing information

Related topics

Whether you’re scheduling a meeting
with your daughter’s teacher or adding
a new restaurant to your Contacts list,
you need to get that information into
your handheld. There are several ways
to do this.

You may find that you prefer one
method if you’re entering a small
amount of information, while another
works best for large amounts. Choose
the one that’s right for any situation.

$]iS 19
e NS

Benefits of entering information

» Enter information on your handheld
or at your desk

¢ Choose the method that works best
for your situation
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How can | enter information?

 Graffiti® 2 writing (see below)

e The onscreen keyboard

» Palm® Desktop software or Microsoft Outlook on your computer

e Import information from other applications

e Phone Lookup

* Note Pad

* Visit www.palmOne.com/myzire72 and click the Accessories link to get an accessory keyboard
(additional fees may apply)

* Receive information beamed from another Palm OS® handheld

» Bluetooth® technology

e Install Documents To Go from the CD to transfer files in Microsoft Word, Excel, or PowerPoint to
your handheld

The most popular methods are using Graffiti 2 writing, the onscreen keyboard, and Palm Desktop
software or Microsoft Outlook on your computer.

Entering information with Graffiti 2 writing

You can enter info directly on your handheld with Graffiti 2 writing. Graffiti 2 writing includes any
character you can type on a standard keyboard. Entering these characters on your handheld is
very similar to the way you naturally write letters, numbers, and symbols. But instead of using a
pen and paper, you use the stylus and the input area on your handheld. With only a few minutes of
practice, you can learn to use Graffiti 2 writing—and help is always only a tap away.
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Writing Graffiti 2 characters

= Did You Know?
You can set up your
handheld so you can
write on the entire screen

with Graffiti 2 writing.

= Did You Know?
Graffiti 2 writing
automatically capitalizes
the first letter of a
sentence or a new entry.

1
2

J Done

Open an application you use to enter information, like Calendar.

Tap the screen where you want your character to appeatr.

Position the stylus in the correct
part of the input area. Write letters here Write numbers here

[ ' ]IMPORTANT If you don’t
make Graffiti 2 strokes in the
input area, your handheld does
not recognize them as text
characters. Write capital letters across the middle

Write the characters exactly as shown in the tables that follow these steps. Be
sure to start each stroke at the heavy dot.

Lift the stylus at the end of the stroke.

When you lift the stylus from the screen, your handheld recognizes
the stroke immediately and prints the character at the insertion
point on the screen.
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Keys to success with Graffiti 2 writing
Keep these guidelines in mind when using Graffiti 2 writing:

+ Did You Know? « Write the characters exactly as shown In the following tables. Don’t write the dot. It’s only there

Graffiti 2 characters made to show you where to begin writing the character.

with 2 strokes are
recognized after the
second stroke.

« The Graffiti 2 writing area has two sections. Write lowercase letters on the left, numbers on the
right, and capital letters across the middle.

+ « Write at a natural speed, and do not write on a slant.
Did You Know?

Write uppercase letters * Press firmly.

the same way you write

lowercase ones. The only  Write large characters.

difference is where you

write them. If you're already familiar with Graffiti writing from an older Palm OS handheld, Graffiti 2 writing

will be easy to master. Characters are entered in exactly the same way, except for i, t, k, and the
% Tip number 4. These letters are now made with two strokes, just the way you would write them if you

Your handheld has tables were using a pen and paper.

displaying all of the Also, you no longer have to use the punctuation shift stroke for common punctuation like periods,

Graffiti 2 characters, short commas, or @. Just write these characters on the correct side of the input area and your handheld
cuts, and commands. immediately recognizes them.
Customize your handheld

so you can display these
characters by drawing a
line from the bottom of
the screen to the top.
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Graffiti 2 alphabet

*k Tip
You can select alternate Write lowercase letters on LEFT side,
ways to write some and capital letters across MIDDLE of input area

Graffiti 2 characters.
Choose the method that’s
most natural for you.

¥ Tip A A B B C C D D

Customize your handheld

so that you can use the

entire screen to enter E E F
Graffiti 2 characters, not

just the input area.

Letter Stroke Letter Stroke Letter Stroke Letter Stroke

S nw O X O
X + T [ >

G
K
O P
S
W

< c o0 Z
< e S
N < =T Z
N < = = <« 7
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Graffiti 2 numbers
Write numbers on RIGHT side of input area

Number Stroke Number Stroke

0 0 1 I

2 3

D
F N
~N O
QI V2 BV
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Graffiti 2 punctuation marks

Write these marks on LEFT side of input area

Mark Stroke Mark Stroke
Period o Ampersand
| o &
Comma ) Carriage /
, return

Apostrophe "l At @
‘ @

Space -— Quotatism mark ‘I‘I
Question mark 1‘? Tab —
? 2
Exclamation 1
point o2
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Write these marks on RIGHT side of input area

Mark Stroke Mark Stroke
Period . Backslash \
. \
Comma ) Slash

Tilde N Left
A parenthesis

(

Dash Right
- parenthesis

)

NS A Y

Plus 1 Equal sign -—
— *—
+ 2 =
Asterisk >

*

Zire™ 72 Handheld 51



CHAPTER 4 Entering Information

Graffiti 2 accented characters

For accented characters, write the letter on the left side of the input area, and then write the accent
on the right side of the input area.

*k Tip
Get help writing any of Write these marks on RIGHT side of input area
the Graffiti 2 charactersin
most applications. Open

the Edit menu and select Accent Stroke Accent Stroke
Graffiti 2 Help.
Acute / Dieresis oo
a a

Grave \ Circumflex j\
a a

Tilde N Ring O
a a
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Graffiti 2 gestures

Write gestures on LEFT side,
or across the middle of input area

Gesture Stroke Gesture Stroke
Cut '9/ Paste 9’
Copy .J Undo -~
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Writing Graffiti 2 symbols and other special characters

Symbols and other special characters can be written on either side of the input area, using the
Punctuation Shift stroke:

Tip
If you accidentally enter . . l
the Punctuation Shift 1 Etr:toel:ethe Punctuation Shift é. [Memo CIEETE TUnfiled

stroke, enter it again to

cancel it, or wait a When Punctuation Shift is active,

moment and it an indicator appears in the lower-
automatically disappears. right corner of the screen.

Did You Know?
Writing two Punctuation Punctuation shift
Shift strokes cancels the |—1]— indicator
automatic capitalization -
of the first letter of a new

entry or sentence.
2 Write the symbol or other special character shown in the following table.
You can write a symbol or special character anywhere in the input area.
3 Enter another Punctuation Shift stroke to finish the character and to make it

appear more quickly.

i Done  Once the Punctuation Shift indicator disappears, you see the
character.
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Graffiti 2 symbols and special characters

Write symbols on EITHER side of input area

-
—_— | -

'/

“H -

o8 @ $N /AT
-y < > 1 1 { 7}
1..;21:2“’IC><.>E._.|{}
Fle X s = H % AVNUBE
§ ¢ € ¥ £ g
NS NEEeY &

)

Y]
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Writing Graffiti 2 ShortCuts

Graffiti 2 contains several ShortCuts to make entering common information easier. For example,
when you write the ShortCut stroke followed by dts, you automatically enter the current date and
time. You can also create your own ShortCuts.

1 Write the ShortCut stroke .SZ
This stroke appears at the J"” 2] <[sM

insertion point. 9:00

10:00

11:00

12:00

o8

2:00

3:00

400

5:00

6:00
2 Write the ShortCut character from the following table.

You can write ShortCuts on the left-hand side of the input area, or across the
middle.

i Done The ShortCut stroke is replaced by the text the character
represents.
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Graffiti 2 ShortCuts

Write ShortCuts on LEFT side, or across MIDDLE of input area

Entry ShortCut Entry ShortCut
Date stamp ds Time stamp ts
Date/time stamp dts Meeting me
Breakfast br Lunch lu
Dinner di
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Entering information with the onscreen keyboard

You can use the onscreen keyboard in any application where you need to enter text, numbers, or
symbols on your handheld.

>> Key Term
Entry Aniteminan
application such as a
contact in Contacts or an

appointment in Calendar.

* Tip
You can enter text
whenever you see a
blinking cursor on the
screen.

1

Open an entry:

a. Open an application.

b. Select an entry or tap New.

Tap one of the following to open
an onscreen keyboard:

ABC Opens the letter keyboard.

123 Opens the number
keyboard.

M Continued

Letter keyboard

Number keyboard
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Tip
When akeyboard is open, 3 Tap the characters to enter text, numbers, and symbols, and then select Done.
you can tap abc, 123, or
Int’l to open any of the

other keyboards.
Tab  IoTwle[R[T[¥[ui][o]P] & |— Backspace
#ials[p[Fla[H]J]K]L]:]"
Caps lock —Jeap[Z[X[c[v[B[N[M] { [ *[ eI |— Return
space |_ ?
Caps shift (" Done ]m123|lnt'll I
|
retter keyboard
SEE) oo e ANARNHEGRRHER
IHHE /¢ welefefefi[i[i]i[a[v]V
<|>N[=|| 7| 8|9 [« cap [&]6[8]8]E[0[0]0] 0]«
@[~ |&|# ( 0 ) space |% space |i|»
(o ) [aoc [Tt
! |
Number keyboard International keyboard

i Done
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Entering information with your computer

K Tip Do you have a lot of information to enter on your handheld? Consider entering it in Palm Desktop
software or Microsoft Outlook on your computer. When you synchronize your handheld with your
computer, the information is updated in both places.

The Palm Desktop online
Help has lots of info

about how to use RINOTE If you choose to synchronize with Microsoft Outlook (Windows only), info from

Palm Desktop software. Contacts, Calendar, Tasks, and Memos is synchronized with Outlook. Other info, such as photos

Open the Help menu and and notes, is synchronized with Palm Desktop software.
select Palm Desktop Help.

WINDOWS ONLY

1 Open an application in Palm Desktop software:
a. Double-click the Palm Desktop icon on your computer desktop.

b. Click the icon in the launch bar to open the application.

M Continued
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Barker, Todd
Chu John
Francois, Michelle
Tech Support
Hienich, Karen
Lombard, Gina
Manicatt, Bil
Martinez, Jose
Mom & Dad

0 Reily. Lunne

[PRmOnetcon

¢ Click New in the lower-left corner of the screen to create a new entry.

¢ Click an existing entry, and then click Edit in the lower-left corner of the

Cont’d.
Launch bar
3%}
[~ L
Palm Desktop -
NeW Expense
Edit
2 Do one of the following:
screen.
3 Enter the information, and then click OK.

M Continued
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4 Synchronize your handheld with your computer.
i Done

MAC ONLY

1 Open an application:
a. Double-click the Palm Desktop icon in the Palm folder on your computer.

b. Click the icon in the toolbar to open the application.

Ldit View Create Locate

T & paim Deskton bile

T )

Palrm Desktop

N Continued
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2 Do one of the following:
¢ Click New in the upper-left corner of the screen to create a new entry.

¢ Click an existing entry, and then click Edit in the upper-left corner of the

screen.
3 Enter the information, and then click OK.
4 Synchronize your handheld with your computer.

i Done
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Importing information from other applications

%k Tip Do you have information on your computer in spreadsheets or databases and want to transfer it to

Palm Desktop Help has your handheld? Don’t spend time retyping it. Instead, import the info into Palm Desktop software.

lots of information about
importing from other
applications, including
step-by-step instructions.

Palm Desktop software can import the following types of files:

Calendar vCal/iCal (VCS/ICS) and Calendar archive (DBA)

Open the Help menu in Contacts vCard (VCF), comma-delimited (CSV, TXT), tab-delimited (TAB, TSV, TXT), Contacts

Palm Desktop software archive (ABA)

and select Palm Desktop

Help for more details. Memos Comma-delimited (CSV, TXT), tab-delimited (TAB, TSV, TXT), Memos archive (MPA), Text
(TXT)

Tasks Tasks archive (TDA)

WINDOWS ONLY
1 Save the file on your computer in one of the accepted formats.

2 Import the file into Palm Desktop software:
a. Double-click the Palm Desktop icon on your computer desktop.

b. Click the icon in the launch bar for the application you want to import the
information into.

N Continued
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Cont’d. c. Click File, and then click

Import.

d. Follow the onscreen
instructions to map the fields
in your file to the fields in
Palm Desktop software, and

Imported
fields

Palm Fields

Specify Import Fields

Datain 'Conference Contacts csv'

CHAPTER 4 Entering Information

Last Mamne
First Name
Title:
Company
“Whork
Home
Address 1

ardin
(=
Ihts
lpaimine, Inc
1408-555-2453
[415-665-9873
1789 Market 5t

= oK I
j Cancel
Fiesat
Help

N . A City 1 [5an Fr
I I I . ! s:[:le1 Cin rancIsco
mport the file ] Fax
= o

A 5can Recods ¥ Record 2

rTip
Ta change the field order, click a field name an the
Ieft and drag it up or down the list to match the data
ah the right.

I the *ALL" category is selected before importing
records, the category field will be available in the
field list. Drag the category field to match the data
positian on the right.

Only existing categaries will be matched
Unmatched categories will be placed in ‘Unfiled

Source file character set  [\windaws [AMSI] d

3 Synchronize your handheld with your computer.

i Done
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MAC ONLY

1 Save the file on your computer in one of the accepted formats.

2 Import the file into Palm Desktop software:
a. Double-click the Palm Desktop icon in the Palm folder on your computer.
b. Click the icon on the toolbar for the application into which you want to

import information.

c. Click File, and then click Import.
d. Follow the onscreen instructions to import the file.

3 Synchronize your handheld with your computer.

i Done

Restoring archived items on your computer

In many applications, you can save a copy of an item that you deleted from your handheld or
desktop software to an archive folder on your computer. This frees up space on your handheld,
while ensuring the information is available if you need it in the future.

You can restore individual entries or an entire archive file to the related application in your desktop
software. The Palm Desktop online Help and the Microsoft Outlook online Help have lots of info
about how to restore archived files. Refer to these Help files for details.
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Entering info from Contacts into another application

Having lunch with someone whose info you have in Contacts? Use Phone Lookup to quickly enter
their name and phone number into the appointment you create in Calendar. This feature is
available in Calendar, Memos, Tasks, and Expense.

1 Open an entry:

a. Open an application.

b. Select an entry or tap New.
In Expense only: Tap Details, and then tap Attendees.

2 Add the Contact from Phone Lookup:
a. Tap where you want to enter the Contact.

b. Open the menus .

c. Select Options, and then select Phone Lookup.

M Continued
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Cont’d.

3

i Done

Anderson, Mark 415.555.9308M
Cepeda, Juan 909.555.9702 W
Hanon, Matt 203.555.9820M
elly, Jardin 650.555.3970W
Nguyen, Mai 650.555.9984 H
O'Leary, Patrick 415.555.9802 W
Pastori, John 415555.0233 H
Simon, James 650.555.3327 H
Veddi, Maria 415555.6683W
Venkat, Raj 303.555.2674W
Westman, Paul 650.555.6692 H
LookUp:

d. Select the contact, and then select Add.

=

[pec23, 03 KB T TWEBLE

8.00
9:00
10:00
11:00
12:00

oKelly, Jardin
650.555.3970 W
2:00

3:.00
4.00
500

[ &] OPTIONAL To add another contact, repeat step 2.

The name and phone number of the contact are automatically
entered.
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Editing information

Editing information on your handheld is similar to editing with word-processing applications on
your computer. Select the information, and then apply the correct command.

Selecting information
There are several ways to select information that you want to edit or delete.

Selecting text Place the cursor before or after the text you want to select, and drag
the cursor over all the text you want to select.

Selecting a word e Tap twice on a word to select it.

* Place the cursor before or after the word, and drag it over the word
to select it.

Selecting a line e Tap three times anywhere in a line to select it.

 Place the cursor before or after the line, and drag it over the line to
select it
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Xk Tip
There are even faster
ways to copy and paste
information:

* Use Graffiti 2 gestures

e Use the Graffiti 2
Command stroke and the
command letter for cut,
copy, or paste (/X, /C, IP)

* Selectthe text, write the
command stroke, and
then tap the icon for cut
or copy. Move to the
place where you want to
place the info, write the
command stroke again,

and tap the icon for paste.

Copying and pasting information

Copying and pasting information on your handheld is similar to editing with word-processing

applications on your computer.

1
2

Select the information you want to copy.

Copy the information:
a. Open the menus .

b. Select Edit, and then select Copy.

Tap where you want to paste the information.

Select Edit, and then select Paste.

i Done
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Deleting information

Delete all or part of an entry with the Cut command.

%k Tip
Delete information with 1
Graffiti 2 writing. Select
the information, and then
draw a line from right to
left in the input area. 2

Select the information you want to delete.

Delete the information:
=
a. Open the menus .

b. Select Edit, and then select Cut.

i Done
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Related topics

Community Click a link below to learn about these related topics:
To explore the world of your
handheld, go to

www.palmOne.com/ Moving around * Opening applications

myzire72.
e Using menus
- . Sharing Beaming or sending information to another Palm OS handheld
uppor
If you’re having problems Customizing e Selecting alternate ways to write some Graffiti 2 characters
entering information or with
anything else on your « Using the entire screen to write Graffiti 2 characters

handheld, go to

www.palmOne.com/ e Creating your own Graffiti 2 ShortCuts

“I ! i . . . . .
support/zire72 Common Answers to frequently asked questions about entering information
Questions
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CHAPTER 5

Synchronizing Your Handheld

with Your Computer

In this chapter

Why synchronize
information?

What information is
synchronized?

How do | synchronize?

Customizing your
synchronization settings

Synchronizing with an
external file

Related topics

Have you ever had to meet friends at a
certain time, so everyone needed to
synchronize their watches?
Synchronizing simply means that
information that has been entered or
updated in one place is automatically
updated in the other. And just as your
watches can be synchronized, you can
synchronize information—such as
photos or contacts—on your handheld
with information on your computer.

If you use your handheld only on its
own and never synchronize it with your
computer, then you aren't taking full
advantage of your handheld. You can
do much more with your handheld if
you synchronize it with your computer.

Benefits of synchronizing

* Quickly enter and update information
on your computer and your handheld

* Install applications and files
 Protect your information

» Send photos and videos from your
handheld to your computer
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Why synchronize information?

%k Tip Quickly enter and update information on your computer and handheld. Synchronizing updates

Add Microsoft Word or information both on your handheld and in Palm® Desktop software on your computer. For
example, you can quickly enter a contact list on your computer and then send it to your handheld
instead of re-entering the information.

Excel files to Documents
To Go on your computer
and then synchronize
your handheld. Your files
are transferred to

RINOTE During CD installation, you can choose to synchronize your handheld with Microsoft
Outlook on your computer (Windows only). If you do, information from Contacts, Calendar, Tasks,
and Memos is synchronized with Outlook. Other information, such as photos, videos, voice

Documents To Go on memos, and notes, is synchronized with Palm Desktop software. You can insert the CD at any time
your handheld. In some to choose synchronization with Outlook if you did not do so during the initial installation.
cases, you can even
transfer a PowerPoint B Palm Desktop
presentation to your
T
handheld. -
&)
60 T ao
N°)
— - A prre
Poicelkamo Barker, Todd

1 Chu, John
? Francais, Michelle
Note Pad Tech Support
2 Hisnrich, Karan
uﬁ Lombardi, Gina

Expense Maricott, Bil

Martinez, Jose

Install applications and files. You can use palmOne™ Quick Install to send files to certain
applications on your handheld or to install additional software when you synchronize.
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Protect your information. When you synchronize information, you create a backup copy. If
something happens to your handheld or your computer, the information is not lost; one tap
restores it in both places.

[ ' ]IMPORTANT Be sure to synchronize at least once a day so that you always have an up-to-date
backup copy of important information.

What information is synchronized?

[ '] Before You Begin If you use the default settings, information from all the following applications is transferred each

Complete the following: time you synchronize your handheld with your computer:

+ Initial handheld setup % a @ @ y&

* Install Palm Desktop Calendar ~ Contacts  Expense Media Memos Note Pad Tasks  Voice Memo
software from the CD

If you've installed applications from the CD such as the VersaMail™ application, these applications
may also be included in the defaults for synchronization.

Tip

You can synchronize your RINOTE Information from Media (photos and videos) is synchronized in Palm Desktop software
handheld with your on Windows computers only. When you synchronize on a Mac computer, your photos are stored
computer wirelessly in the Home:Pictures:palmOne Photos:<Palm User Name> folder (OS X) or Documents:palmOne
using the built-in Photos: <Palm User Name> (OS 9) folder, and your videos are stored in Home:Movies:palmOne
Bluetooth® technology Videos:<Palm User Name> folder (OS X) or Documents:palmOne Videos:<Palm User Name> (OS
on your handheld. 9) folder. Information from Expense and the VersaMail application is synchronized on Windows

computers only.

[ ' ]IMPORTANT You cannot view video clips that you capture on your handheld on a Mac
computer. For more information, go to www.palmOne.com/support/zire72.

In addition, the default settings back up system information from your handheld to your computer
and install add-on applications from your computer to your handheld.

If you install other applications and want those applications included in synchronization, you can
choose which applications to synchronize.

Zire™ 72 Handheld 75


http://www.palmOne.com/support/zire72
http://www.palmOne.com/support/zire72
http://www.palmOne.com/support/zire72

CHAPTER 5 Synchronizing Your Handheld with Your Computer

»

»

*

Key Term

HotSync® Technology
that allows you to
synchronize the info on
your handheld with the
info on your computer.

Key Term

HotSync

Manager Software you
use to choose
synchronization settings
and that must be active
when you synchronize.

Tip

If the Select User dialog
box appears during
synchronization, select
the username whose
information you want to

synchronize, and click OK.

Or, create a new
username.

Everybody in your family can synchronize their handheld to the same copy of Palm Desktop

software. Just make sure that each handheld has its own username; Palm Desktop software reads
the username and recognizes the handheld during synchronization. Although several people can

share the same copy of Palm Desktop software, they should not share the same username.

How do | synchronize?

You can synchronize your handheld with your computer in the following ways:

* Wirelessly using Bluetooth® technology on your handheld.

« Using the HotSync® cable attached to your handheld and your computer

« Using your handheld’s infrared (IR) port

» Connecting to your company’s network, either wirelessly or using a cable (Windows only)

[ ' ]IMPORTANT The first time you synchronize, you must use the HotSync cable or your
handheld’s IR port. If you followed the instructions to synchronize during initial setup, you’ve
already covered this requirement.

To synchronize, HotSync Manager must be active. HotSync Manager was installed when you

installed Palm® Desktop software; if you didn’t install Palm Desktop software, you don’t have
HotSync Manager on your computer.

On a Windows computer, you know HotSync Manager is active when its icon ® appears in the
lower-right corner of your screen. If the icon is not there, turn it on by clicking Start, and then
selecting Programs. Navigate to the Palm Desktop software program group, and select HotSync
Manager.
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Tip

If you need help with
synchronizing, see | can’t
synchronize my handheld
with my computer.

Tip

View the HotSync log to
see what applications
were successfully
synchronized and
whether any problems
took place during
synchronization. Go to
the Home screen on your
handheld and select
HotSync, and then select
Log; or, click the HotSync
Manager icon on your
computer and then click
View Log. Ifany problems
occurred during
synchronization, a
message appears on your
computer screen asking if
you want to view the log.

Synchronizing Your Handheld with Your Computer

Synchronizing with a cable

1

Prepare your handheld:

a.

Connect the HotSync cable to
the USB port on your
computer, and then insert the
other end into the mini-USB
connector on your handheld.

Make sure your handheld is
on.

Synchronize your handheld with
your computer:

a.

b.

Tap Star @

When synchronization is
complete, a message appears
at the top of your handheld
screen, and you can
disconnect your handheld
from the cable. Be patient;
synchronization may take up
to a few minutes.

i Done
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Synchronizing using the IR port

When you synchronize using your handheld’s IR port, you don’t need your cable. This is especially
useful if you travel with an IR-enabled laptop.

[!] Before You Begin
Your computer must have
an enabled IR port and
driver or have an IR
device attached to it.
Check your computer's
documentation to see if it
supports IR
communication.

WINDOWS ONLY

1

Prepare your computer for IR synchronization:

a. Click the HotSync Manager icon {¥) in the taskbar in the lower-right corner of
your screen.

b. Make sure that Infrared is selected.

N Continued
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Tip
You can continue to use . .
the HotSvne cable even if 2 Synchronize your handheld with B

y : your computer: Hotoync
your computer is set up Welcome.
for IR synchronization. If a. Go to the Home @ screen and
you disconnect the cable select HotSync ﬁ ]
after selecting Infrared on @ HotSync icon
a Windows computer, be b. Tap Local.
sure to click the HotSync « IR to a PC/Handheld
Manager icon and select c. Tap the pick list below the
Local USB before HotSync icon and select IR to [og ) ((Fieip )
reconnecting the cable. a PC/Handheld.

Tap pick list

d. Position the IR port of your
handheld within a few inches of the IR port of your computer.

e. Tap the HotSync icon on your handheld.

f. When synchronization is complete, a message appears at the top of your
handheld screen. Be patient; synchronization may take up to a few minutes.

i Done
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MAC ONLY

1 Prepare your computer for IR synchronization:
a. Double-click the HotSync Manager icon ¥} in the Palm folder.
b. In the HotSync Controls tab, select Enabled.

c. Click the Connection Settings tab.

880 HotSyne Software Setup

[ Hotsync Controls | Connection Settings |

i

Settings |

=2 Internal Modem Internal Modem -...nknown=> modem
“& palmConnect PalmConnect

=l use use

@ IR Port IR Port - As fast as possible

BEEREOD

@ C Settings... :‘

d. Select the On check box next to IR port.

e. Close the HotSync Software Setup window.

M Continued
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Did You Know?

You can continue to use 2
the HotSync cable even if

your computer is set up

for IR synchronization.

Tip

Mac Turn off the IR port b.

when you’re not using it

to increase the speed of c.

cable synchronization.

a.

Synchronize your handheld with
your computer:

Go to the Home @ screen and
select HotSync g

Select Local.

Tap the pick list below the
HotSync icon and select IR to
a PC/Handheld.

Position the IR port of your

handheld within a few inches of the IR port of your computer.

Welcome.

Log

+ R to a PC/Handheld

Help

Tap pick list

Tap the HotSync icon on your handheld.

HotSync icon

When synchronization is complete, a message appears at the top of your
handheld screen. Be patient; synchronization may take up to a few minutes.

i Done
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Synchronizing over a network
WINDOWS ONLY

[ !] Before You Begin You can synchronize over your company’s network by using your handheld’s built-in Bluetooth
technology to make a wireless connection to a network, by dialing in to a network, or by
connecting to any computer on the network using a cable or your handheld’s IR port. Use network
synchronization if you are not close enough to your computer to synchronize directly using a cable

The following setup must
be done before you can
synchronize over a

or the IR port.
network: P
« Your computer must [ ' ]IMPORTANT The first time you synchronize, you must use the cable or infrared
have TCP/IP installed. communication. After that, you can synchronize over a network.
e Your company’s .. .- .
network system and its Synchronizing by dialing in to a network
remote access server
must support TCP/IP. 1
« You must have a Prepare your computer for network synchronization:
remote access account. a. Click the HotSync Manager icon {¥) in the taskbar in the lower-right corner of
Check with your system your screen.
administrator for
assistance. b. Select Network.
To synchronize by dialing c. Click the HotSync Manager icon again, and then select Setup.
in to a network, you must
also have a mobile phone N Continued

(sold separately) that you
can use as a modem to
dial in to the network, or
an attachable modem
accessory (sold
separately).
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* Tip
Click TCP/IP Settings to
display the primary
settings for your

Cont’d. d. Click the Network tab and make sure your username has a checkmark next to
it. If the checkmark is not there, click the check box next to your username.

Computer.Checkthat ﬁ
these settings are correct Goneral] Local | E Hetwt |

on your handheld by e octe ke et Pimay . o petcting 2
selecting the HotSync ioe Sadeky

icon on the Home screen,
and then selecting
Primary PC Setup from
the Options menu. If the
settings do not match,
restart your computer
and synchronize using

the cable or IR port before f. Tap Star @ on your handheld to record your computer’s network
synchronizing by dialing information on your handheld. You must use the cable or the IR port for this
in to a network. synchronization.

ok | caneel | e | Hee |

e. Click OK.

N Continued
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Prepare your handheld for
network synchronization:

a.

Go to the Home @ screen
and select HotSync a

Open the menus .

Select Options, and then
select Modem Sync Prefs.

Select Network, and then
select OK.

M Continued

Modem Sync Preferences €)

A
=

Network

N
. +
B
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* Tip
Use Network Preferences 3
to set up a service if you
have not done so already.
Check with your system

Select a service:

a. Select Modem, and then tap Select Service.

administrator to obtain
network service Welcome.
information. Modem Preferences Network

9 | =

Password:

b. Tap the Service pick list and select the service you use to connect to your
corporate network. Check with your system administrator if you do not know
which service to use.

c. Select Done.

M Continued
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Did You Know?

:nly appllc;ltl_(;ns that 4 [ &] OPTIONAL Select which " _
nave a conduit are applications to include during
included !I’] - synch ronization: :elt_act ﬂledcom:lln:ssto run
synchronization. Other uring Modem Hot3ync.

. . o
applications are not a. Open the menus . ¥ Quick Tour i
included, even if they g:gg;:’;;ons
appear on the Conduit b. Select Options, and then %Brightness
Setup screen with a select Conduit Setup. @gg:gndar
checkmark next to their ¥ Camera A
name. c. Tap the check boxes to

deselect the files and

Tip applications that you do not

want to synchronize during a

You can deselect .
Y s modem HotSync operation.

applications, forexample,
to include a smaller d. Select OK.
number of applications

during synchronization

and thus make 5
synchronization go faster.

To synchronize the preset

applications described in

What information is i Done

synchronized?, skip
step 4.

Tap the Modem HotSync icon to synchronize your handheld with your
computer.
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Synchronizing by connecting to a computer on the network
[!] Before You Begin

In addition to the general o
. 1 Prepare the computers for network synchronization:
requirements for network
synchronization, you . a. Click the HotSync Manager icon {¥) in the taskbar in the lower-right corner of
must meet the following the screen.
requirements in order to
synchronize by b. Select Network.
connecting with a
computer on the network: RINOTE You must select Network on both the computer to which you are

. connecting and the computer with which you want to synchronize.
¢ To connect using your

handheld’s IR port, the
computer to which you
are connecting must be
IR-compatible.

M Continued

e The computer to which
you are connecting must
have a version of

Palm Desktop software
that is compatible with
your handheld.

e The computer with
which you want to
synchronize (your own
computer) must be
turned on.
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Tip

Click TCP/IP Settings to 2
display the primary

settings for your

On the computer with which you want to synchronize (your own computer)
only, do the following:

computer. Check that a. Select Setup from the HotSync Manager menu.

these settings are correct

on your handheld by b. Click the Network tab and make sure your username has a checkmark next to
selecting the HotSync it. If the checkmark is not there, click the check box next to your username.

icon on the Home screen,

. | Setup | X]
and then selecting

- General | Local | Modem Network
Primary PC Setup from sk ko Py S g
. etwork HotSpnc operation

the Options menu. If the
settings do not match,
restart your computer
and synchronize using

[wW]Joe Sadusky

the cable or IR port before
synchronizing by 0k || cawel | e | Heb |
connecting to a computer

on the network. c. Click OK.

d. Tap Star @ on your handheld to record your computer’s network
information on your handheld. You must use the cable or the IR port for this
synchronization.

N Continued
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3

Prepare your handheld for

network synchronization:

a. Go to the Home @ screen
and select HotSync .
e & &=
LANSync

b. Open the menus .

c. Select Options, and then

select LANSync Prefs.
d. Select LANSync, and then
select OK.

Synchronize over the network:
On the HotSync screen, select Local.

Tap the HotSync icon to synchronize your handheld with your computer.

i Done
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Customizing your synchronization settings

You can set the following options for synchronization:

» Choosing how your computer responds when you initiate synchronization on your handheld
(Windows only)

» Enabling or disabling synchronization on your computer, setting whether synchronization is
enabled automatically when you start your computer; and choosing how much information to
include in the synchronization troubleshooting log (Mac only)

» Choosing how application information is updated during synchronization

Choosing how your computer responds to synchronization requests
WINDOWS ONLY

In order for your computer to respond with you initiate synchronization on your handheld,
HotSync Manager must be running. You can choose whether HotSync manager always runs
automatically, or whether you must perform some action to start HotSync manager.

1

Open the synchronization options screen:

a. Click the HotSync Manager icon {¥) in the taskbar in the lower-right corner of
your screen.

b. Select Setup.

N Continued
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%k Tip
Use the default setting
Always available if you're
not sure which option you
want.

K Tip
If you select Manual, you
must turn off HotSync
Manager, which is always
on by default. Click the
HotSync Manager icon in
the taskbar in the lower-
right corner of your
screen, and then click
Exit. To start HotSync
Manager when you want
to synchronize, click Start,
and then select
Programs. Navigate to
the Palm Desktop
software program group,
and select HotSync
Manager.

Note that if you turn
HotSync Manager on, it
stays on until you turn off
your computer.

Select how your computer responds when you initiate synchronization on your
handheld:

fm

General | Loal | Modem| Network |

HutSyne Manager
& Always available [put in Startup folder)
" Available only when the Palm Dasktop is running

" Manual [vou start the HotSync Manager yourself)

0K | Cancel | gl | Hep |

Always available HotSync Manager runs automatically every time you initiate
synchronization on your handheld.

Available only when the Palm Desktop software is running You must open
Palm Desktop software in order for HotSync Manager to run.

Manual You must manually turn HotSync Manager on each time you want
your computer to respond to a synchronization request.

Click OK.

i Done
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Setting synchronization options

MAC ONLY
1 Open the synchronization options screen:
a. Double-click the HotSync Manager icon {¥) in the Palm folder.
b. Click the HotSync Controls tab.
2 Select the synchronization options you want:
860 HotSync Software Setup
— Connection Settings ]

@ HotSync @ Enabled O Disabled

Status
’Th(sym: software is enabled. To disable the HotSync software, click the “Disabled”

radio button above. Listening on USB and PaimConnect.

HotSync Options

E Enable HotSync software at system startup
@ [_] Show more detail in HotSync Log

N Continued
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>> Key Term
Conduit The
synchronization software
that transfers information
between an application
on your computer and the
same application on your
handheld.

Cont’d. HotSync Enabled/Disabled Sets your computer to respond to synchronization
requests from your handheld.

Enable HotSync software at system startup Sets your computer to
automatically respond to synchronization requests each time you start your
computer. If this option is not selected, you must open HotSync Manager and
select the Enabled option before you can synchronize.

Show more detail in HotSync Log Includes more troubleshooting information
in the log that is generated when you synchronize.

3 Close the HotSync Software Setup window.

i Done

Choosing whether application information is updated

By default, when information in each application is updated in one place (your handheld or your

computer), it is updated in the other. However, for an application included during synchronization,

you can choose whether information that has been updated in one place is updated in the other
during the next synchronization.
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WINDOWS ONLY

¥ Tip
Windows For 1 .
information on choosing Select the application you want to customize:

whether application
information is updated if
you are synchronizing

a. Click the HotSync Manager icon {¥) in the taskbar in the lower-right corner of
your screen.

your handheld with b. Select Custom.

Outlook, see the online

Outlook synchronization c. Select the appropriate username from the drop-down list at the top of the
Help. Click the HotSync screen.

Manager icon in the

taskbar in the lower-right d. Select the application you want, and then click Change.

corner of your screen,

select Custom, and then N Continued

select one of the Outlook
applications from the list.
Select Change, and then
select one of the
applications from the list.
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* Tip
You should generall 2 . L . o
g y Choose how information is updated during the next synchronization:
keep the default setting
(Synchronize the files) for [Gmmmemion @
all applications. Choose .
fan overwrite Optlo_n_ on y D2 & Synchronize the files LG |
if you have a specific e |
. D"g "~ Desktap avenwrites handheld
reason for sending I Sel as dta
Updates Only one Way. B"’ " Handheld overnwrites Desktop
Choose Do Nothing if you OuB  eraig
never use an application.

Synchronize the files Information that is changed in one place (your handheld
or computer) is updated in the other during synchronization.

Desktop overwrites handheld Information that has been changed on your
computer is updated on your handheld during synchronization. If information
has been changed on your handheld, it will be replaced by the information from
your computer, and you will lose the changes you made on your handheld.

Handheld overwrites Desktop Information that has been changed on your
handheld is updated on your computer during synchronization. If information
has been changed on your computer, it will be replaced by the information from
your handheld, and you will lose the changes you made on your computer.

Do Nothing No synchronization occurs, so any changes made on either your
handheld or your computer are not updated in the other location.

M Continued
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3

MAC ONLY

1

To use the option you select on an ongoing basis, select the Set as default check
box. If you do not select this box, the option you select applies only the next
time you synchronize. Thereafter, information is updated according to the
default setting (Synchronize the files).

Click OK, and then click Done.

i Done

Select the application you want to customize:

a. Double-click the Palm Desktop icon @ in the Palm folder.

b. From the HotSync menu, select Conduit Settings.

c. From the User pop-up menu, select the appropriate username.

d. Select an application.

e. Click Conduit Settings.

N Continued
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* Tip
You should generally 2
keep the default setting
(Synchronize the files) for

Choose how information is updated during the next synchronization:

all applications. Choose HotSyn action for: Photos

an overwrite option only O synchronize the files

. . D O Macintosh overwrites handheld

if you have a specific Eifandheld-overwriesMagriosh
reason for sending /=) O o Nothing

updates Only one Way. Default setting: Synchronize the files
Choose Do Nothing if you @ (Maketeuic)  (Cancel) (D)

never use an application.
Synchronize the files Information that is changed in one place (your handheld
or computer) is updated in the other during synchronization.

Desktop overwrites handheld Information that has been changed on your
computer is updated on your handheld during synchronization. If information
has been changed on your handheld, it will be replaced by the information from
your computer, and you will lose the changes you made on your handheld.

Handheld overwrites Desktop Information that has been changed on your
handheld is updated on your computer during synchronization. If information
has been changed on your computer, it will be replaced by the information from
your handheld, and you will lose the changes you made on your computer.

Do Nothing No synchronization occurs, so any changes made on either your
handheld or your computer are not updated in the other location.

M Continued
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3 To use the option you select on an ongoing basis, click Make Default. If you do
not select this box, the option you select applies only the next time you
synchronize. Thereafter, information is updated according to the default setting
(Synchronize the files).

4 Click OK, and then close the Conduit Settings window.

i Done
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Synchronizing with an external file
WINDOWS ONLY

The File Link feature enables you to import Contacts and Memos information to your handheld
from a separate external file such as a company phone list. You can set up File Link to check for
changes to the external file, and then import those changes to your handheld during
synchronization.

With File Link you can import information stored in any of the following formats:

* Comma-separated (*.csv)

* Memos archive (*.mpa)

» Contacts archive (*.aba)

o Text (*.txt)

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

My Handheld Click a link below to learn about these related topics:
Make your handheld
uniquely yours. For great

tips, software, accessories, Installing and Usin_g pz_:tImOne Quick Install or Send to Handheld droplet to add
and more. visit Removing applications to your handheld

Www.DaImOne.com/ Common Answers to frequently asked questions about synchronization
myzire72. Questions

Support

If you’re having problems
with synchronization or with
anything else on your
handheld, go to
www.palmOne.com/

support/zire72.
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CHAPTER 6

Expanding Your Handheld

In this chapter

What type of expansion
cards can | use?

How can expansion cards
help me?

Inserting an expansion card

Removing an expansion card

Opening an application on
an expansion card

Opening files on an
expansion card

Viewing card information

Renaming a card

Copying applications to an
expansion card

Removing all information
from a card

Related topics

A Chinese proverb says, “Life just
gives you time and space; it's up to
you to fill it” But doesn’t it always
seem that no matter how much space
you have, you still need more?

Expansion cards (sold separately)
provide a compact and limitless
answer to the storage dilemma. When
one card becomes full, simply use
another card. To enjoy some aspects of
your handheld, such as listening to
music and capturing video clips, you
need to use expansion cards.

Benefits of expansion cards

e Capture and view videos

* Listen to music

* Back up info

* Add more games and other software
» Add accessories

« Store all your info
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What type of expansion cards can | use?

>> Key Term Your handheld is compatible with SDIO, SD, and MultiMediaCard expansion cards. SDIO
SDIO An acronym for expansion cards let you add accessories to your handheld. SD and MultiMediaCard expansion
Secure Digital input/ cards let you store information and applications.
output.

% Tip How can expansion cards help me?

Looking for a handy way
to carry your expansion
cards? You can purchase

Capture and view videos. Capture videos with the built-in digital camera and store them on
expansion cards. View them anytime by simply inserting the card into the expansion slot.

a variety of carrying Listen to music. Store songs on expansion cards and use the included RealOne software to
cases. Visit listen to music on your handheld.

www.palmOne.com/

myzire72 and click the Back up info. Make a copy of your important information for safe-keeping in case your handheld
Accessories link. becomes damaged or is stolen. (Backup card required, sold separately.)

Add games and other software. Purchase popular games, dictionaries, travel guides, and more.
To check out the variety of expansion cards available for your handheld, visit www.palmOne.com/
myzire72 and click the Accessories link.

Add accessories. Attach SDIO accessories, such as a presentation module, to your handheld.

Store all your info. Never worry about running out of space on your handheld. Purchase as many
expansion cards as you need to store your music, photos, videos, and other information.
Expansion cards come in a variety of capacities, and they’re very small, easy to store, and
affordably priced.
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Inserting an expansion card

1 Insert the card into the expansion
slot with the label side facing the
front of the handheld.

Push

Label side

2 Push the card in with your thumb
until you hear the confirmation
tone.

RINOTE No confirmation tone?
Check the Sounds & Alerts
Preferences to make sure the
System Sound setting is turned
on.

i Done
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Removing an expansion card

*k Tip
To prevent damaging the 1
card and the info on it,
always wait for your
handheld to finish writing
to the expansion card
before you remove the
card from the slot.

Push lightly against the card with
your thumb until you hear the
confirmation tone.

2 Slide the card out of the
expansion slot.

i Done
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Opening an application on an expansion card

When you insert an expansion card into the expansion slot, your handheld adds the expansion
card to the category list in the upper-right corner of the screen. You can easily switch between
applications installed on your handheld and on the expansion card.

= Did You Know?
You can install
applications and other
files to an expansion card
during synchronization.

%k Tip
When the highlight on the
Home screen is not
active, you can hold
down Select on the to
open the category pick
list.

%k Tip
Expansion card already in
the expansion slot?
Select the category pick
list and select the card
name to view the
applications on the card.

RINOTE Some applications may not run correctly when you install them on an expansion card.
Try installing these applications on your handheld instead. If you still have problems, contact the

developer.

1
2

Go to the Home @ screen.

Insert the expansion card. Category

pick list

D H - HMy Card |

A )
PERSONAL
powerOne... Solitaire

Select an application icon to open that application.

i Done
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Opening files on an expansion card

Some applications, such as RealOne Player, require you to store your files on an expansion card
instead of on your handheld. In other applications, such as palmOne™ Media, storing files on
expansion cards is optional. You can open files on an expansion card when you insert the card into
the expansion slot.

1 Open the application associated with the files you want to open.
2 Insert the expansion card.
3 Select the entry you want to view.

i Done
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Viewing card information

X Tip It's easy to forget which files you put on a particular expansion card. Use the Card Info application
Reading and writing info to view the card name and type, available storage space, and a summary of its contents.
on an expansion card
uses more battery power
than doing the same task

Go to the Home @ screen and select Card Info 6

on your handheld. If you
have enough space on Card: v B My Card Card name
. Type: Secure Digital Card
your handheld, consider Size: 13.7MBFreeof 140MB —| Space available
copying the info to your 256.0 KB Used
handheld 13.7 MB Free of 14.0 MB Summary of contents
SDO16
* Ti Sandisk
Y Secure Digital Card
If your handheld’s battery Device Id: SD016_0008F720230B07
is very low, access to the

expansion card may be
disabled. If this occurs,

recharge your handheld
as soon as possible.
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Renaming a card

The expansion card name appears in the category pick list and in other lists that let you choose
where to store your info. When you buy a new card, give it a name that helps you remember
what’s on the card. You can rename the card later if you decide to store different info on the card.

1 Go to the Home @ screen and select Card Info 6
2 Open the Rename Card dialog Rename Card

bOX: New Card Name:

) My Games Card
a. Open the menus .
b. Select Rename Card on the
Card menu.

3 Enter the new name for the card, and then select Rename.

i Done
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Copying applications to an expansion card

Tip

If you use a card reader to 1
view your card on a

computer, the file names

may differ from the

Insert the expansion card, and then go to the Home @ screen.

lames you seeon the 2 Open the Copy dialog box:
ome screen. Copy From: ~ Handheld
c. Open the menus \&/. To: MMy Card
Did You Know? (13.7MFree)
i i Bgnd Service ®37K 4
Some applications, such d. Select Copy on the App menu. DGraphConverter @ 163K I
as Media, let you copy or Dopuments @3a2x
move info between your Font Library i@ 18K
GraphicsLibrary @ 12K
handheld and an Libinstall 10K <
expansion card. See the (Done ) (Copy ) (Gettings..)
information on each
application for details.
3 Select the application to copy:

RINOTE A lock appears next to applications that are copy-protected. You
cannot copy or beam these applications.

a. Tap the Copy From pick list and select Handheld.
b. Tap the application you want to copy.
c. Tap Copy.

d. Select Done.

i Done
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Removing all information from a card
Formatting a card removes all of its info and prepares it to accept new applications and files.

[ ' ]IMPORTANT We do not recommend formatting backup cards. Formatting removes the
backup application and turns the card into a blank memory card.

1 Insert an expansion card.
2 Go to the Home @ screen and select Card Info 5
3 Format the card: F——
(-4 Formatting this card
a. Open the menus . A will destroy allits data.
Do you want to format
b. Select Format Card on the this card ?
Card menu.

c. When asked if you want to
format the card, select OK.

i Done
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Related topics

My Handheld Click a link below to learn about these related topics:
Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit

Sharing « Exchanging applications and information with other Palm OS® handheld
users by exchanging cards or beaming items between handhelds

Www.naImOne.com/ » Sending applications and information to other Bluetooth® devices by
myzire72. using Bluetooth technology on your handheld

Installing and Adding applications from your computer to an expansion card, and
Support Removing installing other files such as photos, videos, or music
If you’re having problems
with expansion cards or with
anything else on your
handheld, go to
www.palmOne.com/

support/zire72.
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CHAPTER 7

Managing Your Contacts

In this chapter

Adding a contact

Copying contact information

into multiple contacts

Locating a contact on your
list

Customizing the Contacts
list

Making connections from
Contacts

Working with Contacts on
your computer

Related topics

Say good-bye to a paper address book
that you need to update manually
every time someone moves, changes
their e-mail address, or gets a new
work extension. With Contacts, not
only is it easy to enter information such
as names, addresses, and phone
numbers, but it is just as quick to view,
update, and organize contact
information.

You can easily share info with other
handhelds and dial phone numbers or
send messages directly from a contact
entry using your handheld’s built-in
Bluetooth® technology and a
compatible mobile phone. You can
even add photos of your loved ones
directly to their contact information
screen.

Benefits of Contacts

 Carry all your business and personal
contact information in your hand

» Keep track of who is who
* Keep in touch
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Adding a contact

Tip
If the first character you 1 22 -
enter in the Last Name or Press the Contacts '~ application button.

Company field is an
asterisk (*) or another

symbol, that record 2 Add your contact information:
always appears at the top
of the Contacts list. That’s a. Select New.
useful for an entry like “If o —_— [ Contace Edit] TR
Found Call [your phone Lima, Jose 302-555-9512M First name: | ag
nu mber] » Malita, J.T. jtm@jtm.com Picture:
Maroni, Anthony  415-555-7775W
Nguyen, Mai 555-3434W
i 2 Nosuch, Don donn@example.com .
Sld You IKnow. Sanagala, Srivinas  954-555-1234 H 6 ComT:ly. Example, Inc.
Ou can also enter one or Speier, Lane 831-555-7534M Itle:
Taylor, David 650-555-9278 W ~ Work:555-234-1939
more contacts on your Technical Support P « Home:
Venkat,Raja  raja@anyisp.com S 555-616-
;:Ihesktop cotr:putttar, and Werss. Chrre e 055-616-2117
en co em to your
handneld by ook ) 4 $

synchronizing. . . . .
b. Tap each field where you want to enter information, and enter it. Tap the

scroll arrows & to view more fields.

N Continued

Zire™ 72 Handheld 113



CHAPTER 7 Managing Your Contacts

Tip

To learn about capturing
and downloading photos
to your handheld, see

Cont’d. The following fields contain features to help you enter information quickly:

All fields except numeric and e-mail fields The first letter is automatically

palmOne™ Media. capitalized.

Tip Title, Company, City, and State As you enter letters, a match appears if you

If multiple contacts share have one on your Contacts list. For example, if you enter S, Sacramento might
information, such as a appear, and if you then enter a and n, San Francisco might replace Sacramento.
company name and When the word you want appears, tap the next field.

address, you can enter o o

the first contact, and then Address You can enter up to three addresses, each containing five fields: Addr,

City, State, Zip Code, and Country. You can designate an address as work (W),

copy the information into
Dy home (H), or other (O). By default, the first address is designated as work.

other contacts.

3 [&] OPTIONAL Add a photo:

Imzﬂ :Unfiled

Firstname: | pg

.
b. Select one of the following: COmpuny_E— e
-Cxampie, inc.

a. Tap the Picture box.

Title:
Camera Lets you take a photo - Work 555-234-1939
and add it to a contact when you ~ Home:
select Save. ~ Mobile: 555-616-2117

s

Photos Lets you select and add
a photo from palmOne Media.

N Continued
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* Tip
If you want a reminder 4 [&] OPTIONAL Add a
about a birthday, select birthday: [contact Eqi IRV
the Reminder check box, > Addr(W): 4929 Rockaway Dr.
enter the number of days a. Tap the Birthday box. Stc:tz é:ytuwn
before the birthday that Zip Code: 900D
you want to see the b. Use the left and right arrows Country:
reminder, and then select to move to and select the birth
OK. year. Hold down either arrow Custom 1:
to scroll quickly through the
= Did You Know? years.

Birthdays you enter in

Contacts appear as

untimed events in

Calendar. If you update

the birthday in Contacts, 5
it automatically updates

in Calendar as well.

c. Select the month and date.

After you finish entering all the information you want, select Done.

i Done That’s it. Your handheld automatically saves the contact. Make
sure you have a current backup. Synchronize often.
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Entering additional contact information

The Contact Edit screen displays certain fields by default. You can customize the Contact Edit
screen to display additional fields.

Tip

Additional fields appear
in a contact only if you
enter info into them. If
you leave a field blank, it
does not appear the next 1 Press the Contacts 22 application button.
time you open the

Contact Edit screen. Also,

additional fields apply 2
only to the current

contact; you can

duplicate contact

information if you need to b
apply the same fields to

Display additional contact fields:

a. Select the contact you want, and then select Edit.

. Tap the plus button on the lower-right corner of the Contact Edit screen.

multiple contacts. [contace care IR [contact o IR
) First name: | pg First name:| pa
Did You Know? Picture: Picture:
Each field type can be m E
displayed a certain Company: Example, Inc. é Company: Exam|(TIErTR
H Title: IM
number of t_|mes, uptoa - Work. EE5-334-1930 arddress
preset maximum. Once ~ Home: Custom 5
you reach this maximum, EEATTTT555-616-2117 Costom?
the field type no longer : - __|Customs
Details... 4 — Tap here (D ] [ Details...[Custom 9
appears on the pop-up ﬁ|;-7 ® < . SSas
list. For example, you can Note icon
display up to seven
Phone/Email fields. c. Select the field you want displayed from the list. The field appears in a preset
location on the Contact Edit screen.
Tip
Tap the Note icon next to 3 Done

the plus button to add a
note to the contact.
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Selecting contact field types

You can select the types of phone numbers (work, home, mobile, pager, and so on), as well as
specify the instant messenger (IM) account, that you associate with a contact.

Tip
Any changes you make to 1 -
field types apply only to Press the Contacts ﬁ application button.

the current contact. You
can duplicate contact

information if you need to 2 Customize the contact field type:
apply the same contact
fields to multiple a. Select the contact you want, and then select Edit.
contacts.

b. Tap the pick list next to the field you want to change and select the new field
Did You Know? type you want. Available fields include phone number, e-mail address, and
The e-mail address field instant messenger (IM) fields.

type is located on the
same pick list as the
phone number fields. IM
field types are located on

. . Imta : Unfiled Imza : Unfiled
a separate pick list.

First name: | p@ First name: | p@

Picture: m Picture: m
Company: Example, Inc. work |'V:Example, Inc.
Title: Home
~ Work:§55-234-1939 fia

le:
QOther

RINOTE You must set up an instant messenger account with a service
provider to use instant messaging on your handheld.

'k:555-234-1939

v Home:

. ne:
Tap triangle —@EAITEI3 555-616-2117 bmal Yle 555-616-2117
P
$ s

i Done
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Defining custom fields

You can define the custom fields that appear at the end of the Contact Edit screen to display any
additional contact information you want, such as spouse’s or children’s names, favorite color, or

any other information.

1
2

Press the Contacts EE application button.

Define the custom fields:

a.

Select the contact you want,
and then select Edit.

Open the menus .

Select Options, and then

select Rename Custom Fields.

Enter names for up to nine
custom fields, and then tap
OK.

i Done

Rename Custom Fields |

Torename any custom field
below, enter a new name:

Spouse Name Custom 5

Fav Color Custom &
Hobby] Custom 7
Custom 4 Custom 8

Custom 9
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Selecting a contact as your business card

You can create a contact with your own information and select it as your business card by opening
the Record Menu and selecting Business Card. You can then beam or send your business card to

other handhelds. To beam your business card quickly, hold down the Contacts application button
for approximately two seconds.

1 Press the Contacts EE application button.
2 Create a business card:

a. Select the contact you want, or create a new contact with your own contact
information.

b. Open the menus .

c. Select Business Card on the Record menu.

i Done
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Copying contact information into multiple contacts

%k Tip You can quickly make a copy of a contact so that you can edit only the fields you need to change.
For example, if two of your contacts have the same work address or phone number, duplicating

You can also duplicate a . . 2 o S
the first contact simplifies entering information in the second.

contact in the Contacts
desktop application by
highlighting a contact in
the Contacts list, and then 1 Press the Contacts |22 application button.
selecting Edit Copy.

Create a new contact,

click the Note tab, and 2
then paste the info into a

note. Then cut and paste

the text into the correct

Duplicate a contact:

a. Select the contact you want, and then select Edit.

field in the new contact. b. Open the menus .

=+ Did You Know? c. Select Record, and then select Duplicate Contact.
If you duplicate a contact
and do not edit the name, Y Done

the contact appears in the
Contacts list as “<Last
name>, <First name>
Copy”
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Tip

You can also press Right
on the navigator (or tap
the Quick Look Up icon at
the top of the screen) to
open the Quick Look Up
line. Press Up and Down
to select the letter of the
name you want in each
box, and press Right to
move to the next box.

Did You Know?

The Phone Lookup
feature lets you add
contact information
directly into certain other
applications on your
handheld. For example,
you can add a name and
phone number to a
memo or task.

Locating a contact on your list

1
2

Press the Contacts EE application button.

Search for the contact:

a. Tap the Look Up line at the
bottom of the screen and
enter the first letter of the
name you want to find.

b. Enter the second letter of the
name, and so on, until you

can easily scroll to the contact
you want.

Select the contact to open it.

i Done

S ~ Al
Lima, Jose 302-555-9512M
Malita, J.T. jtm@jtm.com
aroni, Anthon 415-555-7775 W
Nguyen, Mai 555-3434W

Nosuch, Don  donn@example.com
Sanagala, Srivinas  954-555-1234H

Speier, Lane 831-555-7534M
Taylor, David 650-555-9278 W
Technical Support F
Tsai, Lee 555-234-1939W
Venkat, Raja raja@anyisp.com
LookUpimad New) %
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Deleting a contact
* Tip

You never know when 1
you’re going to need to
look up an old business

Press the Contacts ﬁ application button.

associate. If you save an

archive copy of your 2 Open the Delete Contact dialog P —— )
deleted contacts, you can box: (@) Delete selected

refer to them later by Contact?

importing them. a. Locate the contact you want.

M Save archive copyonPC

b. Open the menus \E/.

c. Select Delete Contact on the
Record menu.

3 [&] OPTIONAL Select the check box to save an archive copy of the contact on
your computer.

4 Select OK.
i Done
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Customizing the Contacts list

By default, the Contacts list displays the work phone number for a contact; if no work phone
number is entered, another entry is displayed. You can customize a contact’s settings to display
different information on the Contacts list.You can also customize the appearance of the list.

Did You Know?

If you select Work, Home, 1
Fax, Other, Main, Pager,

or Mobile from the pick

list, the first letter of your

selection appears next to 2
the contact in the

Contacts list—for a. Select the contact you want.
example, W for Work. If
you select E-mail, no
letter appears next to the

Press the Contacts EE application button.

Open the Contact Details dialog box:

b. Select Edit, and then select Details.

contact.
3 Specify the information
Tip displayed with a contact: e
You can also use the Showinl
Contact Details dialog a. Tap the Show in List pick list '::3:::
i and select the information
box to assign a contact to that you want to appear in the =

a category or to mark a
contact as private.

Contacts list for this contact.

b. Select OK.

M Continued
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4 Customize the appearance of the Contacts list:

(- J
a. From the Contacts list, open the menus .

b. Select Options, and then select Preferences.

c. Select the display options you want:

Remember last category Select the check box if you want Contacts to display
the last category shown when you return to it from another application. If the

check box is deselected, Contacts opens to the All category.

List by Select whether to sort the Contacts list by last name and first name or
by company and last name.

i Done
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Making connections from Contacts

[!'] Before You Begin You can set up your contacts so that you can do tasks like dialing a phone number; creating an e-
You must install the mail, text, or multimedia message; accessing the web; or sending an instant message (requires
additional software, sold separately) directly from a contact screen. Contacts gives you two tools

e-mail or messaging
to perform these tasks:

software included on the
CD. You must also
complete all the
prerequisites for the
e-mail and messaging Tap-to-Connect Opens the application to perform a connection task directly by tapping the
applications. appropriate entry (phone number, e-mail address, and so on) from a contact’s information screen.

Quick Connect Lets you select a connection type and opens the application for making that type
of connection directly from a contact’s information screen.

To use Quick Connect
with your handheld’s Using Quick Connect
built-in Bluetooth

technology, you must set. If you have a compatible mobile phone (sold separately) that includes Bluetooth technology, you

can use Quick Connect to dial a phone number; address an e-mail, text, or multimedia message;

M‘W' go to a web site; or send an instant message (requires additional software, sold separately)
To use it with your directly from a contact.

handheld’s IR port, run

Phone Link Updater, and

then use the Phone Link

application to set up a 1
phone connection.

Press the Contacts EE application button.

M Continued
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2 Make a connection using Quick Connect:
a. Select the contact you want.

b. Press Right on the navigator or tap the Quick Connect icon @D» at the top of
the screen to open the Quick Connect dialog box.

B Unfiled
ee Tsai Lee Tsai
) Work: 555234 1939
ork: 555-234-1939 Mile: 5552349191
obile: 555-234-9191 W@ISMS: 5552349191
-mail: tsuilee@exumple.cnm B4 Email:  tsailee@example.com
Done ) (( Edit ][ New )

c. Select the type of connection you want. For example, select a phone number
to dial the number on your mobile phone, or select an e-mail address to
open the e-mail application to a new message containing that address in the
To field.

i Done
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Customizing Quick Connect settings

You can specify which application opens when you choose a Contacts record field, and whether to
add a prefix to all phone numbers.

1 Press the Contacts EE application button.
2 Customize Quick Connect settings:

O Number Prefix:
Dial: ¥ Phone Dialer
SMS: v Messages

a. Select the contact you want.

b. Press Right on the navigator
or tap the Quick Connect
icon @ at the top of the
screen to open the Quick
Connect dialog box.

E-mail: + VersaMail
Web: w - None Available -
IM: ¥ - None Available -

Map: ¥ - None Available -

c. Tap Settings and enter
the settings you want:

Number prefix Tap the check box and enter a prefix to add a prefix to all dialed
phone numbers.

RINOTE A prefix is not added to any number that begins with a “+” character.

All other fields Tap each pick list and select the application you want to use to
connect by that method.

d. Tap OK.

i Done
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Using Tap-to-Connect

With Tap-to-Connect, you can select a contact and dial a phone number or address an e-mail, text,
or multimedia message by selecting the appropriate entry on the contact screen. By default, Tap-
to-Connect is not enabled.

[!] Before You Begin
You must have a 1
compatible mobile phone
(sold separately) that
includes Bluetooth
technology and install the 2
e-mail or messaging

Press the Contacts EE application button.

Enable Tap-to-Connect:

software included on the a. From the Contacts list, open the menus .
CD. You must also
complete all the b. Select Options, and then select Preferences.

prerequisites for the
e-mail and messaging
applications.

c. Tap Enable Tap-to-Connect, and then tap OK.

N Continued
To use Tap-to-Connect

with your handheld’s
built-in Bluetooth
technology, you must set.
up a phone connection.
To use it with your
handheld’s IR port, run
Phone Link Updater and
then use the Phone Link
application to set up a
phone connection.
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3 Make a connection with Tap-to-Connect:

a. Select the contact you want.

G Unfiled

ee Tsai

ork: 555-234-1939
obile: 555-234-9191

-mail: tsoilee@example.com a

Done ) (( Edit ][ New )

-.‘ I Tap to edit

Eonnecting .

b. Select the entry you want to use to connect. For example, to dial a phone
number, select the number you want to dial. To address an e-mail message,
select an e-mail address.

c. Tap the entry to edit it if needed. For example, you might need to add an area
code or country code to a phone number.

i Done
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Working with Contacts on your computer

Use Contacts on your computer to view and manage the contacts you create on your handheld.
Check out the online Help in Palm® Desktop software to learn how to use Contacts on your
computer. The online Help includes info about the following topics:

» Viewing, copying, and deleting contacts

 Editing contact details

e Marking contacts private

« Showing, masking, and hiding private contacts

 Printing contacts

e Changing between the list, contact info, and Contact Edit views

« Adding notes to a contact

e Adding a date and time stamp to a contact

¢ Organizing contacts into categories

e Sharing contacts

WINDOWS ONLY

To open Contacts on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Contacts on the launch bar.

MAC ONLY

To open Contacts on your computer, launch Palm Desktop software from the Palm folder, and then
click Addresses.
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Related topics

My Handheld Click a link below to learn about these related topics:
Make your handheld

uniquely yours. For great ) _ o
tips, software, accessories, Moving * Opening applications

and more, visit Around Usi
www.palmOne.com/ sing menus
myzire72. Categories Organizing contacts by type and sorting them
Information Transferring contact information from other applications such as databases,
Support spreadsheets, and other organizer software
If you’re having problems ) ) ) ) ) )
with Contacts or with Privacy Keeping contacts private by turning on security options
anything else on your Sharing Sending contacts to other Bluetooth devices by using Bluetooth technology
handheld, go to on your handheld
www.palmOne.com/
support/zire72. E-mail Sending contacts as attachments to e-mail messages
Messages Sending contacts as part of a text or multimedia message
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CHAPTER 8

Managing Your Calendar

In this chapter

Scheduling events

Color-coding your schedule

Setting an alarm

Rescheduling an event

Deleting events

Checking your schedule

Customizing your calendar

Working with Calendar on
your computer

Related topics

Staying on top of your schedule is an
important part of being productive
both at work and at home. Calendar
can help you remember appointments
and spot schedule conflicts. You can
view your calendar by day, week, or
month, or as an agenda list that
combines your list of tasks with your
appointments.

Benefits of Calendar

» Track current, future, and past
appointments

» Stay on top of deadlines
» Carry one calendar
» Spot schedule conflicts
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Scheduling events

Use Calendar to manage your schedule. You can enter appointments, events without a start time,

Key Term
events that repeat at regular intervals, and events that span a period of time.

Event The name for an
entry in the Calendar
application, including Scheduling an appointment
appointments, birthdays,

reminders, recurring

meetings, and so on. 1 Open Day View:

Ti - 8:00
P a. Press the Calendar ®%* 1333
You can also §cro|l_to a application button. 0
date by pressing Right or 12:00
Left on the navigator or b. Tap the Day View icon D e Day View icon
by tapping the arrows at igg
the top of the Day View 500
screen. 6:00 — Go To
I () (i) G To)

Did You Know?
You can use more than

one Il_ne to describe an 2 Select the date of the appointment:
appointment.
4 2006 p
a. Tap Go To. Jan | Feb |Mar | Apr |May| Jun
Jul | Aug Oct [Nov | Dec
b. Tap the arrows to select the year. SM TW T F §
1 2
3 4 5 6 7 8 9
10 11 12 §EP 14 15 16
¢. Tap the month. 17 18 19 20 21 22 23
24 25 26 27 28 29 30
d. Tap the date.
P

N Continued
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Did You Know?

You can color-code your 3
calendar to file events in

categories. Each category

has its own color. You can 4
also mark events as

private to hide them from

prying eyes.

Tap the line next to the time the appointment begins and enter a description.

If the appointment is longer or shorter than an hour, set the duration:

a. In Day View, tap the start time.
b. In the Set Time dialog box, tap End Time.

c. Tap the hour and minute lists to select the time the appointment ends.

d. Select OK.
sep 13, 06 RIEMH + AEBD
8:00 P PR
Description Start Time: [12P+| T
Start time | 9:00 1 05
10:00 m 2 10
11:.00 End Time: 3 15
12:00 4 20
/ 200 6 | |30
3:00 7 35
2400 All Day . pe
Duration [ ggg o Dinner with Rose 9 45
: 10 50
-] (New) (Details) (Go To) B G e k3
| | A
Category marker Hour Minute
list list

J; Done That’s it. Your handheld automatically saves the appointment.
Make sure you have a current backup. Synchronize often.
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Scheduling an event without a start time

Keep track of events that take place on a particular date, but not at a particular time. For example,

Did You Know? * ) : 4
you may want to enter holidays, anniversaries, and deadlines.

Need to reserve a date
before you know the
details of the

appointment? Schedule 1 Open Day View:
- y View:
an event without a start 3""" 4 L4
. - :
time. a. Press the Calendar ®** 9:00
. . 10:00
application button. 11:00
12:00
. . 1:00 . .
b. Tap the Day View icon D 2100 Day View icon
3:00
400
Eigg | —~ GoTo
[l (o) et o 7o)
2 Select the date of the event:
4 2006 p
a. Tap Go To. Jan | Feb |Mar | Apr |May| Jun
Jul | Aug Oct [Nov | Dec
b. Tap the arrows to select the SM TWT F S
1 2
year. 3 4 5 6 7 8 9

10 11 12 @EP 14 15 16
17 18 19 20 21 22 23

c. Tap the month. 24 25 26 27 28 29 30

d. Tap the date.

N Continued
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Tip
You can change an event 3 .
. . 9 Add an unscheduled event line:
without a time to a
scheduled appomtr_ne_nt. a. Tap New.
Tap the event description,
tap Details, tap the Time b. Tap No Time.
box, and select the start
and end times. Aug 31,06 RIEITIEC T GHLZ
ggg Start Time: 12P+| [<00|
10:00 1 1o
11:00 End Time: 3 15
12:00
o e T |z ||z
2:00 6 =30
3:00
EE:
500 9 | |4
- 10 50
Cox) (Ccancel) 11| [ 551
4 Enter a description on the line
that appears at the top of the &3 -Launch celebration
screen. 8:00
9:00
10:00
RINOTE A diamond appears in 1700
the time column to show that the 1.00
event doesn’t start at a specific ggg
time. 400
5:00
4 Done
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Scheduling a repeating event—standard interval

Tip There’s no need to re-enter events that take place on a regular basis. Just set up a repeating event.
To select intervals such as This is a great way to block out time for things like a daily walk with the dog, a weekly team

the 2nd Tuesday of every meeting, a monthly game night with friends, and annual events like anniversaries and holidays.

month or the 3rd
Thursday in November of
=
every ye_ar, see . 1 Press the Calendar ®** application button.
Scheduling a repeating
event—unusual interval.

2 Enter the event you want to repeat, and then tap the event description.
3 Set the repeat interval:
i Time:
a. Tap Details. Date:
Alarm:
b. Tap the Repeat pick list and Location: . . .. . ...
select how often the event Category: ~ Unfiled
repeats: Daily until, Every week, Repeat: ¥ Every week
Every other week, Every month, Private: [
or Every year.

RI NOTE If you select Daily a dialog box appears for you to select the end date.

c. Select OK.

i Done
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Scheduling a repeating event—unusual interval

Some events don’t fit neatly into the preset repeat intervals, so you need to set up your own
repeat intervals. For example, set aside time for a trip to the gym every other day, schedule a class
that meets on the 1st Wednesday of each month, or enter annual holidays that occur during a
particular time of month such as the 1st Monday in September or the 3rd week of November.

-
1 Press the Calendar ®** application button.
2 Enter the event you want to repeat, and then tap the event description.
3 Open the Change Repeat dialog box:
a. Tap Details.

b. Tap the Repeat pick list and select Other.

Time: [None[Day [ Week [0 Year |
Date: Every: 12 Month(s)
Alarm: Endon: ~ NoEndDate
Location: o Repeat by: L%
Category: |Daily until...
Repeat: |Every week The 4th Thursday of every 12th
A Every other week month
Private: |Every month

N Continued
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* Tip
To enter holidays such as 4
Labor Day or
Thanksgiving, tap Month,
enter 12 on the Every line,

and then tap Day as the b. Tap the Every line and enter the frequency at which the event repeats.
Repeat By setting.

Set the repeat interval:

a. Tap Day, Week, Month, or Year as the repeat unit.

c. Tap the End on pick list and select an end date, if needed.

d. If you selected Week in step c, tap the day of the week the event repeats. If
you selected Month in step c, tap Day to select the week within the month,
such as the 4th Thursday, or tap Date to select the same date within the
month, such as the 15th.

e. Select OK.

i Done

Zire™ 72 Handheld 139



Did You Know?
Reserve a specific block
of time during the day or
use events without times
to flag a series of dates.
For example, you can
reserve vacation time
from 6/23 - 6/30 using a
repeating event without a
time, and then schedule a
specific excursion from
9:00 to 3:00 on 6/24 and
dinner with a friend at
6:00 on 6/25.

Tip

Need to enter an event
that extends beyond
midnight? Enter an end
time that is earlier than
the start time.

Scheduling an event that is longer than a day

Reserve a block of time for events that span several days such as a vacation, conference, training
class, or an extended project.

1
2
3

=
Press the Calendar ©* application button.

Enter the event, and then tap the event description.

Set the repeat interval:
a. Tap Details.

b. Tap the Repeat pick list and
select Daily until.

c. Select the year, month, and date
when the event ends.

d. Select OK.

i Done

Event Details (i)

Time: ;
Date: ;T

Alarm:
Location: ..
Category: ¥ Unfiled

Repeat: ¥ Daily until 11/25/06

Private: []

CHAPTER 8 Managing Your Calendar
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Entering a location or a note for an event
Enter a description of the event’s location such as a restaurant, a conference room, or your friend’s

house. Enter a note such as dial-in info for a conference call or directions to a location.

-
1 Press the Calendar ®** application button.
2 Enter the event, and then tap the event description.
3 [ &] OPTIONAL Enter the
location: Times [l i
i Date: ;T
a. Tap Details. Alarm: O

b. Tap the Location field and enter
a description of the location.

N Continued

Location: LakeTahoe . ..
Category: ¥ Personal
Repeat: ¥ Daily until 11/25/06

Private: []
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4 [ & ] OPTIONAL - Enter the note: anilyreunion
a. Tap Note (@). » Lodge

b. Enter the note text.

c. Select Done.

5 Select OK.

i Done The location name and a note icon appear next to the event
description in Agenda View and in Day View.

Color-coding your schedule

Use color-coding to quickly spot different types of events. For example, make all your family
appointments green, your work appointments blue, and your appointments with friends yellow.

Selecting your color-codes

Each color-code represents a category of events. You can assign each category a name and select
which color you want to assign to it.
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Open Day View:

-
a. Press the Calendar @
application button.

b. Tap the Day View icon D

Open the Edit Categories dialog box:

a. From Day View, tap the event
description.

b. Tap Details.

c. Tap the Category pick list and
select Edit Categories.

M Continued

I EED

Category

8.00

9:00

10:00

11:00

12:00

[mm"ﬂleetinq
2:00

3:.00

4.00

[ 6:00 = Dinner withRose

7.00

I marker

|-Day View icon

Tim
Dat
Alarm: O

Location: ..

|Categery: [®Business
R . oPersonal
€PEAL: | Unfiled

IV CIdH  Edit Categories...
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3 Select the color-code for the category:

a. Tap New or select a category and tap Edit.

Edit Categories... (i)
®Business Edit Category

» Personal Enter a new category name:

Select color:
ENEENEEEN

EEEoEEN

(oK ) (New ) (_Edit ) (Delete )

b. Enter or edit the category name.
c. Tap the color you want to give this category.

d. Select OK, and then select OK two more times.

i Done The category name and its color-coded marker appear on the
category list.
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Assigning a color-code to an event

Did You Know?

In Day View and Month 1
View you can set the

Display Options to show

the category list so that

you can view all your 2
events or just the events

for a single color-code.

=
Press the Calendar ©* application button.

Enter the event you want to color-code.

3 Tap the category marker next to the description, and then select a category from
the list.

TERD CMTWRIFTS)» [aug 31, 06 KIBUHG ™ BEC

&3 Launch celebration * ti
8:.00 T category 8:0C| o Holiday
9:00 marker 9:.0C({oPersonal |

10:00 10:0C| & Unfiled

11:.00 11:00

12:00 12:00
1:.00 1:00

2:00

2:00

3:.00 3:00
4.00 400
5:.00 5:.00

i Done In Agenda View and Day View the category marker next to the
event is color-coded. In Week View and Month View the symbol

for the event is color-coded.
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Setting an alarm

Tip
You can customize your 1 - o
Press the Calendar ®** application button.

alarm settings in the
Calendar Preferences

dialog box.

) 2 Enter the event you want to assign an alarm to, and then tap the event
Did You Know? description.

If you set your alarms in
World Clock instead of
Calendar, you have 3

different alarm sound Set the alarm:
choices. Keep in mind . Time: f

a. Tap Details.
that since World Clock P Date:

P Alarm:
alarrp_s aren’t tied to a b. Tap the Alarm check box. Location:
SpeCIfIC event, you WOI’]’t cutegory: vunflled ............................
see an event description c. Tap the pick list and select Repeat: ~ None
when a World Clock alarm Minutes, Hours, or Days. Private: [
sounds.
OK G | | | Delete...

d. Enter how many minutes,
Did You Know? hours, or days before the
When you set an alarm, a event you want the alarm to

little alarm clock appears sound, and then select OK.

to the right of the event
description. J Done

Zire™ 72 Handheld 146



CHAPTER 8 Managing Your Calendar

Rescheduling an event

Tip

You can also use the 1
Event Details dialog box

to change the alarm,

location, category, repeat,

and privacy settings. 2 Go to the event you want to reschedule:

-
Press the Calendar ®** application button.

a. From Day View, tap Go To.
b. Select the year, month, and date of the event.
c. Tap the event description, and edit it if necessary.

[ ' ]IMPORTANT If you edit the description of a repeating event, the new
description appears in all instances of the event.

3 Change the date and time:
. Time: ]
a. Tap Details. Date:
. Alarm:
b. Tap the Time box and select Location:

the new start and end times. Category: v Unfiled

Repeat: ¥ None

c. Tap the Date box and select Private: []

the new date.
d. Select OK.
W Continued
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4 If you're changing a repeating
event, tap one of the following to Avolv the chandes tor
select which event(s) you want to @ Cehe Current record,

. -this & all Fut ds,
apply the Changes to: —AIII:cc:rre:c::; recores
Current Apply your changes to
only the selected instance of the
repeating event.

Future Apply your changes to the selected event and all instances of the
repeating event that occur at a later date.

All  Apply your changes to the selected event and all past and future instances
of the repeating event.

i Done
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Deleting events

Tip If an appointment is cancelled, you can delete it from your schedule. When deleting a repeating
You can also delete a event, you can indicate whether you want to delete just the selected event, or to include other
specific event by instances of the event. You can also delete all your old events that are before a selected
selecting the event, timeframe.
tapping Details, and then
tapping Delete. Deleting a specific event
Tip

. —
Many people find it useful 1 Press the Calendar ®** application button.

to refer to old events for

tax purposes. If you save

an archive copy of your 2
deleted events, you can

refer to them later by

importing them.

Go to the event you want to delete:

a. From Day View, tap Go To.

b. Select the year, month, and date of the event.

c. Tap the event description.

3 Open the Delete Event dialog Delete Event )
box: @ Delete selected
a. Open the menus . e
 Save archive copy on PC
b. Select Delete Event on the

Record menu.

N Continued
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4 [&] OPTIONAL Select the check box to save an archive copy of the event on
your computer.

Select OK.

6 If you’re deleting a repeating
event, tap one of the following to Aoty the ch R

- e changes to:
select which event(s) you want to (2) Apply the che rocord,
delete: -this & all Future records,
-All occurrences?

Current Delete only the selected
instance of the repeating event. (_Future )

Future Delete the selected event
and all instances of the repeating event that occur at a later date.

All Delete the selected event and all past and future instances of the repeating
event.

i Done
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Deleting all your old events

When you need more space on your handheld, or you just want to do some “housekeeping,” you
can delete all your old events.

1
2

=
Press the Calendar ©* application button.

Open the Purge dialog box:

o Delete events older
a. Open the menus . @ than: ~ 1week

M Save archive copyonPC

b. Select Purge on the Record

menu.

Select which events to purge:

a. Tap the Delete events older than pick list and select a timeframe.

b. Select the Save archive copy on PC check box if you want to place a copy of
the deleted events in an archive file on your computer the next time you

synchronize.

c. Select OK.

i Done
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Checking your schedule

%k Tip Sometimes you want to look at your schedule for a particular date, while other times you want to

Press the Calendar see an overview of a week or month.

application button

repeatedly to cycle Viewing your appointments and tasks together

through the four different ) ) . .
Agenda View shows your daily schedule and any items on your Tasks list that are overdue or due

VIEWS. today. If there’s room on the screen, Agenda View also shows your schedule for the next dates that
% Tip have events scheduled on them.

If you installed an e-mail

application, such as the _

palmOne™ VersaMail™ 1 Press the Calendar ®% application button.

application, you can

customize Agenda View RI NOTE If Calendar is already open, tap the Agenda View icon instead.

to show how many

unread messages you N Continued

have.

<4 Did You Know?
You can use a favorite

photo as the background
for your Agenda View.
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2 Do one of the following to view your schedule:
e Tap an appointment to go to it in Day View.

e Tap a task to go to it in Tasks.

w Thursday, Nov 20

8:000 Walk dog

9:000 Dentist
Santa Cruz Location

12:00 @ Lunch with Joe

2:009 Meet with sales team
FOMQEFQW +sssssssssssssssssssssssssssssssssss

No-time icon ——— ¢ Movie with Midyne

O 1 Update project schedule i
[ 2 Distribute meeting notes ! ———— Overdue task icon

Category marker

Agenda View icon

i Done
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Viewing your daily schedule

Day View shows your daily schedule one day at a time. You can scroll between days in the current
week or jump to any other date.

1 Open Day View:
o= L
a. Press the Calendar ®* application button.

b. Tap the Day View icon D

(GMITEITF[5[p}— Dav selector

Birthday icon — &  Adam Spear @—— Alarm icon
—# eBetacandidate
8:00
No-time icon 9:00
10:00
11:00
12:00 R ti
Event duration [ 1:00 e Meeting — nepeaticon
2:00
[ 6:00 oDinner withRose L——Note icon
Category marker _ [ 800

|

Day View icon

M Continued
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2 Do any of the following to view your daily schedule:

e Tap the day selector to view another day in the same week, tap the arrows to
scroll to the previous or next week, or tap Go To to choose a specific date.

e Tap the repeat icon, the alarm icon, or Details to open the Details dialog box.

¢ Tap the note icon to view the note text.

Tap the birthday icon to view the birthday entry.

e Tap the category marker to assign the event to a color-code.

i Done
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Viewing your weekly schedule

XK Tip Week View shows your schedule for an entire week. The timeframes that appear on the screen are
You can also press Right based on the Start Time and End Time settings in Calendar Preferences.

and Left on the navigator
to scroll to the next or

previous week. To go to 1 .
. - Open Week View: ' 1 Week sel
Day View for a particular P Sep 06 4 Week 37 p—Week selector
T s M T W T F 3 Multi-day event
day, press Select on the a. Press the Calendar @ 10 11 [12,13, 14 15 .16 Yy
; ; : 8:00 -
navigator to insert a inati =
Hiahl _ application button. 1000 . l. o
ghlight, press Right or No-time icon
Left to select a day, and b. Tap the Week View icon |Z| 12:00 -
200 ........................ =
then press Select on the II | | Event
: : 400
navigator again. a0 . A-scrol arrows
4 Did You Know? v
L After-hours event

|
Reschedule an event Week View icon

within the same week by

dragging the event box to

the new time and day. 2
Do any of the following to view your weekly schedule:

¢ Tap the week selector to scroll between weeks, or tap Go To to choose a week.

e Tap a date to go to that day in Day View.

e Tap an event to view the event description and location.

e Tap the scroll arrows to view events scheduled earlier or later in the day
during the selected week.

i Done
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Viewing your monthly schedule
XK Tip Month View shows your schedule for a whole month. You can scroll between months or jump to

You can also press Right any other month.
and Left on the navigator
to scroll to the next or

revious month. To go to .
P . 9 1 Open Month View:
Day View for a particular Em 4 Sep p— Month selector
ooe
date, press Select on the a. Press the Calendar © S M T W T
nfemgator to mserT a application button. Event
highlight, press Right or 3 4 5 me 7
Left to select a date, and b. Tap the Month View icon . TR PR R
then press Select on the = g T15Teo Tz o
navigator again. RN No-time fcon
Multi-day event
HE E Go To ) | Year
|
Month View icon
2 Do any of the following to view your monthly schedule:

e Tap the month selector to scroll to the previous or next month, or tap Go To to
choose a specific month.

e Tap a date to go to that day in Day View.

i Done
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Viewing a yearly calendar
XK Tip Year View shows a calendar for an entire year. You can scroll between years or jump to any other

You can also press Right year.
and Left on the navigator
to scroll to the next or

previous month. To go to 1 .
. . Open Year View:
Day View for a particular (2006] 4 p— Year selector
] Jan Feb Iar
datg, press S_elect on the a. Press the Calendar ® Peadgil| | oo d8ad] | oy dddd
navigator to insert a application button I Enelr fenidls
highlight, press Right or apr May in
- - 1 12345%6 123
Left to select a date, and b. Tap the Month View icon [ Gl | L
then reSS Select On the §8242526272929 282930 226 2T2H 290
. p . Jul g Sep
naVIgatOT agaln C Tap Year 234567:‘5 6755131712 34567:‘55
g BRRNE | | BNEREER | RUERLHEE
gg gﬂ‘i 226272829 2729 24252627 282930
=] - -] ¥ |— Scroll arrows
Month View icon
2 Do any of the following to view a yearly calendar:

e Tap the year selector to scroll to the previous or next year, or tap Go To to
choose a specific year.

¢ Tap the scroll arrows to see months that don’t fit on the screen.

e Tap a month to go to that month in Month View.

i Done
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Finding events that overlap
When an event starts before a previous event finishes, the events overlap. You can spot events
that overlap in Week View and in Day View.

4 Week 19 p

5 M T
7 8 9
8:.00 T TEET

w
10

T

1 12 13
| ==

F

S

10:00

I3

12:00

2:00

400
]

6:00

May 12,06 KIBTILC - BD

Overlapping —11
events

[ 8:00 & Swim

9:00

10:00 @ Meeting with Joe

11:30 @ Pick up comps from Kwong

12:00

12:30

1:00

2:00

3:.00

400

5:00

Customizing your calendar

Control the appearance of your Calendar screens. Choose display options for Agenda View, Day
View, and Month View. The options you choose for each View apply only to that View. You can also
choose alarm and start and end time settings.

Zire™ 72 Handheld

159



CHAPTER 8 Managing Your Calendar

Customizing display options for your calendar

1
2

=
Press the Calendar ©* application button.

Open the Display Options dialog
box:

a. Open the menus .

b. Select Options, and then
select Display Options.

Tap the Default View pick list and select the view you want to see when you

open Calendar.

N Continued

Display Options (i)
Default View: ¥ Agenda

Day | Menth |

& Show Due Tasks
M Show Messages

& Background:
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Tip

Ifthe text is difficult to see
against your new
background, select a
different Color Theme to
change the text color.

Tip

If you want to see the
hours when you have
nothing scheduled as well
as your appointments,
deselect Compress Day
View. But don’t forget to
scroll down to see the
events at the end of your
day.

A

Set any of the following Agenda View display options:

Show Due Tasks Display tasks that are due today and tasks that are overdue.
Show Messages Display the number of read and unread e-mail messages.
Background Use your favorite photo as the Agenda View background. Select

the Background check box, tap the photo thumbnail, and then select a photo.
Adjust the fade setting so that the text is easy to read against the photo.

Tap Day and set any of the
following Day View options: O Show Category List
Default View: ¥ Agenda
Show Category List Display the Day
category pick list. By default, the [ Show Time Bars
Category pick list doesn’t appear. o CompressDay View

 Show Category Column

Show Time Bars Display the bars

that show the duration of an event
and event conflicts.

Compress Day View Avoid scrolling and display only the time period with
scheduled events.

Show Category Column Display the category marker between the time and

description. The color of the category marker indicates which category the
event is filed under.

N Continued
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6 Tap Month and set any of the
following Month View options: O Show Category List
Default View: ¥ Agenda
Show Category List Display the [ Agenda [ Day
category pick list. By default, the Show:
Category pick list doesn’t appear. ¥ Timed Events

 Untimed Events

. M Daily Repeating Events
Timed Events Show events that

are scheduled for a specific time.

Untimed Events Show events
that are scheduled for a specific date, but not a specific time.

Daily Repeating Events Show events that repeat every day.

7 Select OK.

i Done
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Setting alarm and time options

Tip
You can view and 1 ] o
schedule events in time Press the Calendar ®* application button.

slots that are before or
after the start or end time.

You just need to scroll to 2 Open the Preferences dialog box:

those time slots.
Start Time: ¢
a. Open the menus : -
End Time: 6:00pm |

O Alarm Preset:

b. Select Options, and then

select Preferences. Alarm Sound: ~ Alarm

Remind Me: ~ 3 Times

PlayEvery: ¥ 5minutes

3 Select the timeframes that appear in Day View and Week View:

a. Tap the arrows next to the Start Time box to set the time that your daily
schedule typically begins.

b. Tap the arrows next to the End Time box to set the time that your daily
schedule typically ends.

N Continued
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4 Set any of the following alarm settings:

Alarm Preset Set an alarm for each new event. When you select this check
box, you also need to enter the default number of minutes, days, or hours
before the event the alarm sounds. For events without a time, the alarm settings
are based on midnight of the date of the event. The Alarm Preset settings
appear as defaults for each new event, but you can change these settings in the
Details dialog box for individual events. If you don’t want to use alarms for
most of your events, don’t select this check box.

Alarm Sound Select the sound the alarm makes when it goes off.

Remind Me Select how many times the alarm sounds after the first time it
goes off: Once, Twice, 3 Times, 5 Times, and 10 Times.

Play Every Select how often the alarm sounds: Minute, 5 minutes, 10 minutes,
and 30 minutes.

5 Select OK.

i Done
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Working with Calendar on your computer

4+ Did You Know? Use Calendar on your computer to view and manage your schedule. Check out the online Help in
Mac Check out the Palm® Desktop software to learn how to use Calendar on your computer. The online Help includes

Holiday Files folder in the info about the following topics:

Palm folder. It contains

. ! » Scheduling events
various holidays that can

you import into « Rescheduling events
Palm Desktop software
on your computer. e Setting alarms

 Deleting events

e Marking events as private and hiding them

 Printing your schedule

« Working with Day View, Week View, Month View, and Year View

WINDOWS ONLY

To open Calendar on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Calendar on the launch bar.

MAC ONLY

To open Calendar on your computer, double-click the Palm Desktop icon in the Palm folder, and
then click Date Book.
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Related topics

My Handheld Click a link below to learn about these related topics:

Make your handheld
uniquely yours. For great

. . . ®
tips, software, accessories, Sharing Beaming events to other Palm OS® handheld users
and mor:e, \gS't / » Sending events to other Bluetooth® devices by using Bluetooth technology
www.pa mine.com on your handheld
myzire72.
E-mail Sending events as attachments to e-mail messages
Support Privacy Keeping events private by turning on security options
If you’re having problems . . . .
with Calendar or with Categories Editing and deleting categories
anything else on your * Viewing events by category
handheld, go to
www.palmOne.com/ Common Answers to frequently asked questions about Calendar
support/zire72. Questions
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CHAPTER 9

Managing Your Tasks

In this chapter

Creating a task

Organizing your tasks

Marking a task complete

Deleting tasks

Customizing your Tasks list

Working with Tasks on your

computer
Related topics

Some of the most successful people in
the world are also the busiest. When
asked how they manage to do it all,
busy people usually say, “I make lists”
The Tasks application on your
handheld is the perfect place to make a
list of the things you need to do.

/-
-

Benefits of Tasks
» Set priorities

» Track deadlines

» Stay focused
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Creating a task

Tip
Ifn ki rrentl
Seéctzz, yzl(jucaﬁ Ctrgate a 1 Go to the Home @ screen and select Tasks .
new task by writing
Graffiti® 2 characters in
the input area. 2 Create a task: —
O 2 Distribute meeting notes  11/61
Tip a. Tap New. 1}}1{,{;—— Due date
Add a note to a task. Tap 11714
the Note button, enter the b. Enter a description of the task. 11714
note text, and then select — Long description
Done. New task
Did You Know? [ 4 Wash cor = Priority number
|
|

You can organize your
tasks by filing them into Note button

categories. You can also

mark tasks as private to

hide them from prying 3
eyes.

[ &] OPTIONAL Assign a priority and due date:
a. Tap the priority number and select a number (1 is the most important).

b. Tap the due date and select a date from the list, or select Choose Date to
select a date from the calendar.

J; Done That’s it. Your handheld automatically saves the task. Make sure
you have a current backup. Synchronize often.
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Setting an alarm

[!] Before You Begin
Create atask and assign it 1
a due date. A task must
have a due date to set an

Go to the Home @ screen and select Tasks .

alarm.
2 Open the Set Alarm dialog box:
Tip
You can customize the a. Tap the task you want to assign an alarm to.
alarm sound for your
tasks in the Task b. Tap Details.

Preferences dialog box.
c. Tap the Alarm box.

Did You Know? _setawrm
When you set an alarm, a & Alarm 1+ 0
little alarm clock appears Priority: fJ2[3]4]5] 3 daysearlier | 2 05
. Category: >~ Unfiled ~— } |77 3 10
to the right of the task ) 4 15
. Due Date: ¥ Wed5/10/06 Alarm Time: 5 20
description. Atarms {fige: f', ;3
Repeat: 8 35

- Next alarm:
Private: [ Sun5/7/06 |l
e
OK Cancel 12P#| | 55|
W Continued
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3 Set the alarm:
a. Tap the Alarm check box.
b. Enter how many days before the due date you want the alarm to sound.
c. Tap the time columns to set the time the alarm sounds.

d. Select OK, and then select OK again.

i Done

Scheduling a repeating task—standard interval

% Tip Repeating tasks are a great way to add tasks that happen over and over again, like taking out the

To select intervals such as trash every Thursday night or making monthly mortgage or rent payments.

the 2nd Tuesday of every
month or the 3rd
Thursday in November of 1 Go to the Home @) screen and select Tasks ey
every year, see

Scheduling a repeating

task—unusual interval. 2

Enter the task you want to repeat and assign it a due date.

N Continued
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3

Set the repeat interval:

a. Tap the task description, and

then tap Details.

b. Tap the Repeat pick list and
select how often the task
repeats: Daily until, Every week,
Every other week, Every month,

or Every year.

RI NOTE If you select Daily a dialog box appears for you to select the end date.

c. Select OK.

i Done

Task Details (i)
Priority: [l 2[3[4]5]

Category: v Personal
Due Date: i1/6/06

Alarm:
Repeat:
Private: [J
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Scheduling a repeating task—unusual interval

For tasks that don’t fit neatly into the preset repeat intervals, you can set up your own repeat
intervals. For example, enter tasks for paying a quarterly insurance bill or a credit card bill that is
due every 28 days, or changing your smoke detector battery every six months.

1
2

Go to the Home @ screen and select Tasks .

Enter the task you want to repeat and assign it a due date.

Open the Change Repeat dialog box:

a. Tap Details.

b. Tap the Repeat pick list and select Other.

Task Details (i)
Priority: [l 2[3[4]5]

Category:
Due Date:
Alarm:
Repeat:

Private:

w Personal

None

Daily until...
Every week
Every other week

Every month

N Continued

=

Change Repeat (i)
[None [ Day [ Week Year |

RGO CE VM After Completed
Every: .4 Month(s)
Endon: ~ NoEndDate

Repeat by: Date

The 6th of every 4th month

Zire™ 72 Handheld

172



CHAPTER 9 Managing Your Tasks

Tip

To schedule an annual 4
task, such as decorating

for a holiday on the first

Sunday of a particular

Set the repeat interval:

a. Tap Day, Week, Month, or Year as the repeat unit.

month, select Month as b. Tap Fixed Schedule to base the due date on the due date of the current task,
the repeat unit, enter 12 or tap After Completed to base the due date on the date you complete this
on the Every line, and task. With this option if you complete this task early or late, the due date for
then tap Day as the the next task adjusts accordingly.

Repeat By setting.
c. Tap the Every line and enter the frequency at which the task repeats.

d. Tap the End on pick list and select an end date, if needed.

e. If you selected Fixed Schedule in step b and Week in step a, tap the day of
the week the task repeats. If you selected Fixed Schedule in step b and
Month in step a, tap Day to select the week within the month, such as the 4th
Thursday, or tap Date to select the same date within the month, such as the
15th.

f. Select OK.

i Done
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Organizing your tasks

Did You Know? Sometimes you want to look at all the things you need to do, while at other times you want to see

Overdue tasks have an only certain types of tasks.

exclamation point (1) next

to the due date.

- 1 Go to the Home @ screen and select Tasks .
Ip

Your Task Preferences

settings control which 2

tasks appear in the Tasks

list, such as completed or

due tasks. To change

these settings, open the Date Displays tasks that are due in a specific time frame. Tap the pick list in the

Options menu and select upper-right to select Due Today, Last 7 Days, Next 7 Days, or Past Due.
Preferences.

In the Tasks list, select one of these options:

All  Displays all your tasks.

) Category Displays tasks that are assigned to the selected category. Tap the
Tip pick list in the upper-right to select a different category.
Create a new category for

tasks by selecting Edit
. . Date |Categor Al BRLITN Categor I[Nl Categor
Categories in the m [ AT Category |
. i [ 2 Distribute meeting notes  11/6! Due Today - 1
Category pick list. O 1 Update project schedule  11/7 | | 2 Distribute r O 2 Distribute mee|Personal
O 2 Oil change 11/10 [ 1 Update pro|Next 7 Days - 3 O 1 Update projec|Unfiled
0 1 Pay bills 11/14 Past Due - 1 [0 1 Submit monthl[Edit Categories...
026
a3
O1s
04
04

i Done
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Marking a task complete

% Tip You can check off a task to indicate that you’ve completed it.
You can set Task
Preferences to record the
?aastlfstgitdy)c;SJT;hs{:;\]/\: 1 Go to the Home @ screen and select Tasks .
or hide finished tasks. To
change these settings, 2
open the Options menu

Select the check box on the left

and select Preferences. side of the task. ~ Personal
4 Wash car 11/7
2 Oil change 11/7
i Done O1Paybills . 1/14
O 3 Buy anniversary gift for 11/26
Midyne & Greg

RINOTE Palm® Desktop software and Microsoft Outlook handle completed repeating tasks
differently. Palm Desktop software checks off all overdue instances of the task, and Microsoft
Outlook checks off only the oldest instance of the task.
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Deleting tasks

If a task is cancelled, you can delete it from your Tasks list. When you delete a repeating task, you
delete all other instances of the task. You can also delete all your completed tasks.

¥k Tip

You can also delete a

specific task by selecting
the task, tapping Details,
and then tapping Delete.

Deleting a specific task

1
2

Go to the Home @ screen and select Tasks .
Tap the task you want to delete.

Open the Delete Task dialog box: Delete Task

o Delete selected task?
a. Open the menus . @

b. Select Delete Task on the
Record menu.

M Save archive copyonPC

i)

[ &] OPTIONAL Select the check box to save an archive copy of the task on

your computer.

Select OK.

i Done
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Deleting all your completed tasks
* Tip
Many people find it useful 1
to refer to old tasks for tax

purposes. If you save an
archive copy of your

Go to the Home @ screen and select Tasks .

deleted tasks, you can 2 Open the Purge dialog box:

refer to them later by

. . o= Del ] k
importing them. a. Open the menus . @ m::::d“m::mstea?

b. Select Purge on the Record [ Save archive copy on PC

menu.
3 [&] OPTIONAL Select the check box to save an archive copy of your

completed tasks on your computer.

4 Select OK.
i Done
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*k Tip
You can also display your
tasks in Calendar’s
Agenda View. See
Customizing display
options for your calendar
for details.

Customizing your Tasks list

Control which tasks show up in the Tasks list and how they are sorted. These settings also affect

tasks in Calendar’s Agenda View. You can also choose the alarm sound for your tasks.

1
2

Go to the Home @ screen and select Tasks .

Open the Preferences dialog box:
(- 4
a. Open the menus .

b. Select Options, and then
select Preferences.

N Continued

Sort by: ¥ DueDate, Priority
& Show Completed Tasks
 Record CompletionDate
 Show Due Dates

M Show Priorities

O Show Categories

Alarm Sound: ~ Alarm
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3 Change any of the following settings, and then select OK:
Sort by Select the order in which the tasks appear in the Tasks list.
Show Completed Tasks Display your finished tasks in the Tasks list. If you turn
off this setting, your finished tasks disappear from the list when you check them
off, but they stay in your handheld’s memory until you purge them.
Record Completion Date Replace the due date you assign to a task with the
date you really complete and check off the task. If you don’t assign a due date to
a task, the completion date still records when you complete the task.

Show Due Dates Display each task’s due date in the list (if you assigned one),
and display an exclamation point next to each task that is overdue.

Show Priorities Show the priority setting for each task in the list.
Show Categories Show the category for each task in the list.

Alarm Sound Select a sound for the alarms you assign to your tasks.

i Done
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Working with Tasks on your computer

Use Tasks on your computer to view and manage your tasks. Check out the online Help in
Palm Desktop software to learn how to use Tasks on your computer. The online Help includes info
about the following topics:

e Learning about the parts of the Tasks window

« Entering, editing, and deleting tasks

 Creating repeating tasks

e Marking tasks private

* Showing, masking, and hiding private tasks

« Assigning tasks to categories

 Printing your task list

» Selecting how to view tasks

e Sorting tasks by due date, priority level, or categories

WINDOWS ONLY

To open Tasks on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Tasks on the launch bar.

MAC ONLY

To open Tasks on your computer, double-click the Palm Desktop icon in the Palm folder, and then
click To Dos.
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Related topics

My Handheld Click a link below to learn about these related topics:

Make your handheld
uniquely yours. For great

. . E-mail Sending tasks as attachments to e-mail messages

tips, software, accessories,

and more, visit Sharing « Beaming tasks to other Palm OS® handheld users

www.palmOne.com/

myzire72. » Sending tasks to other Bluetooth® devices by using Bluetooth technology
on your handheld

Support Privacy Keeping tasks private by turning on security options

If you’re having problems

Categori 0] izing tasks by t
with Tasks or with anything alegories rganizing tasks by type

else on your handheld, go to Common Answers to frequently asked questions about Tasks
www.palmOne.com/ Questions

support/zire72.
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CHAPTER 10

Writing Memos

In this chapter

Creating a memo

Viewing and editing a memo

Moving memos in your
memos list

Deleting a memo

Working with Memos on
your computer

Related topics

Your handheld contains applications
for storing the most common types of
information: contact names and
numbers, appointments, and so on.
Memos is the tool to use for capturing
information that is meaningful to you
but does not fall into one of these
categories. From meeting notes to
recipes and favorite quotations,
Memos provides a quick and easy way
to enter, store, and share your
important information.

Benefits of Memos

* Store essential but hard-to-remember
information

 Easily retrieve and share information
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kK Tip

In the Memos list, you

can also just start writing

to create a new memo.
The first letter is

automatically capitalized.

%k Tip
Use Phone Lookup to
quickly add a name and
phone number to a
memo.

Creating a memo

1
2

i Done

Go to the Home @ screen and select Memos @

Create a memo:

a. Select New.

~ Al ([Memo KIERTENS “Unfiled:

. Power Tips

. Action I[tems 11/5
. Quote of the Day
. Birthday Wish List

. Edits for Draft 2
. Hot New Restaurants

|

U LW —

b. Enter your memo. Tap Enter on the onscreen keyboard or draw the
Graffiti® 2 writing Return stroke / to move to a new line in the memo.

c. Select Done.

That’s it. Your handheld automatically saves the memo. Make sure
you have a current backup. Synchronize often.
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Viewing and editing a memo

Xk Tip
The Memos list shows 1
the first line of each
memo, so make sure that
firstline is something you
will recognize. 2

Go to the Home @ screen and select Memos @

View or edit the memo:

=+ Did You Know? a. In the Memos list, select the memo you want.
You can connect your

~ Al m 20f6 {Unfiled

handheld to a portable [Memos| - ] 4 2016 b i
1. Power Tips Action [tems 11/5

keyboard and type your 2. Action Items 11/5

- 3. Quote of the Day *call Larry about deadline
memos on the go without 2 Birthday Wish List *revisedraftz
carrying around a heavy 5. Edits for Draft 2 *get quote from printer]

6. Hot New Restaurants
laptop. You can purchase

a variety of portable
keyboards. Visit
www.palmOne.com/

myzire72 and click the New
Accessories link.

b. Read or edit the memo, and then select Done.
¥k Tip
You can change the size i Done
of the text in Memos to
enhance readability.
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Did You Know?

If you use Palm® Desktop
software for
synchronizing, you can
send a memo to your
computer by
synchronizing, and then
open the memo on your
computer in an
application such as
Microsoft Word for
further editing,
formatting, and so on.
Right-click the memo on
your computer, click Send
To, and then select the
application to which you
want to send the memo.

CHAPTER 10 Writing Memos

Moving memaos in your memos list

You can move memos up or down in your memos list. For example, you might want to keep all
memos on a certain topic grouped together.

1
2

Go to the Home @ screen and select Memos @

Move a memo:

a. Locate the memo you want.

[Memos] ~ Al [Memos] ~ Al
1. Power Tips 1. Power Tips
2. Action Items 11/5 2. Action Items 11/5
3. Quote of the Day 3. Quote of the Da
4. Birthday Wish List 4. Hot New Restaurants
5. Edits for Draft 2 5. Birthday Wish List
6. Hot New Restaurants 6. Edits for Draft 2
New New

b. Move the memo up or down by dragging the stylus across the screen.
A black dotted line appears to represent the memo you are moving.

c. When the line is in the location you want for your memao, lift the stylus.

i Done
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Deleting a memo
* Tip

Need to retrieve that 1
holiday recipe you
stored? If you save an

Go to the Home @ screen and select Memos @

archive copy of your
deleted memos, you can 2 Open the Delete Memo dialog Delete Memo o
refer 1o them later by box: @ Delete current memo?
importing them.
a. Locate the memo you want. [ Save archive copy on PC
b. Open the menus . !

c. Select Delete Memo on the
Record menu.

3 [ &] OPTIONAL Select the check box to save an archive copy of the memo on
your computer.

4 Select OK.
i Done
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Working with Memos on your computer

%k Tip Use Memos on your computer to view and manage the memos you create on your handheld.
You can copy the text of a Check out the online Help in Palm® Desktop software to learn how to use Memos on your

memo and paste it into a computer. The online Help includes info about the following topics:

new Word file in
Documents To Go on
your handheld. Edit the
text in Documents To Go,

e Viewing, copying, and deleting memos

« Editing memo details

save as a Microsoft Word . Marking memos private

file, and then send the file

to your computer by « Showing, masking, and hiding private memos
synchronizing so you can

view and edit it in Word. e Printing memos

e Changing between the list and single memo views
e Adding a date and time stamp to a memo

< Organizing memos into categories

e Sorting memos

e Sharing memos

WINDOWS ONLY

To open Memos on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Memos on the launch bar.

MAC ONLY

To open Memos on your computer, launch Palm Desktop software from the Palm folder, and then
select Memos.
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Related topics

Click a link below to learn about these related topics:

My Handheld

Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/

myzire72.

Support

If you’re having problems
with Memos or with anything
else on your handheld, go to
www.palmOne.com/

support/zire72.

Moving
Around

Entering

Information

Categories
Privacy
Sharing

E-mail

Messages

Common

Questions

e Opening applications
e Using menus

Adding a phone number or other contact information to a memo using Phone
Lookup

Organizing memos by arranging them into categories and sorting them
Keeping memos private by turning on security options

« Beaming memos to other Palm OS® handheld users

« Sending memos to other Bluetooth® devices using the Bluetooth
technology on your handheld

Sending memos as attachments to e-mail messages
Sending memos as part of a text or multimedia message

Answers to frequently asked questions about Memos
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CHAPTER 11

Writing Notes in Note Pad

In this chapter

Creating a note

Viewing and editing a note

Deleting a note

Working with Note Pad on
your computer

Related topics

Need to jot down a phone number or a
reminder to yourself? Avoid fumbling
for scraps of paper, and write
important reminders in Note Pad. You
can use Note Pad to do everything you
might do with a piece of paper and a
pencil. Note Pad gives you a place to
draw freehand and take notes in your
personal handwriting, which is even
faster and more flexible than creating a
memo on your handheld.

Benefits of Note Pad

* No learning curve

» Capture information in the moment
* A picture is worth a thousand words
» See reminders when you set alarms
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Creating a note

[!] Before You Begin
Make sure full-screen 1
writing is turned off. You
cannot create or edit
notes in Note Pad when 2

Go to the Home @ screen and select Note Pad @

full-screen writing is on. Create a note: [Note KIERIEND ‘Unfiled— Category box
1:00 pm 7/5

Tip a. Use the stylus to write your | I ime oriitle

Tap the pen selector to note directly on the handheld

change the pen width or screen. | Scroll bar

to select the eraser. To )

clear the screen b. Select the time at the to_p of

completely, tap the note the screen and enter a title Pen selector

(anywhere but the title), ;J;énc?ng?;gg%ez t\;\(l) r;trlgq or I Eraser

open the Edit menu and Y ’

select Clear Note.

Did You Know? 3 [&] OPTIONAL Assign the note to a category by tapping the Category box in
Prevent others from the upper-right corner, and then selecting a category.

viewing your notes by
marking them as private.

4 Select Done.

i Done That’s it. Your handheld automatically saves the note. Make sure
you have a current backup. Synchronize often.
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Choosing the pen and paper (background) colors
1 Go to the Home @ screen and select Note Pad @

2 Open the Select Colors dialog box:
a. Select Done to display the Note Pad list.

b. Open the menus .

c. Select Options, and then select Preferences.

d. Tap Color.

Select Colors (i)
Note Pad Pref
ote Pad Preferences € P
Sort by: v Manual

Alarm Sound: ¥ Alarm I:l I:l I:l I:l I:l w'
M Confirmnote delete? [ [ W O
C

(oK ) ((cancel ) (Color... )

M Continued
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3 Select the pen and paper colors:
a. Tap Pen, and then tap the ink color you want to use.
b. Tap Paper, and then tap the background color you want to use.

c. Select OK, and then select OK again.

i Done
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Setting an alarm

%k Tip To use a note as a reminder, set an alarm for that note.
Change the alarm sound
by opening the Options

menu, selecting 1 Go to the Home @ screen and select Note Pad @
Preferences, and then
selecting a sound from
the Alarm Sound pick list. 2
Open the note:

a. Select Done to display the Note Pad list.

b. Select the note you want to set an alarm for.

Note Pad - Al m 4 205 p TErrands}
1. Welcome to Note Pad 7/2 Groceries .. 7/5
2. Groceries 7/5 . T

3. Bob 7/5 m \ l k

4. Flowers 7/5

5. Bank 7/5 Eg as
) Qreoad

New (Done ) (Delete )

N Continued
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Tip
You can also open the Set
. P 3 Set the alarm:
Alarm dialog box by
i o
selecting a note and a. Open the menus .
tapping the right edge of
the screen next to the b. Select Options, and then select Alarm.
note title.
c. Tap the Date box, and then tap the year, month, and date you want the alarm
to sound.
[ SetAlarm |
: 11 %] [-00] 4 2006 )
12P 05 Jan | Feb | Mar | Apr (May| Jun
; :g Aug | Sep | Oct | Nov | Dec
3 20 SM TW T F §
2 > 2 3 4 6 7 51;
E-Eg 9 10 11 12 13 14 15
- a0 16 17 18 19 20 21 22
23 24 25 2% 27 28 29
g gz 30 31
(oK) (Aarmoft) [10_#| | 55

d. Tap the time you want the alarm to sound.

e. Select OK.

i Done

Zire™ 72 Handheld 194



CHAPTER 11 Writing Notes in Note Pad

Viewing and editing a note

Tip
Sort the Note Pad list 1
alphabetically, by date, or

manually. Open the

Options menu, select
Preferences, and then tap 2

the Sort by pick list.

Go to the Home @ screen and select Note Pad @

Open the note:

a. Select Done to display the Note Pad list.
If you sort manually, you

can rearrange the list by

. b. Select the note you want to view or edit.
dragging notes to

another position in the Note Pad ~ Al [Note KIEETENL “Errands|
list 1. Welcome to Note Pad 7/2 Groceries .. /5
' 2. Groceries 7/5 m - T
3. Bob 7/5 \ l k
4. Flowers 7/5

5. Bank 7/5 Eg gs
) Bread

New (Done ) (Delete )

3 Read or edit the note, and then select Done.

i Done
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Deleting a note

Tip
You can also Delete a 1

note by opening the
Record menu and

Go to the Home @ screen and select Note Pad @

selecting Delete Note.
2 Open the note:
Tip
Want to get rid of those a. Select Done to display the Note Pad list.
deletion confirmation
messages? Open the b. Select the note you want to delete.
Options menu, select Note Pad ~ Al [Note KIEETENL “Errands.
Preferences, and then 1. Welcome to NotePad  7/2 Groceries ... 7/5
uncheck the Confirm note Y ™ :
delete check box. 4, Flowers 75 E
5. Bank /5 gags
) Rread
Lettuce
New (Done ) (Delete ) [ ”
3 Select Delete, and then select OK to confirm deletion.

i Done
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Working with Note Pad on your computer

Use Note Pad on your computer to view and manage the handwritten notes you create on your
handheld. Check out the online Help in Palm® Desktop software to learn how to use Note Pad on
your computer. The online Help includes info about the following topics:

e Learning about the parts of the Note Pad window

* Viewing, copying, and deleting notes

 Editing note details and titles

e Setting an alarm for a note

e Marking notes private

« Showing, masking, and hiding private notes

 Printing notes

e Changing between the List and note Preview views

e Sorting notes

e Sharing notes

WINDOWS ONLY

To open Note Pad on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Note Pad on the launch bar.

MAC ONLY

To open Note Pad on your computer, double-click the Note Pad icon in the Palm folder.
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Related topics

Click a link below to learn about these related topics:

My Handheld

Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/

myzire72.

Support

If you’re having problems
with Note Pad or with
anything else on your
handheld, go to
www.palmOne.com/

support/zire72.

Moving
Around

Sharing

E-mail
Privacy
Categories

Common

Questions

e Opening applications
e Using menus
« Beaming notes to other Palm OS® handheld users

» Sending notes to other Bluetooth® devices by using Bluetooth technology
on your handheld

Sending notes as attachments to e-mail messages
Keeping notes private by turning on security options
Creating categories so you can organize notes

Answers to frequently asked questions about Notes
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CHAPTER 12

Performing Calculations

In this chapter

Calculator buttons

Viewing recent calculations

Related topics

Whether you're figuring the tip on a
restaurant bill, or balancing your
checkbook, it’s always nice to have a
calculator on hand. And because it’s
part of your handheld, there’s no need
to carry a separate calculator.

Benefits of Calculator
» Always have a calculator with you

* Store calculations for later use
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* Tip
Use the memory buttons
to store and recall a
number you enter in
multiple calculations.

Xk Tip
If you make a mistake
entering a number in the
middle of a calculation,
use the CE button to
re-enter the number
without starting the
calculation over.

Calculator buttons

MC

m

LEdad

%

kil

&/

Clear any value in the Calculator memory.

Recall the stored value from the memory and enter it into the current
calculation.

Place the current number into memory. The current number is added
to the total that is already in the memory. Tapping this button does
not affect the current calculation; it just places the value in memory.

Clear the last number you entered.

Clear the entire calculation so that you can start over.

Enter a number, and then tap this button to change it to a
percentage.

Enter a number, and then tap this button to calculate the square root
of the number.

Enter a number, and then tap this button to make it negative.
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Viewing recent calculations

+ Did You Know? View recent calculations to confirm that you entered everything correctly.

Viewing recent
calculations is helpful

- i ee
when double-checking 1 Go to the Home @) screen and select Calculator €5,
the math in your
checkbook register.

4 Did You Know? 2 Open the History dialog box:

Calculator History also == * 4
. Y ] a. Open the menus . 133 *
has these functions: 6528/
Clear Tap here to clear b. Select Options,andthen | > T
the calculator’s history. select Show History. 10
785.22 -
Copy Tap here to copy ¢. Select OK. 4573 =

the historyof T ;
calculations. Then paste i Done (oK ) (cear ) (Copy)

them into another
application by opening
the Edit menu and
selecting Paste in the
other application.
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Related topics

Community Click the links below to learn about these related topics:
To explore the world of your
handheld, go to

www.palmOne.com/ Moving around * Opening applications

myzire72.
e Using menus
Entering Entering numbers with Graffiti® 2 characters
Support information

If you’re having problems
with Calculator or anything
else on your handheld, go to
www.palmOne.com/

support/zire72.
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CHAPTER 13

Managing Your Expenses

In this chapter

Adding an expense

Choosing currency options

Deleting expenses

Customizing the expense list

Working with Expense on
your computer

Related topics

Tired of trying to re-create your
business trip when you return?
Expense makes it easy to keep track of
what you paid for that dinner in New
York with your new sales group.

You can track costs for meals, lodging,
transportation, entertainment, and
more, and save all of the information in
one convenient place. You can even
transfer the information to a
spreadsheet on your computer.

Benefits of Expense

* Monitor your business and personal
expenses

* Easily retrieve expense information
* Create expense reports faster
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Adding an expense

Did You Know?

Expense is not just for

buginess. Use i{ to help 1 Go to the Home @ screen and select Expense 3
plan your budget by

figuring out how much

you spend each month on 2 Enter the expense:

things like entertainment
and dining out. a. Tap New.

Tip b. Enter the amount of the expense.

Add an expense simply
by writing the first letter
of the expense type. For
example, entering D
opens a dinner item with

c. Tap the Expense type pick list and select a type.

RINOTE You must select an Expense type if you want to save the item.

today’s date. [Expense] ~ Al [Expense] w Al
. Expense (AL -Expense type-  $ 7812 12/10 [Airfare L7812
To enable this feature on il it Breakfast
type pick list .

us
yOU!’ handheld, open the Business Meals
Options menu and select r Rental
Preferences. Check the Entertainment
automatic fill box. E‘L’;

Gifts

. Hotel

Tlp - Incidentals ¥
Change the date of an (New | Tomrmm ooy
expense by tapping the
date of the item. N Continued
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%k Tip
Add extra information to
your expense items.
Select the item and tap
Details. Then tap Note
and enter the
information.

Xk Tip
Tap Lookup in the
Attendees list to pull
names from Contacts.

4 Did You Know?
After you synchronize,

you can send your
expense information to a

spreadsheet on your
computer.

3

i Done

Enter the details of the expense:

a. Tap Details.

Category: v Unfiled

b. Tap each field where you want to Type:  Dinner

enter information, and enter it. Payment: ~ Unfiled
Currency: v §
Category Select a category to sort Vendor:

your expenses. City:

Type Enter the expense type.

Payment Select how you paid for the expense.

Currency Select the currency used to pay the expense. You can preset this
symbol.

Vendor and City Enter the vendor and city associated with the expense. For
example, a business lunch might be at Rosie’s Cafe in San Francisco.

Attendees Enter the people associated with the expense.

c. Select OK.

That’s it. Your handheld automatically saves the expense. Make
sure you have a current backup. Synchronize often.
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Choosing currency options

Expense is even easier to use when you customize the currency list. You can choose what
currencies appear in the pick list, what symbol automatically appears in new expenses, and even
create your own currency symbol.

Customizing the currency pick list
Place the currency symbols that you use most often in the currency pick list.

Tip

If you travel a lot, update 1
the currency pick list, so

that you can quickly getto

Go to the Home @ screen and select Expense é

the symbols you need.
2 Open the Receipt Details dialog box:
Did You Know?
Use separate categories a. Tap an expense item.
for related expenses. For
example, create a London b. Tap Details.
category for a trip to
London. After you file
your expense report for 3 Select the currency symbol(s)
the London trip, you can that you want to see in the pick
easily delete the related list: Category: v Paris
expenses with the Purge Type: ~ Arfare
command. a. Tap the Currency pick list, and Payment: ~ VisA
then select Edit currencies. Currency:
Vendor: = |
City:
N Continued Attendee:: dit e

Zire™ 72 Handheld 206



CHAPTER 13 Managing Your Expenses

Cont’d. b. Tap one of the Currency pick

lists and select the name of S .
elect the currencies that
the country whose currency display in currency list.

i c
symbol you want to display. urrency

Currency 1: 3 United States pick list

Currency 2: w EU{Euro)
c. Select OK, and then select OK Currency 3: w United Kingdom

again. Currency 4 « Japan
Currency5: v None

i Done The expense list now displays the currencies you selected.

Presetting the currency symbol

Tip Choose which currency symbols appear when you add a new expense.
If you’re entering several

expenses that all use the

same currency, change 1
the preset currency to

that symbol to save time.

Go to the Home @ screen and select Expense 3

When you're finished 2 Open Expense Preferences dialog box:
with those expenses,
change it again to the a. Open the menus .

next one you'’ll use.
b. Select Options, and then select Preferences.

N Continued
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3 Choose the default currency: ErT—— 1)
A ¥ Use automatic fill when
a. Tap the Default Currency pick entering dutn£
list. Default Currenc
£
b. Select the symbol you want to it currencies..
appear when you add new
expenses.
c. Select OK.

i Done

Creating a currency symbol
If the currency you want to use is not in the pick list of countries, you can create your own symbol.

1 Go to the Home @ screen and select Expense 3

2 Open the Custom Currencies dialog box:
(- 4
a. Open the menus .

b. Select Options, and then select Custom Currencies.

N Continued
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3 Create the custom symbol:
Create your owh custom
a. Tap a Country box. currencies by tapping on

the country name below:

b. Enter the name of the country
and the symbol that you want.

c. Select OK, and then select OK
again.

i Done
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Deleting expenses

Delete individual expenses, or an entire category of expenses at once.

Deleting an individual expense

1
2

Go to the Home @ screen and select Expense é
Select the expense you want to delete.

Delete the item:
(- J
a. Open the menus .

b. Select Delete Item on the Record menu.

[ &] OPTIONAL Select the check box to save an archive copy of the expense
on your computer.

Select OK.

i Done
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Deleting an entire category of expenses
* Tip
To combine expenses 1
from different categories,

rename one category to
match the other

Go to the Home @ screen and select Expense é

category’s name. 2 Open the Purge Categories i
dialog box.
<4 Did You Know?

= =
There is another way to a. Open the menus . Paris
delete a category. Tap the
Category pick list and b. Select Purge on the Record
select Edit Categories. menu.
Tap the Delete command
to delete the selected

P

category and move all of

its entries to the Unfiled
category.

3 Delete the category and all of its items:
a. Tap the category you want to delete.
b. Tap Purge.

c. Select Done.

i Done
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=4 Did You Know?
Customizing the expense
list makes it easy to see
how much you spent on
each type of expense. For
example, to see how
much you spent on taxis,
sort your expenses by
type so that all your taxi
expenses appear
together in the list.

Use categories to further
refine your list.

Customizing the expense list

You can change the appearance of the expense list.

1
2
3

Go to the Home @ screen and select Expense 3
Tap Show.

Tap the pick lists to change any of the following
items, and then select OK.:

Sort by Sort expenses by date or type. Show Options
Sort by: ~ Date
Distance Show distance in miles or Distance: ~ Miles

kilometers.
M Show currency

Show currency Show or hide the currency

symbol in the expense list.

(1]

i Done
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Working with Expense on your computer
WINDOWS ONLY

Use Expense on your computer to view and manage the expenses you create on your handheld.
Check out the online Help in Palm® Desktop software to learn how to use Expense on your
computer. The online Help includes info about the following topics:

* Add, edit, and delete expense items

* Organize your expenses by date, type, amount, notes, or category

* View expense items as a list, large icons, or small icons

» Convert a list of expenses to a single currency

* Print expense reports

» Transfer expense information to other applications, such as Microsoft Excel, using the Send or
Export command in Palm Desktop software.

To open Expense on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Expense on the launch bar.
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Related topics

Community Click a link below to learn about these related topics:
To explore the world of your
handheld, go to

www.palmOne.com/ Moving around * Opening applications

myzire72.
e Using menus

Entering * Adding contacts to the attendees list with Lookup
Support information
If you're having problems  Entering information with Graffiti® 2 characters and shortcuts
with Expense or anything
else on your handheld, go to Calculator Performing basic math calculations associated with your expenses
www.palmOne.com/ . . . .

Categories  Creating and editing categories

support/zire72.
« Organizing expenses by type and sorting them

Customizing Setting number formats
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CHAPTER 14

Recording Voice Memos

In this chapter

Creating a voice memo

Listening to a voice memo

Setting an alarm for a voice

memo

Saving a voice memo to an

expansion card

In a familiar scene from old movies,
the boss calls in his secretary to “take a
memo.” But if you are not fortunate
enough to have such support at your
disposal—or if that brilliant marketing
idea hits when you’re away from your
office—Voice Memo is the tool you
need.

Voice Memo provides a place for you
to record and play back notes, agenda
items, and other important thoughts
directly on your handheld. Record
client meeting notes on the way to the
office, then send them to your assistant
via e-mail to transcribe them. Or use a
voice memo with an alarm as a
reminder message for that errand you
promised not to forget.

Benefits of Voice Memo
» Capture thoughts on the fly

» Send recorded memos to colleagues

» Synchronize voice memos to back
them up on your computer
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Creating a voice memo

You can create a quick voice memo using the application button on the side of your handheld, or
you can use the pause control for a longer memo that you can pause and restart as your ideas

Did You Know?
You can automatically

store voice memos on an

expansion card.

Tip

To pause your recording,
you must keep the Voice
Memo button held down
and then tap Pause. For
longer recordings where
you want to pause
multiple times,_use the
onscreen control

flow.

Creating a quick voice memo using the application button

1

2

i Done

Hold down the Voice Memo application button %S on the side of your
handheld. A tone indicates that recording has started.

Record your voice memo:

a. Hold the back of your handheld no more than eight inches from your mouth
and begin speaking. The microphone is located on the back. Continue
holding the Voice Memo button while recording.

b. When you have finished recording, release the Voice Memo button. A tone
indicates that recording has stopped and the memo is finished.

RY NOTE Pressing the Voice Memo application button again starts a new
memo.

Select Done.

That’s it. Your handheld automatically saves the voice memo.
Make sure you have a current backup. Synchronize often.
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Creating a longer voice memo using the pause control
Pause and resume recording as many times as you want to make sure you capture all of your

thoughts.
2

1 Go to the Home @ screen and select Voice Memo &
Alternately, you can press and quickly release the Voice Memo application
button % .

2 Record your voice memo: : :

i Unfiled:

a. Tap New.

00:00
b. Tap Record. A tone indicates | |

that recording has started. 00:00 127:57
max time

¢. Hold your handheld no more Record ———
than eight inches from your ‘ -
mouth and begin speaking.

The microphone is located on
the back.

M Continued
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Tip
Once you pause your 3

. Pause and restart recording:
recording, you can use

PVoice Memo Unfiled

other applications and a. Tap Pause to stop recording. Recording status— Recording

come back later to A tone indicates that 00:03

resume recording. To recording has paused. | |

resume recording, just 00:00 12755

tap the Voice Memo icon b. Tap Record. A tone indicates max time

or press and release the that recording has restarted. Pause 7_-| -

Voice Memo application
button, and then tap c. Pause and restart recording as

Record. many times as you wa_nt. You
can use other applications
while the voice memo is

Ti
P . paused.

You can organize your

voice memos by storing

them into categories, 4

such as personal or Tap Stop. A tone sounds to e

marketing ideas. indicate that recording has j Stop
stopped. _
W Continued
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5 [&] OPTIONAL Tap on the title : :
line and enter a title for your RIVEN ( 2otz p  fBevsondl}— Tap to selecta

9:00 pm| 1/20 category
memo. You can choose to leave | .

X i Tap the title line
the time as part of the title or 00:00 and enter a name
remove it. You can also select a (mmm—
category to s_tore your memo. If 00:00 00:19
you want to listen to your memo, :
tap the Play button. E Play

(Done ) (Delete )

6 Select Done

i Done
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Listening to a voice memo

%k Tip
You can sort the Voice 1
Memo list by date,
alphabetically, by length
of memo, or manually.
Go to the Preferences 2

2
Go to the Home @ screen and select Voice Memo &

In the Voice Memo list, select the voice memo title. The voice memo begins to

menu and tap the Sort by play after a few seconds.
pick list to select a sorting
scheme. amo ~ Al EIE ( 4of4 b ‘Unfiled
_ 1. Agenda 11/15  12/7 00:01 Things 1o tell Dan 1277
* Tip 2. Follow-up from ... 12/7 00:01
. 3. Newideas for ca.. 12/7 00:06 00:09
Press Right or Left on the

next or previous voice 00:00 00:11

navigator to listen to the ) s

memo. Pause
New (Bone) (Rew) (Befete) @) o

N Continued
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3 [&] OPTIONAL Setthe volume
level:

V Memo Volume (i)

a. Select the Speaker icon.

b. Press Up or Down on the
navigator to adjust the
volume.

c. Press Done.

4 Select Done.

i Done
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Setting an alarm for a voice memo

Tip

You can use a concerto or
a bird chirp or to a
number of other sounds
for your alarm._ Open the
menus, select Options,
and then select
Preferences. Tap the
Alarm pick list to select a
sound.

1
2

2
Go to the Home @ screen and select Voice Memo &

Select the voice memo to which you want to assign an alarm.

Open the Alarm dialog box:

a. Open the menus .

b. Select Options, and then select Alarm.

Set the alarm:

a. Tap the Date box and select
the year, month, and date you
want the alarm to sound.

b. Tap the Time box and select

the hour and minute you want
the alarm to sound.

M Continued

O Auto-play

OK Alarm Off

+

[-N--JCN |

10
11
12P

SV A WN=

«00
05
10
15
20
25

*30
35
40
45
50

55
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5 [&] OPTIONAL Select the Auto-play check box to automatically play the voice
memo when the alarm goes off.

6 Select OK.
i Done
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Saving a voice memo to an expansion card

You can conserve storage space on your handheld, or create voice memos for others, by storing
your voice memaos on an expansion card. Voice Memo enables you to store specific voice memos
on an expansion card, or to configure your handheld to always store voice memos on an
expansion card when one is present.

[!] Before You Begin
You must have an
expansion card inserted
in your handheld’s
expansion card slot.

Saving a specific memo to an expansion card
=+ Did You Know?
When you store voice
memos on an expansion 1
card, they do not appear
in the Voice Memo
portion of Palm® Desktop
software after a HotSync®
operation and are not

2
Go to the Home @ screen and select Voice Memo &

Open a voice memo.

= Did You Know?
You cannot mark voice
memos private or attach
alarms to voice memos
that are stored on an
. i Done
expansion card.

backed up.
3 Tap the category pick list in the upper-right corner and select Card.

Select Done.
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Automatically storing all voice memos on an expansion card

g7/
1 Go to the Home @ screen and select Voice Memo &

2 Open the Alarm dialog box:
(- 4
a. Open the menus .

b. Select Options, and then select Preferences.

3 Select the check box Record -
automatically to expansion card, Freferences
if present. Sort by: ¥ Manual

Alarm Sound: ¥ Alarm
& Confirm V Memo deletion?

 Record automatically to
expansion card, if present.

4 Tap OK.
i Done
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Related topics

My Handheld Click a link below to learn about these related topics:
Make your handheld
uniquely yours. For great

tips, software, accessories, Moving. * Opening applications

L Around
and more, visit .
e Using menus
www.palmOne.com/
myzire72. Categories Organizing voice memos by arranging them into categories and sorting them
Privacy Keeping voice memos private by turning on security options
Support . . . .
° ™
If you're having problems Sharing E)é;trwrz]aizglr;ﬁe\:glce memos with other palmOne™ handheld users by
with Voice Memo or with 9
anything else on your « Sending voice memos to other palmOne Bluetooth® devices by using
handheld, go to Bluetooth technology on your handheld
www.palmOne.com/
support/zire72. E-mail Sending voice memos as attachments to e-mail messages
Common Answers to frequently asked questions about Voice Memo
Questions
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CHAPTER 15

Taking and Viewing Photos and Videos

In this chapter

Supported file types

Capturing a photo

Recording a video

Adjusting the camera
settings

Viewing photos or videos

Organizing photos and
videos

Personalizing a photo

Copying a photo

Deleting a photo or video

Sharing photos and videos

Working with palmOne
Media on your computer

Related topics

A picture may be worth a thousand
words, but what happens when you
have a thousand pictures—or videos—
that you are trying to keep organized?
Or when that unexpected perfect
moment happens that you need to
capture on video right now?

Your handheld’s built-in camera

enables quick photo and video capture,
while palmOne™ Media features easy
viewing and organization of still photos
and videos. You can keep your favorite

photos right on your handheld; select a

photo as the background for your
Home screen and another one as the
background for Agenda View in
Calendar; even add a photo to a
Contacts entry.

Benefits of your handheld’s
media features

* Never be far from your favorite
people or places

e Capture key moments on the fly

» Simplify photo and video
organization

» Use expansion cards (sold
separately) to store videos and
additional photos
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Supported file types

%k Tip When you capture a photo, you can save it directly on your handheld or on an expansion card
(sold separately) inserted into the expansion slot. Photos are saved in the format JPG.

You can send photos and
videos you capture on
your handheld to your
computer by
synchronizing.
Windows: To view photos If_you ta]<e a picture yvith a digita}l camera, or you find one on the web, it’s likely your handheld can
display it. You can view photos in popular formats such as JPG, BMP, TIFF (uncompressed), and
GIF on your handheld or from an expansion card inserted into the expansion slot.

[ ' ]IMPORTANT You can record and save videos to an expansion card only. Videos are saved in
the format ASF (MPEG-4). You cannot view video clips that you capture on your handheld on a
Mac computer. For more information, go to www.palmOne.com/support/zire72.

or videos on a Windows
computer, open

Palm® Desktop software,
click Media, and double-

click the photo or video You can view videos on your handheld from an expansion card in MPEG-1 and ASF (MPEG-4) file
you want. format. On a Windows computer, send the video to the expansion card from the palmOne Media
desktop application or palmOne Quick Install by synchronizing. The videos are converted to a
format your handheld can play and are optimized for viewing on the handheld. On a Mac
computer, drag the video to the Send To Handheld droplet, and then synchronize. Videos are
converted to MPEG-1 format from a Mac.

RINOTE There is no palmOne Media desktop application on Mac computers.

Mac: To view photos on a
Mac computer, open
Home:Pictures:palmOne
Photos:<Palm User

Name> (OS X) or For both Windows and Mac computers, note that there are numerous video formats, and even

Documents:palmOne many variations within the MPEG-1 and ASF (MPEG-4) formats. If you insert an expansion card
Photos:<Palm User containing a video file into your handheld’s expansion slot, your handheld may not be able to view
Name> (OS 9) and the video. The same is true if you try to view a video file using the palmOne Media desktop
double-click the photo application on your Windows computer. If you are unsure if a format is supported, try viewing it
you want. with the desktop application first; if you can view the video file there, the chances are greater that

you can view it on your handheld as well.

[ ! ]IMPORTANT For information on converting videos on a Mac to download to your handheld,
see the Photo Video Audio readme file in the documents folder on the CD included with your
handheld. If you have installed the CD, this folder and file are also in the Palm folder on your
desktop.
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Capturing a photo

Tip
Customize any picture - o
you capture or view on 1 Press the Camera Fo application button.

your handheld by using
the drawing tool to

annotate the photo. 2 Set up the camera to take the

photo:
Tip
Tap the palmOne Media a. Select photo mode if it is not
button to view all photos already selected.
and videos in the current
album. b. Tap the album pick list and

select the album to which you _ |

Did You Know? wantto save the phote, o —fles PR T o
The photo capture screen c. Tap the resolution pick list if Album GI“'UHSU = button
also displays the you want to select a different ~ PI<IISt ppoios  Battery

approximate number of

resolution for the photo. remaining indicator
photos you can capture
based on your handheld’s RINOTE cCaptured resolution of
available memory and photos and videos may be lower.
the amount of charge in
the battery. This number N Continued
may change depending Resolution Zoom options (digital
on the amount of pick list zoom enabled)

information in of the
photos you have
captured. If battery power
is low, the indicator turns
red, and you should
recharge your handheld.
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Tip
To save photos 3

) . Take the photo:
automatically without

reviewing them, disable a. Move the handheld until the picture you want appears on the screen.
photo review.

b. If digital zoom is enabled, select whether to zoom in on the subject.
Did You Know?

If photo review is enabled c. Select the shutter button or press Select on the navigator.
with timeout, the photo is

saved automatically if

you do not select Save or 4

o Save or delete the photo:
Trash within three

seconds. a. If photo review is enabled,
review the photo.

b. After review, do one of the
following:

Save the photo Select Save.
The photo is saved to the album
selected from the pick list.

Trash

~ [Photo_010804_.. :
lm o B[
Save

Delete the photo Select Trash.

i Done
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If no expansion card is
inserted in the slot, an
error message appears.
Tap the screen to return
to photo mode, or insert
an expansion card to
continue.

Tap the palmOne Media
button to view all photos
and videos in the current
album.

The video recording
screen displays the
approximate recording
time you have left based
on the space available on
the expansion card.
Actual recording time
may vary depending on
how fast you are moving,
how many colors you are
recording, and so on.

Recording a video

CHAPTER 15 Taking and Viewing Photos and Videos

[ ' ]IMPORTANT You can record and save video files only on an expansion card (sold separately)
inserted into the expansion card slot. You cannot save video files directly on your handheld.

1
2

Press the Camera Fo application button.

Set up the camera to capture the
video:

a. Select video mode ifitis not
already selected.

b. Tap the album pick list and
select the album to which you
want to save the video. Only
expansion card albums
appear on the video recording
screen.

c. Tap the resolution pick list if
you want to select a different
resolution for the video.

RYNOTE cCaptured resolution of

photos and videos may be lower.

M Continued

Media__|

button

Album
pick list

Video
| mode

[&al|[~ Bunfiled [__
I's 0:02 Left | Record/
, 320x240 = Stop

Record Battery

time indicator

remaining

[~ BUnfiled L

g 36:43 Left

@ ~320 x 240 @ =
Resolut||on Pause
pick list
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3 Capture the video:

a. Move the handheld until the scene you want to capture appears on the
screen.

b. Select Record.

4 Pause, resume, and complete
recording:

|[~BUnfiled

= |@0:03/36:43

[2=]ly320 x 240

a. Select Pause to pause | B
recording if needed. Select Pause indicator

Record to resume recording.

b. When finished recording,
press Stop.

N Continued
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Tip

To save videos
automatically without
reviewing them, disable
video review.

Tip

Tap and drag the
progress indicator bar to
jump to a different
section of the video. Tap
Pause to pause video
playback.

Save or delete the video:

a. If video review is enabled,
select Play to review the
video.

b. After review, do one of the
following:

Save the video Select Save.
The video is saved on the
expansion card, to the album
selected from the pick list.

Delete the video Select Trash.

i Done

Play/Pause

Status indicator
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Adjusting the camera settings

1 Press the Camera @ application button.
2 Adjust the basic camera settings:

a. Select photo or video mode, and then select the Options button.

- - ( Photo Settings (i)
Fome 2 AT [ PhotoSettings @]
=| 74left B e

[2=]l- 1280 % 960 = ‘_ )
Photo capture White balance: ¥ Automatic 4

Options button Low light: v Normal |

][~ ®unfiea o [ Video Settings o

| I
—| 36:43Left ]
l=)l-320 %200 = ONGP |

Video recording White balance: ¥ Automatic 4

Options button I nw linht: w NMarmnl I

b. Select the options you want:

White balance Select the light type for your subject.

Low light Select if you are in a low-light environment.

Effects Select an effect for your image, such as black and white.

Resolution Select a higher resolution if you want a clearer picture; however, a
higher resolution creates a larger file size when you save the photo or video.

N Continued
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* Tip
Tap Default on the
Advanced Photo Settings
screen to return to the

preset camera settings. Date stamp (Photos only) Select whether to mark your photos with the date
and time they are taken.

Cont’d. Review photos/videos Select whether to review a photo or video before
saving it.

Auto naming Select Custom to specify a new naming system for photos and
videos (default is photo_mmddyy xxx), and then enter the new auto name.

Digital zoom (Photos only) Select Disabled if you do not want to be able to
zoom in when taking a photo.

Shutter sounds Select Off if you do not want to hear a sound when taking a
photo or recording a video.

Microphone (Videos only) Select whether to enable recording of sound using
the microphone while recording a video.

3 [&] OPTIONAL Adjust . .
advanced camera settings:

a. Select Advanced at the
bottom of the Photo or Video

¢ Contrast: @10
Settings screen.

Brightness: ©'[___ [ 1"
Saturation: - [ 1+

b. Use the stylus to drag the Sharpness: - | .

slider to adjust the contrast,

brightness, saturation, and ("Done )( Default )
sharpness.
N Continued
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4 Select Done.

i Done

Viewing photos or videos

Xk Tip You can view photos and videos in the following ways:

If the camera is open, you
can open the palmOne
Media application by
tapping the palmOne
Media button on the left
of the screen or by
pressing the Camera

Thumbnail View miniature preview versions of your photos and videos.

List View names and dates of photos and videos on your handheld (photos only) or an
expansion card.

Slide show View all photos and videos in an album, automatically one after another.

application button. You can easily select a photo from Thumbnail or List view to see the full-screen view of the photo,
or select a video from either view to play the complete video. You can also rotate the orientation of
Xk Tip the photo, zoom in to view a magnified portion of a photo, and view or edit detailed information
In Media, tap the Camera about a photo or video.

icon in the bottom-right
corner of the Thumbnail
or List view screen to
open your handheld’s
built-in camera. 1

Viewing a photo or video in Thumbnail view

Go to the Home @ screen and select Media @

N Continued
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Tip

Can’t remember what 2 View photos or videos in Thumbnail view:

album your photo or

video is in? Select All a. Tap the pick list in the upper-right corner and select the album containing the
Handheld or All <card photo and/or video you want to view.

name> from the pick list.
b. If Thumbnail view is not displayed, tap the Thumbnail icon in the lower-left
Did You Know? corner of the screen

When you tap Play to l— ~ el Album
view a video, the button [Media n pick list

changes to Pause. = §
Tapping Pause changes . E ' i

the button back to Play

and so forth.
Select a photo
a or video to
- view
56
|
Thumbnail icon
3 To see a full-screen view of the photo or a complete video, select the photo or

video from the thumbnails. A video automatically starts playing when you
select it.
N Continued
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4 Tap anywhere in the photo or video to return to the Thumbnail view screen.

i Done

Viewing a photo or video in List view

1 Go to the Home @ screen and select Media @
2 View photos or videos in List
h —1  Album
view: [Medial] = Bunfied pick list
Name =1 Date 3
. .. Lake view 11/19/37
a. Tap the pick list in the upper- Lakeside 11/19/37
right corner and select the Ice Flower 1/19/37 || gelect a photo
.. Seaspray 11/19/37 R
album containing the photo Totem1 11/19/37 or video to
i Totem?2 11/19/37 view
a_nd/or video you want to Birthday boy 127873
View. Columns 12/22/37
Video_010504_12 B 1/7/38
b. If List view is not displayed
L . ’ (Slide Show ) (@ )
tap the List icon in the lower- (Sice Shov) (60)

left corner of the screen. L
List icon

M Continued
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3 To see a full-screen view of the photo or a complete video, select the item from
the list. A video automatically starts playing when you select it.

4 Tap anywhere in the photo or video to return to the List view screen.

i Done

Viewing a slide show

By default, both photos and videos in an album are displayed during a slide show. To view photos

¥ Tip only, select Preferences from the Options menu, and then deselect the Show videos in Slide Show
You can set how long a check box.

photo isdisplayed inslide
show mode before the
next item appears by

opening the menus, 1 Go to the Home @ screen and select Media @
selecting Options,
selecting Preferences, N Continued

and then selecting a time
interval from the Slide
Show Delay pick list. The
default is 3 seconds.

=4 Did You Know?
In a slide show, videos
play through in their
entirety before the next
item appears.
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2 View a slide show:

Album
[Media] ~ Al andhelf:lk— Dick list
a. Tap the pick list in the upper- —
right corner and select the
album containing the photos
and/or videos you want to

view.

b. Tap Slide Show.

3 Tap a photo or video to stop the slide show and return to Thumbnail or List
view.

i Done
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Rotating a photo
Tip
If you receive a message 1

that the photo is too large
to rotate on your

Go to the Home @ screen and select Media @

handheld, synchronize,

and then open and rotate 2 Select the photo you want to rotate:

the photo in

Palm Desktop software. a. Tap the pick list in the upper-right corner and select the aloum containing the
Synchronize again to photo you want.

send the rotated photo
back to your handheld
(Windows only).

b. Select the photo you want in Thumbnail or List view.

3 Rotate the photo:

Rotate Photo

(4 Select arotation:
a. Open the menus .

L 4
b. Select Photos, and then select m E m

Rotate Photo.

c. Select the rotation you want.
4 Tap anywhere in the photo to return to Thumbnail or List view.

i Done
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Zooming in and out of photos
You can zoom in and out to enlarge or shrink the image size of any photo you are viewing that has

a resolution of 320 x 320 pixels or higher. For photos too large to view the entire image on the
screen, you can pan to view different sections of the image.

%k Tip
Press Up and Down on 1
the navigator to zoom in
and out of a photo, even
is the zoom controls are
not displayed. 2

Go to the Home @ screen and select Media @

Choose to display zoom controls:

Preferences (i)

4 i -
d. Open the menus . Slide Show Delay: « 1second

# Show videos in Slide Show

. ™ Display zoom controls
e. Select Options, and then O Display Size in List view

select Preferences.

f. Select the Display zoom
controls check box.

g. Select OK.

M Continued
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=4 Did You Know?
When an image is at
maximum enlargement,
the magnify tool no
longer appears on the
screen. Likewise, when
the image is shrunk to the
smallest size, the zoom
out tool no longer
appears.

3

Choose one of the following
options:

Zoom in Select the magnify

tool to enlarge the photo image.

Zoom out Select the
demaginify tool to shrink the
photo image.

Pan For an image larger than
your handheld’s screen, tap and
drag the stylus to view different
sections of the image.

i Done

Zoom in
Zoom out
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Viewing and editing photo or video details

%k Tip
Photos or videos with 1
notes appear with a note
icon to the right in List

Go to the Home @ screen and select Media @

view.
2 Select the photo whose details you want to view:
*k Tip
In Album view, you can a. Tap the pick list in the upper-right corner and select the album containing the
view details for an entire photo or video you want.
album by opening the
menus, and then b. Select the item you want.

selecting Album Details
from the Album menu. W Continued
Listed are the album
name and last date
modified; number of files
in and size of the album;
and whether the album is
located on your handheld
or on an expansion card.
You can edit the album
name on the Album
Details screen.

X Tip
Tap the scroll arrows at
the bottom of the Photo
Details screen to view
other photos in the
album.
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3 View photo or video details:
e Name: Birthday boy. . .
a. Open the menus . Date: 12/8/37, 11:44am

Size: 31KB, 432x624
Album: ~ BUnfiled

b. Select Details from the Media
menu.

c. In addition to viewing photo
or video details, you can do

the following: 3

Change name Select the photo or video name and enter a new name.

Move to different album Tap the Album pick list and select a new album
location for the photo or video.

Add notes Tap the Notes field and enter a note for the photo or video.

4 When finished viewing details, tap Done.

i Done
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Organizing photos and videos

You can organize your photos and videos in the following ways:

Tip

If a photo is saved on
your handheld, you can
save it only to an album
on your handheld.
Likewise, if a photo is
saved to an expansion

card, you can save it only
to an album on the card.

Tip

To rename or delete an
album, tap the pick list,
select Edit Aloums, and

then select the album you

want. Then tap Rename
or Delete, depending on
what you want to do.

e Create albums and place your photos and videos in those albums

e Move photos and videos within or between albums.

e Sort photos and videos in List view

e Sort alboums

Organizing photos and videos in albums

1
2

Go to the Home @ screen and select Media @

Create an album:

a. Tap the pick list in the upper-
right corner and select Edit
Albums.

b. Select New, enter the name of

the new album, and select OK.

c. Select OK on the Edit Alboums
screen.

M Continued

Edit Albums (i)
Handheld

Family
Friends

(oK) (New ) (Rename ) (Delete )
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* Tip
I you are not already in 3 Add or remove a photo or video . . . .
the album you want to in an album.
Organize, tap the piCk list ’ Tap to select or deselect:
in the upper-right corner a. On the album screen, select "'- "'H L Select to add
and select the album you Organize Albums @%).
want. k% — Select + to remove
b. Do one of the following: -
* Tip
Drag the stylus across Add to album Select a photo or
multiple photos and/or video that does not have a plus
videos to add or remove sign to add it to the album.

them all at once.
Remove from album Select a

photo or video with a plus sign to

i ?
+ Did You Know: the left to remove it from the

You can save videos to

album.
albums only on
expansion cards. If the c. Select Done.
album you select is on
your handheld, only i Done

photos will appear on the
add/remove screen. If you
try to save both videos
and photos to an album
on your handheld, you
will see an alert that gives
you the option to save the
photos only.
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Did You Know?

If you remove a photo or
video from an album, it is
moved to the Unfiled
category. The photois not
deleted from your
handheld (photos only) or

Moving a photo or video within and between albums

1
2

Go to the Home @ screen and select Media @

Move a photo within an album:

the expansion card. a. Tap the pick list in the upper-right corner and select the album in which you
want to move a photo.
Tip
Move photos within b. Use the stylus to drag the photo you want to its new position.
albums to easily put the
slide show of your kid’s
birthday party in the 3 Move a photo between albums:
sequence you want. Name: Birthdayboy
H ot i . Date: 12/8/37, 11:44am
a. T_ap the pick list in the upper Sizes 31K8. 432x624 s tomove
right corner and select the Album: ~ BUnfiled - h‘(’)to
album containing the photo P
you want to move.
(- J
b. Open the menus .
'm -D lete...
c. Select Details from the Photos e Lot
menu, and then select the photo
you want to move.
d. Tap the Album pick list and select the new album for the photo.
e. Select Done.
i Done
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Sorting photos and videos in List view
Tip
You must be in an album 1
containing both videos
and photos to sort by
type; otherwise, the video

Go to the Home @ screen and select Media @

icon does not appear. 2 Sort photos and videos:
Also, you must be in an Tap to sort by type
album to sort manually; a. Tap the pick list in the
you cannot be in List view upper-right corner and select Taptosort Medial ~ BUnfiled Taptt?
for All Handheld or All the album containing the by name | ["‘Lme_ H ””':f;:%_zc;;; v
. - aKe view
<expansion card name>. photos and/or videos you want Lakeside 11/19/37
to sort. Ice Flower 11/19/37
. Seaspray 11/19/37
Tip Totem1 11/19/37
i i i i Totem2 11/19/37
You can also choose to b. Itf L';t] V'E_Wt Is not dltshplayed, Birthday boy 12/8/37
. ap the Listicon in the Columns 12/22/37
sort photos and videos b o
ortp y lower-left corner of the screen. Video 01050412 B  1/7/38
size. Select Preferences
i . (Slide Show )
from the Options menu, c. Do one of the following: B (kshov) (@)

and then select the

Display Size in List view Sort by name To list photos and videos by name in ascending (A-Z) order, tap
check box. Then in List Name. To list items by name in descending (Z-A) order, tap Name again.

view, tap the Size column

heading to switch Sort by type Tap the video icon H to list all videos at the top of the list. Tap
between sorting items by the icon again to list all videos at the end of the list.

increasing or decreasing

size. Sort by date To sort photos and videos from earliest to most recent date, tap

Date. To sort items from most recent to earliest date, tap Date again.

Sort manually Tap a photo or video in the list and drag the stylus to where you
want the item to appear. A dotted black line indicates the position of the item.

i Done
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Sorting albums

Tip

You must have albums on
an expansion card, and
the card must be inserted
into your handheld’s
expansion slot, to sort by
location; otherwise, the
card icon does not
appear.

1
2

Go to the Home @ screen and select Media @

Sort albums: Tap to sort by location
a. If Album view is not displayed, WTH I Tap to
tap the Album icon in the Taptosort Jo e 5T Contentall sort by
lower-left corner of the screen.  °Y "™ | Al Handheld 3Files 4| number
=] AlPOSESIo. | Files | | RIS
b. Do one of the following: [l Famity OFiles || '
[l Friends OFiles [|2/PUM
Sort by name  To list albums by /i Unfiled 3 Files
name in ascending (A-Z) order, tap - 3""':'_’ o E?:es
Name. To list items by name in B Vacation ik
descending (Z-A) order, tap Name

again.

Sort by location To list all albums on an expansion card first in the list, tap the
card icon B. To list all albums on an expansion card last in the list, tap the icon
again.

Sort by contents To list albums from those containing the greatest number of

files to those containing the smallest number, tap Contents. To list albums in
the reverse order (smallest number of files to largest), tap Contents again.

i Done
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Did You Know?

Create multicolored art
by drawing on a photo,
selecting a different
drawing color, and then
drawing in the new color.
The first drawing stays in
the original color.

Tip

Tap and hold the drawing
tool button to change line
size. Tap and hold the text
tool button to change font
Size.

Tip

Use the eraser selection
on the drawing tool to
erase drawings only; tap
Undo to delete text. You
can only use Undo once
to delete text for a given
photo. If you need to
delete text after using
Undo, tap Done and do
not save the photo, and
then open the photo and
try again.

Personalizing a photo

Use the drawing tool to add a personal touch to a photo.

1
2

Go to the Home @ screen and select Media @

Personalize a photo: i F— o
(- J
a. Open the menus .

b. Select Photo, and then select
Draw on Photo.

c. Select the photo that you want

J—Text tool
to personalize.

@@ Draving tool

L Color button

d. Draw on the photo using the
following tools:

Drawing tool Draw anywhere on the photo using the stylus.

Text tool Enter text in the field. Tap anywhere on the screen to open a text field
in a new location.

Color button Select a drawing color.

e. Select Done.

N Continued
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3

Select one of the following to save
or reject changes:

Replace Original Saves the photo
with drawing in place of the original
photo with no drawing; the original
photo is lost.

Save as New Photo Saves both
the photo with drawing and the

original photo with no drawing. You will be asked to enter a name for the new
photo. You can also tap the pick list to save the updated photo to a different

album.

Don’t Save Changes Saves only the original photo with no drawing.

Save New Photo (i)

You have drawn on this
photo. What do you want to
do with the changes?

Cancel Returns to Draw on Photo screen.

i Done
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Copying a photo
You can copy photos from your handheld to an expansion card, and vice versa.

RINOTE You can record and save video files only on an expansion card (sold separately) inserted
into the expansion card slot. You cannot copy video files to your handheld.

K Tip
Copy an entire album by 1
opening the menus,
selecting Album,
selecting Copy Album to
Card or Copy Album to 2
Handheld, selecting the

Go to the Home @ screen and select Media @

Select a photo to copy:

album you_want, and a. Tap the pick list in the upper-right corner and select the album containing the
then selecting Copy. photo you want.

b. Select the photo.

3 Copy the photo:
a. Open the menus .

b. Select Copy to Card (for photos on your handheld) or Copy to Handheld (for
photos on an expansion card) from the Media menu.

i Done
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Deleting a photo or video

* Tip
Delete an entire album by 1
selecting Album Details
from the Album menu,
selecting the album you

Go to the Home @ screen and select Media @

want, and then selecting 2 Select a photo or video to delete:
Delete.
a. Tap the pick list in the upper-right corner and select the album containing the
%k Tip photo or video you want.
You can also delete a
photo or video from the b. Select the photo or video.

Media Details screen, or
delete an album from the

Album Details screen, by 3 Delete the photo or video:
selecting Delete on that
screen. a. Open the menus .
X Tip b. Select Delete from the Media menu, and then select Delete again.
In Thumbnail or List view,
delete a photo or video by i Done

selecting Delete from the
Media menu, selecting
the item to delete, and
then selecting Delete.
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Sharing photos and videos

You can easily share photos and videos with family and friends. Use your handheld’s built-in

i ?
+ Did You Know* Bluetooth® technology to wirelessly send photos and videos to other Bluetooth devices within

You can also easily send range.

photos and videos from

the palmOne Media You can also share photos and videos using any of the following methods:
desktop application

(Windows only). See » Attach a photo or video to an e-mail message.

Palm Desktop Help for

information. » Create a multimedia message containing photos.

» Beam a photo or video to other Palm OS® handheld users.

» Copy a photo or video from your handheld to your desktop computer, or from computer to
handheld, by synchronizing.

RINOTE Sending a large number of photos or videos using Bluetooth technology or beaming
can take a long time.
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Working with palmOne Media on your computer
WINDOWS ONLY

Use palmOne Media on your computer to view and manage the photos and videos you capture on
your handheld. Check out the online Help in Palm® Desktop software to learn how to use Media on
your computer. The online Help includes info about the following topics:

e Learning about the parts of the Media window

» Using Photo Editor to view, crop, rotate, or enhance a photo

* Using Video Editor to create or trim a video clip

» Editing photo and video details and titles

* Adding notes to a photo or video

* Printing photos and videos

* Switching between the Thumbnail, List, and Details views

» Creating slide shows of photos and videos

» Sorting photos and videos

* Organizing your photos and videos into albums

To open Media on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Media on the launch bar.

RINOTE There is no palmOne Media desktop application on Mac computers.
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Related topics

My Handheld Click a link below to learn about these related topics:
Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/
myzire72. Sharing « Beaming photos and videos to other Palm OS® handheld users

Moving e Opening applications
Around
e Using menus

Sending photos and videos to other Bluetooth® devices using the
Support Bluetooth technology on your handheld

If you’re having problems

with palmOne Media, with E-mail Sending photos and videos as attachments to e-mail messages

the bL_“It'm camera, or with Messages Sending photos as part of a text or multimedia message

anything else on your

handheld, go to Common Answers to frequently asked questions about palmOne Media and the
www.palmOne.com/ Questions camera

support/zire72.
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CHAPTER 16

Listening to Music

In this chapter

Transferring MP3 files to an
expansion card

Transferring music from a CD

to an expansion card

Playing music on your
handheld

Managing playlists

Viewing song info

Working with RealOne Player

on your computer

Related topics

Are you tired of listening to small talk
during that long commute on the bus
or train? Do you need something
smaller than a CD player when you’re
out for a walk or at the gym? RealOne
Mobile Player lets you play music on
your handheld. Simply transfer songs
onto an expansion card (sold
separately), and then listen through the
built-in speaker or stereo headphones
(sold separately).

[ ' ]IMPORTANT You need to purchase an SD
or MultiMediaCard expansion card to save
your music files and play them on your
handheld.

Benefits of
RealOne Mobile Player

* Listen to songs in the popular MP3
format

* No separate MP3, CD, or mini-disc
player required

 Carry tiny expansion cards instead
of CDs

* Be your own DJ
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Transferring MP3 files to an expansion card

Tip The RealOne software that comes with your handheld is compatible with the popular MP3 audio
file format. If your MP3 files are already on your computer’s hard drive, you need to transfer them

You can also use a card . ;
to an expansion card to listen to them on your handheld.

reader accessory (sold
separately) to transfer
MP3 files from your
computer to your
expansion card. Create an

“SD_Audio” folder in the 1

root directory of the card,
and store your MP3 files a. Connect your handheld to your computer with the HotSync® cable.

WINDOWS ONLY

Prepare your computer and your handheld:

in this folder.

b. Insert an expansion card into your handheld.

2 Select the MP3 files you want to transfer:

a. From My Computer or Windows Explorer,
select the MP3 files you want to transfer.

b. Drag and drop the file(s) or folder onto the palmOne™
Quick Install icon on the Windows desktop.

c. When the confirmation dialog box appears, confirm your username, the file
name, and the destination (card), and then click OK.

M Continued
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3 Synchronize your handheld with your computer.

RY NOTE Be patient; transferring music to an expansion card can take several
minutes.

i Done

Tip MAC ONLY
You can also use a card
reader accessory (sold
separately) to transfer MP3 1 Prepare your computer and your handheld:
files from your computer to
your expansion card. a. Connect your handheld to your computer with the HotSync cable.
Create an “SD_Audio”
folder in the root directory b. Insert an expansion card into your handheld.
on the card, and store your
MP3 files in this folder.
2 Select the MP3 files you want to transfer:
Tip
In Mac OS X, you can make a. Drag and drop the MP3 files onto the Send To
the Send To Handheld Handheld droplet in the Palm folder.
droplet a permanent part
of your desktop by b. In the Send To Handheld dialog box, select your

dragging the droplet to the username and click OK.

Dock. Then simply drag )
songs, and other files you N Continued
want to transfer to your

handheld, onto the droplet

in the Dock.

Zire™ 72 Handheld 260



CHAPTER 16 Listening to Music

3 Synchronize your handheld with your computer.

RY NOTE Be patient; transferring music to an expansion card can take several
minutes.

i Done
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Transferring music from a CD to an expansion card

If your songs are on a CD and you want to listen to them on your handheld, use RealOne Player on

[ 1] Before You Begin
your computer to convert and transfer the files.

Windows Install

RealOne Player on your WINDOWS ONLY
computer.

1 Access the CD from RealOne Player on your computer:
a. Double-click the RealOne Player icon @ on your computer desktop.
b. Insert the CD into your computer’s CD drive.

c. Click CD in RealOne Player on your computer.

7®F|eanePlaysr File Edit “iew Flay Favorites Tools Help @ _ox )
( )&~
(O Jelocs @

Hannm ) (x)

7. Track 7 1:24

cD Tiack 333
& 9 Trackd 203
& 10 Track 10 z2z
@ 11 Track 11 249
[ saveTrads| £ BumcD & Preferences % COInfo. & Eject 11 Tracks | 27:00 | 18MB
5] Now Playing | @ web (lamMyibary @ co () Devices [jRadio () Channels () search
W Continued
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* Tip

If you want to s_elect only 2 Select the songs you want to add to your library:

a few songs, click

Deselect All, and then a. Click Save Tracks.

click the check box next to

the songs you want to b. Follow the onscreen instructions to select and copy tracks.

select.

| (@ Realone Player Ele  Edt tiew Py Favortes Took tep @) — O Xy

=4 Did You Know? ( @]~

A 64MB expansion card (C Jelccl s e

holds about an hour of
music (capacity varies
with sampling rates).

| Length
234

305 Select Tracks
213 ~Select Tracks to Sa
208
218 v Track Name [
222 (W1, Track 1
1.24 W 2 Track 2
339 3 Track 3
20 O 4 Track 4
[ 5 Track 5
za 6. Track
=43 C17 Track 7
] 5 B a e CI& Track 8
Save Tracks g ’y CDInfo~ & Eect L}8 Treck ||
[B] Mow Playing | (@ web (o my ubrary | @ co  [F] Devices @R | |F10-Track 10 |
Select Al | Deselect Al
~Savelo

Location: C:iMy Musich,

Fomat:  MP3 dudio

96 Kbps Sk
Ry Change Settings...

I~ Play CO Whils Saving

Cancel

M Continued
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%k Tip
For tips on using RealOne
Player on your computer,
go to the Help menu in
RealOne Player or visit
www.realone.com.

3

Prepare your handheld:

a. Insert an expansion card into your handheld.

b. Press the Music ﬁ application button.

. Connect your handheld to your computer with the HotSync cable.

[!]IMPORTANT Do not tap the HotSync icon.

Select the songs you want to transfer:
. In RealOne Player on your computer, click Devices.
. If necessary, double-click Palm Handheld, and then double-click Card.

. Click Add Clips.

| Transfer Status

Add
Clips 10 Clipts)
i e o
Devices
M Continued
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Tip

On your handheld, tap
Songs to view a list of the
songs available for you to
play. The songs you just
transferred are at the
bottom of the list.

Cont’d. d. Inthe Add Clips window, select the songs you want to add, and then click

Add Clips.

© Add Clips

b AlMeds
=@ Audin

b All Audio
Artist
Album
Gerre
Autist/Album

[ Streaming Clps
7}, Search Library

Select the clips to be added then click the “Add Clips" button below:

Artizt

B[] E3

Add Clips 5 Playiits

B} AutoPlaylists

Select Al Clps_|

Browss.

Add Clips Close
A

e. Click Close. The tracks you selected should now say “Ready To Transfer’

5 Transfer the selected songs to your expansion card:

a. Be sure your handheld is on, that you have an expansion card in the
expansion slot, and that RealOne Mobile Player is open (if it is, a green
Connected light appears in the lower-left corner of the RealOne Player
window on your computer).

b. In the toolbar below the Connected light, click Transfer. When the transfer is
complete, the tracks you selected should say “On Device”

[ ' ]IMPORTANT Do not tap the HotSync icon. RealOne Player is transferring

the files, so there’s no need to do anything.

i Done
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Playing music on your handheld

Tip

If RealOne Mobile Player 1
reaches the preset period

of inactivity before you

exit the application, the

screen turns off and the 2
music continues playing.

Select a song to play:

To set the period of e To play the current song, tap Play.

inactivity, open the

On your handheld, press the Music ﬁ application button.

Options menu and select » To play a different song, tap Songs and select a song from the list.

Preferences. Select an
option from the Auto- © RoalOne
powersave after pick list,
and then select OK. If you
exit RealOne Mobile

Player, it turns off when it Progress indicator
reaches the period of
inactivity defined in Play/Pause

Power Preferences.

Tip Stop

Want to stop playing Previous song
music when you exit
RealOne Mobile Player?
Open the Options menu
and select Preferences.

Continuous play

Random play

Volume

Next song

J; Done RealOne Mobile Player continues playing until it reaches the end

Deselect the Enable of your list. It stops playing if you tap Stop or turn off your
Background Playback handheld.

check box, and then select

OK.
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Managing playlists

You can create as many playlists as you want.

Creating a playlist
* Tip
For tips on using RealOne 1
Mobile Player, open the

Options menu and select
Help.

On your handheld, press the Music 7 application button.

2 Open the Edit Playlist dialog box:

a. Tap Playlists.

b. Tap New.
[Edit Playlist]

Name:New Title

No playlists found

Insert memory card with
playlists or choose "New" to

create a playlist >

New (Done ) (Remove ) (Add... ) (a) (%)

3 Enter a name for the playlist.

M Continued
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Tip
To quickly select all the 4 )

i i Add songs to the playlist
songs in the list, tap g play Add Songs to Playlist

: [ Electric Angel — Awakening
Select All. To quickly a. Tap Add. ™ Electric Angel —Falling Angel
unselect all the songs, tap M Electric Angel — Gather The Women
! O Electric Angel — | Believe

Select None. b. Select the check box next to ¥ Electric Angel — Through The Mist

the songs you want to include
on the playlist.

c. Tap Done.

(Done ) ( Select All ) (Select None )

5 Put the songs in the order you Edit Playlist
want to hear them: Name:Electric Angel

Electric Angel — Awakening
Electric Angel —Falling Angel
a. Tap a song you want to move. Electric Angel — Gather The Women
Electric Angel — Through The Mist

b. Tap the up or down arrow to

move the song up or down L Up arrow
one slot.
c. Repeat this process until the ((Done ) (Remove ) (Add... ) (&) @) Down arrow

songs are in the right order.

d. Tap Done.

6 Tap Done, and then tap Done again.

i Done
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Playing songs from a playlist

1 On your handheld, press the Music A application button.
2 Select a song from a playlist:
A Electric Angel — Awakening
a. Tap Playllsts. Electric Angel — Falling Angel

Electric Angel — Gather The Women

i Electric Angel — Through The Mist
b. Tap the playlist you want to

play.

c. Tap the first song you want to
play.

(Done ) ( Edit ) (Delete List )

i Done Your handheld plays the songs in the playlist beginning with the
song you selected. After it plays the last song in the list, it stops.
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Editing a playlist

1

On your handheld, press the Music 7 application button.

2 Open the playlist you want to edit:

a. Tap Playlists.

b. Tap the playlist you want to edit.

c. Tap Edit.
Playlists I!H HM ] i
Ambient Electric Angel — Awakening
Classic Rock

Electric Angel — Falling Angel
Electric Angel Electric Angel — Gather The Women
Jazz

Electric Angel — Through The Mist

(Done ) ( Edit ) (DeleteList )

M Continued
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3 Tap Edit and do any of the following:

Delete a song Select a song and tap Remove to delete the song from the
playlist.

Add asong Tap Add, select a song’s check box, and then tap Done.

Move asong Select a song and tap the up arrow or down arrow to move the
song up or down one slot.

4 Tap Done, and then tap Done two more times.

i Done
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Deleting a playlist

1

On your handheld, press the Music ﬁ application button.

2 Open the playlist you want to delete:

a. Tap Playlists.

b. Tap the playlist you want to delete.

Playlists Electric Angel
Ambient Electric Angel — Awakening
Classic Rock Electric Angel — Falling Angel
Electric Angel Electric Angel — Gather The Women
Jazz Electric Angel — Through The Mist
New (Done ) ( Edit ) (Delete List )
3 Delete the list:

a. Tap Delete List.

b. Tap Yes in the confirmation dialog box.

c. Tap Done.

i Done
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Viewing song info

You can view details for the song that is currently playing.

1 On your handheld, press the Music ﬁ application button.

2 Select a song to play and view:

e To play and view the current
song, tap Play.

e To play and view a different
song, tap Songs and select a
song from the list.

3 Open the Song Details dialog

box: Title: Falling Angel
Artist: Electric Angel
a. Open the menus \E/. Album: Dream
Genre: AAA
i Track #: 6
b. Select Song Details on the Format: MP3
; Size: 2632KB
Music menu. Filename: FallingAngel. MP3
c. After you finish viewing the
info, select Done.

i Done
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Working with RealOne Player on your computer
WINDOWS ONLY

Use RealOne Player on your computer to play and manage your songs. Check out the online Help
in RealOne Player to learn how to use RealOne Player on your computer. The online Help includes
info about the following topics:

* Learning about the parts of the RealOne window

e Finding media

* Playing media

» Saving and burning media

* RealOne premium services

* Preferences

* Troubleshooting

To open RealOne Player on your computer, double-click the RealOne Player icon on the Windows
desktop.
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Related topics

My Handheld Click the link below to learn about these related topics:
Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/

Expansion « Inserting and removing expansion cards
Cards
« Naming expansion cards

myzire72. « Viewing the contents of a card
Installing « Installing the RealOne software on your computer
Support and
If you're having problems Removing  Using Palm Quick Install and the Send To Handheld droplet
with RealOne Mobile Player c A to f " ked " bout Realone Mobile PI
ommon nswers to frequently asked questions about RealOne Mobile Player
or RealOne Player on your -
y y Questions

computer, go to
www.realone.com.
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CHAPTER 17

Connecting Wirelessly to Other Devices

In this chapter

What can | do with the built-
in Bluetooth technology?

Entering basic Bluetooth
settings

Setting up a phone
connection

Accessing e-mail and the
web wirelessly

Setting up a connection to
your desktop computer

Setting up a connection for
wireless synchronization

Setting up a connection to a

network

Creating trusted pairs

Setting advanced Bluetooth
features

Your handheld helps keep your world
organized by storing contact
information, recording appointments,
and so on. Now, your handheld can
actually connect you to the world—
wirelessly, using Bluetooth®
technology. Need to make a phone
call? Tap the number in Contacts, and
your mobile phone begins dialing.
How about browsing the web or
sending an e-mail message from your
handheld—without a cable?

Your handheld's built-in Bluetooth
functionality helps you easily set up
wireless connections to a number of
devices so you can enjoy the
convenience of cable-free connectivity.

Benefits of your handheld’s

Bluetooth technology

» Connect to your Bluetooth phone to
send text, multimedia, or e-mail
messages, or access the web

» Reduce cable clutter by synchronizing
wirelessly

* Connect to other devices, such as
cameras and other handhelds, to
share files wirelessly
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What can | do with the built-in Bluetooth technology?

Connect to your Bluetooth phone to send text, multimedia, or e-mail messages, or access the
web. Whether you access the Internet or your e-mail account, or send text or multimedia
messages, once a week or constantly throughout the day, wireless connectivity means that you
can go online or share files anytime by connecting via your mobile phone or your laptop
connected to the Internet.

>»> Key Term
Bluetooth Technology
that enables devices such
as handhelds, mobile
phones, and computers

to connect wirelessly to Reduce cable clutter by synchronizing wirelessly. Imagine your desk and workstation without
each other. cable clutter. Bluetooth technology on your handheld replaces many of the connecting cables with
a wireless connection for tasks such as synchronizing your handheld with your computer.
[ 1] Before You Begin

Any device you connect Connect to other devices, such as cameras and other handhelds, to share files wirelessly.
to must also be a Wouldn't it be great if you could send files such as photos to another handheld? Use the built-in
Bluetooth device. Check Bluetooth technology to set up connections to devices within approximately 30 feet of your

the user guide for your handheld.

device to enable the
Bluetooth features.

What types of connections can | make?
To browse the web, use

e-mail, or messaging, With Bluetooth technology, you can make connections using the following types of devices:

install the web browser,
e-mail, and messaging
software included on the
CD that came with your
handheld.

« To browse the Internet or access your e-mail account, link through your desktop computer's
network connection or establish a connection to a Bluetooth LAN Access Point.

» To access the Internet or an e-mail account using your mobile phone. To use a mobile phone,
you must to dial your ISP or sign up for an account with a high-speed wireless carrier.

» To send and receive text and multimedia messages, connect to your mobile phone.
« To synchronize your handheld with your computer wirelessly, connect to your computer.

» To share files with another Bluetooth device such as a camera, handheld, or printer, form a
trusted pair with that device.
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What is device discovery?

Discovery is the process in which your handheld searches for other Bluetooth devices within its
range (approximately thirty feet). As each device is discovered, it shows up in your Discovery
Results. After you find the devices you are looking for, you can select the devices with which you
want to connect.

The Bluetooth application on your handheld can be turned on and off, and the application has a
Discoverable setting that can also be turned on and off. The following is a description of setting
combinations and the resulting discovery states:

Bluetooth Off: When the Bluetooth setting is off, other users cannot discover your handheld.
This is similar to locking your door with a dead bolt and a security chain, and disabling the
doorbell. When Bluetooth is off, you cannot access the Discoverable setting.

Bluetooth On and Discoverable No: When your handheld and Bluetooth are on and the
Discoverable setting is set to No, you can receive connections only from devices with which you
have previously formed a trusted pair. This is similar to locking your door with a dead bolt and
disabling the doorbell, but any friends who already have the key can enter. By default, the
Discoverable setting is enabled when Bluetooth is on.

Bluetooth On and Discoverable Yes: When your handheld is on, Bluetooth is on, and the
Discoverable setting is set to Yes, you can receive connections from any Bluetooth device. You are
automatically connected with devices with which you have previously communicated, but you can
refuse invitations to connect with unrecognized devices. This is similar to locking your front door
with a dead bolt and enabling the doorbell. Friends who already have the key can enter freely, and
if someone without a key rings the bell to request a connection, you can choose to open the door
or ignore the request.
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Entering basic Bluetooth settings

Key Term

Discoverable Setting
that allows other
Bluetooth devices to find
and connect with your
handheld. Your handheld
must be on to be
discoverable.

Tip

If you are trying to
conserve battery life, turn
Discoverable mode off.

1
2

Go to the Home @ screen and select Bluetooth .

Enter the basic Bluetooth
settings:

a. Select On.

b. Tap the Device name field and
enter a name for your
handheld. This is the name
other Bluetooth devices see
when they connect to your
handheld. By default it is the
username you use during
synchronization, but you can
change it.

c. Tap the Discoverable pick list
and select Yes or No.

i Done

Bluetooth

Bluetooth:

Device Name: |

Discoverable: ¥ Yes

Service: v No Service

((Setup Devices ) [ Help )
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Setting up a phone connection

[!] Before You Begin [ ' ]IMPORTANT To use Bluetooth Manager to set up a phone connection, you must have a GSM
If you have an IR phone, mobile phone that is optionally enabled with GPRS data services.
before you begin, you
must run the Phone Link
Updater application
(Windows only) and tap
on Home/Phone Link.
Phone Link Updater is
installed on your desktop 1 Go to the Home @ screen and select Bluetooth .
computer when you
install Palm® Desktop

This is how you form a trusted pair between your handheld and your mobile phone. Once you
have set up the trusted pair connection, you automatically connect to your phone when you want
a Bluetooth connection.

software from the CD. 2
Open the Phone Setup dialog
b
Key Term OX.
Trusted pai r Two Select a phone to connect to:
. a. Select Setup Devices
devices—for example’ P Manufacturer: ¥ -Select-

your handheld and your
mobile phone—that can
connect to each other

because each device can

b. Select Phone Setup

c. Select Phone Connection

find the same passkey on d. Select Next. (Cancel) (Previous)  ( Next )
the other device. Once
you form a trusted pair \J Continued

with a device, you do not
need to enter a passkey to
connect with that device
again.
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Tip

If you receive a message
that your phone is not
ready to accept a
connection, check to
make sure that your
phone is prepared to
make a Bluetooth
connection. See the
instructionsincluded with
your phone.

3

Select the phone you want to connect to:

a. Tap the Manufacturer and Model pick lists, select the correct entries for your

phone, and then select Next.

. The Connection Setup screen displays all Bluetooth phones within range. If

your Phone did not show up on the discovery results, select Find More to
search again.

(Windows only) If the phone still does not appear, run the Phone Link
Updater application and then go to step 4. Phone Link Updater is installed on
your desktop computer when you install Palm Desktop software from the
CD.

(Mac only) If the phone still does not appear on the list, go to

www.palmone.com/us/support/downloads/phonelink.html to download
the driver for your phone, and then go to step 4.

c. Select the phone you want, select OK, and then select Next again.

DiscoveryResults €

Show: ¥ Nearby devices
Select a phone:

B PalmNokia3600
5 AR Select phone

Select if your phone

(oK )(cancel ) (FindMore)——doesnotfm’pear

M Continued
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>»> Key Term
Passkey Like a 4
password, the passkey is
a security measure. Your

Enter a passkey:

handheld | a. Enter a passkey number. This i Bluetooth Security € |
andne Fan on y can be any number you Enter passkey for
connect with adevice that choose: it does not, for Tele:
has the same passkey. example, have to be a 111
For example, to connect password you use to access a
. : (oK ) ( cancel )
to your mobile phone, network or an e-mail account. CeanceD)
you need to enter the
same passkey on your [ ! TIMPORTANT You must enter
handheld and on your the same passkey on your
phone. _handheld and your mobile phone
in order to connect to your
phone.
b. Select OK.
5 Select Done to finish phone connection setup.
W Continued
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Key Term

GPRS Acronym for
General Packet Radio
Service, a method of
sending information
wirelessly at high speeds.
Select Yes in step 7 only if
you have a GPRS account
for your mobile phone.

Determine if you want to be set
up with a network:

a. Select Yes to begin network
setup. Go to step 7.

b. Select No if you want to use
your phone connection only
to dial phone numbers from
your handheld or_send text
messages. You have finished
setup.

Begin network setup:

a. If you select Yes, go to step 8.

b. If you select No, go to step 9.

c. Select Next.

N Continued

Network Service

@ Do you want to setup
yvour handheld to
connect to the Internet
and send
e-mail?

Network Service Setup €

@ Do you subscribe to
high speed data
service (GPRS) from
your carrier?

v Yes

(Cancel ) (Previous ] [ Next )
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Tip
Contact your ISP (for .
example),/AOL or ( 8 If you selected Yes in step 7:

. Select th h
Earthlink) or your a. Tap the pick lists and select phone service is registered:
wireless carrier (for the correct information for v Ush
example, Orange or your cellular carrier. .
Cingular) if you are not Select your carrier:

w Your carrier
sure about any of these b. Select Next, and then select
settings. Done.
(Cancel ) (Previous ] [ Next )
9 If you selected No in step 7:

a. Select Next.

b. Enter the phone number you use to dial in to your ISP and the username for
your dial-up account.

c. Tap the Password box, enter your account password, and select OK. This is
the password you use to access your dial-up account.

d. Select Next, and then select Done.

i Done  You now have set up your phone connection to browse the web
and send and receive e-mail messages.
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Accessing e-mail and the web wirelessly

After you set up a connection with a mobile phone, you can send and receive e-mail or browse the
web wirelessly using this connection.

RINOTE Bluetooth functionality must be on if you want to use wireless features. You must also
set up an e-mail account on your handheld before you can send or receive e-mail messages.

Did You Know?

You can select the 1
Bluetooth indicator on

the Command toolbar to

quickly open the

Open the e-mail application or the web browser.

Bluetooth settings screen 2 Verify Bluetooth status:

from any application on

your handheld. a. Draw the Command stroke / and select the Bluetooth indicator to open the
Bluetooth settings screen. You can tap the indicator even if it is dimmed

Tip (meaning that Bluetooth is currently Off).

You can also check the

Bluetooth indicator next

to the battery indicator at Bluetooth:

the top of the Home Device N ;
evice Name

screen to see if Bluetooth =

. / e ] Discoverable:

is on. i

Bluetooth indicator Service: v Cingular

((Setup Devices ) [ Help )

b. Make sure On is selected.

N Continued

Zire™ 72 Handheld 285



CHAPTER 17 Connecting Wirelessly to Other Devices

>»> Key Term
Service Way of 3
connecting to a mobile
phone to send
information wirelessly,

Connect to your phone:

a. Tap the Service pick list and select the service that you want to use to
connect to the Internet. If you set up a phone connection, the name of the

for example, through a service you configured is listed.
high-speed (GPRS)
carrier or a dial-up b. Select Connect.

account with an Internet
service provider (ISP).

% Tip J Done  You are now ready to send and receive e-mail messages or to

When you enter a URL in browse the web.
Web Pro or select Get and

Send in Versamail, a

connection automatically

initiates with the last used

service.

Zire™ 72 Handheld 286



CHAPTER 17 Connecting Wirelessly to Other Devices

Setting up a connection to your desktop computer

Tip

Once you have set up
your PC as a trusted
device, you can set up
your handheld and
desktop computer to
synchronize wirelessly.

Tip

To access the Internet
through the desktop
computer’s network
connection, you must
allow Internet Sharing on
your computer. For more
information, see the
documentation that came
with the computer or the
operating system.

1
2

Go to the Home @ screen and select Bluetooth .

Open PC Setup dialog box:
a. Select Setup Devices.
b. Select PC Setup.

c. Select PC Connection

d. Select Next.

Select a PC and select OK.

The Discovery icon ‘&
appears to indicate that the
discovery process is active.

If your PC did not show up on the

discovery results, select Find
More to search again.

N Continued

PC Setup (i)

To set up a connection or
wireless HotSync, tap below:

g Pt )

Set up a wireless conneciton
and data service for your

PC.
@ Bluetooth HotSync

Set up your PC for Bluetooth
HotSync.

DiscoveryResults €

Show: + Nearby devices
Select aPC:
E BRAD

(oK )(cancel) ((FindMore )
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4 Create a trusted connection.

Bluetooth Security €

Ent key T
a. Select Next. ner passkey tor

BRAD:
1111
b. Enter the passkey number for
your PC and select OK.
5 Set up your PC user name and
bassword:

Enter the username and
password for your PC.
a. Enter the username and

password for your PC and Username:

select Next. Password:

Service Name:

b. If you don’t want to use a user BRAD
name and password, select
Next. ((Cancel ) (Previous | [ Next |
6 Select Done.

i Done
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Setting up a connection for wireless synchronization

1
2

Go to the Home @ screen and select Bluetooth .

Open the PC Setup dialog box:
a. Select Setup Devices.

b. Select PC Setup.

c. Select Bluetooth HotSync.

d. Select Next.

Select a computer and tap Next.

The Discovery icon &
appears to indicate that the
discovery process is active.

If your computer did not show up

on the discovery results, select
Find More to search again.

M Continued

PCSetup (i)

To set up a connection or
wireless HotSync, tap below:

g Pt )

Set up a wireless conneciton
and data service for your

PC.
@ Bluetooth HotSync

Set up your PC for Bluetooth
HotSync.

DiscoveryResults €

Show: ¥ Nearby devices
Select a PC:
B BRAD [

(oK )(Cancel) (FindMore )
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%k Tip
To synchronize with your 4
computer, go to HotSync
Manager and tap the pick
list below the HotSync

Set up a connection for wireless synchronization:

a. Follow the onscreen instructions for steps 1-3, selecting Next after each step.

icon to select your To launch HotSync® Manager on your computer, click the HotSync Manager
computer from the list. icon on the task bar in the lower-right corner of your computer screen.

Tap the HotSync icon to

begin synchronization. b. Select Launch HotSync in step 4.

c. Select HotSync ™ to synchronize your handheld with your computer.

i Done Now you can easily synchronize with your computer wirelessly.

Zire™ 72 Handheld 290



CHAPTER 17 Connecting Wirelessly to Other Devices

Setting up a connection to a network

[!] Before You Begin
You must get the passkey, 1
username, and password
for the LAN from the

Go to the Home @ screen and select Bluetooth .

Network Administrator.
2 Open PC Setup dialog box:
Key Term
LAN  Acronym for Local a. Select Setup Devices.
=" Messaging, Dial from Contacts,
Area Network. LAN refers Internet connectivity.
to a local network that b. Select LAN Setup.
connects computers € Browse the Web, Check Email,
. HotSync wirelessly.
located in your home or c. Select Next. atdbbnd
business é__um Setup
: Browse the Web, check Email.
((Done ) ( Trusted Devices |
3 Select a LAN and tap OK. .
. . i Show: ¥ Nearby devices
The Dlscove_zry Icon Select a LAN:
appears to indicate that the T
discovery process is active. 5 BlueGate AP
B T616 on
i & Unnamed Network Access Point
If the LAN did not show up on a e
. - a Pi
the discovery results, select Find  ||g gran’ .
More to search again. 2 Pico-3.
(oK )(cancel) ((FindMore )

N Continued
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4 Create a trusted connection.

Bluetooth Security @

a. Select Yes to add the LAN as a Enter passkey for

. Pico
trusted device.
12345
b. Select Next.

c. Enter the passkey number for
the LAN and select OK.

5 Enter the username and
password for the LAN and select ——
Next Enter the username and
ext. password for your LAN.
Username:t
Password: |
Service Name:
Pico
(Cancel ) (Previous ] [ Next )
6 Select Done.

i Done
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Creating trusted pairs

Did You Know? After you have set up your phone and computer as trusted devices, you may want to set up other

When your handheld and trusted devices, such as friend’s handheld. When your device recognizes a trusted device, your
Bluetooth are on and the device automatically accepts communication, bypassing the discovery and authentication
Discoverable setting is set process.

to No, you can receive

connections only from

devices with which you 1
have previously

communicated.

Go to the Home @ screen and select Bluetooth .

2 Begin the discovery process:

a. Select Setup Devices.

b. Select Trusted Devices to begin the discovery process. The Discovery icon

') appears to indicate that the discovery process is active.

c. Select Add Device.

3 Select the device you want to -
. DiscoveryResults €
add as a trusted device. :
Show: ~ AllKnown Devices
Select adevice:

If the device you want to add = BlueGate AP

does not appear on the discovery B BRAD e
. . PalmNokia3600
results list, select Find More to > Palm
search again. & Pico
& Pico-3
Sglais
W Continued

(oK )(Cancel ) (FindMore ]
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%k Tip
You can delete a trusted
device or view the details
about a trusted device,
such as the device
address and your most
recent connection. In
Bluetooth Manager, select
Setup Devices, and then
Trusted devices. Select
the appropriate device
and tap Details.

Connecting Wirelessly to Other Devices

A

Enter the same passkey on your handheld and the other device and select OK.

[ ! ]IMPORTANT Some Bluetooth devices have a built-in passkey; others
enable you to choose the passkey; see the documentation included with your
Bluetooth device for information. In either case you must use the same passkey
on both the device and your handheld.

Many phones also require you to put the phone into a mode where it can
accept a key exchange for bonding in a trusted pair. See the documentation
included with your phone for information.

Bluetooth Security €
Enter passkey for
T616:
(Done ) (Details.. ) [((Add Device )
Select Done.

i Done
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Setting advanced Bluetooth features

These advanced settings are used in special circumstances.

%k Tip
If the remote device name
has changed, disabling
device name cache forces
your handheld to retrieve
the new device name.

Storing recently found device names

When you enable or disable the device name cache you control whether or not your handheld
retrieves the names of remote devices each time the discovery process takes place. By default, the
device name cache is enabled which means the names of devices that are found are stored in
cache. The next time the device is discovered, the name appears very quickly.

1
2

Go to the Home @ screen and select Bluetooth .

Open the menus .

Select Options, and then select Disable device name cache.

The selection on the Option menu toggles to Enable device name cache. This
indicates that the cache is disabled.

i Done
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Allowing your handheld to wake up when it is turned off

You can set your handheld to receive information through Bluetooth connections when your
handheld is turned off. The radio remains on, but your device is not discoverable. For another
Bluetooth device or application to wake up your handheld, they must know your device name.
This limits the connections to devices that are trusted or have connected with you before.

1
2

Go to the Home @ screen and select Bluetooth .

Open the menus .

Select Options, and then select Allow wakeup.

The selection on the Option menu toggles to Do not allow wakeup. This
indicates that Allow Wakeup is enabled.

[ ! ]IMPORTANT Enabling the Allow Wakeup setting uses battery power even
when your handheld is turned off. Be sure to monitor your battery level.

i Done
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Related topics

Click a link below to learn about these related topics:

My Handheld

Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/

myzire72.

Support

If you're having problems
with Bluetooth or with
anything else on your
handheld, go to
www.palmOne.com/

support/zire72.

Moving
Around

E-mail

Messages

Contacts

Synchronizing

Common

Questions

e Opening applications
e Using menus

Sending and receiving e-mail messages wirelessly using your handheld’s
Bluetooth technology

Sending and receiving text and multimedia messages wirelessly using your
handheld’s Bluetooth technology

Connecting to telephone numbers in your list of contacts
Synchronizing your handheld with your desktop PC

Answers to frequently asked questions about Bluetooth
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CHAPTER 18

Sending and Receiving E-mail Messages

In this chapter

Upgrading an existing e-mail

account

About e-mail accounts

Creating an account

Managing e-mail accounts

Getting and reading e-mail

Sending an e-mail message

Working with e-mail folders

Working with e-mail
messages

Working with attachments

Synchronizing e-mail on your

handheld with e-mail on
your computer

Advanced VersaMail
application features

Related topics

If you already know how efficient
e-mail is for staying in touch with
personal and business contacts,
VersaMail™ personal e-mail software
brings you a new level of convenience:
e-mail on the go. If you are a new
e-mail user, you will enjoy the ease and
speed of communicating with friends,
family, and colleagues anywhere you
can make an Internet connection.

You can attach files such as photos to
e-mail messages, as well as Microsoft
Word or Excel files created in
Documents to Go on your handheld—
or receive any of these file types as
attachments to view and edit at your
convenience. You can also synchronize
e-mail messages on your handheld
with e-mail on your desktop computer.

-
—
=

Benefits of the VersaMail
application
» Access e-mail on the go

» Send and receive photos, sound files,
Word and Excel files, and more

« Save messages from your computer
to view at a convenient time
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Upgrading an existing e-mail account

If you have already used the VersaMail application (or the earlier MultiMail application) on a
Before you can set up an different handheld and kept your old username, you can upgrade your existing e-mail account for
e-mail account on your use on your new handheld.

handheld, you must do

the following:

[!] Before You Begin

’ Ins_tall_the VersaMail 1 Synchronize your new handheld

—‘L‘ Ilcat_lon from the with your computer. Select the w

installation CD onto your username associated with your il =
handheld. old handheld; this contains your

e,

existing account information.

Delete...

 If you don’t already
have one, establish an
account with an Internet
service provider such as
Earthlink or a wireless
carrier such as Cingular.
You can also use a

corporate e-mail account. 2 Go to the Home @ screen and select VersaMail ﬁ

* For wireless accounts
only: Have active service

Rename...

Users...

JipTIR

Help

with 2 ere_less carrier 3 Tap Yes to accept the upgrade.
and a mobile phone

equipped with J:

Bluetooth® technology. Done

You must also set up a
phone connection on
your handheld. (Not
required if you want to
access email over your

company’s Bluetooth
network.)
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About e-mail accounts

The VersaMail application is software that lets you access e-mail on your handheld from an_
account with an e-mail provider (such as Earthlink or Yahoo) or from your corporate e-mail
account. For each e-mail account you want to access, you must set up an account on your
handheld. For example, if you have an Earthlink account and a corporate account, set up one
account for each. You can create up to eight e-mail accounts on your handheld.

[ ' ]IMPORTANT You must have an account with an e-mail provider or a corporate account. The
VersaMail application works with these accounts to transfer messages to your handheld. The
application is not an e-mail service provider.

Account and connection types
You can set up two types of e-mail accounts on your handheld:

Wireless Send and receive e-mail directly to and from your handheld using the built-in Bluetooth
technology or by positioning the IR port on your handheld so that it can beam to the IR port on
your mobile phone.

Synchronize Only (Windows computers only) Transfer messages from the e-mail application on
your computer (such as Microsoft Outlook) to your handheld by synchronizing. You can’t send and
receive messages wirelessly for this type of account.

Using an e-mail provider
If you are setting up a new e-mail account and have a well-known e-mail provider (Internet service

provider or ISP) such as Earthlink or Yahoo!, many of the required settings during the account
setup are automatically configured.

For other ISPs, you need the following information:

e The protocol used for incoming mail, such as Post Office Protocol (POP) or Internet Message
Access Protocol (IMAP)

e The name of the incoming mail server
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* The name of the outgoing mail (Simple Mail Transfer Protocol, or SMTP) server

* Your account’s security feature (if it has one), such as Secure Socket Layer (SSL), Authenticated
Post Office Protocol (APOP), or Extended Simple Mail Transfer Protocol (ESMTP)

e Your e-mail address and password
» The login script (if any) that you need for connecting to your ISP or mail server
Go to your e-mail provider’s web site or contact their customer support to obtain this information.

Using a corporate e-mail account

If you want to access e-mail on your handheld using your corporate e-mail account, you create this
account on your handheld in exactly the same way as any other account, with one exception: for a
corporate e-mail account, you may need to set up a virtual private network (VPN).

If your company has a Bluetooth network located behind the corporate firewall, or if you are using
an 802.11b (also called Wi-Fi) SDIO card (sold separately) in your handheld and your company has
an 802.11b network located behind the corporate firewall, you may not need to set up a VPN to
access your corporate e-mail account. See the following section for details.

When setting up a corporate e-mail account, keep in mind the following:

Username and password This might be your Windows 2000 username and password, your
Lotus Notes ID username and password, or something else. Check with your company’s server
administrator to obtain the correct username and password. The VersaMail application provides
strong 128-bit AES encryption for your password.

Protocol Most corporate mail servers use the IMAP protocol for retrieving mail. In rare cases,
your company server may use the POP protocol. Check with your company’s server administrator
to verify the protocol.

Incoming and outgoing mail server settings Check with your company’s server administrator to
obtain these settings.
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With a corporate e-mail account, you can access the following types of mail servers, among
others:

* Microsoft Exchange
e Lotus Domino
¢ Sun iPlanet

VPNs

If you want to access e-mail on your handheld using your corporate e-mail account, you may need
to set up a virtual private network (VPN) on your handheld. A VPN enables you to log in to your
corporate mail server through the company’s firewall (security layer). Without a VPN, you cannot
break through the firewall to gain access to the mail server.

You need to set up a VPN to access corporate e-mail in either of the following two situations:
* Your company’s wireless local area network (LAN) is located outside the firewall.

* Your company’s wireless LAN is located inside the firewall, but you are trying to access the
network from outside the firewall (for example, from a public location or at home).

Check with your company’s server administrator to see if a VPN is required to access the corporate
network.

The auto get mail with notification feature in the VersaMail application may not work with a VPN
connection. Also, you cannot use scheduled sending retry of e-mail with accounts that use a VPN
connection.
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Creating an account

[ ' ]IMPORTANT If you plan to synchronize your new handheld with an existing username from
another handheld, you must do so before you enter your e-mail account information in the
VersaMail application. If you enter the e-mail account information first and then synchronize your
handheld to an existing username, the e-mail account information you entered is overwritten.

Setting basic account options

1 Go to the Home @ screen and select VersaMail 8
2 Open the Account Setup screen:
To setup an account, tap New,
a. Open the menus . or select an account to edit.
Yahoo
Work Email

b. Select Accounts, and then
select Account Setup.

c. Select New.

W Continued (New..) (Edit..) (Delete)
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Key Term
Protocol Settings your 3
e-mail provider uses to

receive e-mail messages. .
9 a. In the Account Name field, enter

Most providers use the -
P a descriptive name. Account Name: VersaMail
Post Office Protocol

(POP); a few use the Mail Service: ¥ Yahoo

b. Select the Mail Service pick list,
Protocol: ¥ POP
Internet Message Access and then select your e-mail rotocol
Protocol (IMAP).

provider. Select Other if your
Tip provider is not listed.

If your e-mail provider
appears on the Mail

Enter the basic account information:

Enter a name for this account
{e.g. My Mail) and select settings.

O Synchronize Only Account

c. If you chose Other, select the Protocol pick list, and then select POP or IMAP.

Service pick list, you don’t d. Select the check box if you intend only to synchronize e-mail for this account
need to select a protocol. on your handheld with a mail program on your computer such as Microsoft
The correct protocol is Outlook, Outlook Express, or Lotus Notes. If you intend to ever send or
automatically displayed. receive e-mail for this account wirelessly from your handheld (even if you

will also synchronize e-mail), leave the check box deselected.

e. Select Next.

M Continued
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Tip
Your username Is usu_ally 4 Enter the account username and a . .
the part of your e-mail Saseword:
address appearing before E::etrhlﬂs username and password
the @ symbol, not your a. Enter the username you use

. . : Username:
entire e-mail address. to access your e-mail.
Check with your ISP if you
are not sure what b. Select the Password box,
username to enter. enter your e-mail account

password, and then select OK.

Did You Know? (Cancel) (Previous) (Next )

Your incoming mail c. Select Next.

server is also called your
POP or IMAP server; your 5

outgoing mail server is If you chose a common e-mail
. . . ersaiviai

also called your SMTP p_rOVI_der from the Mail Services Review your settings and edit
server. pick list on the Account Setup if necessary.

screen, this screen is already Email Address:
Tip filled in. If not, enter the names Jsuser@yahoo.com

of the incoming and outgoin Incoming Mail Server:
If you selected the mail servers: 9 9 9 pop.mail.yahoo.com
Synchronize Only Outgoing Mail Server:

smtp.mail.yahoo.com

Account check box in a. Enter your e-mail address.

step 3, you need to (Cancel ] (Previous) (Next )
configure this account on b. Enter the names of your mail
your computer before servers.
you can send or get
e-mail messages. c. Select Next.
N Continued
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6

Do one of the following:

Finish setup Select Done to
finish setup and go to the Inbox
of the account you set up, where

you can begin getting and
sending e-mail.

[!' ]IMPORTANT If you setup a
synchronize-only e-mail account,
you need to configure this
account on your computer. You
can’t synchronize e-mail on your
handheld with e-mail on your
computer until you configure the
account on your computer.

Set additional mail options
Select Next to set advanced mail

options.

i Done

Your VersaMail account is
completed. To exit, tap
done.

To set additional mail
options, tap next.

((Done ] (Previous) (Next)
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Setting advanced mail options

Did You Know?

The POP protocol does 1
not support retrieval of

unread mail only from the

Set mail retrieval server options for a POP or IMAP account:

server. If you haVe a POP POP accounts IMAP accounts
e-mail account, the
VersaMail app| ication Incoming Mail Options: Incoming Mail Options:

® Getunread mail ONLY. ® Getunread mail ONLY.
downloads all messages O Delete messages on the O Delete messages on the
from the server server when they are server when they are

deleted in VersaMail. deleted in VersaMail.
regardleSS of whether ® Leave mail on server {e.g.
you have read them (fOf to view on desktop later.)

Port Number:110 Port Number:143
example’ onyour deSktOp [ Use Secure Connection {SSL). [ Use Secure Connection {SSL).
or on the web), and Maximum Message Size: 5 KB. Maximum Message Size: 5§ KB.
regardless of whether (Cancel) (Previous) (Next ) (Cancel) (Previous) (Next )

this check box is selected.
a. Select any of the following:

Tip

If you choose to leave Get unread mail (IMAP account only) Select Get unread mail ONLY to

mail on the server and, download only unread mail to your handheld. If you don’t choose this option
for example, read and you tap Get & Send, all of your messages on your provider’s mail server are

messages from your downloaded to your Inbox, including messages you have already read.

Yahoo account on your
handheld, the messages
are still visible the next
time you check your
Inbox on Yahoo.com. Leave mail on server (POP account only) To get e-mail on your handheld but

leave it on the server so you can view it later on your computer, select the Leave
mail on server check box.

Delete messages on server To delete messages on your provider’s mail server
when they are deleted in the VersaMail application, select the Delete messages
on the server when they are deleted in VersaMail check box.

M Continued
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Cont’d. Port Number The port number setting defaults to 110 for POP and to 143 for
IMAP servers. You may need to change the port number if you choose to
retrieve incoming mail over a secure connection (see the next item). If you are
not sure about the correct port number, check with your mail server
administrator.

Use Secure Connection To retrieve incoming mail over a secure (Secure
Socket Layer, or SSL) connection, select the Use Secure Connection check box.
If you select the check box, the port number for incoming mail changes to 995.
You may need to change the port number; check with your mail server
administrator.

Maximum Message Size To limit the maximum size of an incoming e-mail
message, enter the size in kilobytes (KB) for Maximum Message Size. The
maximum size of an incoming message is 5KB by default, but you can enter any
size up to 5000KB, including attachments. The maximum message size that you
can retrieve is 60KB for the body text and approximately 5 megabytes (MB) of
total data for any attachments. Because downloading large messages can
consume handheld resources, the VersaMail application displays the size of the
message and asks if you want to continue downloading any message that
exceeds your maximum message size, up to a total size of 5SMB.

b. Select Next.

M Continued
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Set outgoing mail options:
a. Select any of the following:

Display Name Enter the name you
want to appear on your outgoing
messages, such as “Joe Smith”

Reply To Address Enter the e-mail
address that you want recipients to
see and reply to on your e-mail

Outgoing Mail Options:
Your Name (for display only):
jsuser]

Reply To Address (if different than
current account):

O BCCacopy of outgoing msgs to:

(Cancel ] (Previous) (Next )

messages, only if this is different from the e-mail address from which you are
sending the message. For example, if you are sending a message from
me@yahoo.com but you want recipients to reply to me@earthlink.net, enter the
reply-to address here. Reply To Address makes it look as though the e-mail

came from the address you entered.

BCC Select the BCC check box to send a blind copy of any e-mail message you
send to another e-mail address. The blind copy e-mail address is not seen by
the other recipients of the message. For example, if you want a copy of all
messages you send from your handheld to be sent to your corporate e-mail

account, enter that e-mail address.

b. Select Next.

M Continued
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* Tip
Use a signature to add 3
your name and phone
number to all outgoing

Add a signature:

o] ing Mail Opti H
a. Tap the Attach Signature to raoing Mal options

[ Attach signature to messages.

messages. messages check box, and then J.5. User
enter the text of the signature. Marketing Director

555-555-5555]

b. Select Next.

M Continued

(Cancel) (Previous) (Next)
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Tip
If you need to enter new 4 Set additional outgoing mail options: )
authentication .
. . vanced Outgoing Options:
information, enter your a. Select any of the following: Port Number:25.......
username, tap the O Use Secure Connection (SSL).
. M My server requires

Password box, enter a Port Number The default is 25, the authentication (ESMTP)
password, and then port number most SMTP servers Username:
select OK. Check with use. If you are not sure about the jsuser] :
your e-mail service correct port number, check with Password: : - .
provider for your mail server administrator. Tap done to complete setup.

e
authentication username

Use Secure Connection To send outgoing mail over a secure (Secure Socket
Layer, or SSL) connection, select the Use Secure Connection check box.

and password
information.

Authentication Select the check box if the outgoing server (SMTP) requires
ESMTP authentication. Check with your system administrator before selecting
this option. If you select this option, username and password fields appear.
These fields are already filled in based on the account information you entered.
In most cases, the information displayed is correct; however, occasionally your
authentication username and/or password is different from your account
username or password.

b. Select Done.

i Done

Testing your new account

After you finish setting up a new e-mail account, the Inbox of the account you just created is
displayed. You can test whether the e-mail account is set up and working properly by getting

messages.
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If you set up a synchronize-only e-mail account, you need to configure this account on your
computer. You can’t synchronize e-mail on your handheld with e-mail on your computer unless
you configure the account on your computer.

Managing e-mail accounts

After you can create an account, you can edit or delete it, or customize the account by adding
ESMTP authentication, selecting a specific service to connect to your network, and more.

Editing an e-mail account

1 Select the account you want to
it
' To setup an account, tap New,
~ or select an account to edit.
a. Open the menus . Yahoo

Work Email

b. Select Accounts, and then
select Account Setup.

c. Select the name of the

account to edit, and then (New..) (Edit.) (Delete)
select Edit.
2 The same series of screens appears for editing an account as for creating an

account. Go through the screens by tapping Next, and change the entries you
want to edit on the appropriate screens.

i Done
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Tip

Synchronize your
handheld with your
computer to free up the
memory associated with
an account after you
delete it.

Sending and Receiving E-mail Messages

Deleting an e-mail account

When you delete an account in the VersaMail application, the account is removed from your

handheld. The account still exists on the server. For example, deleting your Yahoo account from
the VersaMail application deletes the account only from your handheld. Your e-mail account still
exists at Yahoo.com.

You can delete all but one of your e-mail accounts; you must have at least one account.

1

Select the account you want to
delete:

a.

b.

Open the menus .

Select Accounts, and then
select Account Setup.

Select the name of the
account to delete, and then
select Delete.

Delete the account:

a.

b

Select Yes in the Delete
Account dialog box to delete
the account and all associated
e-mail messages.

Select OK.

i Done

To setup an account, tap New,
or select an account to edit.

Yahoo

VersaMail

(New..) (Edit.) (Delete)

Delete Account

@ Are you sure you want
to permanently remove
the Work Email
account?
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Selecting a different service for an e-mail account

When you set up a phone connection on your handheld, you pair each connection with a network
service. You also select one of these services to be the default for all network activity on your
handheld, including sending and receiving e-mail.

For any given e-mail account, however, you can switch to a different service for that account only.
For example, the default service you have selected for your handheld may be called Bluetooth and
may use your handheld’s built-in Bluetooth functionality to make a connection to your corporate

mail server. However, for your Earthlink account, you may want to switch to the service called IR,

which uses your handheld’s IR port to make a connection to your e-mail service provider through
your mobile phone.

When you exit the VersaMail application, the service disconnects (unless you are using the default
service for your handheld). When you reopen the application, the e-mail account you selected
(Earthlink in this example) continues to connect using the new connection (IR in this example)
until you either select a new service or deselect the Always connect using check box. If you
deselect the Always connect using check box, the e-mail account (Earthlink) connects using the
default handheld service (Bluetooth in this example).

The Always connect using check box changes the connection service for the selected e-mail
account only. You must follow the procedure for each e-mail account whose connection you want
to switch from the default connection on your handheld.
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If there is an existing
service connection, it is
disconnected and the
new connection is
initiated. The VersaMail
application sends and
checks for any new e-mail
using the new
connection.

Open the Account Details dialog
box:

a. From the Inbox of the account
you want to switch, tap Get
Mail.

b. Tap Details.

Select the new service:

a. Tap the Always connect using
check box. A pick list of
available services appears.
The currently used connection
is displayed by default.

b. Select the connection you
want to switch to from the
Service pick list.

c. Tap OK, and then tap OK
again.

i Done

Get only:
 unread mail
......... days
 Download Attachments
Max Message Size 5 KB

O Always connect using:

 Get unread mail ONLY
 Download Attachments

RN ATS T Worldhet
O Auto-l{Compuserve

Max Mess|Earthlink
PSINet
M Alway: Unix

Servic|yynet

oK Ce| Yerio
G Windows RAS
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Adding ESMTP to an account

Some services require ESMTP authentication to validate your username and password on an

SMTP server. If you aren’t sure if your ISP or web e-mail provider supports ESMTP, check with your

e-mail provider.

1 Select the account to which you
want to add ESMTP:

a. In your Inbox or on another
folder screen, open the

menus .

b. Select Options, and then
select Mail Servers.

c. Tap the Account pick list, and
then select Edit Accounts.

d. Tap the name of the account

you want to change, and then
tap OK.

M Continued

Mail Servers (i)

Account >

Work Email
VersaMail
Username: Edit Accounts...

jsuser

Protocol +

Password: -

O Always connect using:

(oK ) (Cancel ] ( Details... )
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* Tip

If you need to enter new 2

ati Add ESMTP:
authentication Mol Servers i)
. . . Options: + Advanced Outgoing
information, enter your a. On the Mail Servers screen PortNumber: 25
username, tap the (see step 1), select Details.
Password bOX, enter a My server requires
password, and then b. Tap the Options pick list, and authentication (ESMTF)
select OK. Check with then select Advanced Outgoing. :‘:j;_',i'“'“e
your e-mail service Password: |
provider for c. Select the check box. T

B . QK C |
authentication username

RINOTE Check with your system

administrator before selecting this option. If you select this option, username
and password fields appear. These fields are already filled in based on the
account information you entered. In most cases, the information displayed is
correct; however, occasionally your authentication username and/or password
is different from your account username or password.

and password
information.

d. Select OK.

i Done
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Getting and reading e-mail

4+ Did You Know? You can choose to see only the subjects of your e-mail (which includes message size, sender, and
' subject), so that you can decide if you want to download the entire message. Or you can choose to
You can set up your . - . . -
handheld get the entire message for all of your incoming e-mail. If you choose to get the entire message, the
anadnelo to body text of the message is downloaded up to the maximum message size you select.

automatically check for
and download new . . ]
e-mail messages. Switching among e-mail accounts

To view the e-mail in an account, you must switch to that account and then get the e-mail.

1 Go to the Home @ screen and select VersaMail ﬁ

2 Select the account for which you want to get e-mail:

(- 4
a. In your Inbox or on another folder screen, open the menus .

b. Select Accounts, and then select the name of the account you want.

N Continued
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3

Tap the folders pick list, and then
select Inbox if the Inbox is not
displayed.

i Done

Edit Folders...

((New )( GetMail )( Display )
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Tip

If you selected the
Synchronize Only
Account check box, you
must synchronize your
handheld with your
computer to download
messages to your
handheld.

Did You Know?

You can deactivate the
Get Mail Options dialog
box by using VersaMail
Preferences.

Tip

If you select Messages,
the first 5KB of each
message is downloaded.
You can change the
maximum size for
downloaded messages in
VersaMail preferences.

Sending and Receiving E-mail Messages

Getting e-mail messages

1
2

Go to the Home @ screen and select VersaMail ﬁ

Choose whether to get message subjects only or full messages:

a. Open the menus .

b. Select Accounts, and then select the account you want.

c. Select Get Mail or Get & Send.

[Versamai I ~ oo
New Get Mail Display

=

Get Mail Options (i)

Subjects Only

(oK ) (Cancel ) (Details... )

d. In the Get Mail Options dialog box, select Subjects Only to download
subjects only, or select Messages to download entire messages.

N Continued
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Did You Know?

When message retrieval
is complete, a dialog box
appears displaying the
number of new e-mail
messages.

Tip

For IMAP accounts, you
have the option of
synchronizing IMAP
folders from the Get Mail
Options dialog box. With
wireless IMAP folder
synchronization, you can
synchronize e-mail
messages between a
folder in an e-mail
account on your
handheld and a folder
with the same name on
your e-mail provider’s
mail server.

3

i Done

Sending and Receiving E-mail Messages

[&] OPTIONAL Select advanced
options for getting e-mail: Get only:
M unread mail
a. Select Details, and then select O mail from last: 7 days
any of the following: M Download Attachments
Max Message Size 5 | KB
* Get unread e-mail only [ Always connect using:
(IMAP accounts only)
+ Get messages sent within the

number of days you specify
(default is 7)
« Download attachments
* Set maximum message size (default is 5KB)
» Set the default connection type for this account.

b. Select OK to return to the Get Mail Options dialog box.

Select OK.

[ &] OPTIONAL If you are retrieving mail using a VPN connection, you may
be asked to enter the username and password you use to log in to the VPN.

Select OK.

A list of your messages appears in the Inbox.
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Auto get mail with notification

4 Did You Know? You can set up the VersaMail application to automatically get new e-mail messages and download

If more than one them to your handheld with the auto get feature.

scheduled auto get
happens at the same time
(for example, for two

If auto get downloads any new messages, your handheld lets you know with a blinking light or a
beep. And a list with the number of new messages retrieved appears on the Reminders screen.

separate e-mail The auto get feature downloads only the first 3KB of each message. You can tap the More button
accounts), auto get on the message screen to download the entire message.

retrieves messages in the

following order: Auto get recognizes any filter criteria you set up for downloading messages. Messages that don’t

meet these filter criteria are not downloaded during an auto get. You need to turn off all filters and

1 Any past-due auto get manually retrieve these messages.

(for example, a retry of an

earlier failed auto get). ) )
. Scheduling auto get mail
2. Current retrievals

according to the order of You can set up different schedules for each of your e-mail accounts, but you can set up only one
e-mail accounts (#1, #2 schedule for each account. For example, if you set up a schedule to get mail on weekdays for your

and so on) Yahoo account, you can’t set up a separate schedule for weekends for that account.

The auto get feature may not work with your specific VPN connection. It doesn’t work for SSL

i ?
+ Did You Know: connections, or if you have set up the security preferences on your handheld to encrypt databases
For some nonsupported on the handheld.

connection types, the
auto get mail option
doesn’t appear on the
Options menu; for others,
if you try to set up an auto
get schedule, an error
message appears.
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Tip

You should perform a
manual get mail after
setting up a scheduled
auto get. Then, only new
messages are retrieved
during auto get.

Or, if you have configured
an e-mail account to
synchronize messages on
your handheld with
messages on your
computer, you can
synchronize after setting
up a scheduled auto get
to make sure that only
new messages will be
retrieved.

Sending and Receiving E-mail Messages

Select Auto Get Mail for a given

account:

¥ Get mail automatically

a. From the Inbox or on another Every: > 1Hour
folder screen, open the

menus .

b. Select Options, and then
select Auto Get Mail.

c. Select the Get mail
automatically check box.

Set schedule options:

Interval Tap the Every pick list and select the time interval, from 15 minutes to
12 hours. Note that if you set a more frequent interval, you may need to
recharge your handheld’s battery more often.

Start/End Time Tap the Start and End Time boxes, and then tap the hour, the
minute, and AM or PM to enter the time for the first and last auto get mail to
take place. Tap OK.

Days Tap the days you want the schedule to be active. You can choose any
number of days, but you can set up only one schedule for each e-mail account.

Select OK.

M Continued
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4 [ &] OPTIONAL Tap Get Mail.

i Done

Auto get notifications
The auto get mail feature provides three types of alerts during and after it gets messages:

Status messages Depending on the connection type, a series of status messages may appear
during the auto get connection and mail retrieval process.

Notifications You can choose to have your handheld alert you with a beep or alert sound, or with
a blinking light, when a new message arrives in your account.

Reminders screen If auto get discovers and downloads new messages for an e-mail account, a
notification appears on the Reminders screen, telling you the account name and the number of
new messages. If auto get is scheduled for more than one account, a separate notification appears
for each account.
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Setting notification options

You can choose a sound—such as a bird, a phone, or an alarm—to let you know when new e-mail
arrives.

Did You Know?

Any custom sound you 1
install on your handheld

appears on the Notify

Sound pick list.

Turn on notification:

(- J
a. In the Inbox or on another folder screen, open the menus .

- b. Select Options, and then select Notification.

Ip

You can follow these c. Tap the Notify me of new mail and mail alerts check box.
steps to change the

notification sound at any

time. e . .
2 Select notification options: Notification o

Tip Tap the Notify S d pick list  Notify me of new mail.

a. Tap the Noti ound pick list, o Notif £ Auto Get
You can alsp sel your. and then select a sound. The and Send failures.
handheld’s indicator light handheld plays a brief Notify Sound: ~ None
to blink when new e-mail demo of the sound.
arrives, and adjust the
volume of the notification b. To receive notifications of
sound. successful auto get mail and automatic send retries only, deselect the Notify

me of Auto Get and Send failures check box. Leave the check box selected if
you want to receive notifications of both successful and failed auto get mail
and automatic send retries.

c. Select OK.

i Done
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Viewing and using the Reminders screen

The Reminders screen on your handheld shows info about new e-mail messages. It also shows
alerts from other applications, such as Calendar appointments.

To view the Reminders screen, tap the blinking asterisk when it appears in the upper-left
corner of any screen.

If you set up a scheduled auto get mail and you receive new e-mail messages, they are
downloaded into the Inbox. If you are working with e-mail messages in the Inbox, the Reminders
screen doesn’t display a reminder for new messages, because they are already displayed in the
Inbox.

A broken envelope icon L3: appears next to a notification when an auto get mail fails.
You can do any of the following:
e Tap the check box to clear a reminder from the list.

« Tap the reminder (either the mail icon or the text description) to go to the Inbox of that account
or to read a detailed error message.

« Tap Done to close the Reminders screen and return to whatever you were doing on your
handheld before the Reminders screen appeared.

« Tap Clear All to delete all reminders on the Reminders screen.

When a notification appears on the Reminders screen, tap the notification to go to the Inbox of
that account, or launch the VersaMail application and go to that account. Once you view a
message in the Inbox, the message is removed from the Reminders screen, even if you don’t open
it. Auto get then starts at the next scheduled interval, with the Reminders screen counter reset to 1.

If you don’t go to the Inbox of the selected account and another scheduled e-mail retrieval finds
new messages, the Reminders screen adds the number of new messages to the notification for
that account. For example, if scheduled auto get #1 finds two new messages and, before you view
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the Inbox, scheduled auto get #2 takes place and finds three more new messages, the Reminders
screen notification indicates five new messages for that account.

If auto get discovers new messages but then fails for any reason, the Reminders screen shows the
account name and an error message. You can tap the error message or open the VersaMail
application for that account for more detailed information on the failed auto get.

5:02am Reminders

O =3¢ L3 VersaMail mail account
Scheduled get failed Auto Get Mail

@ The last scheduled get

failed. You may wish to
perform a manual get at
your convenience. user
cancel (0x121F)

((Done ) ((Snooze ) (Clear All )

You can choose to disable notifications for auto get mail failures.

Auto get mail retries

If the interval for a scheduled auto get is set at “Every 1 hour” or less frequently, and an auto get
fails for any reason, the VersaMail application tries to retrieve e-mail every 30 minutes until either
the next scheduled auto get occurs or the end time for scheduled e-mail retrieval is reached. If the
interval is set for more frequently than “Every 1 hour,” the VersaMail application waits until the
next scheduled auto get.
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Resource issues with auto get mail

The auto get mail feature can cause the following resource constraints:

Decreased battery life If you set the auto get interval for more often than once per hour, your
handheld’s battery charge may drain more quickly, and you may need to recharge the battery more
frequently.

Increased monthly charges Some wireless providers, such as Cingular or T-Mobile, charge a fee
for data transactions. If you use one of these providers, using the auto get feature can
substantially add to your monthly charges. This is especially true for POP accounts, because POP
messages take longer to download than IMAP messages.

If you primarily retrieve messages over your company’s network (Bluetooth or 802.11b network),
monthly charges should not be an issue.

To help with these concerns, set your interval for e-mail auto get to retrieve messages no more
frequently than once per hour.

Inbox icons in the VersaMail application

The icons to the left of a message in the Inbox tell you the message’s status.
’ Only the subject header information is downloaded.

B Part or all of the message text is downloaded.

ﬂ Part or all of the message text and attachment information is downloaded.
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Tip

Use the navigator for
one-hand message
viewing:

1. Press Select on the
navigator to highlight the
first message displayed
on the screen, and then
press Up or Down to
scroll one message at a
time to the message you
want to read.

2. Press Select to open
the message.

3. After reading the
message, press Select to
close the message.

Sending and Receiving E-

mail Messages

Reading e-mail messages
To read e-mail, tap the e-mail message in the Inbox or the folder where the message is located.

o 8 Les Newman 5:36a
revised instructions for creatin... |

+ 8 Travis Washington 5:30a
these are funny

¢ [ Angela Yee 5:28a
review comments

¢ [ Travis Washington 5:24a
cool site

¢ & monica_lewis 3:33a
ALC Account Form Reminder

((New )(_ GetMail ) (Display )

—Tap to read

ges by subjects only, tap the More button to view the body of the e-

If you chose to get messa

mail message, plus any attachments, up to the maximum message size you select. If the
downloaded message exceeds your maximum message size, only a partial message is displayed.
Tap the More button to view the entire message.

If you chose to get entire messages, the body of the message is displayed. However, if the
downloaded message exceeds your maximum message size, only part of the message is
displayed. Tap the More button to view the entire message.

[inbox] 4 305 p [EF

From: "Angela Yee"
<angyee? 1@hotmail.com>
Subj: review comments

for your approval

There are now three new levels of
MSN Hotmail Extra Storage! Learn
more.

(Done ) (Reply) (Delete) (F)—

| Tap More to view the

entire message
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Selecting whether to receive messages as HTML or plain text
By default, the VersaMail application is set to receive mail in HTML format. This means that any e-

mail messages sent as HTML are displayed on your handheld with basic HTML formatting intact,
including the following:

» Boldface

* Italics

e Underlining

» Colored words

* Bullet lists

* Numbered lists

e Line breaks

For certain types of graphics (for example, JPEG or GIF files), the graphic may be displayed as a
URL in the body of the e-mail message. In some cases, you can tap the URL to open the graphic.

Messages sent as plain text are displayed as plain text only, and any text stripped of its HTML
formatting is displayed as plain text as well. You can set the application to receive all messages as
plain text only, regardless of the format in which they were sent. If you choose this option, only the
text of any messages sent in HTML format is displayed.

RINOTE The VersaMail application sends all messages as plain text only, with all HTML tags
stripped, even if you are forwarding or replying to a message that was originally received as
HTML.
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1 Open VersaMail Preferences:
(- 4
a. Open the menus .

b. Select Options, and then select Preferences.

2 Select message format:
. . G 1
a. Tap the Receive Format pick eneral |Advanced] system
list, and then select HTML or Get ~ Subjects Only
IS ' ! © Ask Every Time
Plain Text. The default is ® Confirm Deletions
HTML. O Delete Msgs on Server
[ Download Attachments
b. Select OK. Receive Format:
i Done OK Cancel
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Customizing the font of messages you are reading
You can change the font, size, or style of incoming messages to make them easier to read.

=4 Did You Know?
The font settings you 1
choose apply to all
incoming messages, not
just the current one.

Open the Select Font dialog box:

a. On the message screen, open the menus \E/.

b. Select Options, and then select Font.

2 Customize the font: =
a. Tap each pick list (Font, Size, F"_“t’ ~ Falm
Style) and select the option Size: ¥ 9
you want. Style: ¥ Plain
Sample:
b. Tap OK. This is a sample.
i Done
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Sending an e-mail message

K Tip
If you selected the 1
Synchronize Only
Account check box, you
must synchronize so that

Go to the Home @ screen and select VersaMail ﬂ

messages you compose 2 Open a new message:

on your handheld can be

sent out through your a. Open the menus _

computer’s e-mail

application. b. Select Accounts, select the account you want, and then tap New.
+ Did You Know? “Tol

You can set up your K3

handheld to st::;

automatically try

resending any messages é

that are not sent correctly

the first time.
+ Did You Know? ((New )(_ GetMail ) (Display ) (Send )(Qutbox )(Drafts ) (Cancel

When you put addresses
in the copies (cc:) field,
they are visible to all
other recipients.
Addresses in the blind
copies (bcc:) field are
hidden from all other
recipients.

N Continued
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Tip
Subjects longer than one .
line are shown onasingle 3 Address and compose your message:
line with an eII|_p3|s a. Enter the recipient’s e-mail
symbol to the right of the address by entering it directly,
subject line. Tap the entering it from Contacts, or 2ubj Payroll dates
subject to see the full using Smart Addressing. SN
subject.
b. In the Subject field, enter the
Did You Know? subject of your e-mail.
Open the menus and (Send ) (Qutbox ) (Drafts ) (Cancel )
select Edit to access the c. Inthe area below the Subject line,

enter the text of your e-mail. The first character of each sentence is

editing features available : oo
automatically capitalized for you.

for a message you are
composing.

Tip [ &] OPTIONAL Attach one or more files to send with your message.
If you open another
application while you're

working on a message, 5 Select one of the following options to send your message:
the message is

automatically saved as a Send Sends the e-mail immediately.

draft.

Outbox Stores e-mail so you can compose e-mail offline and then send it all
during one connection with the server. To send your e-mail, tap Get & Send.

Drafts Saves your message so you can work on it at another time.

i Done
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Tip

You can’t see the whole
list of addresses in a field
if the list is longer than
two lines. To see the
whole list, tap the word
To, cc, or bcc.

Tip

It's OK to enter commas
instead of semicolons
between addresses,
because they’re changed
to semicolons. But you
can't use other
punctuation or no
punctuation between
addresses.

1
2

Sending and Receiving E-mail Messages

Entering an address directly in the To field

On the New Message screen, tap or navigate to the To field.

Enter an address using one of
the following methods:

Single address in To field Enter
the address, and then tap Done

Multiple addresses in To field
Enter a semicolon (;) and then a
space between recipient names.

Single address on Recipient
List Tap To and enter the
address on the Recipient List
screen, and then tap Done. Use
the shortcut buttons at the
bottom of the screen for quick
address entry.

Multiple addresses on Recipient
List Enter a semicolon (;) and
then a space between recipient
names.

i Done

_. Message =l

mfarsi@farsi.com|

(Send )(Outbox ) (Drafts ) (Cancel)

To: Recipient List (i)

M. Farsi; Ang Yed|

[;Te [com].net].org].edu].gov|
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Entering an address using Contacts

You can enter a recipient’s address by using the Lookup screen to select the address. The names
and addresses on the Lookup screen come from Contacts.

=4 Did You Know?

Addresses longer than 1
one line are shown on a

single line with an ellipsis

symbol to the right of the

address line. To view or

edit the address, tap the

To field to display the full

Open the Lookup screen:
a. On the New Message screen, select the word To.

b. On the Recipient List screen, select Lookup.

address.
2 Enter the address:
ress Lookup

On the Add L k Joanna, Kwan jkwan@ jkwan.net

a. n € ress Lookup Tsai, Lee tsailee@example.com
screen, select the address you
want, and then select Add.

b. Select Lookup and repeat step
a for each address you want
to add.

Look Up] -m' Cancel
i Done
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Tip

Smart Addressing is
turned on by default. To
turn off Smart
Addressing, open the
menus, select
Preferences from the
Options menu, and then

select the Advanced tab.

Deselect the Enable
Smart Addressing check
box.

Sending and Receiving E-mail Messages

Entering an address using Smart Addressing

Smart Addressing completes a recognized e-mail address. Smart Addressing automatically fills in
fields when the recipient’s name and e-mail address are in your Contacts list.

1
2

On the New Message screen, tap in the To field.

Start entering the person’s name,
such as Joe Smith.

Once the name is recognized
from your Contacts list, the name
and e-mail address are
automatically completed on the
recipient list. For example, if you
have a Joe Smith and a Joan
Smith in Contacts (and no other
names starting with J), once you
type “Joe;” the entry “Joe
Smith” is completed with the
correct e-mail address.

Tap the name when it appears.

i Done

New Message

(Send )(Outbox ) (Drafts ) (Cancel)
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Attaching a personal signature

You can attach a personal signature, with info like your company’s address and fax and telephone
numbers, to the bottom of all messages you send.

1 Open the VersaMail Preferences:
a. From the Inbox or on another General [Advanced| System

Get ¥ Subjects Only
folder screen, open the W Ask Every Time

menus . ® Confirm Deletions

O Delete Msgs on Server

b. Select Options, and then [ Download Attachments
Receive Format: Jgili%/8
select Preferences. e -m
(LoK ) (Cancel)
2 Add a signature:
a. Select Signature. f‘ls_ﬁst:r"‘h Signature:

Marketing Director
555-555-5555]

b. Select the Attach Signature
check box.

c. Enter your signature
information, and then select

OK.

i Done
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Send retry

4 Did You Know? When you tap Send on the message menu, the VersaMail application automatically attempts to
send the message. If the send attempt fails for any reason (for example, your handheld is out of
range, or the application cannot connect to the mail server), you can choose to have the
application move the message to the Outbox and keep trying to send the message every 30
minutes, a maximum of three times.

Send retry doesn’t work
for VPN or SSL
connections, or for
accounts for which your

ISP requires you to log in If you put a message in the Outbox, you must do a manual send to send the message on the first
to the mail server before try. The VersaMail application attempts automatic send retry only after a manual send attempt
sending mail. It also fails. Keep in mind the following regarding automatic send retry:

doesn’t work if you have

configured the security * Automatic send retry occurs only if you tap Send to send the message manually. It doesn’t work
preferences on your if you tap Get & Send.

handheld to encrypt
databases on the
handheld.

» To select automatic send retry, tap Yes in the dialog box notifying you that manual send has
failed.

* Tip  If automatic send retry succeeds, the message is moved to the Sent folder.
Tap the notification to
view a detailed error

message. Viewing the

« If automatic send retry fails after the third try, you have to send the message manually.

error message deletes the Send retry notifications
notification from the If automatic send retry fails after the third try, a notification appears on the Reminders screen.
Reminders screen. Send retry notification features include the following:

* A broken envelope icon shows that automatic send retry has failed. A separate notification
appears for each e-mail account.

* You can choose to disable notifications for send retry failures.

* The Reminders screen shows only the most recent notification for an e-mail account, no matter
how many automatic send retries have been attempted for that account.
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Modifying messages in the Outbox

%k Tip A message in the Outbox waiting for the next automatic send retry can be edited, moved, or
deleted. However, if you edit the message, you must manually send the message. If the manual

If you perform a soft reset : . . i
send fails, you can choose to store the message in the Outbox to wait for the next automatic send

or synchronize during

retry.
send retry, the retry etry
cancels. You must During automatic send retry, any message that the VersaMail application is trying to send is in a
manually s_end any locked state. You cannot edit, move, or delete these messages. If you try to modify a message in
messages in the Outbox. the locked state, an error message appears.

If a send retry fails after the third try, the message is stored in the Outbox in the error state. You
can send the message again manually, or edit, move, or delete the message. However, if you edit
the message, you will need to manually send the message. If the manual send fails, you can
choose to store the message in the Outbox to wait for the next automatic send retry.

Outbox icons in the VersaMail applications
The icons to the left of a message in the Outbox show the message’s status.

& Message is waiting either to be manually sent or to be sent during the next send retry. You
can edit, move, or delete a message in this state.

IEI Send retry is currently in process; you cannot edit, move, or delete a message in this state.

& Third automatic send retry has failed. You must manually send a message in this state by
tapping Get & Send.
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Working with e-mail folders

By default, the VersaMail application displays the messages in a given account’s Inbox folder. You
can easily view the messages in a different folder. You can also customize the appearance of the
message list in your e-mail folders, move messages between folders, and create and edit folders.

Viewing another folder

1

In the Inbox or on another folder
screen, tap the folders pick list in
the upper-right corner of the
screen.

Edit Folders...

((New )(_ GetMail )( Display )

Select the folder you want to view.

i Done
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Tip

The customization
options you choose apply
to all e-mail folders, not
just the one you are in.

Tip

If you choose to show the
Date column, the column
displays the message
time for any messages
received today—that is,
any message received
after 12:01 A.M.
Otherwise, the Date
column shows the date
the message was
received.

Sending and Receiving E-mail Messages

Customizing the appearance of the message list

You can change display options on the message list, as well as the size of columns in the list.

RINOTE Changing column size is available for one-line message view only.

1
2

In the Inbox or on another folder screen, select Display Options.

Customize any of the following:

Display Options i)
Sortby: ~ Date w Descend
Show: « 2line view

Sort by Tap the Sort by pick list,

and then select the column name. g g_ﬂte
1ze

Default is Date.

Sort order Tap Descend or Ascend.

N Unread: ¥ Black
Default is Descend.

Read: ¥ Black

One- or two-line column view
Tap the Show pick list, and then

select one-line or two-line view. Default is two-line.

Columns shown Tap the check box under the Show pick list for each column
you want to show. The column options change depending on whether you
choose a one-line or a two-line view. Defaults are Sender, Date, and Subject.

Font Tap the Font field. Tap each pick list in the Select Font dialog box (Font,
Size, Style) and select the option you want. Default is Palm 9 Plain.

Read and unread message color Tap the Read and Unread pick lists, and then
select the color you want for each type of message. Default for both is black.

M Continued
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3 Tap OK.

4 If you selected one-line summary
. . . * Inb:

view in step 2, change the size of 175 o

f P ¢ [ revised instruc... [Les Ne... [5:36a

columns in the message list: o B8 these are funny [Travis.. [5:30a

© [ review comme... |Angela... |5:28a

¢ [ cool site Travi.. |5:2..

a. Tap and hold the Sty'US on the © [ ALC Account Fo... |monica... |3:33a

I- Column divider

column divider.

b. Drag the column divider to
change the width of the

column. ((New )(_ GetMail )( Display )

i Done
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K Tip
You can use the navigator
to move a single
message. Select the
message you want to
move, press Right to
open the Message menu,
and then select Move To.
Then select the folder you
want on the folders list.

* Tip
To select a group of
adjacent messages, drag
the stylus to the left of the
message icons.

* Tip
You can also open the
menus, select Message,
and then select Move To.

Moving messages between folders

You can move one or more e-mail messages between folders.

1

In the Inbox or on another folder
screen, tap the folder pick list in
the upper-right corner and select
the folder containing the
message(s) you want to move.

M Continued

Edit Folders...

((New )(_ GetMail )( Display )
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2 Move a single message:

a. Tap the envelope icon to the left of the message you want to move, and then
select Move To from the list.

o B8 revised instruc... |Les Ne...
© [8 these are funny |Travis...
© [ review comme... [Angela...

Travi...

o [8 revisedinstruc... |Les Ne... |5:36a
o [ these are funny [Travis... |5:30a
¢ [ review comme... |Angela... |5:28a
¢ [ cool site Travi.. |5:2..

© [ cool site
% ALC Account Fo... monica...

[ ALC Account Fo... Imonica... |3:33a

Mark Unread
Reply...
Forward

Ne\.D)elete__ = isplay ((New )(_ GetMail ) (Display )

Edit Folders...

b. On the folders list, select the destination folder you want.

3 Move multiple messages:

Tap to the left of the icon for each message you want to move. A checkmark
appears next to each selected message.

a.

b. Tap a message icon next to a selected message, and then tap Move To on the
list.

c. On the folders list, select the destination folder you want.

N Continued
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4 Select OK.
i Done

Creating and editing mail folders

The VersaMail application has certain preset folders, such as Inbox, Outbox, Drafts, and Trash. You
can create new folders so that you can store e-mail messages by subject, person, or project.

RINOTE For IMAP accounts only, select the check box if you want the change (create, rename,
delete) to take place on the server as well as on your handheld.

1 In the Inbox or on another folder screen, tap the folder pick list in the upper-right
corner, and then select Edit Folders.

M Continued
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2 Select any of the following:

a. To create a new folder, select
New, and then enter the new
folder name.

b. To rename a folder, select the
folder name from the list on the
screen, select Rename, and then
enter the new folder name.

(New ) (Rename ) (Delete )

c. To delete a folder, select the folder name from the list on the screen, and
then select Delete.

i Done
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Did You Know?

You can forward e-mail
messages from any
folder other than the
Outbox folder.

Did You Know?
Forwarded messages are
always sent as text only,
even if you received the
original message in
HTML format.

Tip

You can cut, copy, and
paste text from an e-mail
message, either from one
you have composed or
have read or from an
attachment you have
downloaded and opened,
for use elsewhere in the
VersaMail application or
in another application.

Sending and Receiving E-mail Messages

Working with e-mail messages

When you receive an e-mail message, you can reply to it or forward it to someone else. You can
also open web addresses (URLS) within messages.

Forwarding an e-mail message

1 On a folder screen, tap the folder pick list in the upper-right corner, and then
select the folder that contains the message you want to forward.

2 Select the message to forward:
[ I NN M
. From: "Travis Washington" -
a. Select the e-mail message to <trquhjr@hotmui|_c3m>
open it. Subj: cool site

check this out:

b. Select Forward (Fwd).

www.futurefacing.com

There are now three new levels of

(Done ) (Reply ) (Delete)
[ SelectForward

3 Address and send the message.

i Done

Zire™ 72 Handheld

348



CHAPTER 18

Did You Know?
Replies are always sent as
text only, even if you
received the original

message in HTML format.

Tip

From the message
screen, you can also
select Reply from the
Options menu.

Sending and Receiving E-mail Messages

Replying to an e-mail message
You can reply to an e-mail message as you are reading it, or you can start the reply when you are
viewing messages in the message list.

Replying to a message that you are reading

1

Create the reply:

a. Select the message you want to reply to.

b. Select Reply.
Select reply options and send your reply: Reply Options
Reply To: _ d m-
a. In the Reply Options dialog box, Py e e r
i ; I Include Original Text
select options for replying to the O Prefix with'>"
sender only or to all e-mail

recipients, for including
original message text with your
reply, and for inserting a ““>”’ character at the beginning of each line in the
original message included with your reply.

Tap OK.
Enter a reply.

Tap Send to send the reply now, Outbox to send it later, or Drafts to work on
it later.

i Done
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Replying to an e-mail message from the message list

1 In the Inbox or another folder screen, tap the folders pick list, and then select
the folder that contains the message you want to reply to.

2 Create the reply: oS ~ Inbox

5:36a
5:30a

a. Tap the envelope icon nextto |25 iueseinc Terte.

the message you want, and o [ review comme..
4 cool site Travis...

then tap Reply on the list. o [ Get Message
Move To...
. Mark Read
b. Select Options, and then Mark Unread
select Reply. Reply.
Forward

M Continued ((New )( GetMail )( Display )
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3 Select reply options and send your reply: Reply Options
. . Reply To: B[S
a. In the Reply Options dialog box,
. X ™ Include Original Text
select options for replying to the O Prefix with'>"
sender only or to all e-mail

recipients, for including
original message text with your
reply, and for inserting a ““>”’ character at the beginning of each line in the
original message included with your reply.

Tap OK.
Enter a reply.

Tap Send to send the reply now, Outbox to send it later, or Drafts to work on
it later.

i Done
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Did You Know?

E-mail addresses appear
in the form “username@
mailservice.com” (or
other three-letter
extension such as .net,
.org, and so on).

Sending and Receiving E-mail Messages

Working with URLs

You can tap a URL in a received message to view the web page or file associated with the URL.
Tapping the URL opens palmOne™ Web Pro to view the page or file.

You can also tap an embedded e-mail address to open a new message screen with the address in
the To field.

Depending on whether the received message is displayed in HTML or plain text format, URLs and
e-mail addresses appear in slightly different forms, as follows:

HTML URLs and e-mail addresses appear as blue underlined text.

Plain text Most URLs begin with “http://”” or “www.” Simply tap to view these types of URLs. To
view a page or file associated with a URL that does not begin with “http://”” or “www.,” select the
URL, copy it, and paste it into the address bar in the Web Pro browser.

Deleting a message

You can delete e-mail messages from any folder. For example, you can delete old messages in the
Inbox or messages that you were working on in the Drafts folder. When you delete a message, it is
placed in the Trash folder.

1 In the Inbox or another folder screen, tap the folders pick list, and then select
the folder that contains the message you want to delete.

2 Tap the bullet next to the icon of each message that you want to delete. To
select adjacent messages, drag the stylus so it hits the bullet to the left of each
message. Lift the stylus and drag again to select more adjacent messages.

M Continued
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* Tip
To delete messages on 3 Delete the message or messages:
the server when you
(- J
empty the trash on your a. Open the menus .
handheld, select the
Delete Msds on Server b. Select Delete from the Message menu.

setting in the VersaMail
Preferences. Many e-mail
providers have size
restrictions for mail
storage. If your mailbox
on the server becomes
full, messages are d. Select OK.
returned to the senders.

i Done

c. Tap Also delete message(s) on server if you want to delete the messages
from the server now.

[! IMPORTANT If you delete a message on the server, you cannot retrieve it
and view it again later.

* Tip
You can also tap the
message icon next to a

selected e-mail message De|eting old messages
and then tap Delete.

1 Open the Delete Old Messages dialog box:
a. Open the menus .

b. Select Delete Old from the Message menu.

N Continued
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Tip

Messages you delete
from a folder move to the
Trash folder and remain
there until you empty the
trash.

Sending and Receiving E-mail Messages

Choose settings for deleting old
messages:

a. Tap the Folder pick list, and
then select the folder that
contains the messages you
want to delete.

b. Tap the Older than pick list,
and then tap One Week, One
Month, or Choose Date. If you
tap Choose Date, select a date
from the calendar.

Delete messages:
a. Select Delete.
b. Select Also delete message(s) on

server if you want to delete the
messages from the server now.

Delete Old Messages €

Delete all messages in the

Folder: « |nbox

Older than: w One Week

Delete Confirmation

@ Delete message(s) from
the handheld?

[0 Also delete message(s)
on server.

[! 1IMPORTANT If you delete a message on the server, you cannot retrieve it

and view it again later.

c. Select OK.

i Done
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¥k Tip

You can set a preference
to automatically empty
the trash.

Did You Know?

Many e-mail providers,
such as Yahoo, have size
restrictions for mail
storage. If your mailbox
on the server becomes
full, messages are
returned to the senders.

CHAPTER 18 Sending and Receiving E-mail Messages

Emptying the trash

When you delete a message, it moves to the Trash folder. Deleted e-mail accumulates in the Trash
folder and takes up space on your handheld. To increase memory, you should empty the trash

regularly.

1

Open the Empty Trash dialog box:
(- 4
a. Open the menus .

b. Select Empty Trash from the Message menu.

RI NOTE If Auto-Empty Mail from Trash is selected in VersaMail Preferences, a
message asks if you want to delete the trash.

[ &] OPTIONAL Tap Details to see how many messages are in the trash and
whether the messages are set to be deleted on the server.

Select one of the following options for emptying the trash:

To delete messages from your handheld as well as from the server Select
Both. Select Yes if you want to update the server now.

To delete the message from only your handheld now Select Handheld.

i Done
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Setting the trash to be emptied automatically

Did You Know?

By default, Auto-Empty 1
Mail from Trash is Open the VersaMail Preferences:
selected, and the time =
. ; g
interval is set at Older a. Open the menus '
Than 1 Week. b. Select Options, and then select Preferences.
2 Select the settings for automatically
emptying the trash: General | Advanced|System
[ Enable Smart Addressing
a. Select the Advanced tab. ™ Auto-Empty Mail from Trash:
w Older Than 1 Week
Ti : 45
b. Select the Auto Empty check box ﬁmzjfs.gimnnea """" s
if it is not selected. O Disconnect on Exit

Modem Wait: 0. secs

c. Tap the pick list, and then select
one of the following: (LOK ) (Cancel )

* E-mail messages are automatically emptied from the trash immediately
when they are deleted from a folder.

« Messages are automatically emptied from the trash after the time interval
you specify: one day, three days, one week, or one month.

d. Select OK.

i Done
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Marking messages as read or unread

When you tap a message to read it, it is automatically marked as read. You can also manually
mark messages as read or unread.

Did You Know?

In one-line view, read 1
messages appear in plain

text in the message list;

unread messages appear

in bold text.

Select the message or messages to mark:

a. In the Inbox or on another folders screen, tap the folders pick list, and then
select the folder containing the message you want to mark.

b. Tap the icon next to the message you want to mark. To mark multiple
Did You Know? messages, tap the bullets next to the messages you want to mark.
POP mail servers do not
support the read or

unread message feature. .
g 2 Do one of the following to mark

For POP accounts, m paked Inb

the message or messages: 202 o
messages that you mark < B8 revised instruc.. 5:36a

. lai bold o I8 these are funny [Travis... [5:30a

appear In plain or bo Single message Select Mark o [ review comme.. :
text on your handheld, Read or Mark Unread on the list. ” ssage Trovis.
but the difference is not
recognized on the server. Multiple messages Open the T

menus, select Message, and then Reply...

select Mark Read or Mark Forward

Unread. ((New )( GetMail )( Display )

N Continued
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%k Tip
Selecting Both and then
OK also processes any
other pending actions on
the server, such as
deleting messages not
yet deleted.

3

For IMAP accounts only, select one Mark Read
of the following:

@ Would you like to mark
the selected messages
read on both the
handheld and server, or

unread on your handheld only on just the handheld?

To mark the messages as read or

Select Handheld. ("Both ) (Handheld ) (Cancel )

To mark the messages on both your
handheld and the server and have the messages marked on the server
immediately Select Both, and then select OK on the confirmation screen.

To mark the messages on both the handheld and the server and have the
messages marked on the server the next time you synchronize or connect to
the server Select Both, and then select Cancel on the confirmation screen.

RYNOTE If you set up an IMAP account as synchronize only, this screen does
not appear.

i Done
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Working with attachments

%k Tip You can easily download, view, and send attachments with e-mail messages.
You can also save

downloaded files to an Downloading an attachment to your handheld

expansion card. E-mail may contain attached files, such as Microsoft Word or text files, that you want to view or
install on your handheld. When you receive a message that has an attachment, the VersaMail

% Tip ) application scans your Handheld to see if you have an application that can open the attachment. If
The maximum message so, you can open the attachment with the application.
size you can download is
60KB for the body text Here are the kinds of attached files you can work with:
and approximately 5MB
total, including vCard (VCF) This is contact information. Open these files in the Contacts application on your
attachments. If an handheld.
attachment is too large, it
cannot be downloaded to vCal/iCal (VCS or ICS) This is usually a calendar appointment or a task. Open these files in the

the handheld. You can Calendar or Tasks application on your handheld.

download a maximum of
10 attachments for any
received messages,
regardless of message HTML (HTML or HTM) This is usually a web page or a formatted text file. Open these files in the

size. palmOne Web Pro application on your handheld. (Application must be installed from the CD.) Your
handheld displays HTML attachments with full formatting intact.

Text (TXT) This is usually a memo or another plain text file. Open these files in the Memos
application on your handheld.

Microsoft Word (DOC) Open these files in the Documents To Go application on your handheld.
(Application must be installed from the CD.)

Microsoft Excel (.XLS) Open these files in the Documents To Go application on your handheld.
(Application must be installed from the CD.)

Graphics files (JPG, BMP, TIF, GIF) Open these files in the palmOne™ Media application on your
handheld.
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Other application files For other types of application files, your handheld may contain a viewer
that allows other applications to pass it a file for viewing. If your handheld contains such a viewer,
you can open the attachment; if not, you can’t view the attachment. Among the file types that may
be supported are MP3 and AAC files if saved to an expansion card.

PRC (PRC) This is a Palm OS® application that you can install and run on your handheld.
PDB (PDB) This is a file that works with specific Palm OS applications.

ZIP (ZIP) These are compressed files that contain other types of files, for example, text files or
Word documents. You can download and uncompress (“unzip”) a Zip file and then view the
contents on your handheld.

Working with a downloaded attachment

In the message list, a paper clip on a message’s envelope icon indicates that the message has an
attachment that has been downloaded. You can view, edit, or install an attached file, depending on
the file type.

1 In the Inbox, tap the message
with the attachment. 205 = box
s [ Les Newman 5:36a
) revised instructions for creatin...
N Continued Paper clip —5 18 Travis Washington 5:30a
these are funny
¢ [ Angela Yee 5:28a

review comments

¢ & Travis Washington 5:24a
cool site

¢ [ monica_lewis 3:33a
ALC Account Form Reminder

((New ) GetMail )(Display )
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Tip

:3ecause downloading 2 [ &] OPTIONAL If you choose to get messages by subject only, tap More for
arge messages can each downloaded message to view the body of the e-mail message plus any
consume handheld attachments, up to the maximum message size.

resources, the VersaMail

application displays the

size and asks if you want 3
to continue downloading

Tap the red paper clip icon in the
[1nbox]

. —P lipi
upper-right corner. If the 42015 ) @E apercipieon

any message that . From: "Travis Washington"
y 9 . attachment is not downloaded, a <trwashjr hotmau_cfm
exceeds your maximum o X s @hote
message size. b to a paper clip icon doesn’t appear ubj: these are funny
| _g ; » Up even though the message was
total size of SMB. sent with an attachment. You
must download the attachment
ini Scope out the new MSN Plus Internet
for the paper C"p icon to appear. Software — optimizes dial-up to the
max!
W Continued (Done ) (Reply ) (Fwd) (Delete)
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A

Do one of the following, depending on the attachment file type:

Viewable file: text, Word document, task, HTML, graphic, and so on Tap the
name of the attachment you want to view, and then tap View. If there are
multiple viewers registered on your handheld for the attachment file type,
either use the default viewer shown, or select a viewer from the list. For
example, if you have two photo viewing applications on your handheld and you
select a photo attachment on the list, the Viewer pick list appears containing the
names of the photo viewing applications. Tap the pick list, and then select the
application you want to use to view the photo attachment.

If there is only one viewer registered for the attachment file type, the viewer is
shown without a list.

Palm OS application or database file (PRC or PDB) Tap the name of the
attachment you want, and then tap Install. The file is installed automatically.

Compressed Zip file Tap the name of the attachment you want, and then tap
Unzip. The file uncompresses, and the files it contains are listed. Tap the name
of the file you want to view or install, and then tap View or Install.

max sentences.doc 22 KB

- Viewer pick list

Viewer: ¥ Documents
Type: MSWord
- - __ | ButtondisplaysView, Install,
or Unzip, depending on the
attachment file type

M Continued
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Tip

When you see both a red
paper clip icon and the
More button in the
Message screen, that
means that some
attachments to this
message were
downloaded, but others
remain to be
downloaded.

Sending and Receiving E-mail Messages

When you finish with the attachment, do one of the following:

Done button appears on screen Select Done. This returns you to the
Attachments dialog box, where you can select another attachment.

No Done button appears Go to the Home @ screen and select VersaMail
ﬁ to return to the Inbox of the account you were in.

i Done

Downloading large attachments

Downloading and viewing a message with a single attachment that exceeds your maximum
message size, or a message with multiple attachments whose total size exceeds your maximum
message size, requires some extra steps.

1

To download a single attachment
that exceeds the maximum
message size:

Get Message

@ The remaining message
and/or attachmentis
32K. Do you want to
continue to download

a. On the message screen, select it?

More.

b. Select Yes to continue downloading the entire message with attachment.

¢. When downloading is complete, the red paper clip icon appears and More is
no longer displayed. View or install the attachment.

N Continued

Zire™ 72 Handheld

363



CHAPTER 18 Sending and Receiving E-mail Messages

2 To download multiple attachments whose total size exceeds the maximum
message size:

a. On the message screen, tap the red paper clip icon.
b. Select one of the following:

To view any downloaded attachments without downloading additional
attachments Select No. View or install the downloaded attachments.

To continue downloading all attachments Select Yes. When downloading is
complete, the Attachments dialog box appears, showing all downloaded
attachments. View or install the downloaded attachments.

i Done

Saving attachments to an expansion card

If you bought an expansion card that provides extra memory, you can save downloaded
attachments to the expansion card.

1 Insert the expansion card into the slot on your handheld.

M Continued
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Tip

If you open a message
from the Drafts folder,
you must first tap Edit
before you can add an
attachment.

Sending and Receiving E-mail Messages

2 Download and save the attachment:

max sentences.doc 22 KB
a. Download the attachment.

Viewer: ¥ Documents

b. On the Attachments screen, Type: MSWord
select the attachment you want (Done ) (View ) (Save To Card)
to save, and then select Save
To Card.

c. Select OK.

d. Repeat steps b and c for each attachment you want to save to the card, and
then tap Done.

i Done

Attaching files from a handheld application

You can attach files on your handheld to e-mail messages you send. For example, you can attach
photos or videos, Word and Excel docs, and entries from Contacts, Calendar, and Tasks.

You can also attach files from an expansion card inserted in your handheld’s expansion slot.

The maximum size message you can send is 60KB for the body text and approximately 5SMB of
total data for any attachments. The maximum number of attachments for any e-mail message is
ten, regardless of the attachments’ total size.

You can attach a file to forwarded messages and replies as well as messages you create.
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RINOTE The procedure for attaching photos and videos is slightly different from that for other
types of files.

= Did You Know?
You can attach the 1
following types of files
from a handheld
application:

Open the Attachments screen:

a. On the message screen, open the menus \E /.

vCard (VCF) b. Select Options, and then select Attachment.
vCall/iCal (VCSI/ICS)

Memo/Text (TXT)
PRC

N Continued

PDB

Microsoft Word
document (DOC)

Microsoft Excel
spreadsheet (XLS)

%k Tip
To remove an attachment
from an e-mail message,
tap the attached file in the
Attachments box, and
then tap Delete.
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2 Attach the file:

a. Tap the Type pick list, and then select the file type. The VersaMail application
displays all file types on your handheld that you can attach to an e-mail
message.

Type: |Address (vCard) Type: ¥ Memo/Text

Power Tij| Application (prc) Power Tips
Extend Y| Appointment (vCal} Extend Your Handheld Coverage...
Database (pdb)

[

Photo/Video

é Attachments:
Files on Card Extend Your Handheld Co...713 B

I

Attachi|Yoice Memo (wav)

b. Select the file that you want to attach, and then select Add. The selected file
appears in the Attachments box.

c. Repeat steps a and b for each attachment you want to add, and then tap
Done.

i Done
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Did You Know?

You can attach any file
type that appears on an
expansion card.

Tip

If you open a message
from the Drafts folder,
you must first tap Edit
before you can add an
attachment.

Tip

To remove an attachment
from an e-mail message,
tap the attached file in the
Attachments box, and
then tap Delete.

Sending and Receiving E-mail Messages

Attaching files from an expansion card

1
2

Insert the expansion card into the slot on your handheld.

Open the Attachments screen:

a. On the message screen, open the menus \/.

b. Select Options, and then select Attachment.

Attach the file:

Type: |Address (vCard)
. . Files: |Application (prc)
a. Tap the To pick list, and then Appointment (vCal)
select Files on Card. The LAUNCHE{Database (pdb)
. .. . DFMFlast|Memo/Text
VersaMail application displays MS Excel

Attachi|ps Word
Photo/Video

Voice Memo (wav)
Files on Card

all file types on the card. You
can select a particular file type,
or select All Files to view all

L Ul H

files on the card.

b. Select the file that you want to attach, and then select Add. The selected file

appears in the Attachments box.

c. Repeat steps a and b for each attachment you want to add, and then tap

Done.

i Done
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Attaching photos and videos

1 Open the Attachments screen:

a. On the message screen, open the menus \E/.

b. Select Options, and then select Attachment.

2 Attach the photo or video:
a. Tap the Type pick list, and then select Photo/Video.

b. On the Select Media screen, tap the Album pick list to go to the album
containing the photo or video you want, and then select the photo or video.
To attach a photo or video from an expansion card, select the card nhame
from the Album pick list. To select adjacent items, drag the stylus across
each item.

c. Tap Done.

i Done
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Forwarding an attachment

1 Open the message you want to forward:

a. In the Inbox or on another folder screen, tap the folders pick list, and then
select the folder that contains the message.

b. Select the message to display it.

2 Address and add an attachment to the message:
a. Select Forward (Fwd).

b. Tap the word To. On the Recipient List screen, enter or look up the recipient
address.

c. Attach the file to include with the forwarded message.

i Done
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Synchronizing e-mail on your handheld with e-mail on

your computer

% Tip WINDOWS ONLY

If you are synchronizing To manage your e-mail on your computer as well as on your handheld, you can synchronize an e-

an accountwith Microsoft mail account on the handheld with an e-mail application on the desktop. You can use many
Outlook or Outlook popular e-mail applications, called clients, such as Microsoft Outlook, Eudora, Lotus Notes,
Express on your Outlook Express, or any other e-mail clients that use MAPI.
computer, you must also
set Outlook or Outlook [ ' TIMPORTANT You must have a Windows computer to synchronize e-mail on your handheld
Express as your default with e-mail on your computer. On a Windows computer, the VersaMail conduit is installed
e-mail program. automatically when you install PalIm® Desktop software.

K Tip To synchronize e-mail for a given account, you must do the following:

If you intend both to
synchronize e-mail on
your handheld with
e-mail on your computer
and to send and receive « Select the synchronization options for the e-mail account.
e-mail messages

wirelessly from your

» Set up the e-mail account on your handheld with the correct settings.

* Enable synchronization on your computer.

handheld for a given Settmg up an account
account, leave the When you set up the e-mail account on your handheld, note the following on the Account Setup
Synchronize Only screen for each e-mail application or connection type:

Account check box
deselected on the
Account Setup screen.

Microsoft Exchange account Select IMAP in the Protocol pick list.

Lotus Notes If you want to synchronize to a local mail file instead of a server mail file, select POP
in the Protocol pick list. If you are synchronizing your corporate e-mail and your corporate mail
server does not use IMAP, select POP. If neither of the above is true, select IMAP.
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Dlrect connection to Internet (POP) mail server Select the correct protocol in the Protocol pick
list. Most e-mail providers use the POP protocol, although some, notably CompuServe and .Mac,
use the IMAP protocol. Be sure to leave the Synchronize Only Account check box deselected;
otherwise, you cannot send or receive e-mail for this account wirelessly from your handheld.

Direct connection to IMAP mail server Select IMAP in the Protocol pick list. Be sure to leave the
Synchronize Only Account check box deselected; otherwise, you cannot send or receive e-mail for
this account wirelessly from your handheld.

Enabling synchronization on your computer

1 Open the VersaMail conduit configuration screen:

a. Click the HotSync Manager icon (3 on the taskbar in the lower-right corner
of your computer screen.

b. Select Custom.

c. Select VersaMail from the list, and then click Change.

M Continued
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= Did You Know?
An active account is an
account you've set up for
synchronization.

%k Tip
Select the check box
Enable Informational
Logging if you want the
HotSync log to record
information, such as
errors encountered,
about the conduit during
synchronization.

J Done

Select Synchronize Active Accounts.

M

File Help

[ossamsty <] W% [&(0)

>

HotSync Action For VersaMail

Attachment Conversion a..‘! & Synchronize Active Accounts

ong Do Nathing

[V Set Selection As Default

I™ Enable Informational Logging

Current HotSync Configuration For YersaMail

Parmanent Synchrorization Prefersnce Synchronizs Active Accounts

Temporary Synchionization Preference: Synehronize Active Accounts
[Decurs on next HotSpne only]

|Awailable Accounts: 3 |Configured Accounts: 1 |Active Accounts: 1

[ &] OPTIONAL If you want to include active e-mail accounts every time you
synchronize, select the check box Set Selection As Default. Otherwise, active
accounts are included only the next time you synchronize

Your computer is now set up to synchronize e-mail. Use the next
procedure to set options for each e-mail account you want to
synchronize.
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Setting synchronization options for your e-mail account
* Tip
Read the Setup Notes box 1
for helpful setup
information or error
messages.

Open the synchronization options screen:

a. On the VersaMail Configuration For User screen, click the plus sign to the left
of the account you want to configure.

% Tip b. Under the account name, click Mail Client Sync Setup.
You can set advanced

Svnch ronlzatlon ODtlonS £ VersaMail Configuration For User Joe Sadusky E
Fle Help
’
such as how many days Mocsaamly =] %80
worth of messages to versvel o]
I Speakeasy . .
h . Mail Client Sync Setup: Speakeasy
SynC ron |Ze, #dvanced Sync Options
- Handheld Settings
downloadin g Work Email ¥ Check this bos to synohronize this mail account when you perfom  HotSyne operation.
VersaMai
attachments, and Atachment Conversion
h L. | Mail Client: | Mictoseft Dutiook Express =]
syncnhronizing e-mail MR |
folders. ,
Setup Notes
I crder to synchrarize with Dutiook Express, you must first properly et up MAPY in Outiook
Express. The MAP! sefling can be found under Options in the Dutiook. Express Tooks menu. E
Dullook Express version 4 or earler
Check the b Make Dullock Exprass my default s-mail program and then check the box
"Makce Dutlock Express my default Simple MAPI client.
Desktop Default Mail Clisnt: ﬂ Dutlook Express
| i
|Awailable Accounts: 3 |Configured Accounts: 1 |Active Accounts: 1

M Continued
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2 Select synchronization options:

a. Select the check box to synchronize this account when you perform a
HotSync operation.

[ ' TIMPORTANT You must select this check box; otherwise, the account
cannot be synchronized.

b. Select your mail client synchronization options.

3 Confirm and save selections:

a. Verify that the settings for this account on your handheld are correct.

b. Click Save [ on the toolbar to save the settings for this account.

i Done
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Tip

If you select Direct IMAP
for Lotus Notes
synchronization, you
must be connected to the
Internet during
synchronization;
otherwise, it will fail. If
you will not be connected
to the Internet during
synchronization, select
POP from the Protocol
pick list and select Lotus
Notes from the Mail
Client pick list.

Tip

If you are synchronizing
with an account with
Microsoft Outlook or
Outlook Express on your
computer, you must also
set Outlook or Outlook
Express as your default
e-mail program.

Sending and Receiving E-mail Messages

Setting mail client synchronization options

Select the mail client to use for synchronization based on the type of account, mail client, or
connection you use. Use the following criteria to determine which client to select.

RINOTE The mail client you select in the pick list may not be the one you use on your computer.
For example, depending on your account, you might use Microsoft Outlook as the mail client on
your computer, but need to select Microsoft Exchange or Direct IMAP from the list.

Microsoft Exchange account on your handheld with Microsoft Outlook on your computer If you
selected the Synchronize Only Account check box when you set up the account on your handheld,
select Microsoft Exchange in the Mail Client pick list. Otherwise, select Direct IMAP.

If the Mail Profile field displays only one profile, do nothing. If the field displays a pick list, click the
list and select your Exchange server profile.

Tap the Mail Password box and enter your Outlook password. This might be your Windows login
password or a different password.

Any account other than a Microsoft Exchange account on your handheld with Microsoft Outlook
or Outlook Express on your computer If you selected the Synchronize Only Account check box
when you set up the account on your handheld, select Microsoft Outlook or Microsoft Outlook
Express in the Mail Client pick list, depending on your mail client.

Also select Microsoft Outlook or Microsoft Outlook Express if you did not select the check box and
your e-mail account uses the POP protocol. If you did not select the check box, and your e-mail
account uses the IMAP protocol, select Direct IMAP.

Any account with Lotus Notes If you selected POP from the Protocol pick list when you set up
the account on your handheld, select Lotus Notes in the Mail Client pick list. If you selected IMAP
from the Protocol pick list when you set up the account on your handheld, select Direct IMAP.

In the next two fields, enter your Lotus Notes ID and password. Click Browse if you need to locate
your Notes ID.
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%k Tip If you want to synchronize to a local mail file instead of a server mail file, select the Synchronize to
The conduit does not local (replicated) mail file check box. You must do all of the following to synchronize to a local mail
file:

support SSL for accounts
set up as Dlrect POP or

Direct IMAP * Replicate the server mail file to the desktop.

» Make sure the replicated mail file is in the Notes data directory.

« If you have performed a custom Notes installation and have replicated the server mail file to
another directory on your desktop, make sure that it is the path found in the notes.ini file.

Any account with Eudora on your computer If you are using Eudora as your e-mail application,
you must set up MAPI in Eudora. Select Options from the Eudora Tool menu, and then do one of
the following:

« If Eudora is the only e-mail application that you use, select Always as the MAPI setting.

« If you use more than one e-mail application, select When Eudora is running as the MAPI setting.

Make sure that your username and password are set up correctly within Eudora. This information
is needed to log in to Eudora to retrieve and synchronize your e-mail.

Eudora must be running for you to synchronize. The VersaMail application synchronizes with your
Dominant Personality in Eudora 5.1 or later.

Internet-based account on your handheld with your Internet mail server In the Mail Client pick
list, select Direct POP to server.

Any account with your IMAP mail server In the Mail Client pick list, select Direct IMAP to server.
Other e-mail applications Select Microsoft Exchange 5.0 or later as a choice for the Mail Client

option if your e-mail application is compatible with extended MAPI. If your e-mail application is
compatible with SMAPI, select Microsoft Outlook Express as a choice for the Mail Client option.
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Setting Microsoft Outlook or Outlook Express as your default e-mail
program

To synchronize Microsoft Outlook 97/98/2000/XP with a VersaMail e-mail account, you must set
Microsoft Outlook as the default e-mail handler. You must check your username and password.

K Tip
Make sure your 1
username and password
are set up correctly within
Outlook or Outlook

On your computer, open the Internet Options screen:

a. Click Start, navigate to Settings, and click Control Panel.

Express. b. In the Control Panel, click Internet Options.
¥ Tip RINOTE For Windows XP, click Network and Internet Connections, and then
You can also make click Internet Options.

Outlook Express the

default e-mail handler

within the e-mail 2
application. From the

Tools menu, select

Options. Click the General

Itjabf' a?td then click Make b. Select Microsoft Outlook or Outlook Express as the default e-mail program.
efault.

Set the default e-mail program:

a. Click the Programs tab.

c. Click OK.

i Done
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Setting advanced e-mail synchronization options

For each e-mail account you set up on your handheld, you can set options for synchronizing e-mail
on your handheld with e-mail on your computer. You can also synchronize e-mail folders on your
handheld with folders on your computer.

1 On your computer, open the VersaMail configuration screen:

a. Click the HotSync Manager icon (3 on the taskbar in the lower-right corner
of your computer screen.

b. Select Custom.

c. Select VersaMail from the list, and then click Change.

2 Enter the advanced synchronization options:

a. On the VersaMail Configuration For User screen, click the plus sign to the left
of the account you want.

b. Under the account name, click Advanced Sync Options.

c. Enter the synchronization options you want:

M Continued
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Cont'd. eSS e S

File Help
Joe Sadusky - ﬂlﬁlﬁl&l@l
-~ VersaMal ~
- Speaksasy Ad 4 Sync Options: Speak
Mail Client Sync Setup VancCe! ync Uptions: opeakeasy
Handheld Settings .
Work Email 50 Masimum message size [KE]:
VersaMail Specilies the masimum message size to download during a HatSyne operatian. Mail that is
Attachment Conversion Iarget thar this size will be truncated on your Palm handheld
[ Days To Spnchionize Maik
Synchronize mail that has been o the server for the specified number of days or less with your
Palm handheld
I~ Synchronize unread mail orly. E
[v Download attachments during HotSyne.
[¥ Send mail that i in the Dutbox on your Palm handheld during the HotSync operation.
I¥ Synchronize all Inbox mail on your Palm handheld with mail in the Inbax of your desktop mail
application or mail ssrver
Folder Synchionfzation Options ..
Business Account Secuity Settings
I~ Erable Key Expiration
Expire security key every 0 daps
K| i
|Awailable Accounts: 3 |Configured Accounts: 1 |Active Accounts: 0

Maximum message size (KB) Enter the maximum message size that can be
synchronized from your computer to your handheld—from 1 to 5000KB. The
smaller the maximum size, the faster the synchronization, but any messages
over that size are cut. On the other hand, choosing a larger size means that
more messages can be completely synchronized without being cut, but
synchronization takes longer.

M Continued
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=4 Did You Know?
You can synchronize your
Outbox, Sent, Trash, and
any other folders you
create.

Cont’d.

Days To Synchronize Mail Set how many days’ worth of e-mail should be
synchronized. Select 0 to synchronize all e-mail in the Inbox during the next
synchronization. Select another number if you want to synchronize e-mail for
today and some days before today. For example, if you enter 2, e-mail is
synchronized for today and yesterday; if you enter 3, e-mail is synchronized for
today, yesterday, and the day before; and so on. If you select 0, you may get
very long synchronization times. If you select a low number such as 1 or 2, not
all of your messages may be synchronized. We recommend selecting 5 days.

Synchronize unread mail only Select whether to synchronize all e-mail
between your computer and your handheld, or unread e-mail only. By default,
the check box is deselected, meaning that all e-mail is synchronized.

Download attachments Select whether to download attachments during
synchronization. By default, the check box is selected,; if you deselect it, only the
body text of any message containing an attachment is downloaded to your
handheld during synchronization.

Send e-mail from Outbox Select the check box to send any e-mail in the
handheld's Outbox the next time you synchronize.

Synchronize incoming e-mail Select the check box to synchronize e-mail in
your handheld's Inbox with the mail client on your computer during the next
synchronization. If this check box is deselected, you can only synchronize e-mail
from your computer to your handheld, not the other way around.

M Continued
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3 [ &] OPTIONAL You can TFolder Synchronization Options &3
synchronize e-mail folders. This Server Folder Sy
means that any changes you make Inbon Ve a8

to a folder on your handheld—for
example, moving or deleting
messages—are automatically
updated in the mail client on your
computer, and vice versa.

a. Click Folder Synchronization

Options. L
b. Click the name of the folder PR e
you want.

c. Click the Synchronize column to the right of the folder name.
d. Click the arrow to open the drop-down list, and then click Yes.

e. Click OK.

4 Click Save [& on the toolbar to save the settings for this account.

i Done
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Account information screens
Two screens in the VersaMail conduit provide summary information on your accounts:

Account Overview The Account Overview screen indicates whether the account is active;
whether the account has been synchronized and, if so, the last synchronization date; the mail client
for this account; and whether the mail client and/or the incoming mail server has been changed
since the last synchronization.

To view the Account Overview screen, click the selected account name.

File Help
Joe Sadusky +| % & (D

VersaMail )
=]

Mail Client Syme Setup Account Overview: Speakeasy
advanced Sync Options

Handheld Settings
Work Email
VersaMai

Attachment Conversion

The account is active: Yes
This account has been synchronized Yes

This account was last spnehionized: Wednesday, February 04, 2004

This account is using the desktop mail client: Direct POP connection to server

The desktop mail client far this aceount has changed — No
since the last HotSync operation

The inceming mail server far this account was No
changed on the Windows desktap since the last
HutSyne operaion.

|Awailable Accounts: 3 |Configured Accounts: 1 |Active Accounts: 1

Handheld Settings Overview The Handheld Settings Overview screen lists the server protocaoal,
display name, e-mail address, incoming and outgoing mail server addresses, and whether APOP
or ESMTP authentication is required.
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To view the Handheld Settings Overview screen, under the selected account name, click Handheld

File  Help
Joe Sadusky v H |||
wersaMlail ~
=) Speakeasy
Mail Client Sync Setup Handheld Settings Overview: Speak
Adwanced Sync Options = v
wark Email
Wersablail Server Protocol; POP
Attachment Conversion
Display Warme: Joe Sadusky
E-mail Address: jsadusky@speakeasy.net
Incoming mail server address: mail.speakeasy.net 1
Incoming mail server requires APOP: No
Outgoing mail server address. mail.speakeasy.net
Outgoing mail server requires ESMTP: No
] | o
|Awailable Accounts: 3 |Configured Accounts: 1 |Active Accounts: 1

VersaMail conduit shortcuts

You can use the icons in the toolbar to perform certain tasks quickly, such as saving account
configuration settings.

E save account settings. Saves any changes you make to an account.
%1 Add a new account. You are prompted to enter the account name and protocol.
% Delete an account. You are prompted to select the account to delete from a drop-down list.

i Quick account reference. Lists all accounts and shows whether they are active and the date
they were last synchronized.

(2) Help. Displays the Help window with complete online help.
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Verifying handheld account settings before synchronizing accounts

After you set up an e-mail account on your handheld and enter the synchronization options in the
conduit, you can use the Handheld Settings screens in the conduit to make sure that the settings
for this account are correct on your handheld. If any settings are not correct, you can update them
directly in the conduit.

[ ' ]1IMPORTANT If you change any information on the Handheld Settings screens, you must
change it on your handheld also.

1 On your computer, open the VersaMail configuration screen:

a. Click the HotSync Manager icon (3 on the taskbar in the lower-right corner
of your computer screen.

b. Select Custom.

c. Select VersaMail from the list, and then click Change.

2 Check handheld settings:

a. On the VersaMail Configuration For User screen, click the plus sign to the left
of the account whose settings you want to check.

b. Under the account name, click the plus sign to the left of Handheld Settings,
and then click Account Information.

c. Make sure that the information that appears on the screen is correct for this
account. Edit any information that is not correct.

M Continued
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* Tip
If .
you set up an account 3 Check server settings:
on your handheld as
synchronize only, you do a. If you plan to send and receive e-mail wirelessly from your handheld, under
not need to check the the account name, click Server Settings.
server settings for this
account. b. Make sure that the information that appears on the screen is correct for this

account. Edit any information that is not correct. Note the following:

* If you want to synchronize e-mail for an account that requires APOP
authentication, select the option to use APOP on your handheld.

« If you want to synchronize e-mail for an account that requires ESMTP
authentication (for example, Yahoo accounts require ESMTP
authentication), select the option to use ESMTP on your handheld.

4 Click Save [& on the toolbar to save the settings for this account.

RINOTE Any mail filters you create for an e-mail account on your handheld
also apply during synchronization. For example, if you set filters to accept only
e-mail containing the subject words “Current Software Project;” only those
messages are synchronized. Be sure to turn mail filters off if you want to
synchronize all messages on your computer with messages on your handheld.

i Done
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Excluding one or more accounts during synchronization

By default, the HotSync Manager is set to synchronize all accounts you configure in the conduit
each time you synchronize. You can choose to exclude a specific account from synchronization, or
to exclude all e-mail accounts.

To exclude a specific account Deselect the check box Select this check box to synchronize this e-
mail account when you perform a HotSync operation on the VersaMail configuration screen.

To exclude all e-mail accounts from synchronization Click the HotSync Manager icon @ in the
taskbar in the lower-right corner of your computer screen, select Custom, select VersaMail, and
then click Change. Select Do Nothing.

Synchronizing an account

After you set basic and advanced synchronization options, verify the account information on your
handheld, and exclude any accounts, if desired, you can synchronize your handheld with your

computer.

Synchronizing multiple accounts

% Tip You can include more than one account when synchronizing. The maximum number of accounts

. ou can synchronize is as follows:
Select Set Selection As y Y

Default to apply the « 1 Simple MAPI account (for example, an account set up using Outlook Express or Eudora)
options you selected each

subsequent time you + 1 Extended MAPI account (for example, an account set up using Outlook)

synchronize. Otherwise,

the settings apply only * 1 Lotus Notes account

the next time you

synchronize. ¢ 5 combined direct POP or direct IMAP accounts

If you try to synchronize more than the limit for a particular type of account, an alert prompts you
to deactivate any accounts over the allowed number.
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Using SSL with the conduit

When you set up an e-mail account, you can choose to use a secure connection (Secure Socket
Layer, or SSL) for sending and receiving e-mail messages. The VersaMail conduit supports SSL
when synchronizing with an e-mail account only if that account uses Outlook, Outlook Express, or
Eudora.

The conduit does not support SSL for accounts set up as direct POP or direct IMAP or for Microsoft
Exchange or Lotus Notes accounts.

Advanced VersaMail application features

You can choose from among the following features to customize and optimize your experience
using the VersaMail application:

» Setting preferences for getting, sending, and deleting e-mail
« Updating a contact directly from an e-mail message

» Creating and using filters to determine the types of e-mail messages that get downloaded to
your handheld

e Managing settings for incoming and outgoing mail
e Adding APOP to an account

» Setting advanced account preferences

e Changing e-mail header details

e Backing up mail databases

e Synchronizing IMAP mail folders wirelessly

« Working with root folders

« Using Secure Socket Layer (SSL)
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Setting preferences for getting, sending, and deleting e-mail
Tip
Because mailboxes on 1
the server usually have
size restrictions, it is a
good idea to delete
messages on the server

Open the VersaMail Preferences:

(- J
a. In the Inbox or on another folder screen, open the menus .

b. Select Options, and then select Preferences.

regularly.
2

Select preferences: General |Advanced|System
Get v Subjects Only

Get Select whether to get o AskEvery Time

message subjects only or entire ¥ Confirm Deletions

messages. [ Delete Msgs on Server
[ Download Attachments

) ) ) Receive Format: + HTML
Ask Every Time Displays a dialog

box for choosing subjects only or
entire messages each time you (oK) (Cancel)
retrieve e-mail. If it is deselected,

messages are retrieved according to the option you select in the Get pick list.

Confirm Deletions Displays a confirmation dialog before deleting e-mail.

Delete Msgs on Server |If this is selected, messages that you delete on your
handheld are automatically deleted on the server. If it is deselected, you are
asked each time you delete messages on your handheld whether you want to
also delete them on the server.

M Continued
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Cont'd.

Download Attachments Causes files attached to e-mail to be automatically
downloaded to your handheld. Attachments that exceed the maximum
message size cannot be downloaded.

Receive Format Lets you retrieve messages in HTML or plain text format. If
you choose HTML, any messages sent to you in HTML format are displayed
with basic HTML formatting intact. Other messages are displayed as plain text.
If you choose Plain Text, all messages are displayed as plain text, regardless of
the format in which they were sent. Default setting is HTML.

Signature Enables you to attach a default signature to all your outgoing
messages.

i Done
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Adding or updating a contact directly from a message

You can add an e-mail address in Contacts directly from the body of a received e-mail message.

Tip

You can also update an
existing Contacts record
with a new e-mail
address, or create a
second Contacts record
for a name that has an
existing record. The
procedure is the same as
for adding a new
Contacts record. If you
select Add to Contacts
from the body of an
e-mail message and a
record already exists for
the recipient name, you
are prompted either to
update the e-mail address
for the recipient or to
create a new record for
the recipient.

1

Open the Add Contact dialog box:
a. Open the message you want.

(- J
b. On the message screen, open the menus .

c. Select Options, and then select Add to Contacts.

[ &] OPTIONAL If a Display Name exists for this Contacts record, the dialog
box displays the name in the Last name and First name fields.

If the Last name and First name fields are blank, enter the first and last name
associated with the “From” e-mail address.

Tap OK to add the e-mail address to Contacts, and then tap OK in the
confirmation dialog box.

i Done
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Creating and using filters

Filters provide efficient ways to manage e-mail retrieval and storage. When you tap Get Mail or
Get & Send, filters determine which e-mail messages are downloaded to your handheld and in
which folder the downloaded messages are stored.

%k Tip [ ' ]IMPORTANT If you create a filter, only messages that meet the filter criteria are downloaded
to your handheld. You don’t see any other messages that have been sent to you, even in your
Inbox. To avoid this, you must set up two filters. For example, suppose you create a filter to have
all messages with “onlinebroker” in the From field moved to your Finance folder. You must then
create a second filter specifying that all mail NOT containing “onlinebroker” in the From field
should be moved to the Inbox (or other folder you designate). If you don’t create this second filter,

meetings, it goes only messages containing “onlinebroker” in the From field are downloaded to your handheld.
immediately into a folder

you create called Sales.

Or create a filter so that

stock quotes sent to you 1
by your online brokerage

service go to a folder you

create called Finance. 2

Create a filter, for
example, so that
whenever you receive e-
mail about sales

Go to the Home @ screen and select VersaMail ﬂ

Open the Filters dialog box:

(- J
a. In the Inbox or on another folder screen, open the menus .

b. Select Options, and then select Filters.

c. Select New.

M Continued
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<4 Did You Know?

Filters you create on your 3 Enter the filter information:
handheld also apply Name: Quotes

when you synchronize a. Enter a short description of the If the ~ From

e-mail on your handheld filter in the Name field. w Contains

with e-mail on your onlinebroker
oot b Enter filter criteria. | ek

Then get mail and move to:

w Finance

To pick list Select the message
header field with the information
contained in the edit line: To,
From, Subject, cc, Size.

For example, you might select From to download only messages from a
particular sender.

Contains pick list Select a filter action: Contains, Starts with, Does NOT
Contain.

Edit line Enter the text that must be found in the header field. For example, if
you want to sort e-mail with the subject Sales, enter “Sales?” If you enter more
than one criteria, separate each with a comma—for example, Sales, New York.

Then get mail and move to pick list Select the folder or mailbox into which
you want your filtered e-mail to go. You can also create a new folder for storing
the incoming e-mail. Tap Edit Folders, and then create a new folder or delete or
rename existing ones.

c. Tap OK. The filter appears in the Filters list.

i Done

Zire™ 72 Handheld 393



CHAPTER 18 Sending and Receiving E-mail Messages

Turning filters on and off

A filter that is turned on applies to all subsequent downloads of e-mail until you deselect it. More
than one filter can be in effect at once. Before you download e-mail, be sure to turn on the filters
you want and turn off those you don’t want.

* Tip
Filters that are turned on 1 ) ]
execute in the order in Open the Filters dialog box: P irers e
which they appear on the -
. ney appea a. In the Inbox or on another Connected
Filters list. Move filters up  ~ Quotes
dd he [i folder screen, open the O = Sales
and down the list to menus _ o ~ Seminar
ensure that they execute C]
H . Retri il if th d
in th_e correct_ord_er by b. Select Options, and then a:;?ee:seg;:ltcllints 'Z;ﬁ:elfrroker'
tapping the pick list to the select Filters. The Filters OR the receiver address
left of the filter name. dialog box appears with the '
filters you created.
* Tip
If you don’t want a filter to N Continued

apply to any downloads
at all, be sure to deselect
the filter under both
Connected and
Synchronize.
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2 Turn filters on or off: EETTT—
b4 Connected
a. Tap the pick list in the upper-left % T
¥ Sdles
corner and select one of the B~ Seminar
following:
Retrieve mail if the sender
i . address contains 'onlinebroker’
Connected Applies a filter to OR the receiver address
messages downloaded to your contains ‘seminar.
handheld over a network connection.

Synchronize Applies a filter to
messages downloaded to your handheld when you synchronize.

b. Select or deselect the filter check boxes to select the filters you do and don’t
want to use for subsequent e-mail transactions.

c. Select OK.

i Done
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Editing or deleting a filter

* Tip
Edit a filter to change 1
either its name or any of
its criteria.

Select the folder to edit or delete:

-4
a. In the Inbox or on another folder screen, open the menus .

b. Select Options, and then select Filters.

c. Select the name of the filter.

2 Do one of the following:

Edit Revise your entry in the Name field, your selections in the pick lists, and/
or the text in the edit line. Select OK.

Delete Select Delete, select Yes to confirm the deletion, and then select OK.

3 Tap OK.
i Done
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Managing settings for incoming and outgoing mail

You can configure advanced mail settings such as server information, incoming and outgoing mail
server options, and more, for each e-mail account.

1 Select the account whose

settings you want to manage: Mail Servers i)

Account =

Yahoo

Protocol v

a. In the Inbox or on another Work Email
Username: Speakeasy
folder screen, open the oser Seauey
menus . .........
Password: ;-
b. Select Options, and then O Always connect using:

select Mail Servers.

(oK ) (Cancel ) ( Details... )

c. Tap the Account pick list, and
then select Edit Accounts.

d. Select the name of the
account whose settings you
want to manage, and then
select OK.

M Continued

Zire™ 72 Handheld 397



CHAPTER 18 Sending and Receiving E-mail Messages

* Tip
:(ou_r uITe;Earpe Its it of 2 On the Mail Servers screen, do
ypically the nirst part o any of the following: Account v Yahoo
your e-mail address, p |
. rotocol v POP
which appears before the Protocol Tap the Protocol pick Username:
@ symbol. list, and then tap POP or IMAP. isuser]
<4 Did You Know? Username Enter a new username. .
The VersaMail application [ Always connect using:
provides strong 128-bit Password Tap the Password box, _
AES encryption for your and enter a new password in the D En) EEE
password. Password Entry dialog box.
% Tip Service for this account Select the Always connect using check box, tap the

. . rvi ick li nd then sel h nnection want.
Select a service for this Service pick list, and then select the connection type you want

account only if you want
it to be different from the
default service you use to
connect to a network for
your handheld.

M Continued
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3 Manage address and server settings:
a. On the Mail Servers screen, tap Details.

b. Tap the Options pick list, and then select Address/Servers.

) r

Mail Servers (i) Mail Servers (i)

o

Options: v IR aG e Options: v Address/Servers

i Incoming Mail
Email Addre Oytgoing Mail

jsuser@yahor :g"““‘eg '8“:”“_"9 jsuser@yahoo.com
vanced Qutgoing
Incoming Man == v<r- Incoming Mail Server:

pop.mail.yahoo.com pop.mail.yahoo.com

Email Address:

Outgoing Mail Server: Outgoing Mail Server:
smtp.mail.yahoo.com smtp.mail.yahoo.com

c. Do any of the following:

Email address Enter the e-mail address of the account you are accessing, such
as examplename@yahoo.com.

Incoming mail server Enter the name of your incoming (POP) mail server, such
as pop.mail.yahoo.com.

Outgoing mail server Enter the name of your outgoing (SMTP) mail server,
such as smtp.mail.yahoo.com.

d. Select OK.

N Continued
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Did You Know?

The POP protocol does 4
not support retrieval of

unread mail only from the

server. If you have a POP

Manage incoming mail server settings:

a. On the Mail Servers screen, tap Details.

e-mail account, the b. Tap the Options pick list, and then select Incoming Mail.

VersaMail application ) )

downloads all messages
from the server Options: - Options: ~ Inconjling Mail
regardless of whether I\'iq’;f:q‘e::;e: 5; xGI\eﬂte::;e:dS ir::n 0N5LY

you have read them (for e B a e 5 kB
example, onyour desktop

or on the web), and

regardless of whether

this check box is selected. — —

c. Do any of the following:

Get unread mail ONLY For IMAP accounts, retrieves unread e-mail only. To get
all e-mail and not just unread e-mail, deselect Get unread mail ONLY.

Maximum Message Size Enter the maximum message size that you can
receive.

Leave mail on server (POP only) Leaves e-mail that you receive on the
handheld on the server also.

d. Select OK.

M Continued
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Tip

Advanced incoming mail 5
options are different

depending on the

connection type you

Manage advanced incoming mail server settings:

a. On the Mail Servers screen, tap Details.

selected and the server b. Tap the Options pick list, and then select Advanced Incoming.

protocol—POP or IMAP. _ : i

Tip Options: ~ Options: + Advanced Incoming

. Port Number:|Incoming Mail Port Number: 110

The Deleted Mail and Outgoing Mail ss)
-1 £ (MEVERYIN Advanced Incoming O Use Secure Connection {S5L

Sent Mail fields are case 1 Use APop|Advanced Outgong | 0 Use apoP

sensitive, and the folder

name should be spelled

exactly as it is on the

server.

c. Do any of the following:

Port Number Usually 110 for POP and 143 for IMAP servers. If you are not sure
about the correct port number, check with your mail server administrator.

Use Secure Connection To retrieve incoming mail over a secure (Secure
Socket Layer, or SSL) connection, select the Use Secure Connection check box.

Use APOP (POP only) Encrypts your username and password when they
travel over the network. Some services require APOP to work properly, while
others do not work properly if APOP is used. If you aren’t sure if your ISP or
web e-mail provider supports APOP, check with your e-mail provider.

Root Folders (IMAP only) Defines the root folder on your IMAP server.

M Continued
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Tip
If you are using the

VersaMail conduit and Cont’d. Deleted Mail (IMAP only) Stores deleted e-mail in the folder you specify on

the server.
have an IMAP account,
you must configure the Sent Mail (IMAP only) Shows the name of your Sent Mail folder on the
outgoing mail settings to server.
send mail.

d. Select OK.

N Continued

6 Manage outgoing mail server (SMTP) settings:

a. On the Mail Servers screen, tap Details.

b. Tap the Options pick list, and then select Outgoing Mail.

Options: v Options: » Outgoing Mail
Incoming Mail

Your Name (fIe R L] Your Name (for display only):
5

........................... e B

O Reply To Address: O Reply To Address:

O BCC Outgoing Msgs to: O BCC Outgoing Msgs to:
N Continued
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Cont'd.

c. Do any of the following:

Display Name Enter the name you want to appear on your outgoing
messages, such as “Joe Smith”

Reply To Address Enter the e-mail address that you want recipients to see and
reply to on your e-mail messages, only if it is different from the e-mail address
from which you are sending the message. For example, if you are sending a
message from me@yahoo.com but you want recipients to reply to
me@earthlink.net, enter the reply-to address here. Reply To Address makes it
look as if the e-mail came from the address you entered.

BCC Select the BCC check box to send a blind copy of any e-mail message you
send to another e-mail address. The blind copy e-mail address is not seen by
the other recipients of the message. For example, if you want a copy of all
messages you send from your handheld to be sent to your desktop e-mail
account, enter that e-mail address.

d. Select OK.

M Continued
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Tip

If you need to enter new 7

authentication

information, enter your a. On the Mail Servers screen, tap Details.

username, tap the

Password box, enter a b. Tap the Options pick list, and then select Advanced Outgoing.

password, and then . =) " i

select OK. Check with Mail Servers Mail Servers o
: : Options: v [Address/Servers

your_e-mall service Port Nuraber:| mcomiun Ml

pI’OVIdGI’ for O Use Secu Outgoing Mail

Manage advanced outgoing mail server (SMTP) settings:

Options: + Advanced Qutgoing
Port Number: 25

[0 Use Secure Connection {S5L)

. . Advanced Incoming
authentication username A WS Advanced Outgoing My server requires
and passwo rd authentication (ESM I P} authentication (ESMTP)
. . Username: Username:
information. username username
Passwor Password: |

c. Do any of the following:

Port Number The default is 25, the port number most SMTP servers use. If you
are not sure about the correct port number, check with your mail server
administrator.

Use Secure Connection To send outgoing mail over a secure (Secure Socket
Layer, or SSL) connection, select the Use Secure Connection check box.

N Continued
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Cont’d.

My server requires authentication (ESMTP) Select this check box if the
outgoing server (SMTP) requires ESMTP authentication. Check with your
system administrator before selecting this option. If you select this option,
username and password fields appear. These fields are already filled in based
on the account information you entered previously. In most cases, the
information displayed is correct; however, occasionally your authentication
username and/or password is different from your account username or
password.

d. Select OK twice.

i Done
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Tip

If you aren’t sure if your
ISP or web e-mail
provider supports APOP,
check with your e-mail
provider.

Sending and Receiving E-mail Messages

Adding APOP to an account

To encrypt your username and password when they travel over the network, some services
require APOP to work properly, while others do not work properly if APOP is used. APOP works
only with accounts that use the POP protocol.

1 Select the account to which you want to add APOP:

(- J
a. In the Inbox or on another folder screen, open the menus .

b. Select Options, and then select Mail Servers.
c. Tap the Account pick list, and then select Edit Accounts.

d. Select the name of the account, and then select OK.

2 Add APOP:
a. On the Mail Servers screen, select Details.
b. Tap the Options pick list, and then select Advanced Incoming.

c. Select the Use APOP check box, and then select OK.

3 Select OK.

i Done
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Setting advanced account preferences
Tip
Any advanced 1
preferences you set are
account-specific; they
apply only to the account
you are currently in.

Open the Advanced Preferences screen:

(- J
a. In the Inbox or on another folder screen, open the menus .

b. Select Options, and then select Preferences.

c. Select the Advanced tab.

2 Select any of the following

preferences: General | Advanced|System
™ Enable Smart Addressing

Enable Smart Addressing Displays M Auto-Empty Mail from Trash:

a list of addresses that match the Trooner Than L;"e‘::cs

letters you enter in the To field. You O Auto-Disconnect

can select the address you want O Disconnect on Exit

from the list Modem Wait: 0. secs

Auto-Empty Mail from Trash (LK) (Cancel )

Determines how often e-mail
messages in the trash are automatically deleted.

Timeout Sets the number of seconds to try to connect before timing out. To
change, tap the Timeout field and enter a new value.

M Continued
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%k Tip
The default Timeout
setting is 45 seconds. It
can be any number
greater than 0 seconds;
however, if you set the

Cont’d. Auto-Disconnect Automatically disconnects your remote connections after
each command. Each command you perform initiates a new call to your ISP.
This setting is not recommended if you plan to perform multiple e-mail
transactions in a short amount of time.

number too low, your Disconnect on Exit Disconnects from the network only after you leave the
connection attempt may VersaMail application. This feature is an alternative to Auto-Disconnect. This
time out before you make option keeps your connection active while you perform multiple transactions in
a connection with the the VersaMail application, but automatically disconnects when you move on to
e-mail service provider. a different application on your handheld. If this option is not selected, you must

manually disconnect from your ISP.

Modem Wait Displays the number of seconds that the modem uses to
initialize itself. If you have a modem, tap and enter a number of seconds for the
wait. The typical setting for a wireless modem is 3, and the typical setting for
most normal modems is 0.

i Done
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Changing e-mail header details

When viewing a message in any folder, you can change the view of the message header. The e-
mail header options are as follows:

» Short header: Shows sender’s name or address (From field) and subject line (Subj field).

m 4 40i5 » B Tap icon to switch to full

From: "Travis Washington" header
<trwashjr@hotmail.com>
Subj: cool site

check this out:

www.futurefacing.com

There are now three new levels of

(Done ) (Reply ) (Delete)

e Full header: Shows the following:
¢ Sender’s name or e-mail address (From field)
e Subject line (Subj field)
« Date message was composed, sent, or received (Date field)
¢ Size of message including any attachments (Size field)
¢ Recipient’s name or e-mail address (To field)

W { 40f5 _p [ Tapicon to switch to short

From: "Travis Washington" header
<trwashjr@hotmail.com>
Subj: cool site
Date: ThuFeb 5, 2004 5:24 am
Size: 501 bytes

To: joe@jmswordsmith.com

check this out:

www.futurefacing.com

(Done ) (Reply) (Delete)
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You can also switch between a short header and a full header for a message you are composing.
Short header shows the To and Subiject fields only; full header shows the To, cc:, bcc:, and Subject

fields.
| Tap to switch to Tap to switch to
N M
full header short header
To; Ang Yee

Subj Lunch meeting

Can we make it 1:307

Subj Lunch meeting

Can we make it 1:307]

Send )(Outbox ) (Drafts ) (Cancel (Send )(Outbox ) (Drafts ) (Cancel)

To switch between short and full headers on either a folder screen or a message screen, tap the
header icon in the upper-right corner of the screen.

Backing up mail databases

If you want to make sure you have a backup copy of all your e-mail, you can back up all the e-mail
databases from the handheld. This is useful if you download messages directly from a mail server
to your handheld. The backup copy is stored in the Backup folder on your computer.

Zire™ 72 Handheld 410



CHAPTER 18 Sending and Receiving E-mail Messages

%k Tip By default, your handheld is set to back up mail databases.

In most cases your e-mail

is on your server, so you

do not need to back up 1
your e-mail database

from your handheld.

Open the System Preferences screen:

(- J
a. In the Inbox or on another folder screen, open the menus .

%k Tip b. Select Options, and then select Preferences.
Deselect the Backup ALL
Databases check box to c. Select the System tab.
make synchronizing go
faster.
2 Select the Backup ALL Databases . '
check box, and then select OK.

General | Advanced] System

i Done

[ Backup ALL Databases

OK Cancel
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<+ Did You Know? Synchronizing IMAP mail folders wirelessly
You can synchronize If you create an IMAP folder in an account on your handheld that matches a folder on the mail
folders whose names are server, you can wirelessly synchronize e-mail messages that you move into or out of the IMAP
up to 16 characters in folder, or delete in the folder.
length. You can
synchronize up to 11 When you synchronize a folder, any e-mail messages in the selected folder on the mail server are
custom folders you downloaded to the same folder on your handheld. Any messages moved out of the selected folder
create, in addition to the on your handheld or deleted on your handheld are moved or deleted in the folder on the mail
default folders Inbox, Server.
Outbox, Drafts, Sent, and
Trash. Prerequisites for wireless IMAP folder synchronization

) Depending on how you have set up IMAP folders on your handheld and/or the mail server, you

¥ Tip may have to do some steps before you can wirelessly synchronize e-mail messages between your
If you have a folder on handheld and the server, as follows:
your handheld that
matches a folder on the « If you need to create a folder on both your handheld and the server, create the folder on your
mail server, you do not handheld and select the Also create on server check box.
need to do anything
before synchronizing * Ifthere is a folder on the mail server but you need to create it on your handheld, you do not need
wirelessly. to select the Also create on server check box.

You can turn folder synchronization on or off during a Get Mail operation, and set synchronization
options from a menu.
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Did You Know?

After you select the
folders to synchronize, a
connection is made to
your e-mail service
provider to update the
server with changes from
your handheld, and to
have your handheld
updated with changes
from the server.

Sending and Receiving E-mail Messages

Turning IMAP folder synchronization on or off

1
2

From within an IMAP e-mail account, tap Get Mail.

Select or deselect the Sync IMAP
Folders check box, and then

Get Mail Options (i)

select OK. Subjects Only
® SyncIMAP Folders
OK Cancel ] [ Details...
i Done ( J( J ( J

Synchronizing handheld/mail server IMAP folders from the
Options menu

1

Open the Sync IMAP Folders screen:

a. In the Inbox or on another folder screen of an IMAP account, open the
menus .

b. Select Options, and then select Sync IMAP Folders.

Select the folder or folders you want to synchronize from the pick list.

i Done
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Working with root folders

For IMAP accounts, if you want to synchronize e-mail messages on your handheld with messages
on the mail server folder, you need to enter the root folder for the account on your handheld.
Depending on your e-mail provider, the root folder could be a single folder, or it could be a
subfolder of the Inbox. If this is the case, you need to enter “inbox.<foldername>" as the root
folder.

Check with your e-mail provider to find out the root folder for your IMAP account.

Using Secure Socket Layer (SSL)

Secure Socket Layer (SSL) is a protocol designed to ensure that data you send or receive over a
network or the Internet is secure and authentic. The VersaMail application uses SSL to help
guarantee the secure transmission of e-mail messages that you send or receive. When you set up
an account in the VersaMail application, you are given the option of selecting SSL for incoming
and outgoing mail.

[ ' ]IMPORTANT For most e-mail providers that support SSL, you must select SSL for both
incoming and outgoing mail. If you select just one or the other, your messages cannot be sent or
received successfully.

Keep the following in mind regarding SSL:

« If you set up an account that uses an SSL connection on Outlook, Outlook Express, or Eudora,
then SSL is supported in the VersaMail conduit when you synchronize with that account as well.

* You cannot use auto get mail with notification or scheduled sending retry of e-mail with
accounts that use an SSL connection.
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Related topics

Click a link below to learn about these related topics:

My handheld

Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/

myzire72.

Support

If you're having problems
with the VersaMail
application or with anything
else on your handheld, go to
www.palmOne.com/

support/zire72.

Getting
Around

Entering Info
Synchronizing
Connecting
Customizing

Common

Questions

Using the Graffiti® 2 command stroke in e-mail messages

Cutting, copying, and pasting text from an e-mail message

Downloading e-mail messages from your computer to your handheld
Setting up a phone connection for sending and receiving e-mail wirelessly
Setting preferences for connecting to a network

Answers to frequently asked questions about the VersaMail application
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CHAPTER 19

Sending and Receiving Text and
Multimedia Messages

In this chapter

Creating and sending
messages

Viewing a text message

Responding to a text
message

Saving a phone number to
Contacts

Setting options for text and

multimedia messages

If you need to get a short message to a
friend or coworker fast, send a text
message from your handheld via your
mobile phone (GSM phone required,;
sold separately) to their mobile phone.
Messaging is a popular way for people
to stay connected using the text and
media messaging features of their
mobile phone. And if you need more
than text alone to express yourself, use
multimedia messaging to give your
message multisensory impact by
adding an image, photo, or sound file.

Benefits of Messages
* Enjoy quick communication

» Use text messaging to chat with
friends

» Be as simple or as creative as you
want
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Creating and sending messages

Messages has many of the features that a full e-mail application has, such as text message and
multimedia message creation. You can quickly create a message by entering text, common
phrases, emoticons, and images. Creating messages on your handheld is much easier and more
creative than using your mobile phone.

[!] Before You Begin
You must set up a phone
connection on your
handheld to send and

receive information . )
wirelessly. Creating and sending a text message

If Messages is not
installed on your
handheld, insert the CD

[ ' ]IMPORTANT Many SMS service providers charge per text message or part of a text message.
Each message or part is 160 characters. If you create a text message under 161 characters, you are
charged for one message. If you create a message that is 161 to 320 characters, you may be

gnd foII_ow the onscreen charged for two messages, and so forth. A counter appears at the top of the page to indicate the
instructions for installing number of characters and messages. Even though a message has more than 160 characters, the
extra software. message appears as one message to the person receiving the message.

Key Term

SMS Acronym for Short "

Message Service. More 1 Go to the Home G screen and select Messages ﬁ

commonly known as text
messages, SMS

m n

es§ages can be ) 2 Open a blank text message:

received by most mobile Messages L)
+6505551234 8:46 am

phones. a. Select New did u hear from javier
+5559191 8:42 am
Sorry | will be late.

Key Term b. Select Text Message. +336558986 8:41am

emoticon A have some ideas about the

meetina
EEE] Text message  [HTIET
Let's|Media message |-ont of
Ms |-
Use camera
Use photos

New ]|Use template

representation of a facial

expression, such as a

smile :-) or frown :-(,

created by a sequence of

characters. N Continued

Zire™ 72 Handheld 417



CHAPTER 19 Sending and Receiving Text and Multimedia Messages

Tip

Do you still need to add
something to a message?
Save the message in your
drafts folder and finish it
later. Open the menus,
select Message, and then
select Save as Draft. When
you want to work on it
again, select the categories
pick list in the upper right
corner and select Drafts.

Did You Know?

You can also quickly send
a common phrase as a
text message by selecting
Phrases and selecting a
phrase.

Tip

Did you create a text
message, but now you
want to add a photo? You
can easily change from a
text message to a
multimedia message
without losing anything
you have written. Open
the menus, select
Message, select Add
Media, and then select
Convert.

3

Enter the recipient’s address
using one of the following
methods:

Saved number list Select To
and select the recipient’s number
if it appears on the list.

Lookup If the number does not
appear on the list, select Lookup
mobile number and select the
name, number, or e-mail address
from the screen.

Enter directly Enter a number
on the To line.

Compose and send the message:

a. In the Subject line, enter the
text of your message.

b. Select Send.

i Done

'Text (FTEFTTTY 45 char / 1 msg [E]

Lookup mobile number...

18315555555
+336558986
+6505551234

(“Send )("Dene ) (Phrases) (@)

Number of
characters

[Text Message EXSRLTIE|

+6505551234

Number of messages
160 characters in length

meet us at enrico's at 8

Select to add

acommon

phrase

Select to add

(“Send )("Dene ) (Phrases) E)—— an emoticon
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Creating and sending a multimedia message

>»> Key Term
MMS_ Ac_ronym for_ 1 Go to the Home @ screen and select Messages %
Multimedia Messaging
Service. An application

for sending short 2
multimedia messages Open a new multimedia
between mobile phones message. +6505551234  8:46am

| did u hear from javier

2l +5559191 8:42am
Sorry | will be late.
¥ +336558986 8:41am

or handhelds. MMS is a
new format that is now
have some ideas about the

supported by most b. Select Media Message. mecting

wireless carriers. 8:40 am
Let's N -ont of

a. Select New.

Use camera
Use photos
Use template

M Continued
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= Did You Know?
You can send your
multimedia message to
an e-mail address. The
e-mail message appears
as a text message with

multimedia attachments.

3

Enter the recipient’s address
using one of the following
methods:

Saved number list Select To
and select the recipient’s number
if it appears on the list.

Lookup If the number does not
appear on the list, select one of
the Lookup options and select
the name, number, or e-mail
address from the screen.

Enter directly Enterina
number on the To line.

In the Subject line, enter the
subject of your message.

N Continued

Aedia

Lookup email address...
Lookup mobile number...

+336558986
18315555555
+6505551234

l Wen Snat

((Send ) (Templates)

((Done )

Jose Lima

Subj: Mr.Bashful

‘ New Slide
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* Tip
Did you create a great 5 [&] OPTIONAL Use atemplate _
message that you would that came with your handheld or [Templates N
like to use again? Save a template that you created: '
the message as a
template. Open the a. Select Template. -
menus, select Message, Fun Stuff
and then select Save as b. Select a template, and then
template. Give you select Done.
template a name and Having Fun
select OK. You can save W Continued (oK ) (Delete) (Cancel )

your message as a
template even after you
have sent it.
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* Tip
Yi I h
ou c_an also use the 6 [&] OPTIONAL Create an

pencil tool to draw on a image: [ stide 1] = Show for 2 seconds

photo you attach. Send ' Pencil

your own graffiti art! Did a. Select New Slide. Line width H=

you get a little too _%

ivan Color wheel—

crea}:ft_nye. Ere.lshe your b. Use the tools on the left of the

graifiti art without screen to create your image. (=]

affecting the photo.
Pencil Draw the image you
want on the blank slide. 10f 1 Bk
Line tool Choose the pencil’s
line style.

Color wheel Choose the
pencil’s color.

c. Select Done.

M Continued

Zire™ 72 Handheld 422



Tip

Did you just get engaged
to get married? Let your
parents and friends know
immediately. Snap a
picture using the
handheld’s camera, add it
to your multimedia
message, and send it out.
All your special moments
can be shared quickly
with others.

[ &] OPTIONAL Add a photo:

a. From the toolbar on the left of
the screen, choose the photos

tool E‘

b. Add a picture by selecting one
of the following:

Photos Select the photo you
want from palmOne™ Media.

Camera Take the photo you
want using the built-in camera.

c. Select Done.

[ &] OPTIONAL Add asound
file:

a. From the toolbar on the left of
the screen, choose the audio

tool .

b. Select the file you want.

c. Select Done.

N Continued

w Show for 2 seconds

‘Ad

(Done )(Deete) 1011 B

BumbleBee

Fanfare

Fiddle

HappyBDay

Harp

Humor

Invention1

Invention2

Minuet ¥
>
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Tip

Do you still need to add 9
something to a message?
Save the message in your
drafts folder and finish it
later. Open the menus,
select Message, and then
select Save as Dratft.
When you want to work
on it again, select the
categories pick list in the
upper-right corner and
select Drafts.

10

11

[&] OPTIONAL Add text to
your message:

a. Select Add a caption.

b. Enter the text, tap Done, and
then select Done.

EEHI w Show for 2 seconds

Select to add

("Done )(Cancel ) (Phrases) (5)—

a common
phrase

Select to add

an emoticon

[ &] OPTIONAL Add more slides to your message:

a. Tap the Plusicon LY

b. Add text, images, or other features to the message.

c. Tap the Show for pick list and select the time you want each slide to show

before moving to the next slide.

Select Send.

i Done
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Requesting a receipt for sent text messages

Did You Know?
Wondering if your.text 1 Go to the Home @ screen and select Messages %
message was received?

Requesting a receipt

assures you that your 2

message got through. Open the Advanced Settings dialog box:

a. Open the menus .

b. Select Options, and then select Advanced Settings.

3 Set request setting:

a. Select Text. Text Media
O Leave Messages OnSIM
O Force GSM Text
b. Select the Request Return  RequestReturnReceipt
Receipt check box. Warnover v 1part
Expires v 1 Week
c. Tap OK.
SMS Account Settings
i Done oK Cancel
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Setting delivery options for a multimedia messages

* Tip
Want to send out a 1 Go to the Home @ screen and select Messages ﬁ .
message for a future
special occasion? You can
set the Earliest Delivery 2
option to send a message
at a specific date.

Create a multimedia message.

3 Open the Message Settings dialog box:
(- 4
a. Open the menus .

b. Select Options, and then select Message Options.

M Continued
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- -
4 Set the delivery options: L = ttmgs
Priority: ¥ Medium
O DeliveryReport
Priority Set the message flag to O ReadReceipt
LOW: Medium, or High- Earliest Delivery:

w Immediately
Delivery Repor_t Choose whether Attempt Delivery:
you want a delivery report sent back v Never expires

to you.

(0K )(Cancel ) (Default)

Earliest Delivery: Choose whether you want the message sent immediately or
at a later date.

Attempt delivery Choose whether to keep attempting delivery or set an end
date.

5 Select OK.

i Done
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Adding a sighature to a message

Tip

You want people to know 1
who sent the message,

but you don’t want to

write a signature for each

message. Automatically 2

Go to the Home @ screen and select Messages %

Open the Preferences dialog box:

attaching a signature

. Z] Sort by: ¥ Date w Ascending
makes it easy for you. Be a. Open the menus \=/. View: v MultiLine
creative. Include: ¥ Date

b. Select Options, and then
select Preferences.

[ ConfirmDeleted Message
O Delete After Transfer
 AlertSound: ¥ Alarm

(oK )( Cancel )( SMS Signature }

3 Create a signature:

SMS Signature

a. Select SMS signature. [ Attach Signature

b. Select the Attach Signature
check box.

c. Enter a signature, and then
select OK twice.

i Done
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Viewing a text message

Did You Know?

Depending on your 1
service provider, your

mobile phone may

receive and send

multimedia messages 2 Select Get to retrieve text messages from your mobile phone.
and text messages. You

can create and send both

text and multimedia 3
messages on your

handheld, but you can

view only text messages

Go to the Home @ screen and select Messages ﬁ

Read a message:

a. Select the message to open it.

on your handheld. PMessuges 4/4 ¥ Inbox m 410f4)p [F

+6505551234 8:46 am Y+
. | did u hear from javier 65055512_34

Tlp M +5559191 £:42 am Date: 12/16/03 8:46 am
Sorry | will be late. did u hear from javier

You can reply to or ¥ +336558986 8:41am

forward a message after have some ideas about the

- . meeting

you open It. ¥ +336558986 8:40 am

Let's meet at 9 PMin front of
s

New )(GetMessages ) ((Done ) (Reply ) (Delete )

b. Read the message, and then select Done.

i Done
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Responding to a text message

Tip

Even though you can
receive only text
messages, you can
convert your reply into a
multimedia message.
Open the menus, select
Message, select Add
media, and then select
convert.

Tip

If you don’t need to read
the message, you can tap
the letter icon to the left of
amessage in the Inbox to
open the reply options
pop-up menu, and then
select the type of reply
message you want from
the list.

You can respond to messages by replying, forwarding, or saving the message.

Replying to a text message

1
2
3

Go to the Home @ screen and select Messages ﬁ .

Select Get to retrieve messages from your mobile phone.

Select the message to open it. _
Messages G/
+6505551234 8:46 am
| __did u hear from javier
¥ +5559191

8:42 am

Sorry | will be late.

> +336558986 8:41 am
have some ideas about the
meeting

> +336558986 8:40 am

Let's meet at 9 PMin front of
Js

N Continued New )(GetMessages )
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Tip

Simply select Reply at the
bottom of the screen if
you want to reply with the
same type of message—
for example, if you are
replying to a text
message with a text
message.

A

Select a reply option:

a. Select From.

[Inbox] MEELNE|
+6505551234

Date: 12/16/03 8:46 am
did u hear from javier

[ Done )[ Reply J[Delete)

=>

b. Select one of the two reply options.

Enter text message or media
message, and then select Send.

i Done

[Text Message EXSRLTIE|

+6505551234

meet us at enrico's at 8

[m {iof 4 )

ly With Text Message

Reply With Media Messaae
Dial

Save Contact

Forward

Delete

((Done )( Reply ) (Delete )

Tap to add an

emoticon to

(“Send )("Dene ) (Phrases) (E) —|— your message
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Forwarding a message

* Tip
Even though you can 1 Go to the Home @ screen and select Messages ﬁ
receive only text
messages, you can

convert your forwarded 2
message into a Select Get to retrieve messages from your mobile phone.
multimedia message.
Open the menus, select
Message, select Add 3 Select the message to open it.
media, and then select
Convert.
4 Tap From and select Forward.
[Inbox] iofd) F
Reply With Media Messaae
Dial
Save Contact
Forward
Delete
N Continued (_Done ) (_Reply ) (Delete )
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5 Enter the recipient’s address using one of the following methods:

Saved number list Select To and select the recipient’s number if it appears on
the list.

Lookup If the number does not appear on the list, select Lookup mobile
number and select the name, number, or e-mail address from the screen.

Enter directly Enter a number on the To line.

rText (VESTLRTY 45 char / 1 msg[E] rText (VESTLETY 45 char / 1msg[E]

Lookup mobile number... 18315555555

18315555555 Fwd: did u hear from javier

+336558986 have you seen him

+6505551234 i

(“Send )("Dene ) (Phrases) (@) ((Send )("Done ) (Phrases) (@)
6 Enter text message or media message, and then select Send.

i Done

Zire™ 72 Handheld 433



CHAPTER 19 Sending and Receiving Text and Multimedia Messages

Saving a phone number to Contacts
1 Go to the Home @ screen and select Messages & .

2 Select Get to retrieve messages from your mobile phone.
3 Select the message to open it.

Open the Add Contact dialog box:

a. Select From.

{1of4}|§| 4d1of4p [F
M ly With Text Message

Date: 12/16/03 8:46 am Reply With Media Messaae
did u hear from javier e

Dial
b. Select Save Contact.

Save Contact
Forward
Delete

N Continued
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S

Create the new contact:

Add Contact

Last Name:

a. Enter the contact information. )
First Name:

Mobile +6505551234

b. Select one of the options

Add Adds the contact to your
Contact list and the number appears in your mobile number list.

(Add )( Cancel ] (Save &Go |

Save & Go Adds the contact to your Contact list and the number appears in
your mobile number list. This selection allows you to put the contact in a
Contacts category, and then opens Contacts at the new contact. You can add or
modify the contact information.

i Done
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Setting options for text and multimedia messages

You can set how you want your messages displayed and how you want messages deleted.

Changing the List view and display

1 Go to the Home @ screen and select Messages ﬁ .

2 Open the Preferences dialog box:
(- 4
a. Open the menus .

b. Select Options, and then select Preferences.

N Continued
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3 Set your list view
preferences:
Sort by: ¥ Date w Ascending
Sort by Select how you want your View: ¥ MultiLine
messages sorted. Choices are Include: > Date

message type; alphabetical using
To/From; alphabetical by message; :
by date; by size; or is it read or  Confirm Deleted Message
unread. You can also Select E gfe'::gf:::' 1’;‘::1"
whether the list is ascending or

descending.

(oK )(Cancel )( SMS Signature }

View Choose Single Line to view each message on a single line. This limits
the amount of information shown, but you can view more messages in your
list. Choose Multi Line to see the messages with more information.

Include In the list, include either the date, the size of the message, or neither.

Fonts Select the font type, the size, and the style, such as plain or bold.

4 Select OK
i Done
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Setting how messages are deleted

1
2

Go to the Home @ screen and select Messages ﬁ .

Open the Preferences dialog box:
(- 4
a. Open the menus .

a. Select Options, and then select Preferences.

Set your delete preferences by tapping the check box:

Confirm Deleted Message Choose whether a confirmation message appears
each time you delete a message or you select the Empty Trash option from the
Message menu. To display confirmation messages, select this check box.
Delete After Transfer Choose whether data messages are deleted after you

transfer the data to the appropriate application. To keep data messages after
you transfer them to the application, deselect this check box.

Select OK.

i Done
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Setting how your receive text messages

1 Go to the Home @ screen and select Messages ﬁ .

2 Open the Advanced Settings dialog box:

a. Open the menus .

b. Select Options, and then select Advanced Settings.
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3

Set how you receive text
messages: Text Media

O Leave Messages OnSIM
a. Tap Text (SMS). O Force GSM Text

¥ Request ReturnReceipt

Warnover ¥ 1part

b. Set the following options:

Expires - 1 Week
Leave Messages on _
SIM Normally messages are SMS Account Settings
deleted from your mobile phone’s (oK )(Cancel)

memory module (SIM) after you
download them to your handheld. To keep messages on your phone’s SIM after
you transfer them to your handheld, select this check box.

Force GSM text Some service providers support only GSM text. Change this
setting only under the direction of your service provider.

Warn over Determines whether you receive a warning when multipart
messages exceed the specified number of parts. Many SMS service providers
charge per 160 character part. Select from the following options: 1 part, 3 parts,
5 parts, 10 parts, 50 parts, and Never warn.

Expires Determines how long unsent messages remain at the message center
of your service provider. If the messages are not delivered to the recipient

within the time limit, the messages are deleted. Select from the following
options: 4 Hours, 1 Day, 1 Week, 2 Weeks, 1 Month, and Max. Time.

Select OK

i Done
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Changing your service account settings
[ !] Before You Begin
Under normal
circumstances, you 1
should not change these
settings. Incorrect values

Go to the Home @ screen and select Messages %

can cause the Messages . . .

application to stop 2 Open the Advanced Settings dialog box:

working with your mobile a. Open the menus

phone. Change these ) '

settings only under the b. Select Options, and then select Advanced Settings.

direction of your service
provider. These settings
change the message 3 )
center address where you Set your SMS account settings:
piCk up and send a. Tap Text. Text Media

messages. O Leave Messages On SIM
i O Force GSM Text
b. Tap SMS Account Settings.  RequestReturnReceipt

Warnover ¥ 1part
c. Enter your settings and select Expires  ~ 1Week

OK.
SMS Account Settings
OK Cancel

4 Select OK.
i Done
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Related topics

My Handheld Click a link below to learn about these related topics:
Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/

Moving e Opening applications
Around
e Using menus

myzire72. Categories Organizing messages by arranging them into categories and sorting them
Privacy Keeping messages private by turning on security options

Support . . . .

If you're having problems Sharing » Exchanging messages with other palmOne™ handheld users by beaming
: - them

with Messages or with

anything else on your « Sending messages to other Bluetooth® devices by using Bluetooth

handheld, go to technology on your handheld

www.palmOne.com/

support/zire72. Connecting Setting up a phone connection using the Bluetooth technology on your

handheld to send and receive messages wirelessly
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CHAPTER 20

Browsing the Web

In this chapter

Accessing a web page

Quickly jumping to a page

Changing how you view a
page

Bookmarking your favorite
pages

Disconnecting from and
connecting to the Internet

Downloading files and pages

Communicating with other
users

Returning to a web page you

recently visited

Changing your home and
start pages

Setting advanced browser
options

You use the web for so many things:
checking e-mail, finding driving
directions, getting news, buying gifts.
Now you can take the web with you
almost anywhere you go. Use your
handheld to make an Internet
connection through your mobile
phone, and palmOne™ Web Pro opens
the entire web to you.

Benefits of Web Pro
» Carry the web with you

» View web pages in handheld-friendly
format

» Store pages for offline viewing
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Accessing a web page

[!] Before You Begin You can open web pages, navigate the pages, and do the things you can with a desktop browser.

Install the palmOne® Web

Pro software. Insert the Accessing a web page using the action bar
CD and follow the

onscreen instructions for

installing extra software.
9 1 Go to the Home @ screen and select Web Pro &

To browse the web, you
must set up a connection

to the Internet from your 2 .
T Go to the web page you want to view:
handheld. pagey
a. Select Open URL @
Key Term
URL Stands for [ Yahoo!] CoPAPME
“uni wiw.yahoo.com ~ (Go
uniform resource IO
locator;” the technical BieR):er - Enter for a chance to wing Add':“_’ o Viewed
20K "'Signing Bonus"" , w - Previously Viewed -
name for a web address. SearchLocal Jobs . Post ww google.com
For example, the URL for :
Palm is = ‘e
on the Web £ [#www.].com[.net].org] = More |
www.palmone.com. Yahoo! Search
New! Y! Education features: ((Cancel ){_OpenCard )(_Go )
. Choosing a school for your child
Tlp f:l____ Aerodiomn Aeidon Flo—oifiod- ) h
You can also use Web Pro
to upload photos and b. Enter the address of the web page you want to visit. Use the buttons in the
videos you take with the Open URL dialog box for quick entry of characters commonly used in web
camera from your addresses. If Web Pro recognizes the address that you are entering due to a
handheld to a web site previous entry, it automatically completes the address.
you choose.
Select Go.

C.
i Done
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Accessing a web page using the address field

%k Tip
You can also hide the 1
address field to show
more of the web page.
Open the menus, select 2

Go to the Home @ screen and select Web Pro &

Go to the web page you want to

Options, and then select view: [palmOne.com RV Al 1A

Display Options. Select Address field ——www.google.com -

the Hide address field [(( pamONELOM ) ) | wiretess
check box a. Enter the address of the web
’ page in the address field. Palm.com Wireless Edition
- Handhelds
b. Select Go. - Palm Press Room
- Support
palmOne.com Wireless Edition
i For complete product and company
Done information visit www.palmOne.com ¥
Frama vianiv Aaclitan carmaniidar
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Using a password to access a web page

Some web sites require you to use a password to gain access to information.

Did You Know?

When you enter the 1
password, each letter

appears as you are typing

it, but as soon as you 2

Go to the Home @ screen and select Web Pro &

move to the next
character, the first one
becomes an asterisk. This

Go to the web page where you must enter the password.

ensures privacy. 3
Enter your password to access _ 3
o
: the web page: Ynho. Mail - e VA A =]
Tip & mailyahoo.com/ -
- ) ) A ExistingYahoo'users |
Some web sites allow a. Enter your sign-in name in the Enter your D s
yOU to select a check box appropriate f|e|d Yanoo! Ib:
to have your sign-in R ST —
name automatically b. Tap in the password box, . ey
entered each time you enter your password, and Mo de: srandard | Secure
L. ; Signrin help Forgot your password?
visit a particular web then tap OK. Get the emailaddress you've always
page wanted with Personal Address

c. Tap the button that lets you
view the page (Sign In, Enter,
Go, and so on).

i Done
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Did You Know?
Find locates any text,
whether it is letters or
numbers. Find is not
case-sensitive.

Tip

Because of the limited
space on the handheld
screen, sometimes the
current web address
(URL) is not fully visible.
Use the Web Page Info
dialog box to view the full
URL. Open the menus,
Select Page, and then
select Page Info.

Finding information on a web page

1
2

Go to the Home @ screen and select Web Pro &

Open the Find field:

a. Go to the web page you want to search.

b. Open the menus .

c. Select Page, and then select Find on Page.

Search the web page:

a. Type the text you want to find.

b. Tap Next repeatedly until you
find the information that you
are searching for.

i Done

[Paim.com IIRCERVale AT

Welcome to the Web

Click below for palmOne products,
news and customer support.
palmOne.com Wireless Edition
palmOne.com Desktop Edition

Handheld Friendly Directory
News

Fun Directories
Weather Finance

Travel Other...
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Quickly jumping to a page

The action bar icons allow you to quickly move from page to page.

Following a link
Many web pages contain underlined links, which are text or pictures that, when clicked, take you
to another web page or to another part of the same page.

PGoogIe Qo PA D 0

Tap the link to go to
another web page

T 1images Groups Directory New:

i » Advance

" «Prefere
Google Search P ——

Returning to your home page or a page you recently visited
No matter where you navigate on the Internet, you can always return to your home page quickly or
return to a page you have recently visited.

Tap the back arrow to
go to previous pages

Tap the Home icon to go to
your home page.
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Changing how you view a page

You can change how you view web pages by selecting different display views and dragging the
screen to view different parts.

Tip
You can change your font 1
size for easier viewing.

Go to the Home @ screen and select Web Pro &

2 Go to the web page you want to search.

3 Tap the Display View icon in the action bar.

@ P @ ¢ B—Display View icon [Palm.c| = Handheld View

WWW.

Welcome to the Web Welcome to the Web
Click below for palmOne products, Click below for palmOne products,
news and customer support. news and customer support.

palmOne.com Wireless Edition palmOne.com Wireless Edition
palmOne.com Desktop Edition g palmOne.com Desktop Edition

M Continued
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A

Select from one of the following views:

Handheld View Displays a modified version of the web page so that it is

optimized for handheld viewing.

Normal View Displays the web page as it would appear in a desktop computer

web browser.

Mini View Shrinks the web page so that it appears completely within the
handheld screen while maintaining the same aspect ratio of the page as in

Normal view.

[&] OPTIONAL Use Full
Screen mode to view a page
without the action bar and
address line:

a. Open the menus .

b. Select Options and then select
Full Screen.

Ry NOTE Tap the square icon B
in the upper-right corner to exit
Full Screen view.

N Continued

Google

Images Groups

Google Search)(I'm Feeling L

Advertisewith Us - Business Salutions -

Services & Tools - |obs, Press, & Hel

4

y

»

——— Tap to exit
Full Screen
view
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6

[ &] OPTIONAL If the web
page is larger than your screen,
you can tap and drag the stylus
to move the web page in any
direction to view different parts
of the web page.

This feature is disabled when

you turn on Writing Area
Preferences and use the full

screen for Graffiti 2 writing.

i Done
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Bookmarking your favorite pages

Bookmarking your favorite web pages allows you to quickly return to those pages.

>»> Key Term

Bookmark A pointertoa

web page. The actual

page is not stored, only

the URL. Also called a
Favorite in some
browsers.

* Tip
You can set your
bookmark list as your

start page.

Adding a bookmark

1
2

Go to the Home @ screen and select Web Pro &

Go to the web page that you want to bookmark.

Open the Bookmark Page dialog box:
(- 4
a. Open the menus .

b. Select Page, and then select Add Bookmark.

[ &] OPTIONAL Change the bookmark name, URL, or category.

Select Save.

i Done
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Viewing a bookmarked page
* Tip

You can also view your 1
list of bookmarks by

selecting View

Bookmarks from the Page 2
menu.

Go to the Home @ screen and select Web Pro &

Tap the Bookmark icon 7.

3 View the page: ) ‘
i
C r w Al
a. Select the name of the ategory.
bookmarked page you want 5a|rr]n.clom
to visit. ahoo!
b. Select Go.
i Done
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Editing information about a bookmark

%k Tip
You can clean up your 1
bookmark list by deleting
old bookmarks you no
longer use. Select the 2
bookmark, select Edit,
and then select Delete.

Go to the Home @ screen and select Web Pro &

Tap the Bookmark icon 7.

Edit a bookmark:
Name: Googld] ...
a. Select the name of the
bookmarked page that you Category: ~ Unfiled
want to edit. URL:

www.google.com

b. Select Edit, and then select
Details.

c. Change the bookmark name, category, or address (URL) by selecting the
appropriate option.

Select Save.

i Done
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Disconnecting from and connecting to the Internet

While you’re working with stored information in Web Pro, such as saved pages, stored versions of
pages, and so forth, you can disconnect from the Internet to reduce usage charges. You can
connect to the Internet again when you need access.

Disconnecting from the Internet

= Did You Know?
Generally, if you are 1
using GPRS service, you
are charged only for the
data sent. If you are using 2
a GSM service, you are

Go to the Home @ screen and select Web Pro &

Disconnect from the Internet:

charged for the time you -~
are Connected. a. O en the menus .
% Tip b. Select Page, and then select Disconnect.
If you are in another
i Done

application, you can tap a
URL and Web Pro
connects to the Internet
and displays the page.
Web Pro can also open
when you click a
supported file type (GIF
JPG, or HTML) that you
receive as an e-mail
attachment.
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Connecting to the Internet

Xk Tip
If the connection is not 1
established, do one of the
following:

Go to the Home @ screen and select Web Pro &

Tap Cancel to stop the 2

connection process. Connect to the Internet:

(- 4
Tap Change Network to a. Open the menus .
select a different service
to connect to. b. Select Page, and then select Connect.

Alternately, you can also enter a URL on the address line and tap Go.

i Done
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Downloading files and pages

You can download files or save files for viewing when you are not connected to the Internet.

= Did You Know?
You can download any
type of file to an
expansion card,
regardless of whether an
application to open that
type of file exists on your
handheld. You can then
copy that file to your
desktop computer to
read.

K Tip
If you decide that the
download process is
taking too long, you can
stop it. To stop a web
page from downloading,
select the Stop icon in the
Web Pro action bar. To
stop a file from
downloading select
Cancel in the Download
dialog box.

Downloading a file

Web Pro can download a file as long as your handheld has an application that can open the file in
its original format. For example, your handheld contains Documents To Go, which lets you open
Microsoft Word documents without needing to convert them—therefore, you can download
Microsoft Word files with Web Pro.

1

a b W N

Go to the Home @ screen and select Web Pro &

Go to the web page you want to view.

Select the link of the file you want to download.
[ &] OPTIONAL To download a file to an expansion card, select the check box.

Select Save, and then select OK.

i Done
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Saving a web page

If you want to save a web page (such as a travel itinerary or Internet order receipt) indefinitely, you
can create a saved page. The copy is stored on the handheld until you delete it.

= Did You Know?
Web Pro also functions as 6
a viewer, enabling you to
quickly view certain files
while working in other
applications. For 1
example, if you read an
e-mail message thathasa

Go to the Home @ screen and select Web Pro &

Go to the web page you want to save.

file attached in HTML 2 Go to the Save Page dialog box:
format, tap the file and
Web Pro opens so that a. Open the menus .
you can view the file.
b. Select Page, and then select Save Page.
* Tip
Saving a web page on
your handheld allows you ]
to view a web page 3 Save the web page:

without being online. a. Change the page name or

category if you want. Category: + Unfiled
URL:
b. Select Save. http://www.google.com

i Done
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Viewing a saved page

=4 Did You Know?
When you view your 1
saved pages, remember
that you are viewing a
copy of the actual page. 2
You do not have to be

Go to the Home @ screen and select Web Pro &

Open the Save Pages dialog box:

online to view a saved =
page. a. Open the menus .
. b. Select Page, and then select View Saved Pages.
X Tip 9 9
You can edit information
about a saved page from 3
the Saved Pages dialog Open a saved page:
box. Select the name of a Category: Al .
saved page and then a. Select the name of the saved -
select Edit. page you want to open. Palm.com 7

b. Select Go.

i Done
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Viewing a saved file on an expansion card

You can use Web Pro to view web pages or image files that are on an expansion card. The types of
file that can be viewed include HTML, HTM, GIF and JPG.

K Tip
You have an HTML file on
your desktop computer 1
that you want to carry
with you. Download the

Go to the Home @ screen and select Web Pro &

file onto your expansion . . i
card and use Web Pro to 2 Open the Choose File dialog box:
view the page on your a. Open the menus .
handheld.
b. Select Page, and then select Open from Card.
RINOTE The Open from Card option appears only when an expansion card is
seated in the expansion card slot of your handheld.
3 View a file on an expansion card:

a. Tap the folder that contains the file, and then select the file.

b. Tap Open.

i Done
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Communicating with other users

You can communicate with others via e-mail or beaming.

[ 1] Before You Begin
Install the VersaMail™
software. Insert the CD
and follow the onscreen
instructions for installing
extra software.

Sending e-mail using VersaMail

Some web pages include “mailto” links that allow you to easily contact someone for further
information or to be added to their contact list.

1

a b W N

Go to the Home @ screen and select Web Pro &

Go to the web page you want to send an e-mail from.

Select a mailto link on the web page.
Compose your message in the VersaMail application.

Send or save the e-mail message.You are returned to Web Pro and to the web
page you were viewing.

i Done
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kK Tip

You can also beam a web

address to another Web
Pro user.

Sending a web address via VersaMail

When you find a website that you want to share with others, you can send the web address in an
e-mail to your friends.

1
2

Go to the Home @ screen and select Web Pro &

Go to the web page that you want to share with others.

Open the Send With dialog box:
(- 4
a. Open the menus .

b. Select Page, and then select Send.

Select Email and then select OK to open the VersaMail application.
Compose your message in the VersaMail application.

Send or save the e-mail message.You are returned to Web Pro and to the web
page you were viewing.

i Done
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%k Tip
Do you have a photo
album on the Internet?
You can upload your
photos by entering your
album web site and using
the web site’s upload
feature to browse to the
photos stored on your
handheld or on your SD
card.

Sending e-mail via an Internet e-mail account
You can use your Internet e-mail account to send an e-mail message and attachments.

1
2

Go to the Home @ screen and select Web Pro &

Log on to your Internet e-mail account:

a. Go to the web page that allows you to log on to your e-mail account.

b. Enter your username and password.
Compose your e-mail message.

[ &] OPTIONAL You can add an attachment to the message by selecting the
e-mail attachment feature and browsing to the application, database file, or
media file stored on your handheld or on your SD card.

Send or save the e-mail message.

i Done
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Returning to a web page you recently visited

>» Key Term Using the Back and Forward icons to browse through the pages you recently visited, one page at a
time, can be tedious. Instead, open the History list to go to a page you recently visited. The History
list contains a record of the last 50 web pages you visited and is saved even when you exit

Web Pro.

Cache A temporary
storage of the most
recently visited web

pages. The recently visited web pages can either be cached pages or stored URLs. Cached pages are
) stored in cache memory and have a Cached icon & next to the name in the list. These can be

% Tip viewed off-line. Because cached pages are stored, the information may not be current. When you
You can delete all pages select to view a cached page, you are asked if you want to view the stored page or if you want to
saved in the History list view the current page using the URL.
by selecting Clear. Pages
you've recently visited Only the URL is stored for the pages that don’t have a cached icon, so you always go directly to the
are still available in the current page.

cache, and you can visit

those pages by using the

Back and Forward icons.

1 Go to the Home @ screen and select Web Pro @

* Tip
Create a bookmark to
save the location or a 2 Open the History dialog box:
saved page to save the
content of a web page a. Open the menus \E/.
indefinitely.

b. Select Options, and then select History.

N Continued
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Tip

You can also access the
cached web pages by
using the Back and
Forward icons.

Tip
You can change the size

and content of the cache.

3

Go to the web page you recently
visited:

a. If you selected a page next to
the Cached icon &, select Go
and go to step 4.

b. If you selected a page that
does not have a Cached icon,
select Go. You are done.

Select the content you want to
view:

a. Select Yes to display the
stored version of the page.

b. Select No, Get Latest to
retrieve the live web page.

i Done

#Palm.com _______757pm0y
@Google 7:57 pm
&Yahoo! Weather 7:57 pm
&AccuWeather.com 7:56 pm
&Palm.com 7:56 pm
Google News 7:55 pm
Google Directory 7:55 pm
&Yahoo! Small Business  7:55 pm
&Yahoo! 7:54pm
&Google 7:54pm g

Viewed Page

@ When you viewed this
page 0:26 hours ago, a
copy was saved in your
history. Do you want to
view the saved copy?

(Yes )(No, GetLatest )
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Changing your home and start pages
You can change the page that your Home Page icon A goes to or change the page that Web Pro

starts with when it is first opened.
Changing your Home page

You can choose a Home page from any web address.

1 Go to the Home @ screen and select Web Pro &

2 Open the Default Preferences dialog box:
(- 4
a. Open the menus .

b. Select Options, and then select Preferences.

c. Tap Default.

M Continued
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3 Tap the Home Page box.

Default | General | Advanced Home Page o

Address:
¥ - Previously Viewed -

Start With: v Last Page Viewed

www.palmone.com/webpro30a/
Home Page:
: www.palmone.com/webpro30a/

[#Twww.].com[.net[.org] = More |

(oK )(Cancel ) (Current URL )

4 Enter the URL you want as your Home page by performing one of the following:
¢ To make the page currently displayed your Home page, tap Current URL.

e To select one of the last five home pages you used as your Home page, tap
the Previously Viewed pick list and select a URL.

* Enter a URL on the Address line.

5 Select OK.

i Done
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Changing your start page

You can select the start page you want your handheld to open to when you first open Web Pro.

1
2

Go to the Home @ screen and select Web Pro &

Open the Default Preferences dialog box:
(- 4
a. Open the menus .

b. Select Options, and then select Preferences.

c. Tap Default.

Tap the Start with pick list, and select the page you want to start with when you
first open WebPro:

Home Page The page you have set as your Home page.
Last Page Viewed The last page you viewed before exiting Web Pro.
Blank Page Opens a blank page. Web Pro does not connect to the Internet.

Bookmarks Opens your Bookmarks dialog box. Web Pro does not connect to
the Internet.

N Continued
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4 Select OK.
i Done
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Setting advanced browser options

You can change options on your handheld to improve the speed, ease of use, and security of your
browsing experience.

Changing how images are downloaded

Images in web pages can be very large. If you are accessing the Internet by using a proxy server,
you may be able to set options to make web pages download faster by reducing image quality or
removing images altogether, or you may choose to download images so that they appear at their
highest quality.

[ 1] Before You Begin
If you are not using a
proxy server, you can
only select or deselect an
option to view images.
When you view images,
they display at their best 1
quality.

Go to the Home @ screen and select Web Pro &

2 Open the Display Options dialog box:
(- 4
a. Open the menus .

b. Select Options, and then select Display Options.

M Continued
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3 Tap the Graphics pick list and select the quality you want for downloaded
images:

No Images All web pages are downloaded without images. If, however, an
image is already in the Web Pro cache, it appears on the page.

Low Quality Images are compressed and have a very low resolution.
This makes downloading faster but results in reduced image quality.

Normal Quality Image quality is average. This is the best compromise
between speed and image quality.

High Quality Image quality is better than average. This is the default setting.

Best Quality Images are downloaded at their highest quality. This may result
in longer download times.

3 Select OK.
i Done
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Setting whether to automatically complete web addresses and

form fields

Your handheld can store information, such as web addresses and form fields. If autofill is enabled,
when you enter the first few letters of a URL you’ve entered before in the URL Entry field, your
handheld completes the URL for you. Also, when filling out forms and applications, your handheld
can complete the information for you.

Tip

Filling out an order form
or application on the web
usually requires entering
several pieces of
information: your name,
address, phone number,
and so on. When you
enable autofill, your
handheld stores the
information you entered
in these fields. The next
time you use that order
form and type the first
few letters in a field, your
handheld remembers the
last item you entered in
that field that started with
those letters, and fills in
the field.

1
2

Go to the Home @ screen and select Web Pro &

Open the General Preferences
-
dialog box:
Default | General | Advanced
(T4 .
a. Open the menus . ¥ Autofill text
M Offer old content if
available
b. Se'eCt OpthﬂS, and then D Ask before (onne(ting
select Preferences. O Disconnect on exit
M Draganywhere to scroll
c. Tap General. page

Select or deselect the Autofill text check box to enable or disable.

Select OK.

i Done
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Changing link colors

You can change the colors that are used to display visited and unvisited links on the web pages
you view. Changing link colors affects only sites that use default link colors.

1 Go to the Home @ screen and select Web Pro &

2 Open the Display Options dialog box:
(- 4
a. Open the menus .

b. Select Options, and then select Display Options.

3 Change the link colors:

Graphics: ¥ High Quality
Unvisited Links: ¥ Blue
Visited Links: ¥ Purple
O Hide address field

a. Tap the Unvisited Links pick
list and select the color you
want to use for links you
haven’t visited.

b. Tap the Visited Links pick list oK ) (Cancel)
and select the color you want =
to use for links you have
visited.

4 Select OK.
i Done
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>> Key Term
Cookie Some web sites
store information in a
small text file, called a
cookie, that is saved on
your handheld. A cookie
usually stores
information about you
and your preferences for
that web site. A site can
use this information to
customize the pages you
see the next time you
visit. Allowing a web site
to create a cookie does
not give the site access to
the rest of your handheld.
A cookie stores only the
information you provide
while visiting the web
site.

Allowing web sites to remember personal information

By default, your handheld saves the cookies it receives. If you want more privacy, you can tell your
handheld not to accept cookies.

1
2

Go to the Home @ screen and select Web Pro &

Open the Advanced Preferences dialog box:
(- 4
a. Open the menus .

b. Select Options, and then select Preferences.

c. Tap Advanced.
Select or deselect the Accept cookies check box.

Select OK.

i Done
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Setting preferences for storing web pages
» Key Term Your handheld stores web pages automatically in cache.

Cache The cache in your

handheld is a block of

memory that stores web 1
pages so you can view

them again without

accessing the Internet. 2
Cached web pages are

Go to the Home @ screen and select Web Pro @

Open the Advanced Preferences dialog box:

saved, thereby saving the ~

content you've viewed a. Open the menus -

even when you exit .

WebPro. b. Select Options, and then select Preferences.
% Tip c. Tap Advanced.

Remember that your
handheld has a limited
amount of memory.
Choose a cache size that
lets you store at least a
few pages but still leaves
room on your handheld
for other data and
applications. A value of at
least 1,024KB is
recommended.

N Continued
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3

Change the size and content of
the cache by using the following
options:

Clear Cache Tap to clear the
cache immediately.

Clear cache on exit Select the
check box to clear the cache each
time you exit Web Pro. Deselect
the check box to keep the cache
from session to session.

Max. cache size Tap to change
the maximum cache size used to
store web pages. The default size
of the cache is 1,024KB and the
maximum size is 9,999KB.

Tap OK.

i Done

Default General | Advanced

~ Use proxy server:

[ Accept cookies

O Clear cache on exit
Max. cache size: 1024 k

Cache used: [

(Cancel ) ( Clear Cache )
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Setting preferences for connecting to the Internet

[ 1] Before You Begin
By default, these options 1
are disabled. If you have a
faster or more permanent
connection to the
Internet, such as a 2

Go to the Home @ screen and select Web Pro &

Open the General Preferences dialog box:

wireless Ethernet
(- 4
attachment, the default a. Open the menus -
settings should work for
you. b. Select Options, and then select Preferences.
4+ Did You Know? c. Tap General.

Because some wireless
Internet service providers
(ISPs) charge by the
amount of data you
download, your handheld
is careful to limit how
often it accesses the
Internet. If you have a
slower or more
expensive Internet
connection, you can set
the Internet connection
preferences to help
reduce your access costs.

M Continued
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3 Set any of the following Internet
, :

connection preference options:

Default | General | Advanced
Offer old content if available [ Autofill text

™ Offer old content if
Old pages from cache are available
displayed instead of new O Ask before connecting
versions being retrieved from the O Disconnect on exit
Internet, even if the old pages are ¥ Draganywhere to scroll
outdated. A dialog box is page
displayed informing you when

the page you are viewing is old.
Ask before connecting You're
notified each time before you
access the Internet.

Disconnect on Exit Your

handheld disconnects from the
Internet when you exit Web Pro.

4 Select OK.
i Done
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Setting preferences for using a proxy server

Your handheld comes with the proxy server turned on. You can turn the proxy server off, or

>> Key Term .
configure some other proxy server.

Proxy server A server that
provides access to files
from other servers by
retrieving them either 1 Go to the Home @ screen and select Web Pro &b |
from its local cache or

from the remote server.

%k Tip 2 Open the Advanced Preferences dialog box:

(- 4
Use a proxy server to help a4 Open the menLs .
you download web pages

faster. b. Select Options, and then select Preferences.

c. Tap Advanced.

M Continued
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3

Set your proxy server preferences:

a. Select or deselect the Use proxy server check box to use or not use a proxy
server.

b. If you want to use a proxy server other than the default palmOne-hosted
proxy server, tap the Use proxy server box and enter the appropriate server
address and port number.

Preferences (i) Proxy Server
Default General | Advanced Proxy: webpro.palm.com
) Port: 8827
¥ Accept cookies
c. Select OK.
Select OK.

i Done
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Related topics

My Handheld Click a link below to learn about these related topics:
Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/

Moving e Opening applications
Around
e Using menus

myzire72. Sharing * Exchanging web pages with other palmOne™ handheld users by beaming
them

Support « Sending web pages to other Bluetooth® devices by using Bluetooth

If you’re having problems technology on your handheld

with Web Pro or with
anything else on your
handheld, go to
www.palmOne.com/ E-mail Using e-mail with your browser
support/zire72.

Connecting Setting up a phone connection using the Bluetooth technology on your
handheld to browse wirelessly
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CHAPTER 21

Dialing Phone Numbers from Your Handheld

In this chapter

Dialing a number

Using speed dial

You have been using Quick Connect in
Contacts to set up client meetings and
you now you are feeling hungry. You
can quickly dial the local pizza parlor,
even if their number is not in your
Contacts list. Tap out the number on
the Dialer keypad, tap Dial, and your
mobile phone begins dialing. Your call
history stays on your handheld for
easy access later.

Benefits of Dialer

* An easy to use keypad on your
handheld screen to dial numbers that
are not in Contacts

» Keep your call history on your
handheld

* Quickly dial numbers using speed
dial
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Dialing a number

[ 1] Before You Begin Tapping in a number on your handheld is sometimes easier than using your mobile phone.
Before you can dial a
number, you must set up Entering a number
a phone connection on
your handheld.
1 Go to the Home @ screen and select Dialer .
2 Tap the telephone number on the keypad.

——— Digits appear in the numeric display

(o

I Dial Enter phone number and tap Dial
DEF

El
j Speed
j History

fo

Tap Clear to delete last digit from numeric display. Tap
and hold to clear entire numeric display

FEEE
Do
* o

Tap and hold the 0 key to add a + (plus) to the
number sequence

3 Tap Dial.
i Done
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Redialing the most recently used number

1
2

Go to the Home @ screen and select Dialer .

Dial the most recently used number:

a. Tap Dial to display the most recently used number.

8315555555 The most recently dialed displays

Eg Dial j— Tap Dial
E )=
(H(E=
DD

b. Tap Dial again to dial the number.

i Done

HEOE
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Dialing a number from the Call History List

= Did You Know?
Palm Dialer keeps a list of 1
11 of the most recently
dialed numbers.

Go to the Home @ screen and select Dialer .

i 2 Dial the number from the list:
= Did You Know?

If_the number is a speed a. Tap History.

dial entry, the name from

the speed dial entry b. Tap an entry from the History list.

appears in the Call

History list. [Call Histary]
19995555555 1/20/045:24 pm )
Wayne's Pizza 1/20/045:23 pm|| —— Tap entry to enter number on Dialer screen
Arthur 1/20/045:23 pm
Brad 1/20/045:22 pm

Done
c. Tap Dial.

i Done
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Using speed dial

Speed Dial allows you to store ten of your most commonly used numbers and dial one with a
single tap.

Adding a speed dial entry

1 Go to the Home @ screen and select Dialer '.
2 Add a speed dial entry:
a. Tap Speed.

b. Tap an empty speed-dial button.

b

[ Arthur ]
[ )
[ )
[Wnyne's Pizzn]

Done Edit...

Tap empty
speed-dial button

_) —

(oK ) (Cancel ) ( Clear )

Joe

Beata

Y e N e N . T
L W N N N

c. Enter a name and telephone number.

d. Tap OK.

i Done
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Dialing a number using speed dial

1 Go to the Home @ screen and select Dialer .
2 Dial th ber:
ial the number
a. Tap Speed. [ Brad ]

b. Tap one of the named speed- [ Arthur ]

[

[

dial buttons. [ e ||
[ I

[

Beata

A N N ) W N—

[Wuyne's Pizzu]

Done Edit...

i Done
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Editing a speed-dial entry

* Tip
You can go directly to the 1
Edit Entry dialog box by
tapping and holding a

Go to the Home @ screen and select Dialer (ICON).

speed-dial button. 2

Edit an entry:

a. Tap Speed.

b. Tap Edit.
[ Brad ][ ] 1. Brad
v ] S e
ol ] é
(™ Beata || ] :

9.

[Wuyne's Pizzu] [ ] 10.
("Done ) (‘Edit... ) Tap Edit

c. Tap an entry.
d. Edit the entry.

e. Select OK, and then select Done.

i Done

Zire™ 72 Handheld 488



CHAPTER 21

My Handheld

Make your handheld
uniquely yours. For great
tips, software, accessories,
and more, visit
www.palmOne.com/

myzire72.

Support

If you're having problems
with Dialer or with anything
else on your handheld, go to
www.palmOne.com/

support/zire72.

Dialing Phone Numbers from Your Handheld

Related topics

Click a link below to learn about these related topics:

Moving
Around

Connecting

Contacts

Opening applications

Connecting your handheld to a mobile phone.

Using Quick Connect and Tap-to-Connect in Contacts to dial phone numbers.
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CHAPTER 22

Sharing Information

In this chapter

Using the Send command

Beaming

Other ways of sharing
information

Related topics

You have to get this memo to your
boss—now. Or the photo of the
grandkids in their Halloween costumes
to your mom. After you’ve used your
handheld to create or capture that
important business and personal
information, it’s time to share it with
others.

Your handheld comes equipped with a
variety of options for sharing
information, so that you can choose
the quickest, most convenient way of
sending your info.

Benefits of sharing

» Keep others up-to-date with
meaningful business and personal
information

» Choose the most convenient sharing
method from a variety of options

* Create an informal backup copy of
important info
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Using the Send command

4+ Did You Know? You can use the Send command in many applications to send information wirelessly using one of

You can also easily send the following methods:

information from the

* Using the built-in Bluetooth® technology on your handheld
desktop component of

many applications. For « As an attachment to an e-mail message
example, you can send
photos from the palmOne * As part of a text or multimedia message
Media desktop
application. See the You can send information from within an application, such as a photo or video, a contact, or an
online desktop help for appointment, to other Palm OS® handheld users. You can also send a category of information,
information. such as a photo album—or even an entire application.
¥ Tip
If you are unable to send RINOTE  You must set up a phone connection on your handheld to send information wirelessly

information to another
device, try moving closer

to the receiving device. you did not do so during initial setup.

by e-mail, text, or multimedia message. You must also install these applications from the CD if

Sending information from within an application using Bluetooth
technology

You can use your handheld’s built-in Bluetooth technology to send information directly to another
device that includes Bluetooth technology. You must be within range of the receiving device to
send information using Bluetooth technology. The maximum range is approximately 25-30 feet (8-
10 meters); however, the shorter the range, the more quickly and accurately you can send
information.
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= Did You Know?
In most applications, the 1
leftmost menu is named
Record.

Select the information you want to send:

a. Open an application.

b. Select the entry you want.

2 Select a sending method:

o Bluetooth
a. Open the menus . Messages

VersaMail

b. Select the Send menu item
on the leftmost menu.

c. Select Bluetooth, and then
select OK.

3 Select the receiving device on the Discovery Results screen, and then select OK.
The information is sent to the receiving device.

i Done
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Sending a category

Tip

Create a category of
Calendar events such as
your kid’s soccer
schedule, and then send
the entire category to
your spouse’s handheld.

Tip

When you send a
category, the individual
entries within the
category (contacts,
memos, photos, and so
on) appear as unfiled
items on the receiving
device.

1

Select the category you want to send:

a. Open an application.

b. From the list view, tap the pick list in the upper-right corner and select the
category you want. This takes you to the list view within the selected
category.

Send the category:
(- 4
a. Open the menus .

b. Select the Send Category menu item on the leftmost menu.

c. Select Bluetooth, and then select OK.

Select the receiving device on the Discovery Results screen, and then select OK.
The information is sent to the receiving device.

i Done
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Sending an application

Tip
Tap the Send From pick 1 o
list to beam an Select the application you want
. eam
application from an to send: Beam From: ~ Handheld
i i MMNotify @ 44K 4
faxpansmn card_mserted a. Go to the Home @ screen. Note Pad @ 98K
into the expansion slot. Palm PIMs Support @ 38K
Prefs & 14K
b. Open the menus \E/. RealOne # 243K |
ScreenShot  51K|
SheetToGo 553K
c. Select Send on the App menu. SlotDrvrPnpsApp @ 1K §
SMS Library @ 30K 3
d. Select the application you

want to send.
RINOTE You cannot send an

application that has a lock icon
next to the application size.

2 Send the application:
a. Select Send.

b. Select Bluetooth, and then select OK.

3 Select the receiving device on the Discovery Results screen, and then select OK.
The information is sent to the receiving device.

i Done
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Using the Send command with the VersaMail™ application

You can send information as an attachment to an e-mail message using the Send command.
Follow the procedures for sending information, a category, or an application. Select VersaMail™
in the Send With dialog box. The VersaMail application opens displaying a blank message with the
information you want to send as an attachment. Address the message, enter a subject line, and
then select Send or Get & Send.

Using the Send command with Messages

RINOTE You cannot send a category or an application with Messages.

You can send information as part of a text or multimedia message using the Send command.
Follow the procedure for sending information. Select Messages in the Send With dialog box. The
Messages application opens displaying a new text message with the information you want to send
as the body of the message. Address the message, and then select Send. You can also convert the
message to a multimedia message before sending.
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Beaming

%k Tip Using the IR port on your handheld, you can beam information from within an application, such as
a photo or video, a contact, an appointment, or a task, to other Palm OS® handheld users. You can

For best results when . . . R
also beam a category of information, such as a photo album—or even an entire application.

beaming, the handhelds

should be between 4 and RINOTE The receiving handheld must be turned on. Depending on the receiving handheld

39 inches (10 centimeters model, not all information may be sent correctly.
and one meter) apart, and

there should be a clear ) ) . - . .
path between them. Beaming information from within an application

1 Select the information you want to beam:

a. Open an application.

b. Select the entry you want.

N Continued
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*k Tip
The leftmost menu is 2
most applications is
named Record.

Beam the information:

a. Open the menus .

*k Tip b. Select the Beam menu item on the leftmost menu.
In Contacts, you can
create a contact with your ¢c. When the Beam dialog box appears, point your handheld’s IR port directly at
own information and the IR port of the other handheld.

select it as your business

card by opening the

Record Menu and ))))))))) -
selecting Business Card. /J LK

Beam your business card

to other handhelds by IR port

holding down the

Contacts application

button until the Beam 3

. Wait for the Beam dialog box to indicate that beaming is complete.
dialog box appears.

i Done
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Tip

Create a category of
Calendar events such as
your kid’s soccer
schedule, and then beam
the entire category to
your spouse’s handheld.

Tip

When you beam a
category, the individual
entries within the
category (contacts,
memos, photos, and so
on) appear as unfiled
items on the receiving
device.

Sharing Information

Beaming a category

1

Select the category you want to beam:

a. Open an application.

b. From the list view, tap the pick list in the upper-right corner and select the
category you want. This takes you to the list view within the selected
category.

Beam the category:
(- 4
a. Open the menus .

b. Select the Beam Category menu item on the leftmost menu.

¢c. When the Beam dialog box appears, point your handheld’s IR port directly at
the IR port of the other handheld.

m))))) [0~

IR port

Wait for the Beam dialog box to indicate that beaming is complete.

i Done
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Beaming an application

* Tip
Tap the Beam From pick 1

list to beam an Select the application you want

- to beam:
application from an Beam From: ~ Handheld
expansion card inserted @ MMNotify @ 44K 4
. P . a. Go to the Home screen. Note Pad & 98K
into the expansion slot. Palm PIMs Support @ 38K
Prefs @ 14K
b. Open the menus \E/. RealOne # 243K |
ScreenShot 51K
SheetToGo 553K
c. Select Beam on the App SlotDrvrPnpsApp @ 1K §
menu. SMS Library @ 30K 3

d. Select the application you
want to beam.

RINOTE You cannot beam an

application that has a lock icon
next to the application size.

M Continued
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2 Beam the application:
a. Tap Beam.

b. When the Beam dialog box appears, point your handheld’s IR port directly at
the IR port of the other handheld.

) EY TR~

IR port

3 Wait for the Beam dialog box to indicate that beaming is complete.

i Done
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Other ways of sharing information

Here are some other ways of sharing information:

» Copy information or an application onto an expansion card inserted into the expansion slot, and
view the information by inserting the card into the slot on another Palm OS® handheld.

« Copy information such as a photo or video from your handheld to your computer, or from
computer to handheld, by synchronizing.
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Related topics

My Handheld Click a link below to learn about these related topics:
Make your handheld
uniquely yours. For great

tips, software, accessories, Synchronizing Sharing information by synchronizing your handheld with your computer

and more, visit Expansion Sharing information by saving it to an expansion card that can be viewed
www.palmOne.com/ from another handheld
myzire72.

Connecting Setting up a connection with a phone to share information wirelessly
Support E-mail Sending information as an attachment to an e-mail message
If _you re havmg problt_ams Messages Sending information as part of a text or multimedia message
with sharing information or
with anything else on your Common Answers to frequently asked questions about sharing information
handheld, go to Questions

www.palmOne.com/
support/zire72.
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CHAPTER 23

Keeping Your Information Private

In this chapter

Choosing a security level

Marking information as
private

Setting the level of privacy

Using a password

Locking your handheld

Using Quick Unlock

Encrypting your information

Limiting the number of
password attempts

Related topics

You probably wouldn’t leave your door
unlocked at night, so why should it be
any different with your handheld?
When you think about the amount of
personal and private information
stored there, you’ll definitely want to
protect it.

Benefits of privacy

 Protect information if your handheld
is misplaced

* Hide private information

» Unlock your handheld using only one
hand
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Choosing a security level

There are a variety of security levels available for your handheld. Choose the level that provides
the best mix of security and convenience.

Activating no security features All entries are accessible to anyone who has your handheld. This
includes entries that are marked private, but are not masked or hidden.

Masking private entries without creating a password Masked entries are displayed when
selected. This provides some degree of privacy for private entries, but anyone can view the info by
simply selecting it.

Hiding private entries and creating a password Private entries are displayed when the password
is entered. This is the basic level of security.

Encrypting entries (requires assigning a password) Entries are scrambled whenever your
handheld locks, and are only displayed when the password is entered. Choose to encrypt all
information, or just private entries. This feature provides better security than hiding private entries
and assigning a password.

Limiting the number of password attempts Selected information is deleted after a specified
number of incorrect password attempts. Use this feature along with encryption for the highest
level of security.
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Marking information as private

Marking an entry as private is the first step in protecting your info.

1 Open an application.
2 Create a new entry, or select the entry that you want to make private.
3 Mark it as private:

a. For existing Contacts, tap Edit.
b. Tap Details.

c. Tap the Private check box.

Contact Details (i)

d. Select OK. Show inList: ¥ Mobile
Category: ¥ Personal

i c:®—— 1 Private check box
e. In Contacts and Memos, select Private: M

Done.

i Done
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Setting the level of privacy

Add further protection to your private entries by setting the privacy level (hidden/masked).

Hiding or masking private entries

1

Open Security:
a. Go to the Home @ screen.
b. Select Prefs 6

c. Select Security.

Select the display option for private entries:

a. Tap the Private Records pick list.

b. Select one of these options, and then select Done.
Show Display private entries.

Mask Block entries with a gray bar; you can see the bar onscreen, but you
can’t see the entries’ content.

Hide Make private entries invisible.

M Continued
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Cont’d.

Cho, Mike 650-555-6322W
Masked entry [Cruz, Maria 415-555-8983W

Quick Unlock i D'Am...,Lou 415-555-5236W
DuMo...,Pie 415-555-0589W
Auto Lock:

Private Records:[Show E Keaton, Lisa 203-555-6192W

$]
Hamon, Nikk 530-555-7650 H
Mask

Lang, Mei 203-555-7567 W

(Done ) ( Lock ) (Options ) (Help ) Look Up]] New) S

i Done

Password:

Viewing an entry that is masked

To open a masked entry, select the entry. If you have a password, enter it in the Show Private
Records dialog box, and then select OK. When you close a masked entry, it remains masked.

Using a password

Tip Further protect your hidden or masked entries by creating a password, which is needed to display

Use a password to the contents of hidden/masked entries.

protect confidential work
or personal information.
If your handheld is lost or
stolen, this information
will be safe.
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Creating a password

* Tip
The best passwords and 1
Quick Unlock Open Security:

. . . Preferences Security
co.mblnatlons consistof a a Go to the Home @ screen Password: | -Unassigr | Password box
mix of letters, characters, ’ '
and numbers. Longer

b. Select Prefs . .
passwords are better Auto Lock: ; Never:
than short ones. Any c. Select Security. Private Records: v Show
password you create is
case-sensitive.
% Tip (Done ) (Lock ) (Options ) (Help )

Enter your password with
Graffiti® 2 writing, the

numeric keypad in the 2

Create Password dialog Create a password:
box, or the onscreen Enter letters or numbers:
keyboard. a. Tap the Password box.

b. Enter a password, and then
select OK.

N Continued
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3 Confirm the password and enter a hint:
a. Enter the password again, and then select OK.

b. Enter a hint to help you remember the password if you forget it, and then
select Done.

4 Select Done.

i Done

Changing a password

You can change your password at any time. You must enter the current password before you can

change it.
*k Tip
In Palm® Desktop 1 Ooen Securi
software, you can require pen Security: P,efe,enm Security
passwor d entry f or a. Go to the Home @ screen. Password —Password box
private info to display. ) B
Open the Tools menu and b. Select Prefs Quick Unlock _Unass:'gned_i
select Options, and then Auto Lack: {Jeuc
select Security. c. Select Security. Private Records: ¥ Show
N Continued

((Done ) (Lock ) (Options ) ((Help )
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2 Enter your current password:

Enter current password:
a. Tap the Password box.

b. Enter the current password,
and then select OK.

3 Change your password:
New Password (i)
a. Select OK. @ Do you want to create
anew password now?
b. Enter a new password, and (_OK ) (Cancel ) (Unassign )

then select OK.

4 Confirm the password and enter a hint:
a. Enter the password again, and then select OK.

b. Enter a hint to help you remember the password if you forget it, and then
select Done.

N Continued
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5 Select Done.

i Done

Deleting a password

You can delete your password at any time. You must enter the current password before you can
delete it.

1 Enter your password:

!

Current Password

Enter current password:
a. Tap the Password box.

b. Enter the current password,
and then select OK.

CEEE
el =[=

2 Delete your password:

New Password

a. Tap Unassign. @ Do you want to create

anew password now?

b. Select Done. (_oK ) (Cancel ) (Unassign )

i Done
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Deleting a forgotten password

If you forget your password, your handheld displays the password hint (if you entered one) to help
you remember the password. If you still can’t remember the password, you can delete it from your
handheld. Deleting a forgotten password also deletes all entries marked as private.

[ ' IIMPORTANT Be sure to synchronize your handheld before and after this procedure, so you
can restore any private entries that were deleted along with the password.

1 Open Security:
P y Preferences Security

a. Go to the Home @ screen.
]
b. Select Prefs .

c. Select Security. Private Records: ¥ Show

|- Password box

((Dene ) ( Lock ) (Options ) (Help )

2 Open the Incorrect Password . - e e
: :
dlalog box: Enter current password:

a. Tap the Password box.

b. Tap any number on the
keypad, and then select OK.

M Continued
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3 Delete the forgotten password: ’ .
Incorrect Password
This is not th t
a. Tap Lost Password. %) password, o

b. Select Delete Password. To try again, tap OK.

Hint:

( OK ) (Lost Password )

4 Synchronize your handheld with your computer to restore any private entries
that were deleted.

5 [ &] OPTIONAL Create a new password.

i Done

[!] Before You Begin Locking your handheld
To use the locking feature,

you must first create a Protect the entire contents of your handheld, whether marked private or not, by using your

password to lock your handheld. You can set your handheld to lock automatically, or you can lock

password for your it manually.
handheld.

) [ ! ]IMPORTANT If you lock your handheld, you must enter the exact password to unlock it. If you
Tip forget the password, your handheld will show you the hint you entered to help you remember the
To start your handheld password. If you still cannot remember the password, you must do a hard reset to resume using
when it is locked, turn it your handheld. A hard reset deletes all of the information on your handheld, including your
on. Enter your password, password, but you can restore the information by synchronizing your handheld with your
and then select Done. computer.
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Locking your handheld automatically

1 Open Security:
a. Go to the Home @ screen. Password: -

b. Select Prefs 6 | Auto Lock box

c. Select Security. Private Records: ¥ Show

((Done ) (_Lock ) (Options ) ((Help )

2 Open the Lock Handheld dialog box:
a. Tap the Auto Lock box.

b. If necessary, enter your password, and then select OK.

M Continued
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* Tip
The number of password
attempts must be
between 5 and 99.

3

Select one of these lock options:

Never Always leave your
handheld unlocked.

When powver is off
Automatically lock your
handheld whenever you turn it
off.

At a preset time Set a time
when your handheld will
automatically lock.

After a preset delay Seta
period of inactivity after which

your handheld will automatically
lock.

Select OK, and then select Done.

i Done

Lock Handheld (i)

Automatically lock handheld:

Never

When power is of f
At a preset time
After a preset delay

Automatically lock handheld when
power is off.

Zire™ 72 Handheld

515



CHAPTER 23 Keeping Your Information Private

Locking your handheld manually

1 Open Security:

a. Go to the Home @ screen. Password:

] Quick Unlock:
b. Select Prefs .

Auto Lock:
c. Select Security. Private Records: ¥ Show
Lock
((Dene ) ( Lock ) (Options ) (Help )

Select Lock.

Select Lock Device.

This feature locks
i Done @ your handheld and

prevents others from
using it without the
password.

To unlock your
handheld, you must
enter your password.
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Using Quick Unlock

[!] Before You Begin You can unlock your handheld by creating a special combination sequence with the navigator—
To use Quick Unlock, you similar to the combination you use to open a padlock. Use this sequence in place of your
’ password to quickly unlock your handheld. Quick Unlock works only with your first three attempts

must first create a
to unlock your handheld. After three attempts, you must use your password to unlock your
password for your handheld

handheld.

Tip Creating a Quick Unlock combination
You can change a Quick

Unlock combination at

any time. Follow the 1

same steps you used to
create the combination. a. Go to the Home @ screen. Password

]
b. Select Prefs .

c. Select Security. Private Records: ¥ Show

Open Security:

Preferences Security

|— Quick Unlock box

((Done ) (Lock ) (Options ) ((Help )

2 Open the Quick Unlock dialog box:
a. Tap the Quick Unlock box.

b. If necessary, enter your password, and then select OK.

M Continued
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3 Create a Quick Unlock
combination sequence: Create Quick Unlock @
Use navigator or tap screen
. to create a combination:
a. Use the navigator or tap the
onscreen navigator to create a [t
combination. q @g
For example, you might -
choose Left—Right-Left as a Quick Unlock is optional, and
H H works only on the first three
Comblnatlon' entry attempts.
(oK )(cancel ) ((Clear )
b. Select OK.
4 Select Done.

i Done  When your handheld is locked, you can now unlock it by using the
Quick Unlock combination, or by entering your password.
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Deleting your Quick Unlock combination

1

Open Security:

a. Go to the Home @ screen.

]
b. Select Prefs .

c. Select Security.

Open the Quick Unlock dialog box:

a. Tap the Quick Unlock box.

Preferences Security

Password

Quick Unlock

Auto Lock:

Private Records: ¥ Show

—Quick Unlock box

((Done ) (Lock ) (Options ) ((Help )

b. If necessary, enter your password, and then select OK.

Delete the Quick Unlock
combination:

a. Tap Unassign.

b. Select Done.

i Done

New Password (i)

@ Do you want to create
anew password now?

(oK ) (Cancel ) (Unassign )
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Encrypting your information

You can encrypt selected information whenever your handheld locks. This means that your

. .
[*1Before You Begin information is scrambled so that it cannot be read. When you unlock your handheld and enter

To use encryption, you your password or Quick Unlock combination, the encrypted information is unscrambled.

must first create a

password for your The more information you select for encryption, the longer your handheld takes to scramble (and
handheld. unscramble) the information. Also, applications that use large files, such as palmOne Media, take

a long time to encrypt. In these cases, consider the trade-off between security and convenience.

1 Open Security:

Preferences Security|

a. Go to the Home @ screen. Password:
Quick Unlock:

b. Select Prefs 6

Auto Lock:

c. Select Security. Private Records: ¥ Show

N Continued | Options
((Done ) (Lock ) (Options ) ((Help )
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2 Open the Encrypt Data dialog
box:

[ Encrypt data when locked

a. Tap Options.

O Encrypt private records only
b. Tap the Encrypt data when Encryption type:
locked check box. ~ RC4

Intrusion Protection:

c. Tap Choose Applications.

3 Select the applications you want
to encrypt, and then select OK.

Select applications to
encrypt:

N Continued O Calendar
M Contacts
O Media
 Memos

O Note Pad
O Tasks

M Voice Memo
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4 [ &] OPTIONAL To encrypt
only the private entries in the
applications you selected, tap the [ Encrypt data when locked
Encrypt private records only
check box. M Encrypt private records only
Encryption type:
- RC4
Intrusion Protection:
5 Select OK, and then select Done.

i Done

¥ Tip Limiting the number of password attempts
Synchronize your
handheld with your You can set the number of incorrect password attempts that are allowed before selected

information is deleted from your handheld. This feature, called intrusion protection, protects
sensitive information from an intruder who uses an automated means to try every possible
combination until the password is found. Use intrusion protection if you keep highly confidential
information on your handheld.

computer frequently to
prevent loss of

information if intrusion
protection is triggered.

+ Did You Know? [ ' ]IMPORTANT If you limit the number of password attempts, be sure to use Keylock to prevent
' accidental password attempts while your handheld is in a purse or pocket.

Incorrect Quick Unlock

attempts are notincluded
inthe intrusion protection
counter.
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1 Open Security:
a. Go to the Home @ screen. Password
— Quick Unlock
b. Select Prefs .
Auto Lock
c. Select Security. Private Records: ¥ Show
|- Options
((Done ) (Lock ) (Options ) ((Help )
2 Set the number of password
attempts:
O Encrypt data when locked
a. Tap Options.
b. If necessary, enter your Encryption type:
password, and then select OK. v RC4
Intrusion Protection:
c. Tap the Intrusion Protection -1 Intrusion
box. Protection box

d. Enter the number of
password attempts that are
allowed before selected
information on your handheld
is deleted.

M Continued
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3

Select the information that is
deleted after the set number of
failed attempts:

a. Tap the Delete pick list and
select one of these options:

No Data No information is
deleted after the set number of
failed attempts.

Private Records All entries
marked private are deleted after
the set number of failed
attempts.

All Data All information you
entered and all applications you
installed on your handheld are
deleted after the set number of
failed attempts.

b. Select OK.

Intrusion Protection €

After: 7 Attempt(s)

Private Records
All Data
If an incorrect pussworu i

attempted 7 times, all of your
data will be deleted.

:

Select OK two more times, and then select Done.

i Done
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Related topics

Community Click a link below to learn about these related topics:
To explore the world of your
handheld, go to

www.palmOne.com/ Moving around * Opening applications

myzire72.
e Using menus

Synchronizing Creating a backup of your information
Support
If you’re having problems Customizing Entering your owner information in case your handheld is lost or stolen
with private entries or o )
anything else on your Maintaining Doing a hard reset
handheld, go to Common Answers to frequently asked questions about privacy
www.palmOne.com/ Questions

support/zire72.
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CHAPTER 24

Using Categories to Organize Information

In this chapter

Adding a category

Renaming a category

Deleting a category

Placing information into a

category

Viewing information by
category

Related topics

If you’re like most people, you use your
handheld to manage your work life and
your personal life. Yet these two areas
contain so many details: your children’s
after-school activities, your conference
schedule, your shopping list for the
week, and entertainment.

Categories help you organize different
aspects of your life, no matter how you
choose to group them.

Benefits of categories
» Better organize your information

* Easily retrieve the information you
need
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Adding a category

You can add categories in many applications: Contacts, Expense, Memos, Note Pad, Tasks, and
palmOne™ Media. (In palmOne Media, categories are called albums.) Place individual entries into
these categories to easily get to a group of related items.

Did You Know?
You can have up to
15 categories in an

application. In addition to putting individual entries into a category, you can also put entire applications into
_ categories. For instance, you may find it convenient to put Expense and Calculator in a category
Tip called Money.

Colors make it easy to
find the info you need in

Calendar. 1
* To add a category for individual entries in one of the applications above, open
Tip that application.

Add a category in
Contacts that contains all
of your medical numbers

e To add a category for applications, go to the Home screen @

for quick access. 2
Other useful categoriesin Add a new category: [contaces N[

Business
Contacts are Emergency, a. Tap the pick list in the upper- Ere Mo 41 Personal
for fire, ambulance, and right corner, and then select Mcintyre, Sean [HC<CS!
police; Children, for your Edit Categories. ARl it Categories..
children’s school and Turner, Bill  415.555.0909W
friends; and b. Tap New and enter the name
Entertainment, for of the new category.
restaurants or theaters
c soeokmananseetok |y G

i Done
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Renaming a category
* Tip

If you want to combine 1
items in different

categories, rename one

category to the other

category name.

¢ To rename a category within an application, open that application.

¢ To rename a category for applications, go to the Home screen @

=4 Did You Know? 2 Rename the category:
Some categories, like All
and Unfiled, come with a. Tap the pick list in the upper-right corner, and then select Edit Categories.

your handheld and

cannot be changed. b. Select the name of the category you want to change, and then tap Rename.

c. Enter a new category name, and then select OK.

d. Select OK again.

i Done
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Deleting a category

If you delete a category, the items in that category will move to the Unfiled category.

* Tip
In Expense, you can 1
delete a category,
including its contents,
with the Purge command.

¢ To delete a category within an application, open that application.

¢ To delete a category for applications, go to the Home screen @

2 Delete the category:
a. In Calendar, select an event, and then select Details.
b. Open the list of categories:
Calendar Tap the Category pick list.

All other applications Tap the pick list in the upper-right corner, and then
select Edit Categories.

c. Select the name of the category you want to delete, and then select Delete.

d. Select OK.

i Done
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Placing information into a category

You can place individual entries into categories within an application. For example, you may want
to place some of your contacts into a category called Medical.

¥k Tip

You can also enter new

information into a

category by opening the
application, and then
selecting the category
from the upper-right
corner. Tap New and
enter the information.

You may also find it convenient to view applications in groups. You may want all of your games in
one category, or all of your multimedia applications in another. Then you can go right to the group
of applications you need.

RINOTE An entry or application cannot be placed in more than one category.

Placing an entry into a category

1

2

Open an application that contains a category option. In Calendar, go to Day
View.

Open an entry.

In Note Pad only: skip to step 5.

Open the Details dialog box:
Contacts Tap Edit, and then tap Details.

All other applications Tap Details.

M Continued
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Tip

T(.) place an entry mf[o a 5 Place the entry into a category:

different category, simply

selectadifferent category a. Select a category from the Category pick list.

from the Category pick

list. i Personali{ —— Category
Last name: Cryz Last name: Cryz
First name: Maria First name: Maria
Company: Company:

Title: Title:
~ Work:415.535.2030
v Home: 415.555.8902

Show in List: ¥ Work i
¥ Mobile: 415,555.0669

Category:

. w E-mail:
Private:| oy ickList v Main:
Unfiled
(Cancel i Categories.. &

b. If necessary, select OK

c. If necessary, select Done.

i Done
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Placing an application into a category

1 Go to the Home screen @

2 Open the Category dialog box:
a. Open the menus .

b. Select Category on the App menu.

3 Place the application into a
category:

a. Tap the pick list next to the
application you want to place
into a category.

b. Select a category, and then
select Done.

i Done

Category
Quick Tour ¥ Main <
Calc ¥ Main
Calendar ¥ Main
Card Info ¥ Svstem
Contacts
Expense
HotSync
Memos
Note Pad
Prefs
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Viewing information by category

Tip

In the Home screen, scroll 1
through the categories by

repeatedly tapping the

Home screen icon, or

pressing Right or Left on

the navigator. To view all

of the applications on 2

your handheld select the
All category. Calendar Select Show Category List, and then select the category you want to
view from the pick list.

e To view entries by category, open an application that contains categories.

e To view applications by category, go to the Home screen @

Display the category you want to view:

Tip

Scroll through the
categories in Contacts by
repeatedly pressing the
Contacts button.

All other applications Select the category you want to view from the pick list
in the upper-right corner.

w Personal| —— Pick list
O 1 Buy gift for Greg 12/11

w Business

1. Quarterly profits
2. Marketing strategy
3. Sales meeting minutes 8:56 am Jl=——] ~ Money
4. Conference info 1)

=

Calc Expense

i Done
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Related topics

Click a link below to learn about these related topics:

Community

To explore the world of your
handheld, go to
www.palmOne.com/

myzire72.

Support

If you’re having problems
with categories or anything
else on your handheld, go to
www.palmOne.com/

support/zire72.

Moving around

Calendar

Photos and
Videos

Sharing

e Opening applications
e Using menus
Color-coding your events in Calendar

Organizing photos or videos into alboums

Beaming a category to another Palm 0S® handheld
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CHAPTER 25

Installing and Removing Applications

In this chapter

Checking space and version

numbers

Installing the additional
software from the CD

Installing other applications

and files

Removing an application
from your handheld

Removing Palm Desktop
software
from your computer

Related topics

Did you ever think you could use your
handheld to manage your weight loss
program? How about using it to track
the details of your round of golf?

There are thousands of applications
available for Palm OS® handhelds. Add
the ones you need to help you get the
most out of your handheld, no matter
what you’re doing.

Benefits of installing applications

* Add more applications to your
handheld

* Add photos to your handheld

* Add MP3 and video files to your
expansion card

* Use Addit to easily find new
applications for your handheld

* |[nstall Microsoft Office files
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Checking space and version numbers

Before you install a file or an application, it’s important to make sure you have enough space for it.
You may also want to check the version number of applications that are already on your handheld
or expansion card, in case you’re interested in upgrading them.

1 Open the Info dialog box:
a. Go to the Home screen @
b. Open the menus .

c. Select Info on the App menu.

2 View space info and version R
numbers: Pick list ——Device: + Handheld

Free Space: 14.8M of 15M
a. Tap the Device pick list and I

|
i . Add 1K ~
select one of these options: cﬂlerne;:r i |
Connection 2K
i i Contact 10K
Handheld _ Ge.t information D‘:l"l.:eni;:o:k 0K
about applications stored on Expense 1K
your handheld. Memo Pad K £

(Done ) [ Version [JEE3 Records |

Expansion card name Get
information about applications
stored on your expansion card.

N Continued
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Cont'd.

b. Tap one of the following options, and then select Done:
Version Displays the version numbers of all of your applications.

Size Shows how much space each application occupies. The bar at the top
shows the total space currently in use on your handheld or expansion card.

Records Shows the number of records in an application.

i Done
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Installing the additional software from the CD

Your handheld comes with many applications that are already installed and ready to use. The CD
that came with your handheld includes lots of other applications to make your handheld even
more useful and more fun. You can install these applications at any time.

=<4 Did You Know? WINDOWS ONLY

Addit is a handheld-

based catalog of some of

the best software 1 Insert the CD into your computer.

applications available for

your handheld. Install

Addit from the CD and 2

use it to easily find an

application such as a new

game or business 3
4

On the Discover Your Handheld screen, click Add software to your handheld.

application. Download a Follow the onscreen instructions to install the applications you want to install.
trial version of the
application the next time
you synchronize. If you
like it, Addit makes it easy
to buy it with just one tap i Done

of the stylus.

Synchronize your handheld with your computer.
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MAC ONLY
1 Insert the CD into your computer.
Double-click the Essential Software folder.

Install the applications you want to install.

A W N

Synchronize your handheld with your computer.

i Done
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Installing other applications and files

4 Did You Know? You can also install applications and files on your handheld that did not come on the CD. For any
files that you install, there must be an application on your handheld that can read these files. For
example, you can view photos only if you have an application such as palmOne™ Media on your
handheld.

Most handheld application
files have the extension
PRC or PDB.

Here are the types of files you can install on your handheld:

« Applications designed for Palm OS® handhelds, including PRC and PDB

« Image files, including BMP, JPEG, and TIF (uncompressed), GIF for use with palmOne Media
 Video files, including MPEG-1 and ASF (MPEG-4) for use with palmOne Media

« MP3 and RealAudio audio files (these files are installed only on the expansion card) for use with
RealOne Mobile Player

* Microsoft Office files, such as Word, Excel, and PowerPoint documents, for use with Documents
To Go

Installing applications and files on a Windows computer

If you installed Palm® Desktop software, you automatically have Palm® Quick Install on your
Windows computer. This tool makes it easy to install applications and files when you synchronize.

You can install applications and files by dragging and dropping onto the Palm Quick Install icon, or
by using the commands in the Palm Quick Install window.
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Using the Palm Quick Install icon
WINDOWS ONLY

%k Tip
You can also install files 1 o ) )
on your handheld by Copy or download the application(s) or file(s) you want to install onto your
right-clicking them on computer.
your computer. Select
Send To Palm Quick
Install, and the files are 2 Drag and drop the files onto the Palm Quick Install icon:
placed on your handheld
the next time you a. From My Computer or Windows Explorer, select the file(s) or folder that you
synchronize. want to install.
K Tip b. Drag and drop the file(s) or folder onto the

If there are still files in the Palm Quick Install icon on the desktop.

list after you synchronize,

they were not installed.

Open the application

associated with this file,

and then synchronize 3
again.

c. Select your username and click OK.

Synchronize your handheld with your computer.

i Done
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Using the Palm Quick Install window
WINDOWS ONLY

Tip

To install a folder on your
handheld, open the File
menu in Palm Quick
Install and select Add
Folder.

Tip

To move applications
between your handheld
and the expansion card,

drag the files up or down.

Tip

If you don’t see the file
you want to install, go to
the folder you copied the
file to.

1
2

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

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

Select the files to install: User drop-down list

a. In the User drop-down list,
select the name for your

handheld. B ' msrskla:pp;mswcm
22067KE  Pain Asgication
44.32KB  Paim Application
20089KE  Paim Applicaton

b. Click Add.

c. Select the file(s) you want to [ S ——
install. | e

358MB  MP3Fomat Sound

282 30KB  JPG File

d. Click Open. e B2578KB JFE Fie

222MB MP3Fomat Sound

Synchronize your handheld with your computer.

i Done
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Installing applications and files on a Mac computer

% Tip You can install applications and files on a Mac computer by dragging and dropping onto the Send

; ; : ®
In Mac OS X, you can make To Handheld icon, or by using the commands in the HotSync™ menu.

the Send To Handheld

droplet a permanent part Using the Send To Handheld droplet
of your desktop by MAC ONLY
dragging the droplet to the

Dock. Then simply drag

songs, and other files you 1

want to transfer to your

handheld, onto the droplet

in the Dock.

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

2 Drag and drop the files onto the Send To Handheld droplet:

a. Drag and drop the file(s) or folder onto the
Send To Handheld droplet in the Palm folder.

b. In the Send to Handheld dialog box, select
your username and click OK.

3 Synchronize your handheld with your computer.

i Done
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Tip

To move applications
between your handheld
and the expansion card,

click Change Destination.

Use the arrows to move
the files, and then click
OK.

Tip

If you do not see the
application or file in the
folder, go to the folder
that contains the
application you want to
install.

Using commands in the HotSync menu

MAC ONLY

1
2

Copy or download the application you want to install onto your computer.

Select the files to install on your
handheld:

a.

In the Palm folder, double-
click the HotSync Manager.

Select the HotSync menu, and
then select Install Handheld
files.

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

. Click Add to List.

. Select the file(s) you want to

install.

N Continued

eoce Install Handheld Files
User: | dkajiyama B ®
] —————— T | Destination &=

|@) Giraffe.prc 19K Handheld

|@ HARDBALL.PRC 17K Handheld et

@ MINEHUNT.PRC 9K Handheld T

|@ PUZZLE.PRC 4K Handheld ﬁj

| Rerm From List

| Applkatin bfe

Tips!

you perform 3 Hot9yne operstion

The files i this list willbe nstalkd on
your handhe ld dewice the nest tine

To 2dd fiks to this list, efther drag-  To find other third party applizations
and-drup them onto this window, o and files for your handhe K de vice,
click the "Add " button cheok out ourweb site at

http #AuwewpaimOne com
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3 Install the files on your handheld:
a. Click Add File.
b. Close the Install Handheld Files window.

¢. Synchronize your handheld with your computer.

i Done
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Removing an application from your handheld

If you run out of memory or decide that you no longer want some applications you installed, you
can remove them from your handheld or from an expansion card.

RINOTE You can only remove add-on applications, patches, and extensions that you install. You
cannot remove the applications that are part of the operating system of your handheld.

1 Go to the Home screen @

2 Open the Delete dialog box:

a. Open the menus .

b. Select Delete from the App menu.

3 Delete the application:
a. Tap the Delete From pick list, and then select Handheld or expansion card.
b. Select the application that you want to remove, and then tap Delete.

c. Select Yes, and then select Done.

i Done
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Removing Palm Desktop software from your computer

If you no longer want to use Palm Desktop software, you can remove it from your computer. This
process removes only the application files. The data in your Users folder remains untouched.

[ ' ]IMPORTANT If you remove Palm Desktop software, you also remove the synchronization
software and can no longer synchronize your information. Even if you want to synchronize with
another personal information manager, like Microsoft Outlook, you must leave Palm Desktop
software installed on your computer.

WINDOWS ONLY

RINOTE You may have to modify these steps to correspond with the operating system on your
computer.

1 Open Add/Remove Programs:

a. From the Start menu, select Settings, and then select Control Panel.

b. Double-click the Add/Remove programs icon.

M Continued

Zire™ 72 Handheld 547



CHAPTER 25 Installing and Removing Applications

2 Remove Palm Desktop software: Change or Remove Programs

a. Click Change or Remove
Programs

B Add or Remove Programs =] B I

Cunently installed programs:  Sort by: | Nams |+
U
0330934

BE Palm
Desktop

b. Select Palm Desktop software,
and then click Remove.

c. Click Yes in the Confirm File
Deletion box.

Remaove

Palm
WersaMailtm

d. Click OK, and then click Close.

i Done

MAC ONLY
1 Insert the CD that came with your handheld into your computer.
2 Double-click the CD icon on your desktop, and then double-click the
Palm Desktop Installer icon.
3 From the Easy Install screen, select Uninstall from the pop-up menu.

N Continued

Zire™ 72 Handheld 548



CHAPTER 25 Installing and Removing Applications

4 Select the software you want to remove, and then click Uninstall.
Select the folder that contains your Palm Desktop software files.

6 Click Remove, and then restart your computer.

i Done
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Related topics

Community Click a link below to learn about these related topics:
To explore the world of your
handheld, go to

www.palmOne.com/ Setting up Switching between Palm Desktop software and Microsoft Outlook
myzire72. Moving around * Opening applications
* Using menus
Support
If you’re having problems RealOne Player » Transferring files from a CD to an expansion card
installing applications, or
with anything else on your * Listening to audio files on your handheld

handheld, go to
www.palmOne.com/

support/zire72.
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CHAPTER 26

Managing Clock Settings

In this chapter

Checking the current date
and time

Setting the primary location

Choosing secondary
locations for other time
zones

Modifying the locations list

Setting the alarm clock

Changing the clock display

Related topics

Forget your watch? Or just forget to
reset it when you landed in Toronto?
Neither matters, as long as you have
your handheld. Not only can you rely
on it for the correct time, you can even
set an alarm so you don’t miss that
early flight back home.

Benefits of World Clock

» Always have the correct time, no
matter where you are

* No need to carry a separate alarm
clock
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Checking the current date and time

There are several ways to easily check the date and time:

« When your handheld is on:

e Tap the Home icon @ and then select the World Clock icon ﬁ
e Tap the Clock icon in the upper-left corner of the input area. Your handheld displays the time

for two seconds, and then returns to the previous application.

Clock

* When your handheld is off, press Select in the center of the navigator. Your handheld turns on,
displays the time, and then turns off after a few seconds.

A 4 w
[~ 4
©
ABC | 123

Select

Zire™ 72 Handheld 552



CHAPTER 26 Managing Clock Settings

Setting the primary location

>»> Key Term
Primary location
Typically a city in the time
zone in which you live.

1 Go to the Home screen @ and select World Clock &

2 Select the primary location: _ . [World Clock]
Primary location - .

. . . pick list
a. Tap the primary location pick

list.

b. Select the location you want
to be the primary location.

If you need more choices,
modify the locations list.

i Done

> San Francisco

] ]:24um

Thu, Dec 18, 2003

v Tokyo v London
4:24am 1:24pm
Fri, Dec 19 Thu, Dec 18

Set Date & Time...

In World Clock, you can set the location, date, and time for a primary location. The settings for this
primary location are used by all of the applications on your handheld.
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Setting the date and time for the primary location
You can set the date and time in Preferences, as you did during the initial setup of your handheld,

= Did You Know?
When the Daylight
Savings settings are
active, the time changes
according to the rule for
the primary location. For
example, in North
America, the time
changes at 2:00 a.m.; in
Europe, it changes at
1:00 a.m.

or in World Clock. When you change the date and time in one application, it is automatically

changed in the other.

1
2
3

Go to the Home screen @ and select World Clock ﬁ

Tap Set Date & Time.

Set the date:
a. Tap the Date box.

b. Tap the arrows to select the
current year.

c. Tap the current month.

d. Tap the current date.

N Continued

Year

Month ——

Day

4 2004 )

Jun

Feb |Mar | Apr |May
Jul | Aug | Sep | Oct [ Nov

Dec

SM TW T F

1 2
4 5 6 7 8 9
11 12 13 14 15 16
18 19 20 21 22 23
25 26 27 28 (EX) 30

S
3
10
17
24
31
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4 Set the time:

a. Tap the Set Time box.

b. Tap the hour and minute Hour
boxes, and then tap the
arrows to change them. Minute Jﬂ
c. Tap AM or PM, and then (o) (Cancel)
select OK.
5 Select Done.

i Done
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Choosing secondary locations for other time zones

Tip Set World Clock to display the date and time for two other locations.

If you have friends,

family, or colleagues in

another time zone, select 1
a city in their zone as your

secondary location.

When you need to 2
contact them, you can

easily check to see what

time it is where they are.

Go to the Home screen @ and select World Clock &

Tap the pick list next to one of the
secondary locations. m—

w San Francisco

3:40pm

Thu, Dec 18, 2003

S | Hallif ax +|-
Pick list——( Tokyo London
8:40 am New York

Paris

Fri, Dec 19 San Francisco

Tokyo

Set Date & Time... || Edit List...

3 Select the location you want to use as the new secondary location.

If you need more choices, modify the locations list.

i Done
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Modifying the locations list

Tip You can edit the locations list so that the locations you use most often are easy to find.
If you know what you’re
list, use Graffiti® 2
writing to find it faster.
Enter the first letter of the
1 Go to the Home screen @ and select World Clock ﬁ
word, then locate your
item.
2 Open the Edit List dialog box:
a. Tap a Location pick list.
b. Select Edit List.
3 Add the new location:
Select the closest locationin
a. Tap Add. the desired time zone.
Adelaide Australia (N/ST...
) Amsterdam Netherlands
b. Scroll through the list to Anchorage USA (Alaska)
: e Ant i Mad
select a location that is in the A:i;““““”“ el
same time zone as the city Athens Greece
you want to add. e T
c. Select OK.

N Continued
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A

[&] OPTIONAL Tap each
setting you want to change.

Name Enter the name of the
location.

Time Zone Select the time
zone for the location.

Daylight Saving Time check

box Tap for your handheld to
automatically adjust the date and
time for Daylight Saving Time in
this location.

Start and End dates Tap the
boxes to change the start and

end dates of Daylight Saving
Time, if necessary.

Select OK, and then select Done.

i Done

Edit Location (i)

Name: Paris

Time Zone:

[ This location observes
Dayli i i

CHAPTER 26 Managing Clock Settings
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Deleting a location

1
2

Go to the Home screen @ and select World Clock ﬁ

Select the location you want to
delete:

a. Tap a Location pick list.
b. Select Edit List.

c. Selectalocation, and then tap
Remove.

Select OK, and then select Done.

i Done

Edit List (i)

London

New York

Rio de Janeiro
San Francisco
Singapore
Tokyo

(Done ) ((Add ) ((Edit ) (Remove )
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Setting the alarm clock

Did You Know?

Use World Clock to set an

alarm within the next 24 1
hours. Set alarms outside

of this timeframe in

Calendar.
2 Set the alarm:

Did You Know?
Remember to put your

Go to the Home screen @ and select World Clock &

a. Tap the Alarm box.

handheld on local time. If b. Tap the time columns to set the hour and minute, and then select OK.
you travel from San
Francisco to London, RINOTE Alarms set in World Clock use the time set for the primary location.
make London your
plrllmary Icl)catlon.so that Alarm box
all your alarms ring on
time, instead of eight 1
hours late. v SanFrancisco @ off Time: 12 | [-00
_m 1 05
_ 11:24.. 2 | o
Tip Thu, Dec 18, 2003 1 20
Set an alarm while you’re 5 ;3
working to remind you v 1"2':1’"’ v ;"2'::““ “—, 35
Z4am Z4pm 8 40
when to leave to get to Fri, Dec 19 Thu, Dec 18 . ae
our appointment on
ﬁme PP OK ][ Alarm Off | (11 #| | 55|
W Continued
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%k Tip
To turn off an alarm
before it sounds, tap the
Alarm box, and then tap
Alarm Off.

3 [ &] OPTIONAL Select the alarm sound and volume:
a. Open the menus .
b. Select Options, and then select Alarm Preferences.
c. Tap the pick lists to select the alarm sound and volume.
RINOTE This volume setting does not affect the other sounds on your

handheld, including the alarms you set in Calendar. You can change the volume
of these other sounds in Preferences.

d. Select OK.

i Done

Responding to the alarm clock
When the World Clock alarm sounds, select one of these three options:

OK Cancel the reminder message and return to the current screen.
Snooze Close the alarm reminder message and return to the current screen. The message
appears again in five minutes. In the meantime, an indicator blinks in the upper-left corner of the

screen to remind you of the upcoming alarm.

Go To Cancel the reminder message and open World Clock.

Zire™ 72 Handheld

561



CHAPTER 26 Managing Clock Settings

Changing the clock display
1 Go to the Home screen @ and select World Clock &

2 Open the Display Options dialog box:
a. Open the menus .

b. Select Options, and then select Display Options.

3 Select any of the following options, and then select OK:

Show Multiple Locations Display the secondary locations. Deselect it to
display only the primary location.

Show Date Display the date in World Clock.

i Done

Zire™ 72 Handheld 562



CHAPTER 26 Managing Clock Settings

Related topics

Community Click a link below to learn about these related topics:
To explore the world of your
handheld, go to

www.palmOne.com/ Moving around * Opening applications

myzire72.
e Using menus
Calendar Setting an alarm outside of the next 24 hours
Support
If you’re having problems Customizing Changing the volume of other system sounds

with World Clock or anything
else on your handheld, go to
www.palmOne.com/

support/zire72.
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CHAPTER 27

Customizing Your Handheld

In this chapter

Customizing the Home screen

Making the screen easier to read

Giving your favorite applications

a button or icon

Setting the date and time

Customizing the way you enter
information

Selecting sound settings

Entering your owner
information

Conserving battery power

Connecting your handheld to
other devices

Customizing network settings

Related topics

Although customizing your handheld
is optional, it’s like changing the preset
radio stations in your car. Since you’re
probably not driving around with the
dealer’s preset radio stations, why not
personalize your handheld, too?

You can easily customize the sound
levels, fonts, and screen colors on your
handheld by using preferences and
menus. And preference settings can
help extend the life of your handheld’s
battery.

Benefits of customizing
» Access applications quickly

* Conserve power
* Enjoy your handheld more
* Make your screen easy to read
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Customizing the Home screen

Use your favorite photo as the background for the Home screen. Or display your application icons
in list format with small icons so that you can see more applications without scrolling.

1 Go to the Home @ screen.
2 Open the Display Options dialog
box: i
View By: « Icon
a. Open the menus  Remember Last Category
® Background:
b. Select Options, and then Fade: +0%
select Display Options. [ |
3 Tap the View By pick list and select List or Icon as the display format.

If you want the last category you viewed to reappear the next time you visit the
Home screen, select the Remember Last Category check box.

M Continued
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5 Select a photo for the background:
a. Select the Background check box.
b. Tap the photo thumbnail and select a photo.
c. Adjust the fade setting so that the text is easy to read against the photo.

d. Select OK.

i Done
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Making the screen easier to read

In many applications, you can change the font style to make text easier to read. There are four font
styles available.

In certain lighting conditions you may also need to adjust the brightness and contrast to read the
information on the screen.

Changing the screen fonts

[Memo KIETTNS “Unfiled: [Memo KT TUnfiled:

Navigator Button Tips - Navigator Button Tips -
Use the Navigator button to navigate Use the Navigator button to
your handheld and retrieve data, like ; handheld and
a phone number you want to look up. nov!qote your ; andneid dn
Use your stylus or the onscreen retrieve datq, like a phone
keyboards to create data. number you want to look
Navigation basics Up. Use your stylus or the
* To go to Home anytime: Press and onscreen keybodrds to
hold Select {the center button of the create data.
Navigator.) <
T
Small font —— : . Large font : "
[Memo KIEETAL TUnfiled: 9 [Memo KIEETAL “Unfiled]
:uvitu:t;r B_uttton E.i.ptst e | ® To see the note attached to 4
e the Navigator sutt.on to the highlighted Calendar
event: Press Select.
® To check off a completed
Small bold Tasks List item: Press Select
font to mark the selecteditemas
Large bold complete.
font -
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Open an application.

2 Open the Select Font dialog box:
(- J
a. Open the menus .

b. Select Options, and then select Font.

3 Tap the font style you want to use, and then select OK.

Select Font
Font: “ A A

Small bold
Large bold

Small

Large

i Done
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Adjusting the brightness

1 Tap the Brightness icon to open the Adjust Brightness dialog box.

Brightness icon

Adjust Brightness €

2 Drag the slider to adjust the contrast level, and then select Done.

i Done
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Changing screen colors
Choose a new set of text and background colors for all your applications.

1 Open Color Theme Preferences:

@ Select a Color Theme:
a. Go to the Home screen.

Autumn
Balloons

b. Select Prefs @

c. Select Color Theme.

Chocolate
Clouds ¥

2 Select a theme, and then select Done.

i Done
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Giving your favorite applications a button or icon

Tired of going to the Home screen to open an application you use a lot? Use the Buttons
Preferences screen to reassign the applications associated with the buttons on the front of your
handheld and the HotSync® icon.

For example, if you use Memos often, you can assign Memos to a button or the HotSync icon so
that you don’t have to scroll through the Home screen whenever you want to use that application.

Tip
To restore all the buttons 1
to the original palmOne Open Buttons Preferences: P,efe,enm Buttons
. Select lication t
settings, tap Default . 6o to the Home @ sereen curtormue oo bacton
' ' @ w Calendar
=] - -
b. Select Prefs . ) @) vComera | pick list

c. Select Buttons.

i! w Voice Memo

(Done ) ( Default ) ([ More... )

2 Tap the pick list next to the button (or icon) you want to reassign and select the
application that you want to assign to that button.

M Continued
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>»> Key Term
Full-screen penstroke A
stroke that is drawn from
the bottom of the input
area to the top of the
screen. You can use this
stroke as a quick way to
do a selected task, such
as opening the Graffiti® 2
help screen.

3

Assign the full-screen pen stroke:

a. Tap More.

b. Tap the pick list and select the
action you want to assign to
the full-screen pen stroke.

c. Select OK.

Tap Done.

i Done

Select a feature you can
access by dragging your
stylus from the graffiti2
writing area to the top of
the screen.

@/ T Graffiti 2 Help

Pick list
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Setting the date and time

You can set the date, time, and location for all the applications on your handheld that require this
information. You can also select the format in which the date, time, and numbers appear.

Selecting a location

You can set the current date and time based on your location. When you travel to a new time zone,
change the Location setting to quickly reset the date and time. Your appointments stay at the time
you entered them—no adjustments for time zones. So always enter your schedule based on the
time zone you will be in on the day of the event.

= Did You Know?
The location you select 1

also appears as the Open Date & Time Preferences: [Preferences] Date & Time

rimary location in World @
2|OC|( Y a. Go to the Home screen. Location: ¥ SanFrancisco
' Set Date: B
b. Select Prefs ‘g

c. Select Date & Time.

N Continued
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Tip

You can rename the
location to the city where
you live. Tap the Name
field, and then modify the
location name.

Select the location:

a.

Tap the Location pick list, and
select a city in your time zone.
If you found a city in the list,
go to step 3.

No nearby city? Select Edit
List, do steps b-e.

Tap Add.

Select a city in your time zone,
and then select OK.

Select OK again, and then
select Done.

. Tap the Location pick list, and

select the city you just added.

Select Done.

i Done

Edit Location (i)

Name: Bonny Doon

® This location observes
Daylight Saving Tim

End: : Last Sunday of October

—— Name field

CHAPTER 27 Customizing Your Handheld
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Resetting the date and time

In most cases you won'’t need to reset the date and time. However, you may need to do this if you
do a hard reset on your handheld.

1

Open Date & Time Preferences:
a. Go to the Home @ screen.
b. Select Prefs ‘g

c. Select Date & Time.

Select the location.

M Continued

Preferences Date & Time

Location: ¥ SanFrancisco
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3 Set the date:
Year
4 2006 ) | arrows
a. Tap the Set Date box. Jan | Feb | Mar | Apr [May] Jun
Aug | Sep | Oct | Nov | Dec
b. Tap the arrows to select the SM TWTF f
Current year. 2 3 4 [3 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
c. Tap the current month. gg g? 25 26 27 28 29
C | Tod
d. Tap the current date.
4 Set the time:
. . s
a. Tap the Set Time box. [ 10 UENETE

b. Tap the hour and minute
boxes, and then tap the
arrows to change them.

c. Tap AM or PM, and then
select OK.

RINOTE If you're using a

24-hour clock format, you won’t
see the AM PM options.

5 Select Done.

i Done
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Selecting formats for dates, times, and numbers

Would you rather see the time displayed in a 24-hour format, or dates that begin with the month or
year? Use the Formats Preferences screen to change these settings and to apply them to all the
applications on your handheld.

You can quickly choose the preset formats based on geographic regions where you might use
your handheld. For example, in the United Kingdom, time often is expressed using a 24-hour
clock. In the United States, time is expressed using a 12-hour clock with an AM or PM suffix. You
can use the original preset formats or change them based on your personal preferences.

1 Open Formats Preferences: [Preferences I G

Preset to: |

a. Go to the Home @ screen. - 5y
Time: ¥ HH:MM am/pm

2:36 pm
b. Select Prefs @ Date: v M/D/Y
12/8/06

Dec 8, 2006
c. Select Formats. Week starts: ¥ Sunday
Numbers: ~ 1,000.00

M Continued
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* Tip
The country setting
Select a country:  seccomey 0

changes only the way the 2 y Set Country o

H P.R.C. 1
date a:qd time look. It a. Tap the Preset to box to open Philippines
doesn’t change your the Set Country dialog box. angapore

P— pain
handheld’s time to that Sweden
country’s time. To do that, b. Select a country. -‘T";‘;:f:r:"‘"d
go to Date & Time Ehgu%nlg_ )
Preferences or to World c. Select OK. :
clock

3 [ &] OPTIONAL Customize any of the following preset formats:

Time Controls whether the time displays in 12-hour or 24-hour format and
which symbol separates the numbers.

Date Controls the sequence in which the day, month, and year appear and
which symbol separates the segments.

Week starts Controls whether applications treat Sunday or Monday as the first
day of the week.

Numbers Controls the decimal and thousands separator symbols.

4 Select Done.

i Done
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Customizing the way you enter information

Your handheld lets you choose how you enter information. You can choose the writing area,
choose Graffiti 2 strokes, and create shortcuts to make entering information faster.

Choosing the input area

You can write Graffiti 2 characters in the input area, or you can turn on Writing Area Preferences
and use the full screen for Graffiti 2 writing; you do not have to write in the input area.

1

Open Writing Area Preferences: Pmerenm Writing Area

Write anywhere on-screen:
a. Go to the Home @ screen.

]
b. Select Prefs . m

c. Select Writing Area. r Write Graffiti 2 letters

on the left side of the screen,
and numbers on the right.

Tap one of the following, and then select Done:

On Turns on the full-screen writing area. When you select this option, a check
box appears for you to choose if you want to see your strokes as you write.

Off  Turns off the full-screen writing area. When you select this option you
must use the input area for Graffiti 2 writing.

i Done
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Using the full-screen writing area

[!] Before You Begin
Turn on Writing Area 1
Preferences as described
in the previous section.

Open the entry where you want [Memo KIREEN lnfied:
to enter information: I

a. Open an application.

* Tip
Right after you write a b. Select a record or tap New.
character, your handheld
interprets a quick te_lp on Shaded box
the screen as a period indicates Writing
character. If you want to B——Areaison

tap a button, either wait a

few seconds or

temporarily turn off full- 2
screen writing by tapping

the shaded box in the

lower-right corner. The

shaded box changes to a

box outline when Writing « Write numbers anywhere on the right side of the screen.
Area Preferences are off.

Position the cursor where you want the characters to appear and do any of the
following:

* Write lowercase Graffiti 2 letters anywhere on the left side of the screen.

e Write uppercase letters in the middle of the screen.

e Write the Punctuation Shift stroke 1 before writing symbols and other special
characters.

* Use buttons and other controls that appear on the screen by tapping and
holding the button or control until it activates.

i Done
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Customizing Graffiti 2 strokes

There is more than one way to write certain Graffiti 2 characters. Use the Graffiti 2 Preferences
screen to select an alternate stroke shape for these characters.

1 Open Graffiti 2 Preferences:

@ Select a character below to tune it:
a. Go to the Home screen.

]
b. Select Prefs .

c. Select Graffiti 2.

I
ot

(Done ) ( Tips ) ((About )

2 Select alternate strokes:
a. Tap a character to view its 12
alternate stroke. \/
b. Select the check box to use o }{,‘fo:'.':,‘._f""“ of
the alternate stroke, and then
select Done.
3 Repeat step 2 for each stroke you want to reassign, and then select Done.

i Done
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Setting up ShortCuts

%k Tip Are you looking for a quicker way to enter information on your handheld? Use ShortCuts to define
You may want to add a abbreviations for any words, letters, or numbers that you enter often. You can use your ShortCuts
space character after the anywhere you enter info with Graffiti 2 writing.

last word in your
ShortCut text. This way, a

space automaticall .
fgllows . ShOFtCL)J/t ot 1 Open ShortCuts Preferences:
a. Go to the Home @ screen.
* Tlp ds - [Date Stamp]
To learn how to use b. Select Prefs =y it D e o)
ShortCuts while entering me - Meeting
information, see Writing c. Select ShortCuts. e el
Graffiti 2 ShortCuts.
Y Continued
<4 Did You Know? ((Done ) ((New ) (_Edit ) (Delete )

Your ShortCuts are
backed up on your
computer when you
synchronize.
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* Tip
The ShortCut Text can be
Create a ShortCut: ___shortcutbney O
45 characters long. That’s 2 Sh Srtc"t — 2
or u ame:
long enough for a name a. Tap New. dir
whose spelling you ShortCut Text:
always forget or a b. On the ShortCut Name line, Directions

complex e-mail address. enter the abbreviation.

c. On the ShortCut Text line(s),
enter the text you want to insert
when you write the
abbreviation.

d. Select OK, and then select Done.

i Done
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Changing ShortCuts

XK Tip After you create a ShortCut, you can modify it at any time.
To delete a ShortCut,

open ShortCuts

Preferences and select 1
the ShortCut. Tap Delete,
tap Yes, and then tap

a. Go to the Home @ screen. e
Done. ds - [Date Stamp]
b. Select Prefs @ dts - [Date and Time Stamp]

lu - Lunch

Open ShortCuts Preferences:

me - Meeting
c. Select Shortcuts. ts - [Time Stamp]

((Done ) ((New ) ((Edit ) ( Delete )

2 Edit the ShortCut:

a. Select the ShortCut you want to change.
b. Tap Edit.
c. Make your changes.

d. Select OK, and then select Done.

i Done
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Correcting problems with tapping

>» Key Term Is your screen not responding to taps? Are you getting unexpected results when you tap? For
Digitizer Another name example, when you tap the number keyboard icon, does the Find dialog box open instead? If this

for your handheld’s happens, it’s time to align the screen.

screen and the internal
circuitry that enables it to

respond appropriately to 1 Open Digitizer Preferences:

taps.
@ Tap the target
. a. Go to the Home screen. Tap the center of each target

* Ti P with your _st_ylus. This aligns the

If your screen is not b. Select Prefs €2b. screen digitizer.

responding to taps, use

the navigator to open c. Select Digitizer.

Digitizer Preferences. \
>> Key Term

Calibration The process
of aligning your

hand_h_eld s touch- 2 Tap the targets on the screen as precisely as possible, and then select Done.
sensitive screen so that

when you tap an element RINOTE You need to tap at least three targets—maybe more if you don’t tap
on the screen, your carefully.

handheld detects exactly

what you want it to do. i Done
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Selecting sound settings

Tip Are sounds too soft or too loud? Set the volume levels for the system, game, and alarm tones, or
You can choose different turn sounds off altogether with the Silent profile.

types of sounds for

Calendar, Tasks, and

Worl_d C_Iock. Go to the 1 Open Sounds & Alerts e r— —
application, open the Preferences: [Preferences]
Options menu, and then Silent | . f_ Profile boxes
select Preferences. a. Go to the Home @ screen.
System Sound: ¥~ Medium
. == -
Did You Know? b. Select Prefs . Game Sound: ~ High
Alarm Sound: ¥~ Medium
When you connect a Alarm LED: = On
headset to your c. Select Sounds & Alerts. )
handheld, the external
speaker is automatically

silenced, the Sounds &
Alerts settings are
maintained, and all
volume levels are
automatically adjusted
for use with a headset.

Select Custom, Silent, or All Off.

If you selected Silent or All Off in step 2, select Done.
If you selected Custom in step 2, tap the System Sound, Game Sound, Alarm

Sound, and Alarm LED pick lists and select the volume level for each sound;
then select Done.

i Done
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Entering your owner information

%k Tip It's a good idea to enter information that could help someone contact you if you ever lose your
handheld (if there’s enough battery power to turn it on). By default, the Owner Preferences screen
contains the information you entered when you installed the CD and set up your handheld, but
you can update or add to this information.

In addition to entering
owner information, you
can assign a name to
your handheld for

Bluetooth
communication. 1 .
Open Owner Preferences: [Preferences IR
- This handheld computer is owned by:
=4 Did You Know? a. Go to the Home @ screen.
H Midyne Spear
I¥ youuse Securlty Creative Spearit
Preferences to turn off b. Select Prefs 6 Bonny Doon, CA
and lock your handheld 531 EEE {515
with a password1 your c. Select Owner. speadrit@myisp.com
owner info appears the If found please contact me.
next time you turn on
your handheld. See
Keeping Your Information
Private for more info.
) 2 Modify or enter the text, and then select Done.
¥k Tip
If you assigned a
i Done

password in Security
Preferences, you must
tap Unlock and enter your
password to change your
owner info.
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Conserving battery power

You can save battery power by preventing your handheld from turning on accidentally and by
adjusting the Power Preferences settings.

Preventing your handheld from turning on by accident

i Does your handheld turn itself on accidentally in your briefcase, pocket, or purse? You can lock the
* Tip : .
buttons on the front of your handheld to prevent this from happening and to prevent the battery

When Keylock is on, your -
Y y from draining.

handheld does not
respond when you press
the application buttons.
To use your handheld 1 Open Keylock Preferences:
again, press the power
button, and then tap a. Go to the Home @ screen. Keylock Activation:

Deactivate Keylock.
b. Select Prefs ‘g Automatic
Manual
c. Select Key|0ck Keylock prevents your handheld

from turning on if a button or
key is pressed accidentally.

N Continued

Zire™ 72 Handheld 588



CHAPTER 27 Customizing Your Handheld

2 Select one of these settings, and then select Done.
Never Keylock always remains off.

Automatic Keylock turns on automatically when you turn off your handheld or
when your handheld goes to sleep.

Manual Keylock turns on when you hold down the power button until the
system sound confirms that Keylock is on.

i Done

Selecting power-saving settings
The Power Preferences screen enables you to set power consumption options.

1 Open Power Preferences: [Preferences R

a. Go to the Home @ screen. Auto-off after: ¥ 2 minutes
On while Charging: v Off
b. Select Prefs ‘g Beam Receive: ¥ Off

c. Select Power.

M Continued
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2 Tap the pick lists to change any of the following settings, and then select Done.

Auto-off after Select how quickly your handheld automatically turns off after a
period of inactivity: 30 seconds, 1 minute, 2 minutes, or 3 minutes.

On while charging Select whether your handheld stays on continuously when
it is connected to the power adapter. When this option is off, you can still turn
on your handheld to view your info while your handheld charges, but it turns off
automatically after a period of inactivity.

Beam Receive Select whether you can receive beamed information on your

handheld. Turn this setting on to receive beamed info or turn it off to prevent
receiving beamed info.

i Done
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Connecting your handheld to other devices

Connection Preferences let you connect your handheld to other devices. You can use preset
connection settings, modify the preset settings, or create your own connection settings from
scratch. The list of preset connections varies depending on the applications you've added to your
handheld.

For example, you can create a connection between the IR port
of your handheld and a modem so that you can dial in to your
ISP or corporate network. The modem can be attached to or
within a mobile phone or other device containing an IR port.

Tip
You can use your
handheld’s built-in

oogoo

o

[ o o
o o

a

a

=]

[=]

Bluetooth technology to (Some infrared phones can act as modems. To set up a phone EE
connect to other devices connection, you must have a GSM or GPRS mobile phone

without using Connection enabled with data services and a driver for your phone. Check

Preferences. www.palmOne.com for available phone drivers or contact the

phone manufacturer.)
Key Term

ISP Acronym for . ] .
Internet service provider. Changlng the preset connection settings

This is the service you The following steps show you how to adjust the communication speed in the preset IR to a PC/
use to connect to the Handheld connection setting. You can similarly edit other connections or settings.

Internet, such as AOL,

Compuserve, or

Earthlink. 1

Open Connection Preferences: [Preferences IR

Did You Know? @ Available Connections:
) a. Go to the Home screen. Cradle/Cable
You cannot rename or IR to a PC/Handheld

delete the preset b. Select Prefs .
connection settings.

c. Select Connection.

M Continued

(Done ) (New..) (Edit.. ) (Delete )
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2 Open the Edit Connection dialog
box: Name: R to a PC/Handheld
a. Select the IR to PC/handheld Connect to: ¥ PC
connection. Via: ~ Cradle/Cable
b. Tap Edit.
(oK ) (Cancel ) ( Details... )

3 Change the speed setting:

. Speed: 57,600 bps
a. Tap Details.

Flow Ctl: ¥ Automatic

b. Tap the Speed pick list and
select the appropriate speed.

c. Select OK.
d. Select OK again, and then
select Done.

i Done
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Creating your own connection settings

%k Tip If none of the preset connection settings are close to what you need, or if you're already using all
To delete a connection the connections as they are, you can create a new connection.
that you created, select it
on the Connection
Preferences screen, and 1

From the Connection Preferences screen, tap New.
then tap Delete.

Preferences Connection Edit Connection (i)

Available Connections:

Cradle/Cable
IR to a PC/Handheld

Connect to: ¥ Modem

) Via: ¥ Cradle/Cable

Dialing: ¥ TouchTone™

Volume: ¥ Low

(Done ) (New..) (Edit.. ) (Delete ) (oK ) (Cancel ) ( Detais...)

M Continued

Zire™ 72 Handheld 593



CHAPTER 27 Customizing Your Handheld

X Tip 2 Enter the basic settings:

To learn about
customizing Bluetooth
connection settings, see
Connecting Wirelessly to
Other Devices.

Name Enter a name for your connection settings. This name will appear on
the Connection Preferences screen so that you can select your connection later.

Connect to Select the type of device you want to connect to: PC, Modem, or
Local Area Network.

Via Select the method you want to use to connect to the device you selected:
Bluetooth—the Bluetooth® radio on your handheld; Cradle/Cable—the HotSync
cable that came with your handheld; Infrared—the IR port on your handheld.

RINOTE The Dialing and Volume settings won’t appear unless you select
Modem as the Connect to setting.

Dialing Select whether your modem uses TouchTone™ or Rotary dialing.

Volume Select the volume level for you modem’s speaker: Off, Low, Medium,
or High.

M Continued
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3 Enter the details settings:
. Speed: ¥ 57,600b
a. Tap Details. pee P

Flow Ctl: ¥ Automatic

b. Tap the Speed pick list and Init String:
select the appropriate speed.

c. Tap the Flow Ctl pick list and

select whether the connection o
uses flow control: (oK )

Automatic Your handheld determines when to use flow control.
On Flow control is always on.

Off Flow control is always off.

d. For a modem connection, enter the initialization string.

e. Select OK.

4 Select OK, and then select Done.

i Done
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* Tip
If your phone doesn’t
appear on the list, you

need to install the phone

settings for your phone
onto your handheld.

Connecting your handheld to a mobile phone

Phone Preferences let you configure your handheld to exchange messages and dial phone
numbers when your handheld is connected to a GSM mobile phone (sold separately). The GSM
mobile phone account must also include data services.

1

Open Phone Preferences: [Preferences I
@ Select the connection for your
a. Go to the Home screen. phone applications.
T -
C tion:
b. Select Prefs €25 ennection

+ BT to Nokia 3650

c. Select Phone.

Select the connection:
a. Tap the Connection pick list and select your mobile phone from the list.
b. Tap Test to make sure the settings work with your phone.

c. Tap Done.

i Done

Zire™ 72 Handheld

596



CHAPTER 27 Customizing Your Handheld

Customizing network settings

[!] Before You Begin Your handheld includes software that lets you connect your handheld to your Internet service
provider (ISP) or to a dial-in (remote access) server using a mobile phone. After you configure
your network settings, you can establish a connection either by using the menus from the Network
* A mobile phone with a Preferences screen or by using a third-party application.

Bluetooth radio or an IR
port (sold separately)

You need the following:

Setting up a service profile

. Service profiles store the network settings for your ISP or dial-in server. You can create, save, and
provider account that reuse service profiles. You can create additional service profiles from scratch or by duplicating an
includes high-speed data existing profile and editing the information.

services or that supports

dial-up connections

* A wireless service

(additional fees may 1
apply) Open Network Preferences:
* An ISP account or a a. Go to the Home @ screen.
corporate remote access _
account (additional fees b. Select Prefs .
may apply)
» Connection Preferences ¢. Select Network. ]
settings for your mobile

9 your” W Continued
phone enabled with IR or (Done) (Tiew) ((Detais.)

Bluetooth technology
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%k Tip
Instead of creating a new
profile, you can copy an
existing profile and
change the settings.
Select the profile you
want to copy, and then
open the Service menu
and select Duplicate.

= Did You Know?
Most dial-in servers do
not accept spaces in the
username.

* Tip
If you’re concerned about
security don’t enter a
password. Just leave the
word “Prompt” in the
Password box and your
handheld will ask you to
enter a password each
time you log in.

Enter the basic settings:

Service Tap the Service pick list and select your ISP or your dial-in server type
from the list. If your ISP or server type isn’t on the list, tap New and enter a
name for the service profile.

User Name Enter your username. This is the part of your e-mail address that’s
before the @ sign and it’s the name that you use when you log in to your ISP or
your dial-in server. This field can contain multiple lines of text, but only two
lines appear onscreen.

Password Enter the password you use to log in to your ISP or dial-in server,
and then tap OK. The word “Assigned” appears in this box and you don’t need
to enter a password when you log in.

Connection Tap the Connection pick list and select the method you want to
use to connect to your ISP or to a dial-in server. See Connecting your handheld
to other devices for info on creating and configuring connection settings.

If you’re using a phone or modem

connection, enter the phone

. Phone #:|
settlngs: _____
O Dial prefix: 9, .
a. Tap the Phone box. O Disable call waiting: 1170,
O Use calling card:
N Continued
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%k Tip
It's a good idea to add at
least three commas
before your calling card
number to allow for the
cue delay. Each comma
delays transmission of
your calling card number
for two seconds.

Cont’d.

b. Enter any of the following settings, and then tap OK:

Phone # Enter the phone number for your ISP or dial-in server.

Dial prefix Select the Dial prefix check box, and then enter the number that you
dial before the telephone number to access an outside line. For example, many
offices require that you first dial 9 to dial a number outside the building.

Disable call waiting If your phone has Call Waiting, select the Disable call
waiting check box, and then enter the code to disable Call Waiting. Call Waiting
can cause your session to end if you receive a call while you are connected.
Contact your local phone company for the code that is appropriate for you.

Use calling card If you want to use your calling card when dialing your ISP or
dial-in server, tap the Use calling card check box to select it. Enter your calling
card number on the Use calling card line.

[ ' ]IMPORTANT Because MCI works differently, enter the MCI calling card

number in the Phone # field and the phone number in the Use calling card field.

Tap Done.

i Done
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Connecting to your service

After you set up your Connection and Network Preferences, establishing a connection to your ISP
or your company’s network (dial-in server) is easy.

Tip
To see expanded Service 1
Connection Progress Open Network Preferences: Preferences Network
messages, press Down
on the navigator.To see a. Go to the Home @ screen. User Name:
more information, open
. b. Select Prefs . .
the Options menu and Password: ;
select View Log. c. Select Network. r
(Done ) ( New ) ( Details... )

2 Make the connection:

a. Make sure the service profile you want to use appears in the Service field.
If not, select it.

b. Tap Connect.

3 End the connection when you’re done using it:
a. Tap Disconnect.

b. Select Done.

i Done
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Adding details to a service profile

If you’re using one of the predefined service profiles, you probably need to enter only your
username, password, and telephone number. If you’re creating a new service profile, you may
need to use the Details dialog box to add more information to your service profile.

1

Open Network Preferences:
a. Go to the Home @ screen.

]
b. Select Prefs .

c. Select Network.

Open the Details dialog box:

a. Tap the Service pick list and
select the service you want to
add details to.

b. Tap Details.

M Continued

Preferences Network

(Done ) (New ) (Details... )

Connection type: ¥ PPP
Idle timeout: = 1 Minute
Query DNS: ™

IP Address:  Automatic

(oK ) (cancel ) ( Seript.. )
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>»> Key Term
DNS  Domain name 3 Adjust any of the following settings:
system. The Internet uses
this system to translate RINOTE Ask your ISP or system administrator if you need information on any
the names of host of these settings.
computers into IP
addresses. A DNS Connection type Tap the pick list and choose the communication protocol for
number identifies the this service: PPP, SLIP, or CSLIP. Most e-mail application use PPP or SLIP
server that handles the protocols.
translation.
Idle timeout Tap the pick list and select how long your handheld waits before
Each IP address has four dropping the connection with your ISP or dial-in server when you switch out of
numbers (from 0 to 255) an application that requires a connection: 1 Minute, 2 Minutes, 3 Minutes, or
that are separated by Never.
periods.
Query DNS Select the Query DNS check box if you're not sure whether you
» Key Term need to enter DNS addresses. Many systems do not require that you enter DNS
IP Internet protocol. addresses. If you do need DNS addresses, deselect the DNS check box, tap the
Everyone who logs in to space to the left of each period in the Primary and Secondary DNS fields, and

the Internet needs a then enter the appropriate sections of each address.

unique identifier (an

IP address). Some

networks dynamically

assign a temporary IP

address upon login while 4
others assign a

permanent IP address.

IP Address Select the IP Address check box to use a temporary IP address.
Deselect the IP Address check box to enter a permanently assigned address.

Select OK, and then select Done.

i Done
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Deleting a service profile

1 Open Network Preferences: [Preferences IS0

a. Go to the Home @ screen.
]
b. Select Prefs .

c. Select Network.

(Done ) (New ) (Details... )

2 Delete the service you want to delete:
a. Tap the Service pick list and select the service you want to delete.

b. Open the menus .

c. Select Delete on the Service menu.

d. Tap OK, and then tap Done.

i Done
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Creating login scripts

% Tip A login script is a series of commands that automates logging in to a network server—for
example, your corporate network or your ISP. A login script is associated with a specific service

Windows Y n al . -
dows ~You can also profile created in Network Preferences.

create login scripts with a

text editor on your A login script is something that you are likely to receive from your system administrator if you log

desktop computer. Create in to the corporate servers from your handheld using a phone/modem or network connection. The

a file with the extension script is generally prepared by the system administrator and distributed to users who need it. It

PNC, and then install the automates the events that must take place to establish a connection between your handheld and

file on your handheld the corporate servers.

using palmOne™ Quick

Install. You can create login scripts by selecting commands from the Command pick list in the Login

Script dialog box. Some commands, such as Send, require you to supply additional information. If

4 Did You Know? the command requires additional info, a field appears to the right of the command where you can

Your login scripts can enter the info.

also use non-ASCIl and
literal characters.

1 Open Network Preferences: [Preterences L
ice: AT&
a. Go to the Home @ screen. ~ Service: &

b. Select Prefs . --------------
c. Select Network.
W Continued

(Done ) (New ) (Details... )
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Open the Login Script dialog box:

a. Tap the Service pick list and select the service you want to add a script to.

b. Tap Details.

c. Tap Script.
LoginScript @
Connection type: v PPP v End

Idle timeout: ¥ 1 Minute

Query DNS: ™ i

IP Address: [ Automatic

(oK ) (cancel ) ( Seript.. )

Tap the End pick list and select one of the following commands from the list:

Wait For Tells your handheld to wait for specific characters from the server
before executing the next command.

Wait For Prompt Detects a challenge-response prompt coming from the
server, and then displays the dynamically generated challenge value. You then
enter the challenge value into your token card, which in turn generates a
response value for you to enter on your handheld. This is a two-part command
which is separated by a vertical bar (|) on the input line.

N Continued
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Cont’d. Send Transmits specific characters to the server that you’re connecting to.
Send CR Transmits a carriage return or line feed (LF) character to the server.
Send User ID Transmits the User Name field from Network Preferences.
Send Password Transmits the Password field from Network Preferences. If you
didn’t enter a password, this command prompts you to enter one. The Password

command is usually followed by a Send CR command.

Delay Tells your handheld to wait a specific number of seconds before going to
the next command in the login script.

Get IP Reads an IP address and uses it as the IP address for your handheld.
This command is used with SLIP connections.

Prompt Opens a dialog box and prompts you to enter certain text (for
example, a password or a security code).

GPRS Sets up GPRS connections on various wireless networks. You should
not have to use these commands.

End Identifies the last line in the login script.

M Continued
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4 Complete the script:
a. Repeat step 3 until the login script is complete.
b. Select OK, and then select OK again.

c. Select Done.

i Done

Adding plug-in applications

Xk Tip You can create plug-in applications containing script commands that extend the functionality of
For more info on creating the built-in script commands. A plug-in application is a standard PRC application that you install
plug-in applications on your handheld just like any other application. After you install the plug-in application, you can

contact Developer use the new script commands in a login script.

Support at PalmSource. For example, you might use a plug-in application in the following situations:

* You need the login script to properly respond to different connection scenarios defined by the
authentication server.

* You want to perform conditional tests and branching as part of the login process.
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Plug-in applications have the following characteristics:

e Written in C language

« Compiled into a device executable

 Called properly from a login script

« Able to return control to a login script after it terminates

 Created using a development environment that supports Palm OS® software, such as
Metrowerks CodeWarrior tools.
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Related topics

My Handheld Click the link below to learn about these related topics:
Make your handheld
uniquely yours. For great

tips, software, accessories, Exploring Locating the input area and other controls on your handheld
and more, visit Moving + Opening applications
www.palmOne.com/ Around
myzire72. * Using menus
Entering « Using Graffiti 2 writing to enter information
Support Information

If you're having problems * Using ShortCuts to quickly enter text phrases

with customization or with

. Photos Copying photos to your handheld or an expansion card
anything else on your pying p y P
handheld, go to Bluetooth Customizing Bluetooth communication settings
www.palmOne.com/
support/zire72. Privacy Keeping information private by locking your handheld with a password
Categories Creating categories so you can organize your applications and information
World Clock Viewing the date and time in other cities
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Maintaining Your Handheld

Your handheld is designed to be rugged and reliable and to provide you with
years of trouble-free service. Taking care of your handheld helps keep it working
properly and ensures that it’s available when you need it.

Handheld do’s and don’ts

To protect your handheld from damage and ensure reliable performance, follow these guidelines.

Handheld do’s

¢ Use the carrying case that came with your handheld. It provides protection if your handheld is
accidentally dropped.

¢ Use only the stylus to tap the screen—no pens, pencils, paper clips, or other sharp objects.
* Use only the supplied power adapter to charge your handheld.

* Keep the battery charged.

* Keep the screen free of dust (or anything else that could make it dirty).

e For general cleaning, use a soft, damp cloth. If the screen becomes dirty, use a soft cloth
moistened with a diluted window-cleaning solution.
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« Use only 3.5 mm stereo headphones in your handheld’s headphone jack.

* Be sure to get rid of any static electricity buildup before you connect your handheld to any cable
or accessory.

Handheld don’ts

« Do not drop, bang, or otherwise cause a strong impact to your handheld.
« Do not carry your handheld in your back pocket; you might sit on it by mistake.
« Do not let your handheld get wet; don’t even leave it in a damp location.

« Do not expose your handheld to very hot or cold temperatures, including placing it near a
heater, leaving it in a car, or setting it by a window in direct sunlight.

Resetting your handheld

On rare occasions your handheld may not respond when you press a button or tap the screen. In
this case, you need to reset your handheld.

Doing a soft reset

A soft reset tells your handheld to stop what it’s doing and start over again. None of your
information will be lost. After a soft reset, a screen appears that lets you reset the date and time, if
needed.

To do a soft reset, use the tip of the stylus (or similar object without a sharp tip) to gently press the
reset button inside the hole on the back panel of your handheld.
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Reset button

If a soft reset does not unfreeze your handheld, you need to do a hard reset.
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Doing a hard reset

Only do a hard reset if a soft reset doesn’t solve your problem, or if you want to clear all of your
information from your handheld.

[ ! IIMPORTANT A hard reset deletes all records and entries stored on your handheld, including
the username that identifies the handheld. Before you do a hard reset, be sure to synchronize.

1
2

Press and hold the power button.

While holding the power button, use the tip of the stylus (or a similar object
without a sharp tip) to gently press and release the reset button inside the hole
on the back of your handheld.

Wait for the Palm Powered™ logo to appear, then release the power button.

When you see the message that warns you about erasing all of the info on your
handheld, do one of the following:

e Press Up on the navigator to finish the reset and show the Digitizer screen.

e Press any other button to do a soft reset.

i Done
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Restoring your information after a hard reset

If you synchronized before doing a hard reset, you can now put that information back on your
handheld. However, you may need to re-enter some of your personal settings, as well as your
color-coded categories in Calendar.

WINDOWS ONLY

1

Open the Custom menu in the HotSync® application:

a. Click the HotSync Manager (3 icon in the taskbar in the lower-right corner of
the screen.

b. Click Custom.

Select the correct username from the list at the top of the box.

N Continued
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3

Set the transfer options:

Change HotSync Action

HotSyne Action for Calendar

a. Select an application in the
Conduit list, and then click
Change. o+*a & Desklop overnites hardheld

0+8 € Synchronize the fes

B= € Handheld overwrites Deskion

b. Select Desktop overwrites
handheld.

(== € Danathing

ak

Cancel

Help

T~ Set as default

RINOTE This change applies
only to the next synchronization.

c. Click OK.

Repeat step 3 for the other applications in the list that you want to restore, and

then click Done.

Synchronize your handheld with your computer.

i Done
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Related topics

Community Click a link below to learn about these related topics:
To explore the world of your
handheld, go to

www.palmOne.com/ Synchronizing Creating a backup of your information
myzire72. Customizing Customizing your handheld again after doing a hard reset
Support

If you’re having problems
with resets or with anything
else on your handheld, go to
www.palmOne.com/

support/zire72.
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CHAPTER 29

Common Questions

Although we can’t anticipate all the questions you might have, this chapter
provides answers to some of the most commonly asked questions.

Setup

Nothing happens when | insert the CD.
WINDOWS ONLY

1. Click Start on your computer, and then select Run.
2. Click Browse and navigate to your CD-ROM drive.
3. Select Autorun, click Open, and then click OK.

| cannot install Palm Desktop software.
WINDOWS ONLY

¢ Disable any virus-scanning software on your computer.
¢ Close any open applications.
¢ Make sure your computer has at least 60MB of disk space available.

¢ Delete all temporary files.
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* Run ScanDisk (or another disk verification tool) on your computer.

« Install the latest Windows software updates to your computer.

« If you are upgrading from an older Palm OS® handheld, remove any previous version(s) of
Palm® Desktop software by clicking Start, navigating to Settings, and clicking Control Panel. Click
Add or Remove Programs.

« Uninstall and then reinstall the current version of Palm Desktop software.

MAC ONLY

» Disable any virus-scanning software on your computer.

* Quit any open applications.

* Make sure your computer has at least 60MB of disk space available.
« Install the latest Mac software updates to your computer.

« If you are upgrading from an older Palm OS® handheld, remove any previous version(s) of
Palm Desktop software.

» Uninstall and then reinstall the current version of Palm Desktop software.
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Handheld

[ ' ]IMPORTANT Do not open your handheld; there are no serviceable parts inside. Opening your
handheld voids the warranty and is not recommended under any circumstances.

| want to see how much battery life | have left.

A battery gauge &=k appears at the top of the Home screen. Check the gauge periodically to see if
your handheld needs to be recharged. If the battery becomes low, a message appears on the
screen prompting you to recharge the battery.

I’m not sure when | need to recharge my handheld.

We recommend that you recharge your handheld for at least half an hour every day. Ideally,
connect your handheld to a power source every night and recharge it while you sleep.

My battery is drained.

If the battery is drained to the point that you cannot turn on your handheld, your information is
safely stored for approximately five days. In this case, there is enough residual energy in the
battery to store the information but not enough to turn on your handheld. If your handheld does
not turn on when you press the power button, you should recharge it immediately, for a few
hours.

My battery drains too quickly.

You can conserve battery life by doing any of the following:
* Reduce the brightness of the display.

* Reduce the Auto-off after interval.

» Use Keylock Preferences to prevent your handheld from being turned on accidentally.

« Minimize use of the expansion card slot.
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e Turn the Bluetooth® feature off when you’re not using it, or turn the discoverable setting to off.

When | connect my handheld to the power adapter,

it does not charge.
» Confirm that your handheld is firmly connected to the power adapter.

« Confirm that your power adapter is plugged into an AC outlet that has power.
A lightning bolt over the battery icon indicates that your handheld is charging.
« If you have not used your handheld for a long period, such as an extended vacation, the battery

may not contain enough charge to power the indicator light. After your handheld has recharged,
the indicator light will function normally.

% Tip My handheld is frozen.
After a soft reset, the On rare occasions your handheld may not respond when you press a button or tap the screen. In
Preferences screen this case, you need to reset your handheld. A soft reset tells your handheld to stop and start over
appears with the Date & again. This does not affect any of the information or applications on your handheld.

Time option highlighted
S0 you can reset the date
and time if necessary.

RINOTE If you had a network connection that was cut off, your handheld may appear to be
frozen for up to 30 seconds. Wait 30 seconds before performing a soft reset.

* Tip If a soft reset does not unfreeze your handheld, you need to perform a hard reset.

Whenyou purge or delete If your handheld continues to freeze after a reset, check your third-party applications for
items, you are given the incompatible applications.
option to save an archive

copy on your computer

the next time you | don’t see anything on my handheld’s screen.
synchronize. * Press an application button to ensure that your handheld is turned on.

« If your handheld was exposed to cold, make sure it is at room temperature.
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e Charge your handheld.

» Perform a soft reset. If your handheld still doesn’t turn on, perform a hard reset.

| get a warning message telling me my handheld memory is full.
« If you have installed additional applications on your handheld, remove them to recover memory.

e Purge items from Calendar and Tasks. This deletes Tasks items and past Calendar events from
the memory of your handheld.

» Delete unused memos, photos, and other items, or save them to an expansion card.

My handheld keeps turning itself off.

Your handheld is designed to turn itself off after a period of inactivity. This period can be set at 30
seconds or at one, two, or three minutes. Check the Auto-off after setting on the Power Preferences
screen.

My handheld is not making any sounds.
Check the System, Alarm, and Game Sound settings.

My handheld’s indicator light is not blinking when alarms occur.
Check the Alarm indicator light setting.

The current date and time are incorrect.

The current date and time are tied to the Location setting. If you change the date and time without
changing the Location setting, the current date and time may appear incorrect.
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Moving around

| can’t find the icon | want on the Home screen.

e Tap the pick list in the upper-right corner of the Home screen and select All. You may need to
scroll down a bit, but you should now see an icon for each of the applications on your handheld.

* Some of the applications that come with your handheld are not preinstalled. You need to install
these extra applications from the CD.

« If you have an expansion card inserted in the expansion slot on your handheld, the application
you want may be installed on the card instead of on your handheld. To view the applications
installed on the card, tap the pick list in the upper-right corner of the Home screen and select the
expansion card’s name from the list.

Entering information

My handheld doesn’t respond to taps correctly.

If your handheld is not responding to taps correctly, you need to align the screen.

When | tap the Menu icon, nothing happens.

< Align the screen and try tapping the Menu icon again.

« If nothing happens, you may be in an application or screen that does not use menus. Switch to a
different application and try tapping the Menu icon. If it works in the second application, then
the first does not use menus.

« If the Menu icon does not respond to taps in the second application, try aligning the screen
again.
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| can’t get my handheld to recognize my handwriting.

For your handheld to recognize handwriting input with the stylus, you need to use Graffiti® 2
writing. Use the Graffiti 2 help to learn how to write characters.

RINOTE Your handheld recognizes your own personal handwriting in the Note Pad application
only.

« Make the Graffiti 2 character strokes in the Graffiti 2 input area, not on the display part of the
screen. If you want to write on the display part of the screen, turn full-screen writing on.

» Write Graffiti 2 strokes for lowercase letters in the left side, strokes for capital letters in the
middle, and strokes for numbers in the right side of the Graffiti 2 writing area.

* Make sure that Graffiti 2 is not in shift mode.
* Make sure that Graffiti 2 is not in Punctuation Shift mode.

The info | entered does not appear in an application.

» Check the Categories pick list in the upper-right corner of the application screen. Select All to
display all the records for the application.

» Did you set private records to be hidden? Check Security Preferences to see that Private Records
is set to Show private records.

* Open the Options menu and select Preferences. Make sure Show Completed Tasks is selected.

| don’t know how to save the info | entered in an application.

Each time you complete an entry such as a contact, memo, or note, your handheld automatically
saves the information you entered. You don’t have to do anything special to save your info. To
protect your info and create a backup of your info, we recommend that you synchronize your
handheld with your computer often.
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Synchronizing

| can’t synchronize my handheld with my computer.

%k Tip « Make sure the HotSync® cable is connected

Need more help with securely.

synchronizing your
handheld? Open
Palm Desktop software,

« Make sure the date on your computer matches the
date on your handheld.

go to the Help menu and + Read the HotSync log for the user account for
select HotSync Online which you are synchronizing.

Troubleshooting Guide.
WINDOWS ONLY

Click the HotSync Manager Gﬁ icon in the Windows
taskbar in the lower-right corner of your screen. Make
sure Local USB has a checkmark next to it. If not,
click it.

®RaDT 237PM

RINOTE If you don’t see the HotSync Manager icon, click Start on the Windows taskbar, and then
select Programs. Go to the Palm Desktop program group and select HotSync Manager.

MAC ONLY

* Make sure HotSync Manager is enabled: Open the palmOne folder and double-click the HotSync
Manager icon. On the HotSync Controls tab, be sure Enabled is selected. If it is not, click it.

« Disconnect the HotSync cable from your computer, and then reconnect the cable and restart
your computer.
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When | tap to synchronize, nothing happens on Palm Desktop

software, and my handheld times out.
» Perform a soft reset.

« Make sure that HotSync manager is running on your computer.

* Make a copy of the folder containing your information. This folder is named with either your full
username or a shortened version of the name. Uninstall and then reinstall Palm Desktop
software.

e Turn on your handheld, and go to the Home @ screen. Select HotSync & and then tap
Local.

| can’t synchronize my handheld with Microsoft Outlook.
WINDOWS ONLY

RINOTE If you choose to synchronize your handheld with Outlook, information from Contacts,
Calendar, Tasks, and Memos is synchronized with Outlook. Other information, such as photos,
videos, voice memos, and notes, is synchronized with Palm Desktop software.

 Click the HotSync Manager icon (D and select Custom. Check the following:

¢ Make sure that you have the correct username selected from the drop-down list.

¢ Make sure that the applications you want are set to synchronize the files. If not, select each
application, click Change, and then choose Synchronize the files.

« Make sure that the correct application name is selected. For example, the older version of
Calendar was called Date Book. If you have upgraded from an older handheld, make sure that
that Calendar is set to Synchronize the files, and Date Book is set to Do Nothing.

« If you synchronize your handheld with more than one computer, click Settings and select
Enable synchronization to multiple PCs for each application you want to synchronize. This
helps avoid duplicating the same information on a single computer.

RINOTE Click the Set as default check box to use this setting each time you synchronize.
Otherwise, it applies during the next synchronization only.
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» Be sure that the application you want is installed. Reinstall the HotSync Manager and make sure
that the application is selected.

» Reinstall Palm Desktop software and select the option to synchronize with Microsoft Outlook.

| can’t synchronize wirelessly using my handheld’s Bluetooth®
technology.

Make sure that Bluetooth communication is enabled on both your handheld and your computer.

When you synchronize wirelessly, your handheld attempts to connect to a Bluetooth virtual serial
port on your computer. First it looks for a Bluetooth serial HotSync port. If it cannot find that port,
it then looks for a generic Bluetooth serial port. However, some generic Bluetooth serial ports do
not support synchronization.

Your handheld may not be able to recognize the virtual serial port on your Windows computer. Try
validating the virtual serial port you're using, or create a different virtual port and change the
HotSync Manager settings to use the new virtual port. Refer to the documentation that came with
your computer operating system for instructions on creating/changing the virtual port for serial
communication.

Some computers have a dedicated virtual serial port number, such as COM5, and other computers
enable you to choose a port number, such as COM8 or COM12. Refer to the documentation that
came with your computer for information on dedicated versus flexible virtual ports.

If the virtual serial port you want to use is used by other applications, exit those applications
before setting up your computer for wireless synchronization.

One or more of my applications does not synchronize.

If you have synchronized successfully but you can’t find the information from your handheld on
your computer, check to see that you have the correct username selected for viewing data.

RINOTE If you upgraded from a previous handheld, go to www.palmOne.com/support/intl,
select your country, select the Zire™ 72 handheld from the main page, and click the Upgrade link.
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WINDOWS ONLY

Click the HotSync Manager icon & in the lower-right corner of your screen, and then select
Custom. Check that the application is set to synchronize the files. If it is not, select the application,
click Change, and then choose Synchronize the files. Click the Set as default check box to use this
setting each time you synchronize. Otherwise, it applies during the next synchronization only.

MAC ONLY

Double-click the HotSync Manager icon & in the palmOne folder. From the HotSync menu, select
Conduit Settings. Select your username from the User pop-up menu, and be sure that the
application is set to synchronize.

| can’t open the HotSync Manager.

Make a backup copy of your Palm Desktop data by opening the palmOne (Windows) or Palm (Mac)
folder on your computer, selecting the folder with your username, copying the folder to another
location, and then renaming the folder. Then reinstall Palm Desktop software.

When | synchronize, | receive the 8009 error message: An application

has failed to respond to a HotSync notification.
WINDOWS ONLY

The 8009 error indicates that the Windows registry is corrupt. You need to rebuild the HotSync
Manager registry entries. For information on rebuilding the registry entries, go to
www.palmOne.com/support/intl and search the palmOne Knowledge Library for “error 8009

My files didn’t install during synchronization.

« If files do not install after you synchronize, the file type was not recognized. On your handheld,
open the application associated with those files. Then synchronize again. If the files remain in
the palmOne™ Quick Install list, they are not associated with an application on your handheld
and cannot be installed.
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* If you are trying to install files to an expansion card, make sure that a card is inserted into your
handheld’s expansion slot before you synchronize.

| can’t add more files to the palmOne™ Quick Install list.

Make sure the dialog box that confirms where the files will be installed is closed. You cannot add
more files to the list when the confirmation dialog box is open.

When | add a zipped file (ZIP) to Quick Install, no files appear in the
Quick Install list.

Unzip the file with a file compression utility, such as WinZip, and then add the unzipped files to
Quick Install.

| can’t synchronize using the IR port.

« On your handheld, be sure the HotSync application is set to Local, with the option IR to
PC/Handheld.

« Be sure the IR port of your handheld is aligned directly opposite to, and within a few inches of,
the infrared device of your computer.

» Synchronizing using the IR port does not work after you receive a low battery warning. Recharge
your handheld.

» Set some applications to Do Nothing to speed synchronization. IR synchronization speeds can be
slow. Synchronizing with photos, MP3, or video files can take up to an hour or more.

WINDOWS ONLY

¢ On a computer running Windows 98, be sure that the HotSync Manager is running, that Infrared
is selected on the HotSync Manager menu, and that the Serial Port for local operations is set to
the simulated port for infrared communication.

* On a computer running Windows 2000/ME/XP, select Infrared in the HotSync Manager.
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MAC ONLY

Make sure the infrared communications extensions have been installed in the Extensions folder
inside the System folder. Next, open the HotSync Software Setup window, and be sure that
HotSync Manager is enabled and that the Local Setup Port is set to Infrared Port.

| do not see an infrared option when | open HotSync Manager.

First check your computer’s documentation to see if your computer supports IR communication. If
it does not, you cannot synchronize your handheld with your computer using the IR port.

If your computer does support IR communication, follow these steps:

1. Click the HotSync Manager icon in the taskbar & in the lower-right corner of your screen.

2. Make sure that Local Serial is selected.

3. Select Setup.

4. Click the Local tab.

5. In the Serial Port drop-down box, select the port your computer uses for infrared
communication. See the documentation for your operating system for instructions on finding

this port. This information is usually located in the Control Panel.

6. Click OK.

My handheld displays the message “Waiting for sender” when it’s

near my computer’s infrared port.

» Your computer’s infrared port may be set to search automatically for the presence of other
infrared devices. Consult the documentation for your operating system for information about
turning off this option.

* In most cases, simply moving your handheld away from the computer’s infrared port solves the
problem.
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My handheld appears to freeze when | place it near my computer.
Move your handheld away from the computer’s infrared port.

| receive an authentication error when | try to synchronize wirelessly

through a LAN access point.

Make sure you entered the correct username and password for the selected network service
profile in the Network Preferences screen.

When | try to synchronize wirelessly through a LAN access point, it

connects, but nothing happens.
» Make sure that Network is selected on the HotSync Manager menu on your computer.

» Contact your system administrator to make sure your network computer is properly set up.

| want to synchronize my computer with more than one handheld.

If the computer running Palm Desktop software synchronizes with more than one handheld, each
handheld should have a unique name. Synchronizing more than one handheld with the same
username causes unpredictable results and, potentially, loss of your personal information. Assign
a username to your handheld the first time you synchronize.

If you are synchronizing with Outlook, make sure the right profile is selected for the applications

you want to synchronize in HotSync Manager. From the Palm Desktop home screen, click the
HotSync Manager, and then select Custom.

Calendar

| tapped the Today button, but it does not show the correct date.

Make sure the Set Date box on the Date & Time Preferences screen displays the current date.
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| created an event, but it doesn’t appear in the Week View.
« If scroll arrows appear on the right of your screen, scroll down to see if the event appears further
down the screen.

« If you have two or more events with the same start time, the first event created appears as a
gray bar, and any subsequent conflicting events appear as a single red bar. To see the
overlapping events select the Day View. For more information, see Spotting event conflicts.

* If you marked the event as private, check Security Preferences to see that Private Records is set
to Show private records.

Memos

I’'m having problems listing memos the way | want to see them.

If you cannot manually arrange the order of memos on the list screen, open the Options menu and
select Preferences. Make sure that Sort by is set to Manual.

If you choose to view your memos alphabetically on Palm Desktop software and then synchronize,
the memos on your handheld still appear in the order defined in the Preferences setting. In other
words, the sort settings you use with Palm Desktop software are not transferred to your handheld.
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Notes

I’m having problems listing notes the way | want to see them.

If you cannot manually arrange the order of notes on the list screen, select Preferences from the
Options menu and make sure that Sort by is set to Manual.

If you choose to view your notes alphabetically on Palm Desktop software and then synchronize,

the notes on your handheld still appear in the order defined in the Preferences setting. In other
words, the sort settings you use with Palm Desktop software are not transferred to your handheld.

Photos

| can’t find the Photos icon on the Home screen.

e Tap the pick list in the upper-right corner of the Home screen and select All. You may need to
scroll down a bit, but you should now see an icon for each of the applications on your handheld.

* Photos is not preinstalled on your handheld. You need to install Photos from the CD.

RealOne

| would like better-quality sound during playback.

You can save music files in either MP3 or RMJ format. RMJ is a proprietary format used by the
RealOne desktop. In either case, saving at a lower bit rate creates a smaller file size, but also gives
a lower playback quality. Increase the bit rate to improve playback sound quality, but remember
that this increases file size.
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When | save songs from a CD, | do not see the song title or artist

name.

When capturing songs from a CD, you must have an active Internet connection to obtain song title
and artist information. This information is supplied from the GraceNote server on the web.

Tasks

The info | entered does not appear in an application.

e Open the Options menu and select Preferences. If Show Completed Tasks is selected, deselect it
to display the missing tasks.

« If you marked the task as private, check Security Preferences to see that Private Records is set to
Show private records.

Voice Memo

I’m having problems listing voice memos the way | want to see them.

If you cannot manually arrange the order of voice memos on the list screen, select Preferences
from the Options menu and make sure that Sort by is set to Manual.

If you choose to view your voice memos alphabetically on Palm Desktop software and then
synchronize, the voice memos on your handheld still appear in the order defined in the
Preferences setting. In other words, the sort settings you use with Palm Desktop software are not
transferred to your handheld.
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Connecting wirelessly

My passkey is rejected when | attempt to form a trusted pair with my

mobile phone.

Some mobile phones require that you enter the passkey within a specific time frame. Make sure
you have a passkey in mind and that you enter it immediately when prompted.

If your passkey is rejected, your phone may have a preassigned passkey; see the documentation
included with your phone for information. The documentation might refer to a Bluetooth
connection as a Bluetooth pair, Bluetooth link, or bonded pair.

If you need additional information about pairing your phone and handheld, refer to the Phone
Pairing Handbook at www.palmOne.com/support/intl.

My handheld cannot connect to my mobile phone.
Use the following steps to test the connection:

1. Draw the Graffiti® 2 writing Command stroke / and select the Bluetooth indicator to open the
Bluetooth settings screen. You can select the indicator even if it is dimmed.

2. Make sure On is selected.

3. Tap the Service pick list and select the service that you want to use to connect to your phone.
4. Tap Connect.

If the connection is successful, open the application that requires the connection and complete the
desired task.

If the connection is not successful, try the following steps:
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« Make sure that your phone is equipped with Bluetooth technology, that Bluetooth is enabled,
and that the power is on.

e You may need to set up a connection with your phone. See the documentation included with
your phone for assistance with completing the connection setup process. If you need additional
information about connecting your phone, refer to the Phone Pairing Handbook at
www.palmOne.com/support/intl.

My phone connection drops before | finish using it.
You need to increase the Idle timeout setting on the Network Preferences Details screen.

| get an error message when | try to dial a phone number using my
handheld.

* Make sure that the proper phone driver is installed on your handheld.

e You may need to set up a connection with your phone. See the documentation included with
your phone for assistance with completing the connection setup process. If you need additional
information about connecting your phone, refer to the Phone Pairing Handbook at
www.palmOne.com/support/intl.

« Check the Phone Preferences screen and make sure the correct phone connection is selected.

VersaMalil

| am having problems accessing my account.

Occasionally you may experience problems using an e-mail account after you set it up. If you
followed the account setup procedure and are experiencing problems using the account, verify
that the account complies with your e-mail provider’s requirements by following these steps:

* Verify both your password and your username for your e-mail account.
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If you are connecting using a mobile phone through the built-in Bluetooth technology on your
handheld, a cable, or the IR port on your handheld, verify that you have either a data-enabled
GSM or a high-speed GPRS account with your wireless service provider.

Some wireless service providers require you to be on their network to use your e-mail account.
If this is the case, be sure to use your provider's network as the connection type for the account.

Some wireless service providers have other requirements specific to their service. For example,
Yahoo! requires you to set up POP mail forwarding for your Yahoo! account to download e-mail
messages to your handheld. Check with your service provider to see if any provider-specific
requirements exist.

Service provider settings frequently change. If your e-mail account was working, but you are
currently experiencing problems, check with your service provider to see if any of the account
settings have changed.

| am having problems sending and receiving e-mail

Short periods of time when e-mail is unavailable are common due to server problems or poor
wireless coverage. If you have problems sending or receiving mail for an extended period of time,
check with your ISP or e-mail service provider to verify that the service is working properly.

My auto get mail is not working.
« If auto get is occurring and you turn your handheld off or the connection to your e-mail service

provider is disconnected, the auto get fails.

« If you are attempting an auto get over a network, you must be in range of a network access point

for the auto get to work.
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| can receive e-mail fine, but am having problems sending e-mail
If you are able to receive e-mail messages but cannot send them, try these steps, in turn:

« Make sure your ISP or e-mail provider allows you to access e-mail on a wireless handheld.
Several providers, like Hotmail, do not offer this option at all; other providers require an upgrade
to access e-mail on a wireless handheld.

e Turn on ESMTP. Many services require authenticated access to use their SMTP servers, or
ESMTP.

« Enter the name of a different outgoing mail server for sending mail. Many ISPs, such as cable
companies, require that you have an Internet connection to their network to send e-mail through
their servers. In this case, you can almost always receive e-mail from these accounts, but if you
want to send e-mail, you must send it through another server.

| am having difficulty sending and receiving mail using a synchronize-

only account.

Make sure you have chosen the same settings for the account on both your handheld and your
computer. For example, if the account is set up on your handheld to use the POP protocol, check
the HotSync Manager on your computer to make sure that POP is selected as the protocol for that
account.

My vCard or vCal e-mail attachment isn’t forwarding correctly.
WINDOWS ONLY

Palm Desktop software provides several features that work with e-mail client software on a
Windows computer. For these features to work correctly, the e-mail client software must be
properly set up. Follow these steps to check the settings:

1. Click Start on your computer, and then select Settings.

2. Select Control Panel.
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3. Select Internet Options, and then click the Programs tab.
4. Make sure that the E-mail field is set to the correct e-mail client software.
5. Click OK.

6. Start the e-mail client software and make sure it is configured as the default MAPI client.
Consult the documentation for your desktop e-mail application for more information.

Privacy

| forgot the password, and my handheld is not locked.

First, use the password hint to try to remember the password. If this doesn’t help or if you do not
have a password hint, you can use Security Preferences to delete the password, but your handheld
deletes all entries marked as private. However, if you synchronize before you delete the password,
the synchronization process backs up all entries, whether or not they are marked private. Then you
can follow these steps to restore your private entries:

1. Tap Lost Password in Security Preferences and tap in the password box to remove the
password and delete all private records.

2. Synchronize your handheld with your computer again.

| forgot the password, and my handheld is locked.

First, use the password hint to try to remember the password. If this doesn’t help or if you do not
have a password hint, you must perform a hard reset to continue using your handheld.
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Sharing

| can’t beam information to another handheld or other device.

RINOTE Depending on the receiving handheld model, not all information may be sent correctly.

If you are beaming to another Palm OS® handheld, confirm that your handheld and the other
handheld are 4 to 39 inches (approximately ten centimeters to one meter) apart and that the path
between the two handhelds is clear of obstacles. Beaming distances to other devices with an IR
port may be different.

Move your handheld closer to the receiving device.

Make sure the receiving device has beam receive enabled.

Perform a soft reset on both your handheld and the receiving device.

When someone beams information to my handheld, it doesn‘t receive
the info.

If you are receiving info from another Palm OS® handheld, confirm that your handheld and the
other handheld are 4 to 39 inches (approximately ten centimeters to one meter) apart and that
the path between the two handhelds is clear of obstacles. Beaming distances to other devices

with an IR port may be different.

Move your handheld closer to the sending device.

Make sure your handheld has beam receive enabled.

Perform a soft reset on both your handheld and the receiving device.
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When someone beams data to my handheld, | get a message telling

me it is out of memory.

« Your handheld requires at least twice the amount of memory available as the data you are
receiving. For example, if you are receiving a 30KB application, you must have at least 60KB
free.

* Purge old Calendar events and delete unused or unnecessary applications.

| cannot send data to another Bluetooth device.

« Make sure that Bluetooth communication is enabled on both your handheld and the other
device.

« Make sure that the receiving device has a compatible Bluetooth application installed.

e The receiving device must be within range of your handheld, approximately 25-30 feet (8-10
meters).

Problems with incompatible applications

palmOne, Inc. works with developers of third-party add-on applications to ensure the
compatibility of these applications with your handheld. Some third-party applications, however,
may not have been upgraded to be compatible with your handheld.

Possible symptoms of incompatible applications include:

 Fatal errors needing resets

e Frozen handheld requiring a reset

» Slow performance

* Abnormal screen display or uneven sound quality
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e Problems using Bluetooth or other features
* Problems opening an application
e Problems synchronizing

You can determine whether an incompatible application is causing problems by deleting the
application and then operating your handheld.

After you have deleted the application, try to replicate the operation that created the error. If
removing the application solves your problem, contact the application developer for a solution.

Finding a third-party application that is causing a problem

If you have multiple third-party applications installed on your handheld or have upgraded from an
earlier model of a Palm OS® handheld, perform the following procedure to remove all third-party
applications from your handheld. Once you have removed all of the third-party applications, you
can install one application at a time to determine which application is causing the problem.

The following procedures erase all data from your handheld. Before removing the applications,
synchronize to back up your data.

1. Open the palmOne folder on your computer.

2. Open the user folder for your handheld. User folder names are often abbreviated as lastname
firstinitial.

3. Select and drag the Backup folder to the Windows desktop. Make sure you see the Backup
folder on the Windows desktop.

4. Close the palmOne folder.

5. Perform a hard reset, and then synchronize your handheld with your computer.

6. Operate your handheld and try to replicate problem operations.
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7. Do one of the following:

If your handheld still has problems, review this Common Questions section for solutions to
the problem. Fix the problem before reinstalling the third-party applications.

If your handheld no longer has problems, install the third-party applications one application
at a time using the following procedure:

a.

b.

Open the Backup folder you moved to the Windows desktop in step 3.

Double-click a PRC file. The palmOne™ Quick Install window opens with the PRC file
listed.

Click Done.

. Synchronize your handheld with your computer.

Operate your handheld and try to replicate problem operations.
Do one of the following:

e Ifinstalling the application re-creates your problem, remove the application and
contact the application developer for a solution. Continue to reinstall your
applications one application at a time to make sure another application is not creating
a problem.

e Ifinstalling the application does not cause a problem, go to step a and reinstall
another application.
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Getting Help

This guide is meant to tell you everything you need to know to set up, customize,
and use your handheld. However, you may occasionally run into an issue that is
not addressed in this guide. Here are some resources to help you if that happens.

Self-help resources

If you run into a problem with your handheld, be sure to check these resources first:

* Answers to common questions about your handheld and its features

The Palm Desktop online Help

The Palm Desktop Software for the Macintosh User’s Guide located in the Documentation folder
on your installation CD

The palmOne™ Knowledge Library, accessible at www.palmOne.com/support/zire72

¢ The most recent palmOne Zire™ 72 handheld HelpNotes on your regional web site
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Technical support

If, after reviewing the self-help resources, you cannot solve your problem, go to
www.palmOne.com/support/zire72 or send an e-mail to your regional Technical Support office.

Before requesting technical support, please experiment a bit to reproduce and isolate the problem.
When you do contact Technical Support, please provide the following information:

e The name and version of the desktop operating system you are using
e The actual error message or state you are experiencing

e The steps you take to reproduce the problem

e The version of handheld software you are using and available memory
To find version and memory information, follow these steps:

1. Go to the Home @ screen.

2. Open the menus .

3. Select Info from the App menu.

4. Select Version for version info, and Size for memory info.
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I
Product Regulatory Information

FCC Statement

This device complies with part 15 of the FCC rules. Operation is subject to the following two conditions: (1)
This device may not cause harmful interference, and (2) this device must accept any interference received,
including interference that may cause undesired operation.

This equipment has been tested and found to comply with the limits for a Class B digital device, pursuant to
Part 15 of the FCC rules. These limits are designed to provide reasonable protection against harmful
interference in a residential installation. This equipment generates, uses, and can radiate radio frequency
energy and, if not installed and used in accordance with the instructions, may cause harmful interference to
radio communications. However, there is no guarantee that interference will not occur in a particular
installation. If this equipment does cause harmful interference to radio or television reception, which can be
determined by turning the equipment off and on, the user is encouraged to try to correct the interference by
one or more of the following measures:

¢ Reorient or relocate the receiving antenna.
¢ Increase the separation between the equipment and receiver.

* Connect the equipment into an outlet on a circuit different from that to which the receiver is connected.

Consult the dealer or an experienced radio/TV technician for help.

The use of shielded I/O cables is required when connecting this equipment to any and all optional peripheral
or host devices. Failure to do so may violate FCC rules.

[ ' IIMPORTANT Changes or modifications not covered in this manual must be approved in writing by the
manufacturer’s Regulatory Engineering Department. Changes or modifications made without written
approval may void the user’s authority to operate this equipment.

Responsible Party:

Zire™ Product Family

palmOne, Inc.
Tested to Comply

400 N. McCarthy Blvd. .

Milpitas, California 95035 With FCC Standards

United States of America

(408) 503-7500 FOR HOME OR OFFICE USE
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Canadian ICES-003 Statement

This Class B digital apparatus meets all requirements of the Canadian Interference-Causing Equipment
Regulations.

Cet appareil numérique de la classe B respecte toutes les exigences du Réglement sur le matériel brouilleur
du Canada.

€

CE Compliance Statement

This product was tested by palmOne, Inc. and found to comply with all the requirements of the EMC Directive
89/336/EEC as amended.

Declaration of Conformity
palmOne, Inc., Declares the Product:Handheld PDA & HotSync® cable

Model Name/Number: Zire 72
Manufacturer’s Name: palmOne

Manufacturer’s Address: 400 N. McCarthy Blvd.
Milpitas, 95035-5112

Conforms with the following specifications:

* EN 55024: 1998 (Emissions & Immunity)

EN55022:1998, CISPR 22 1997, Class B Radiated and Conducted Emissions

* |[EC 61000-4-2, A1 1998-01, ESD Immunity, 4kV Contact, and 8kV Air Discharge

 IEC 61000-4-3: 1995 RF Immunity, 80-1000MHz, 3V/M, 1kHz, 80% A.M.

e ENV 50204:1996, RF Immunity, 895-905MHz, 3V/m, 200Hz, 50% AM

e |[EC 61000-4-4: 1995 EFT Immunity, 1kV on AC port, 5/50nSec, 5kHs Rep. Freq.

» |[EC 61000-4-5: 1995 Surge Immunity, 1.2/50uSec, 2kV(peak), Common Mode, 1kV(peak) Differential Mode
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* EN61000-4-6:1996, Conducted Immunity, 150kHz-80MHz, 3V RMS, 1kHz, 80% AM
* |[EC 61000-4-11: 1994, 100% Voltage Dip 0.5 period, 30% Dip 25 periods and >100% Dip 250 periods

Authorized palmOne Representative: David Woo
Manager, palmOne, Inc., World Wide Compliance

Date: November 4, 2003

Battery Warning

Do not mutilate, puncture, or dispose of batteries in fire. The batteries can burst or explode, releasing
hazardous chemicals. Discard used batteries according to the manufacturer’s instructions and in accordance
with your local regulations.

Warning — Explosion Hazard
e Substitution of components may impair suitability for Class I, Division 2;

* When in hazardous location, turn off power before replacing or wiring modules, and,

» Do not disconnect equipment unless power has been switched off or the area is known to be non-
hazardous.

Varning
Eksplosionsfara vid felaktigt batteribyte. Anvand samma batterityp eller en ekvivalent typ som
rekommenderas av apparattillverkaren. Kassera anvant batteri enligt fabrikantens instruktion.

Advarsel!
Lithiumbatteri—Eksplosionsfare ved fejlagtig handtering. Udskiftning méa kun ske med batteri af samme
fabrikat og type. Levér det brugte batteri tilbage tilleverandgren.

Varoitus
Paristo voi rajahtaa, jos se on virheellisesti asennettu. Vaihda paristo ainoastaan valmistajan suosittelemaan
tyyppiin. Havita kaytetty paristo valmistajan ohjeiden mukaisesti.

Advarsel
Eksplosjonsfare ved feilaktig skifte av batteri. Benytt samme batteritype eller en tilsvarende type anbefait av
apparatfabrikanten. Brukte batterier kasseres i henhold til fabrikantens instruksjoner.

Waarschuwing!
Bij dit produkt zijn batterijen geleverd. Wanneer deze leeg zijn, moet u ze niet weggooien maar inleveren als
KCA.
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Uwaga

Nie kroi¢ lub przekluwac baterii, ani nie wrzuca¢ ich do ognia. Moga sie rozerwac lub wybuchna¢ wydzielajac trujace srodki
chemiczne. Zuzytych baterii nalezy pozbywac sie w sposéb opisany przez producenta i zgodnie z miejscowymi przepisami.
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Static Electricity, ESD, and your palmOne™ handheld

Electrostatic discharge (ESD) can cause damage to electronic devices if discharged into the device, so you
should take steps to avoid such an occurrence.

Description of ESD

Static electricity is an electrical charge caused by the buildup of excess electrons on the surface of a material.
To most people, static electricity and ESD are nothing more than annoyances. For example, after walking over
a carpet while scuffing your feet, building up electrons on your body, you may get a shock -- the discharge
event -- when you touch a metal doorknob. This little shock discharges the built-up static electricity.

ESD-susceptible equipment

Even a small amount of ESD can harm circuitry, so when working with electronic devices, take measures to
help protect your electronic devices, including your palmOne™ handheld, from ESD harm. While palmOne
has built protections against ESD into its products, ESD unfortunately exists and, unless neutralized, could
build up to levels that could harm your equipment. Any electronic device that contains an external entry point
for plugging in anything from cables to docking stations is susceptible to entry of ESD. Devices that you carry
with you, such as your handheld, build up ESD in a unique way because the static electricity that may have
built up on your body is automatically passed to the device. Then, when the device is connected to another
device such as a docking station, a discharge event can occur.

Precautions against ESD

Make sure to discharge any built-up static electricity from yourself and your electronic devices before
touching an electronic device or connecting one device to another. The recommendation from palmOne is
that you take this precaution before connecting your handheld to your computer, placing the handheld in a
cradle, or connecting it to any other device. You can do this in many ways, including the following:

* Ground yourself when you’re holding your mobile device by simultaneously touching a metal surface that
is at earth ground.
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» For example, if your computer has a metal case and is plugged into a standard three-prong grounded
outlet, touching the case should discharge the ESD on your body.

 Increase the relative humidity of your environment.

« Install ESD-specific prevention items, such as grounding mats.

Conditions that enhance ESD occurrences
Conditions that can contribute to the buildup of static electricity in the environment include the following:

* Low relative humidity.

» Material type (The type of material gathering the charge. For example, synthetics are more prone to static
buildup than natural fibers like cotton.)

* The rapidity with which you touch, connect or disconnect electronic devices.
While you should always take appropriate precautions to discharge static electricity, if you are in an

environment where you notice ESD events you may want to take extra precautions to protect your electronic
equipment against ESD.
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SYMBOLS

I (exclamation points) in Tasks list 179
* (asterisk) characters 113

. (period) character 580

NUMERICS

12-hour clock See clock
12-hour formats 578

24-hour clock 576, 577
24-hour formats 577, 578
5-way navigator 19, 24, 36—40

A
abbreviations 582, 583
accelerating scrolling 38
accented characters 52
Accept cookies check box 474
accessing
additional software 17, 29
applications 632
cached web pages 464, 465
corporate networks 302
e-mail 300, 326
e-mail accounts 28, 277, 282, 285
features 24, 34
files 479
hidden or masked entries 507
home page 448
information 36, 504
menus 34
network accounts 282
options 40
photo albums 463
web sites 277, 285, 443
accessories 17, 22, 102, 226, 611

Account Details dialog box 315
Account Overview screen 383

Account Setup screen 303, 312, 313, 371

accounts (e-mail)
accessing from Internet 463
changing 312, 316, 397
connection types and 300
creating 303, 307, 371

defining as synchronize-only 306, 312

deleting 313

displaying summary information for

383
excluding from synchronization 387
managing 312
saving setting for 386
scheduling auto get for 322, 327
selecting 314, 318

setting up secure connections for 388

synchronizing multiple 387
synchronizing with client 376, 378
testing 311
upgrading 299
verifying 385
Accounts command 312, 313, 320
action bar (Web Pro) 444, 448, 450
action buttons 39
actions (pen stroke) 572
activating buttons and controls 39, 580
Add Contact dialog box 391
Add Folder command 542
adding
additional software 102, 538, 540
applications 1, 74, 111, 607
appointments 133
audio files 259, 262

INDEX

bookmarks 452, 464

categories 527

company-specific information 11
connections 593, 594

contacts 67, 113, 116, 121, 391, 461
e-mail accounts 303, 307, 371
e-mail attachments 463

e-mail messages 330, 334, 461, 463
expansion cards 102

expense records 204, 206, 207
filters 392

images to multimedia messages 422
login scripts 604

memos 182, 183, 184

multi-day events 140

new locations 557

notes 190, 244

owner information 587

passwords 288, 507, 508, 513
personal calendars 133

personal signatures to e-mail 310, 338
photos to albums 246

playlists 267—268

reminders 115, 189, 215

repeating events 137, 138
repeating tasks 170, 172

service profiles 597, 598, 601
ShortCut strokes 583

songs to playlists 271

To Do lists 167, 168, 170

trusted pairs 293

unscheduled events 136

untimed events 135, 140

user profiles 12

Addit software 29, 538
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additional references and resources xxi
add-on applications 546, 640
address field (Web Pro) 445, 450
Address Lookup screen 336
addresses 20, 114, 391, 602

See also contacts
addressing

e-mail 117, 335, 336, 337, 407, 583

multimedia messages 420

text messages 418, 420, 433
Adjust Display dialog box 23
adjusting

alarm volume 561, 586

brightness 23, 567, 619

modem volume 594

speaker volume 221, 586
Adobe Acrobat Reader xxii, 29
agenda lists 132

See also Calendar application
Agenda View

customizing Tasks lists and 178

described 152

opening 152

setting display options for 159, 161
Agenda View icon 152
Alarm check box 146, 169
alarm clock 146, 169, 551, 560

See also alarms; clock
Alarm icon 154
Alarm Preferences command 561
Alarm Preset settings 164
Alarm Sound pick list 193, 586
alarm tones 146, 164, 179, 193, 561
alarms

See also reminders

adjusting volume 561, 586

attaching to notes 193

changing 147

entering preferences for 163, 164, 169
responding to world clock 561
selecting sounds for 146, 179, 193, 561
setting 146, 169, 194, 560

specifying duration of 164

turning off 561

albums

accessing from Internet 463
arranging photos in 248, 249
creating 246

moving photos to other 248
organizing 247

removing photos 254
scrolling through 244
selecting 237, 238

alerts 5, 21, 324

See also alarms

aligning screen 585

All category 528

Allow wakeup command 296
alphabet (Graffiti 2 writing) 48
alphabetic keyboard 24
alternate stroke shapes 581
Always connect check box 314
anniversaries 135, 137

annual events 137

annual tasks 171, 173

APOP setting 406

application buttons

location of 19
not responding 588
opening applications from 26, 33

reassigning 33, 571
restoring defaults for 571

application controls 24—25, 32
application groups 530, 533
application icons 26, 33, 565, 622

See also application buttons

application screens 25
application title 34
applications

See also specific built-in application
accessing 632

adding contact information to 121, 131
adding files for 74

adding plug-in 607

assigning to buttons 571

beaming 499-500

beaming information in 496

catalog of 538

categorizing 527, 532

categorizing information in 527, 530
changing locations list for 557
checking version numbers for 536, 537
copying 109, 501, 541, 543

deleting 110, 546

displaying all 26, 533

displaying by category 533

displaying categories in 533
displaying information about 17, 536
displaying list of 26, 105, 565
downloading 360, 538, 541, 543
exchanging 30, 111

finding information in 24, 41
importing information from external 64
incompatible 640

installation prerequisites for 536

Zire™ 72 Handheld

651



installing 27, 74, 105, 535, 540
marking private entries in 505
moving around in 32
not finding 26, 622
opening 24, 33, 37, 60, 105, 571
organizing 42, 527, 532
overview 535
related topics for 42, 550
removing categories in 529
removing connections for 593
renaming categories 528
selecting 26, 33, 37
setting preferences for 570, 573
setting primary location for 553
setting secondary locations for 556
soft resets and 620
specifying connections for 591
switching between 10, 34, 105
synchronizing 75, 77, 93, 626
transferring information from 75
transferring to expansion cards 542
transferring to handheld 28
uninstalling 621
updating information for 60, 73, 74, 93
updating third-party 8
upgrading 536

appointments
See also Calendar application; events
adding to calendar 133
adjusting for location 573
color-coding 142
combining tasks with 132
displaying 155, 156, 157
entering from Outlook 10
removing from calendar 149

saving 134

scheduling 133—134
setting alarms for 560
setting duration of 134
setting timeframes for 163
sharing 20

viewing duration of 161

viewing unscheduled time slots for 161

archive folders 66
archived items 66, 149, 177
ASF formats 228
Ask before connecting option 478
assigned passwords 598
assigning
actions to pen stroke 572
passwords 504, 509, 513, 598
usernames to handheld 11
asterisk (*) characters 113
Attach Signature check box 310, 338
attachments
adding 365, 366, 368, 463
downloading 359, 360, 363
forwarding 370
reading 364, 458
removing 368
saving 364
sending events as 131, 166, 481
sending files as 365, 367, 368
sending memos as 188, 502
sending multimedia files as 257
sending notes as 198
sending photos and videos as 369
sending tasks as 181
sending voice memos as 226
Attachments screen 365, 366, 368

Audible Player software 29
audio applications 21, 258
audio files 259, 540
audio formats 259
audio tool 423
authentication 293, 311, 316, 317, 405
Authentication option 311
authentication servers 316, 607
Auto Empty check box 356
auto get mail feature

constraints 302, 328

failing 326

retrying 327

scheduling 322, 323

setting notification options for 324
Auto Lock Handheld option 514
Auto naming option 235
Auto-Disconnect option 408
Auto-Empty Mail from Trash option 407
autofill option 472
automatically locking handhelds 513, 514
auto-off after interval 619
auto-off delay 590, 621
available storage space 107

B

back panel controls 22

backgrounds
adding photos as 161, 566
customizing 161, 566
selecting color of 191, 570

backing up information 5, 8, 27, 75, 102
See also synchronizing

backing up mail databases 410

Backup ALL Databases check box 411
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backup cards 102, 110
Backup folder 410
basics 6, 7, 617
battery
cautions for 647
charging 4, 590, 610, 620
checking 296, 619
conserving power for 5, 279, 588, 619
extending life of 564, 619
indicator light for 21
overview 5
recharging 4, 5, 590, 619
battery gauge 619
BCC option 309, 403
Beam Category command 498
Beam command 497, 499
Beam Contact command 493
Beam dialog box 497, 498, 500
Beam From pick list 499
Beam icon 36
beaming 20, 461, 496500, 590, 639, 640
Best Quality option 471
Birthday icon 154
birthdays 115, 133
Blank Page option 468
blank screen 620
blinking asterisk 326
blinking cursor 58
blocking information 506
Bluetooth application
creating trusted paris 293
features 277, 278
opening 279, 280
setting connection information 279
setting options for 295, 296

setting up desktop connections 287

setting up mobile connections 280—284

setting up network connections 291
setting wireless connections 289
Bluetooth devices
assigning names to 295, 296, 587
built-in software for 28
connecting to 23, 277, 594
discovering 278, 293, 295
entering passkeys for 294
related topics for 297
sending applications to 111
sending events to 166
sending memos to 188
sending notes to 198
sending photos and videos to 255, 257
sending tasks to 181
sending web pages to 481
setting up 279, 295
sharing information with 30
synchronizing with 17
turning off 620
verifying status of 285
waking up handhelds from 296
Bluetooth HotSync option 289
Bluetooth icon 26
Bluetooth indicator 285
Bluetooth LAN Access Points 277
Bluetooth Manager 280
Bluetooth setting 594
Bluetooth settings screen 285
Bluetooth™ technology 276, 277
BMP files 228, 359
bold fonts 568
bonding trusted pairs 294

Bookmark icon 453, 454
Bookmark Page dialog box 452
bookmarks
adding 452, 464
changing 454
displaying list of 453
Bookmarks dialog box 468
Bookmarks option 468
bottom arrow controls 25
brightness 23, 567, 619
brightness icon 23
broken envelope icon 326
browsing options 470, 472, 473, 474
browsing the web 28, 285, 444, 464
budgets 204
built-in applications 26, 546
built-in camera. See camera
business applications 538
Business Card command 497
business cards 119, 497
business expenses 205
See also Expense application
buttons
activating 39, 580
assigning to applications 571
calculator 200
locking 588
not responding 580, 588, 611, 620
opening applications from 33, 34
reassigning application 33, 571
restoring defaults for 571
selecting dialog box 39
selecting record 232
tapping command 25
Buttons Preferences screen 571
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C

cables 611

cache 295, 464, 475, 476

cache size 475, 476

Cached icon 464, 465

cached web pages 464, 475, 478
Calculator application

benefits of 199

buttons described 200
categorizing with Expense 527
copying and pasting from 201
displaying calculation history 201
opening 26

re-entering numbers 200

related topics for 202
troubleshooting 202

Calculator icon 26
calculators 26, 29, 199
calendar

adding appointments to 133

changing events on 147, 156

changing repeat intervals for 147

color-coding appointments 134, 142

customizing 159, 160, 578

displaying appointments for 152, 155,
156, 157

displaying conflicting events in 161

finding overlapping events on 159

opening 165

removing appointments from 149

reserving dates 135

scrolling through 156, 157

selecting dates on 133, 168

setting repeat intervals for 138, 139, 140

synchronizing with Outlook 10

Calendar application
applying color-coding options 143, 145
benefits of 132
categorizing information in 530
checking schedules in 152, 154, 156, 157
choosing display options 159
defining repeating events 137, 138
deleting categories 529
deleting events 149, 151
displaying categories in 533
entering birthdays for 115
entering event locations from 141
getting help with 165
importing information for 64
opening 26, 133
related topics for 166
rescheduling events 147, 156
running on PCs 165
saving information for 134, 149, 151
scheduling events 133, 135, 140
setting alarms 146, 164
setting alarms from 560, 561
setting display options 160—164
transferring information to 67
troubleshooting 166, 630

Calendar icon 26

Calendar Preferences dialog box 146, 163

calendar views 154, 156, 157, 158

calibration 585

Call History List 485

Call Waiting 599

calling card numbers 599

camera 22, 102, 228, 234
See also photos

Camera application 26, 229, 231, 234

camera icon 26
camera lens 22
cancelled actions 39
cancelled appointments 149
cancelled tasks 176
capitalization 46, 54, 183
capturing
photos 114, 229, 234
video clips 101, 231, 232
Card Info application 26, 107
Card Info icon 26
card readers 109, 259, 260
carrying cases 102
categories
adding 527
beaming 498
benefits of 526
changing 147
color-coding 142, 143
deleting 529
displaying 533, 565
placing information in different 531
related topics for 534
renaming 528
scrolling through 533
selecting 498
categorizing
applications 527, 532
contacts 123, 131, 527, 530
events 134, 166, 498
expenses 205, 211, 212
information 526, 530
memos 188
notes 190, 198
tasks 168, 174, 179
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Category command 532

Category dialog box 532

category lists 37, 105, 145, 161, 531
category marker 153, 161

Category pick list 529, 531

cautions 611, 619

CDs 262

CE Compliance Statement 646
cellular carriers 284
challenge-response prompts 605
Change Repeat dialog box 138, 172

Change your synchronization option 10

changing
alarms 147
bookmarks 452, 454
cache size 476
calendar events 147, 156
category names 528
date and time settings 554
e-mail accounts 312, 316, 397
e-mail filters 396
e-mail messages 340
fonts 332, 342
Graffiti 2 ShortCut strokes 584
home pages 466, 468
information 69
link colors 473
locations 557, 558
memos 184
owner information 587
passwords 398, 509
pen widths 190
playlists 270
preset connections 591
preset formats 577

privacy settings 147
repeating events 148
screen colors 570
screen fonts 567—568
server profiles 598
speed-dial entries 488
text colors 161
time zones 558
untimed events 136
URLs 452, 454
World Clock 562
character entry 54, 58, 113
See also data entry
character searches 41
charging battery 4, 590, 610, 620
charging status 21
chat rooms xxi
check boxes 25
checking for e-mail 318
checking space on handheld 536
checking the battery 296, 619
checkmarks 25
Choose Date command 168
Choose File dialog box 460
choosing
alarm sounds 561
alternate stroke shapes 581
applications 26, 33, 37
background colors 191, 570
clock display options 562
command buttons 24
communications protocol 602
connections 598

currency options 206, 207, 208

home pages 466, 468

icons 33
information 19, 69

Internet Service Providers (ISPs) 598

items in lists 24, 25, 38, 40
mailto links 461
menu commands 34, 35, 36, 40
music 266, 268
options in dialog boxes 39
security levels 504
synchronization settings 76
city preferences 574
cleaning your handheld 610
clear button (Calculator) 200
Clear cache on exit option 476
Clear Cache option 476
clear entry button (Calculator) 200
Clear Note command 190
clearing
calculators 200
History lists 464
Note Pad screens 190
clock 23, 146, 560, 573, 575
See also World Clock
clock display options 562
Clock icon 23, 552
closing Internet connections 455
Color Theme Preferences screen 570
color wheel 422
color-coding 134, 142, 145
colors
applying to annotations 251
applying to e-mail 342
applying to events 134, 142, 145
applying to notes 191
changing link 473
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changing screen 570
changing text 161
setting background 191, 570
column widths 343
comma-delimited files 64
command buttons 24, 25
command equivalents (Graffiti 2) 53
command letters 35
Command mode 35
command shortcuts 35
command strokes 35, 36
Command toolbar 35, 36
commands 34, 35, 36, 40
See also menus
comma-separated files 99
communication speed 591, 592, 595
communications protocols 301, 398, 602
compact discs (CDs) 262
company phone lists and memos 11, 17
completed tasks 175, 176, 177, 179
components (handheld) 2
Compress Day View check box 161
compressed files 360
compressed images 471
computers
backing up system information for 75
configuring e-mail accounts on 306
connecting to 8, 277, 287
copying information to 501
customizing connections for 594
displaying primary settings for 88
entering information with 60
entering network information for 83
managing schedules from 165
overwriting information on 95, 97

preinstalled software for 27
removing Palm Desktop software 547
setting up mobile connections for 288
setting usernames and passwords 288
synchronization options for 90, 92
synchronizing with 74, 75, 76, 289, 630
transferring music from 259, 262
troubleshooting synchronization
problems 624
updating information from 95, 97
conduit configuration screen 372
Conduit Settings command 14
conduit shortcuts 384
conduits 93, 383, 388
conference calls 141
conferences 140
Confirm note delete check box 196
confirmation messages 196
confirmation tones 103
conflicting events 161
conformity declaration 646
Connect to setting 594
connecting
headsets to handheld 21, 586
to Bluetooth devices 23, 277, 279, 594
to dial-in servers 598
to mobile phones 280, 286
to networks 82, 87, 597, 600
to other devices 276, 277, 591
to personal computers 8, 277, 287
to power adapter 22, 590, 619
to power sources 620
to the Internet 277, 456, 598
Connection pick list 598
Connection Preferences screen 591, 593

Connection Setup screen 281
connection types 277, 300
connections

See also connecting

adding login scripts for 604

adding trusted 288, 292

authentication servers and 607

automatically stopping remote 408

closing Internet 455

closing network 600

creating 593, 594

deleting 593

disabling Internet 468

disconnecting HotSync cable 79

dropping 602

losing 620

omitting passkeys for 280

pairing with network services 314

precautions for 611, 648

preset setting for 591-596

restricting 278

retrying Internet 456

selecting 598

setting flow control for 595

setting preferences for 478

setting timeout intervals for 407

setting up mobile 280—284

setting up network 283, 291, 600

setting up secure 388, 404, 414

setting up wireless 276, 289

synchronizing from 76, 82, 87
conserving power 5, 279, 588, 619
Contact Details dialog box 123
Contact Edit screen 116, 118
contacting ISP providers 284
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contacts

See also Contacts application

adding 67, 113, 116, 121, 391, 461
archiving 122

beaming 498

categorizing 123, 131, 527, 530
copying information for 114, 116, 120
customizing details for 123

deleting 122

displaying information for 118, 123
duplicating information for 116, 120
entering from Outlook 10

entering in memos 183

entering notes for 116

keeping private 123, 131, 505
locating 121

managing 112

saving 115, 122

selecting 38

transferring from other applications 131

Contacts application

adding contact information 113—115
addressing e-mail from 336
archiving information in 122
beaming from 497

benefits of 112

categorizing information in 527, 530
creating business cards 119
customizing fields in 118

displaying additional fields for 116
duplicating information 120
importing information for 64, 99, 131
marking entries as private 505
opening 26, 113

related topics for 131

saving information in 115, 122
searching from 121
selecting field types for 117
setting display options for 124
transferring information from 67
troubleshooting 131
viewing online help for 130
Contacts icon 26
Contacts list 123
continuous events See repeating events
contrast (screen) 567
controlling Internet access 477
controls
activating 580
application 24—25, 32
handheld 19
locating 42
navigator 36
cookies 474
Copy command 70, 109
Copy dialog box 109
Copy icon 36
copying
applications 109, 501, 541, 543
calculations 201
contacts 114, 116, 120
files 457
information 70
photos 253, 255, 501
service profiles 598
videos 255, 501
copying and pasting 70
copy-protected applications 109
corporate e-mail accounts 299, 301, 302
country information 578

CPUs

backing up system information for 75
configuring e-mail accounts on 306
connecting to 8, 277, 287
copying information to 501
customizing connections for 594
displaying primary settings for 88
entering information with 60
entering network information for 83
managing schedules from 165
overwriting information on 95, 97
preinstalled software for 27
removing Palm Desktop software 547
synchronization options for 90, 92
synchronizing with 74, 75, 76, 289, 630
transferring music from 259, 262
troubleshooting synchronization
problems 624
updating information from 95, 97

Cradle/Cable setting 594
creating

appointments 133

bookmarks 452, 464

business cards 119

categories 527

company-specific information 11
connections 593, 594

contacts 67, 113, 116, 121, 391, 461
e-mail accounts 303, 307, 371
e-mail attachments 463

e-mail messages 330, 334, 461, 463
expense records 204, 206, 207
filters 392

images 422

login scripts 604
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memos 182, 183, 184
multi-day events 140
multimedia messages 255
new locations 557
notes 190, 244
owner information 587
passwords 288, 507, 508, 513
personal calendars 133
personal signatures 310, 338
photo albums 246
playlists 267—268
plug-in applications 607
reminders 115, 189, 215
repeating events 137, 138
repeating tasks 170, 172
service profiles 597, 598, 601
ShortCut strokes 583
To Do lists 167, 168, 170
trusted pairs 280, 293
unscheduled events 136
untimed events 135, 140
user profiles 12

CSV files 64

currency 205, 206, 208

Currency pick list 206

currency symbols 206, 207, 208, 212

current date and time
See also calendar; clock
checking 552
displaying 23
entering 56, 573, 576

Current URL option 467

cursor 58, 69

Custom Currencies dialog box 208

customer support xxi, 17, 644

customizing date formats 577, 578
backgrounds 161, 566 date stamps 235
calendar 159, 160 dates

contact information 118, 123
currency symbols 208
data entry 579
expense lists 212
fonts 332
Graffiti 2 writing 581
handhelds 11, 17, 27, 564
Home screen 565
network settings 597—608
preset formats 578
synchronization settings 90—98
Tasks list 178

Cut command 71

Cuticon 36

cutting text 70

cycling through calendar views 152

D
daily events 133, 137
daily schedules 154, 155, 159
daily tasks 171, 173
data 547
See also information
data entry
caution for 21
defined 58
input area for 19
methods for 44, 45, 579
synchronization and 74
data services 280, 455
databases 64, 410

Date & Time Preferences screen 573, 575

See also calendar

assigning to appointments 133, 137
assigning to repeating tasks 172, 173
changing 147, 204, 554

checking 552

displaying current 23, 556
displaying due 179

displaying in World Clock 562
entering current 56, 573, 576
flagging series of 140

incorrect 621

recording completion 179
reserving in calendar 135

resetting 573, 575

scheduling reminders for 115
selecting on calendar 133, 168

setting alarms for specific 146, 170, 194

setting due 168, 169

setting location-specific 554, 573

setting repeat intervals for 138, 139,
140, 147

setting sequence 578

sorting by 195

viewing scheduled 152, 155, 156, 157

viewing specific 156

Day View

displaying overlapping events in 159
scheduling events for 133, 135
selecting 133, 154

setting display options for 145, 159, 161

setting timeframes for 163

Day View icon 133
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Daylight Savings settings 554, 558
Days To Synchronize Mail option 381
DBA files 64
Deactivate Keylock button 588
deadlines 135
decimal separators 578
Default Currency pick list 208
default settings
overwriting 95, 97
restoring 571
selecting 91
Default View pick list 160
Delay command 606
delays 515, 590
Delete command 546
Delete Contact dialog box 122
Delete dialog box 546
Delete Event command 149
Delete Event dialog box 149
Delete From pick list 546
Delete icon 36
Delete Item command 210
Delete Memo command 186
Delete Memo dialog box 186
Delete messages on server option 307
Delete Note command 196
Delete Old Messages dialog box 353
Delete Task command 176
Delete Task dialog box 176
deleting
applications 110, 546
appointments 149
attachments 368
bookmarks 454
categories 529

connections 591, 593

contacts 122

desktop software 7

e-mail 307, 352, 353, 355

e-mail accounts 313

e-mail filters 396

events 149—-151

expense records 210, 211

files from handheld 66

Graffiti 2 ShortCut strokes 584

information 66, 71, 110, 513, 621

locations 559

mail folders 347

memos 186

notes 196

passwords 512

photos 247, 254

playlists 272

private entries 512

service profiles 603

songs 271

tasks 176—177
description fields 133, 134
deselecting options 25
Desktop overwrites handheld option 95, 97
desktop software

See also Palm Desktop software

downloading 17

installing 27

overwriting information in 95, 97

removing old 7

synchronizing with 10

updating handheld from 95, 97
Details dialog box 530, 595, 601
device name cache 295

Device name field 279

device names 295, 296, 587

Device pick list 536

devices 20, 78, 277, 278, 591
See also Bluetooth devices

Dial prefix check box 599

Dialer application
adding speed dialer entries 486
benefits of 482
changing speed-dial entries 488
dialing from 483, 484, 485, 487
related topics for 489
troubleshooting 489

Dialer icon 483

Dialer keypad 483

dial-in connections 591

dial-in servers 597, 598, 600

dialing from handheld 482, 483, 484, 485,

487

dialing in to networks 82, 591
dialing preferences 594
Dialing setting (connections) 594
dialog boxes 25, 39

See also specific
dial-up accounts 284, 286
dial-up connections 594, 597
dictionaries 102
digital camera 22, 102, 228, 234
Digital zoom option 235
digitizer (defined) 585
Digitizer Preferences screen 585

Disable device name cache command 295

disabling options 25
Disconnect command (Web Pro) 455
Disconnect on Exit option 408, 478
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disconnecting from Internet 455
disconnecting HotSync cable 77, 79, 624
Discoverable setting 278, 279, 293
discovering Bluetooth devices 278, 293, 295
Discovery icon 287, 293
Discovery Results screen 278, 293
disk space requirements 2, 3
Display Name option 309, 403
Display Options command 160, 565
Display Options dialog box
calendar 160
clock 562
e-mail 342
Home screen 565
web browser 470, 473
display preferences 565, 567, 569, 570
display See screen
Display View icon 449
displaying
application groups 530
application icons 622, 632
application information 17, 536
applications 26, 105, 533
appointments 152, 155, 156, 157
bookmarks 453
calculators 26
Category pick list 161, 162
Command toolbar 36
contact information 118, 123
current date and time 23, 552, 556
e-mail attachments 364, 458
events 145, 162, 163
expansion card information 26
expense reports 26
expenses 212

files 460
Graffiti 2 alternate strokes 581
hidden or masked entries 507
Home screen 24, 33, 37
HotSync log 77
images 228, 460, 470
information 19, 25, 533
items in lists 38
memos 184
menus 24
notes 195
online documentation xxii
PDF files 29
personal calendars 132
photos 228, 237, 238
pick lists 25
schedules 152, 154, 156, 157
slide shows 239, 240
song lists 265
space information 536
tasks 152, 161, 174, 178, 179
unread messages 152, 161
URLs 447
videos 29, 228, 237, 238
web pages 449, 453, 457, 459, 460
World Clock 27, 562
DNS (defined) 602
DNS addresses 602
Do not allow wakeup command 296
do’s and don’ts 610
DOC files 359
documentation xx, xxii, 28
Documents to Go application 28, 74
domain name system.(DNS) 602
down arrow controls 25

Download attachments option 321, 381
Download dialog box 457
download options 362
downloading
additional software 17
Adobe Acrobat Reader xxii
applications 360, 538, 541, 543
attachments 359, 360, 363
e-mail 307, 318, 320, 410
files 359, 457
images 359
large messages 361, 363
multiple attachments 364
online documentation xxii
Palm Desktop software 3
photos 114, 228
web pages 457, 479
drafts 334
Drafts folder 368
drained batteries 619
drawing freehand 189, 251, 422
drawing tools 251, 422
drivers 591
drop-down lists See lists
due dates 168, 169, 173, 179
Duplicate Contact command 120
duplicating contact information 116, 120
duration 134

E

eBooks 29

Edit Accounts option 397

Edit Albums screen 246

Edit Categories command 174
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Edit Categories dialog box 143, 144, 527,
528, 529

Edit Connection dialog box 592

Edit currencies command 206

Edit List dialog box 557, 559

Edit menu 70, 71

Edit Playlist dialog box 267

editing 69, 184, 190, 195
See also changing

Effects option 234

electrical discharge 611

electrostatic discharge 648—649

e-mail
See also e-mail accounts
accessing 28, 277, 282, 285, 300, 326
adding addresses to contacts 391
adding attachments to 365, 366, 368,

463

adding signatures 310, 338
addressing 117, 335, 336, 337, 407, 583
attaching events to 131, 166, 481
attaching memos to 188, 502
attaching notes to 198
attaching photos to 257
attaching tasks to 181
attaching voice memos to 226
automatically checking for 318
automatically emptying trash 407
changing fonts 332, 342
changing header information for 409
changing Inbox folders for 341
changing maximum size 320
changing messages 340
composing 330, 334, 461, 463
connecting to Internet from 455

creating folders for 346

deleting 307, 352, 353, 355

downloading 307, 318, 320, 410

downloading attachments 359, 360, 363

emptying Trash folder for 355, 356, 407

filtering 322, 392, 394, 396

forwarding 348, 370

including web addresses in 462

logging in to accounts for 463

manually marking 357

moving messages 344

reading 329

reading files attached to 364, 458

receiving 285, 304, 318, 320

related topics for 415

removing attachments 368

replying to 349, 350

saving attachments for 364

sending 285, 304, 330, 333, 334, 461,
463

setting display options 342

setting maximum size 308, 380

setting notification options for 325, 339

setting preferences for 389

setting retry intervals for 339

setting up 300, 303—306, 371, 598

specifying default programs for 378

switching to different service for 314,
315

synchronizing 304, 371, 372, 374, 376,
379

tapping URLs in 352

viewing status of 328

viewing unread messages for 152, 161

wireless connections for 415

e-mail accounts
accessing from Internet 463
changing 312, 316, 397
connection types and 300
creating 303, 307, 371
defining as synchronize-only 306, 312
deleting 313
displaying summary information for
383
excluding from synchronization 387
managing 312
saving setting for 386
scheduling auto get for 322, 327
selecting 314, 318
setting up secure connections for 388
synchronizing multiple 387
synchronizing with client 376, 378
testing 311
upgrading 299
verifying 385
Email address option 399
e-mail applications 298, 371, 377, 461, 602
e-mail folders 341
e-mail providers 300, 304, 305
See also ISPs
emergency information 527
empty screen 620
Empty Trash dialog box 355
emptying Trash folder 355, 356, 407
Enable Background Playback check box 266
Enable device name cache command 295
Enable Smart Addressing option 407
enabling buttons and controls 39, 580
encryption 301, 406
End command 606
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entering
current date and time 56, 573, 576
information 19, 44, 45, 74, 579
owner information 587
passkeys 282, 294
passwords 284, 305, 598, 601
phone numbers 483, 485, 487, 601
URLs 444

entry box 24, 25, 58

eraser 190

error messages 627

errors xx

ESD (electrostatic discharge) 648—649

ESMTP authentication 311, 316, 405

Essential Software folder 539

Ethernet attachments 477

Eudora accounts 377

Event Details dialog box 147

events
See also appointments
adjusting for location 573
archiving 149, 150, 151
beaming 498
categorizing 134, 166, 498
changing descriptions 147
changing untimed 136
color-coding 134, 142, 145
conflicting 161
contact information and 115
creating multi-day 140
creating untimed 135, 140
defined 133
defining repeating 137, 138
deleting 149-151
displaying 145, 162, 163

entering notes for 141, 142

extending beyond midnight 140

finding overlapping 159

marking as private 134, 166

rescheduling 147—148, 156

scheduling 133, 135, 163

setting alarms for 146, 164

sharing 166

types of 133

viewing free time for 161

viewing specific time for 162
Excel spreadsheets 28, 74, 298, 359
exchanging

applications 30, 111

event records 166

expansion cards 111

files 277, 298

from outside sources 17

information 20, 64, 67, 75

memos 188

messages 442

notes from Note Pad 198

task records 181

voice memos 226

web pages 481

exclamation points (1) in Tasks list 179

expansion card slot 20, 619
expansion cards
adding applications to 28, 111
attaching files from 368
battery life and 619
beaming from 499
benefits of 102

copying applications to 109, 501

deleting information on 110

displaying information about 26, 107

downloading to 457

finding information on 41
formatting 110

getting applications on 536
inserting 20, 103

limitations 107

moving applications to 542
opening applications on 105
opening files on 106

overview 101

preventing damage to 104
related topics for 111
removing 104

removing applications on 546
renaming 108

saving e-mail attachments on 364
saving multimedia files on 228
transferring audio files to 259—265
types of 102

viewing applications on 105
viewing information on 460

Expense application

archiving information in 210
benefits of 203

categorizing information in 527
categorizing with Calculator 527
changing information 204
choosing currency options 206
customizing currency symbols 208
customizing expense list 212
deleting categories 529

deleting information in 210—211
entering expenses in 204—205
getting help with 213
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opening 26, 204, 213
presetting currency symbols 207
related topics for 214
saving information in 205
synchronizing information for 75
transferring information to 67
troubleshooting 214
Expense icon 26
Expense Preferences dialog box 204, 207
expense records
See also Expense application
categorizing 205, 211, 212
deleting 210, 211
entering information in 204, 207
organizing related expenses in 206
viewing information in 212
expense reports 26, 206, 211, 212
Expense type pick list 204
Expires option 440
extending battery 564, 619
external data sources 17
external devices 20, 277, 591
external files 99
external speaker 586

F
fade setting 161, 566
FAQs 617
FCC Statement 645
fields 25, 116, 117, 118
File Link feature 99
file names 109
file types 228, 540
files

accessing 479

attaching to e-mail 257, 365, 367, 368
copying 457
displaying contents 458

displaying on expansion cards 107, 460

downloading 359, 457
installation prerequisites for 536
installing on handheld 74, 540, 541
installing on Mac computers 543
installing on Windows computers 540
locating 542
opening on expansion cards 106
opening text 359
removing 66, 110
restoring archived 66
saving 457
sharing 277
synchronizing with external 99
transferring to handheld 28, 64, 298,
457
troubleshooting uninstalled 627
filing events 134
filtering e-mail 322, 392, 394, 396
Filters dialog box 392, 394
finances 203, 527
See also Expense application
Find dialog box 24, 41
Find icon 24, 41
Find More button 41
Find on Page command 447
finding
contacts 121
files 542
information 24, 41
overlapping events 159
firewalls 302

flow control (connections) 595
Flow Ctl pick list 595
Folder Synchronization Options setting 382
folders 344, 346, 382, 542, 625
Font command 568
font styles 568
fonts 332, 342, 449, 567568
Force GSM text option 440
forgetting passwords 512
form fields (web pages) 472
Format Card command 110
formats
audio files 259
e-mail messages 330
information-specific 577
multimedia file types 228
text messaging and 419
Formats Preferences screen 577
formatting expansion cards 110
forwarding e-mail 348, 370
freehand drawing 189, 251, 422
freeing up space 66, 151, 546, 621
frequently asked questions 617
front panel controls 19
frozen screen 611, 612, 620
Full header option 409
Full Screen mode 450
full-screen pen stroke 572
full-screen writing 190, 579, 580

G

Game Sound pick list 586

games 102, 530, 538, 586

General Packet Radio Service (GPRS) 283
gestures (Graffiti 2 writing) 53
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Get IP command 606

Get Mail Options dialog box 320

Get unread e-mail only option 321

Get unread mail option 307

getting started xx, xxii, 6, 28

Getting Started Guide 28

GIF files 359, 455, 460

Go To Date dialog box 133, 135

going online 277

GPRS command 606

GPRS data services 280, 455

GPRS mobile phones 283, 291, 591

graffiti 422

Graffiti 2 command strokes 35, 36

Graffiti 2 Preferences screen 581

Graffiti 2 writing
changing strokes for 584
choosing input area for 579
copying and pasting with 70
creating tasks with 168
deleting information with 71
deleting ShortCuts 584
entering commands with 53
entering information with 45, 46—55
entering ShortCut strokes 56—57, 582
getting help with 52
guidelines for 47
overview 45
setting alternate stroke shapes for 581
setting preferences for 579—-584
troubleshooting problems with 623

Graphics pick list 471

GSM mobile phones 591

H
Handheld Settings Overview screen 384

Handheld view (Web Pro) 450
handheld-based software catalog 538
handhelds
accessing features 24, 34
adding additional software 102, 538,
540
adding applications to 1, 74, 111, 607
adding owner information 587
adding user information 7, 11
backing up e-mail databases from 410
beaming to. See beaming
benefits of 18
charging battery for 4, 590, 610, 620
checking space on 536
components of 2
connecting to other devices 591
connecting to PCs 8, 23
connecting to power adapter 22, 590,
619
controls described 19
customizing 11, 17, 27, 564
disconnecting from HotSync cable 77,
79, 624
do’s and don’ts 610
freeing up space on 66, 151, 546, 621
getting additional information about xxi
getting help with 643
getting unexpected results 585
locking 513-516, 587
losing 587
maintenance information for 610
naming 279
not making sounds 621

not responding 588, 611, 619, 620, 630
opening 619
preinstalled applications for 26
protecting 278, 282
recharging battery 4, 5, 590, 619
reconnecting HotSync cable 79
related topics for 17, 30
removing items 66
replacing information on 95, 97
resetting 22, 513, 611, 620
restoring information on 614
running out of space on 102
setting auto-off delay for 590
setting idle timeouts for 602
setting power preferences for 588—590
settingup 1, 6, 7, 17
synchronizing 73—89, 512
synchronizing wirelessly 277, 289
synchronizing with user profiles 11, 14,
16
system requirements for 2
timing out 625
troubleshooting 585, 617
turning itself off 621
turning on accidentally 588
turning on and off 6, 33, 588
upgrading 4, 7
viewing applications on 19, 533
viewing information on 19
waking up 296
handwriting 623
See also Graffiti 2 writing
hard resets 513, 613, 614, 620
header options (e-mail) 409
headphone jack 21, 611
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headphones 611
headsets 21, 586, 611
help xxi, 17, 25, 52, 512, 643
Help menu 624
hiding
action bar (Web Pro) 450
address fields 445, 450
currency symbols 212
private entries 504, 506
High Quality option 471
highlighting menu commands 40
See also selection highlight
high-resolution images 471
high-speed connections 286
high-speed data services 597
high-speed wireless carrier 277
hints 25, 512
See also help
History dialog box 201, 464
History list 464
Holiday Files folder 165
holidays 135, 137, 139
Home icon 24, 33, 34
home page 448, 466, 468
Home Page check box 467
Home Page icon 466
Home Page option 468
Home screen
customizing 565
displaying 24, 33, 37
displaying icons on 622, 632
moving around in 37
opening applications on 33
opening category lists on 105
returning to 37

selecting applications on 26, 37
switching between applications on 34
viewing application list for 26
hosts 602
HotSync cable
connecting to networks from 82
connecting to PCs with 8, 23
disconnecting 77, 79, 624
reconnecting 79
synchronizing with 76, 77, 83
HotSync icon 26, 571
HotSync log 77
HotSync Manager
See also synchronizing
infrared option missing 629
not responding 627
restoring information from 614
starting 26, 91, 290
turning off 91
HotSync Manager icon 76, 624
HotSync menu 544
HotSync Online Troubleshooting Guide 624
HotSync technology 76
how-to information xx
HTM files 359, 460
HTML files 359, 455, 458, 460
HTML messages 330, 331, 352
hyperlinks 448, 473
See also URLs

|

ICES Statement 646

icons
application 26, 565, 571
Command toolbar 36

input area 23
missing 622
selecting 33

VersaMail application 328, 340, 384

ICS files 64, 359

idle timeouts 602

image files 228, 359, 455, 460, 540
images

changing download preferences for 470

compressing 471

creating 422

displaying 228, 470

downloading 359

selecting download quality 471
IMAP mail folders 412, 413, 414
IMAP mail servers 372, 377
IMAP protocol 301, 304
IMAP servers 305, 307, 358
importing

contacts 131

information 12, 64, 99
Inbox 311, 326, 341
Inbox icons 328
incoming mail options 307, 400, 401
Incoming mail server option 399
incoming mail servers 300, 305
incompatible applications 640
incorrect dates and time 621
indicator light 21
Info command 536
Info dialog box 536
information

accessing 36, 504

backing up 5, 8, 27, 75, 102

beaming 496—500
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categorizing 526, 530
caution for entering 21
caution for hard resets and 613
changing categories for 531
combining in different categories 528
copying and pasting 70
creating owner 587
creating user-specific 7, 11
defining abbreviations for 582, 583
deleting 66, 71, 110, 513, 621
displaying 19, 25, 533
duplicating 120
editing 69
entering 19, 44, 45, 74, 579
importing 12, 64, 99
keeping private 503, 505
losing xx, 5, 39, 75, 619
managing 27
not finding 623
organizing 42, 526
password-protecting 507, 508, 509
receiving from outside sources 17
related topics for 72, 502, 525
restoring 512, 513, 614
saving 34, 66, 623
searching for 24, 41
selecting 19, 69
setting up multiple handhelds for 7, 11
sharing 20, 111, 114, 182, 490, 501
synchronizing 5, 8, 75, 624
transferring to expansion cards 501
updating 60, 73, 74, 93
upgrades and 7
viewing by category 533

infrared option 629

infrared port See IR port
Infrared setting 594, 629
initialization strings (modems) 408, 595
input area 19, 23, 46, 579
inserting expansion cards 20, 103
installation CD 2, 7, 27, 538, 617
installation prerequisites 536
installing
additional software 27, 538, 540
applications 27, 74, 105, 535, 540
folders 542
Palm Desktop software 3, 7, 27
related topics for 17
VersaMail software 461
Web Pro software 444
instant messenger (IM) accounts 117
Int’l button 59
interactive tutorial 7
international keyboard 59
Internet
See also web sites
accessing 277, 299
browsing 277
connecting to 277, 456, 598
controlling access to 477
disabling connections to 468
disconnecting from 455
e-mail accounts and 463
proxy servers and 470
retrying connections for 456
selecting service provider for 286
setting connection preferences for 478
setting up network connections for 284
Internet Explorer 2
See also web browsers

Internet mail servers 377
Internet Message Access Protocol (IMAP)
304
Internet protocol (IP) 602
Internet Service Providers (ISPs) 277, 300,
305, 477, 597

invalidating warranty 619

IP Address check box 602

IP addresses 602

IR devices 78

IR port
beaming from 496, 497, 498
connecting to networks from 82, 87
creating connections for 591
disabling 81
location of 20
setting up connections for 594
synchronizing from 76, 78, 79, 88, 628

IR to a PC/Handheld connection 591, 592

IR-enabled laptop 78

ISP accounts 597

ISPs 277, 300, 305, 477, 597

J

J2ME files 29

jack (headphone) 21

Java Technologies software 29
JPG files 228, 359, 455, 460
JPG formats 228

K

keeping track of expenses 203
key exchange 294

key terms xxi

keyboard icons 24
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keyboards
connecting to portable 184
entering information with 58, 59
opening alternative 59
opening onscreen 24
Keylock 21, 588, 589
Keylock Preferences screen 588, 619
keys (onscreen keyboard) 59

L

LAN Setup option 291

LANs See networks

LANSync Prefs dialog box 89
laptops 78, 277

large fonts 568

large images 470

Last Page Viewed option 468
launching See opening

Leave mail on server option 307
Leave Messages on SIM option 440
LED light 21

left arrow controls 25

letter keyboard icon 23, 24, 58
letter selection 33

liability ii

lightning bolt icon 620

line selection 69

line styles 422

line tool 422

links (documentation) xxi

links (web pages) 448, 473

List icon 238

list screens 38

List view (Media) 236, 238, 249
listening to music 21, 102, 258

listening to voice memos 220
lists
See also song lists
clearing History 464
creating company phone 11
creating To Do 167, 168, 170
customizing expense 212
customizing Tasks 178
displaying applications icons in 565
displaying bookmarks in 453
displaying pick 25
finding items in 557
moving between items in 38, 40
opening category 37, 105, 145, 161
opening History 464
ordering memos in 185
rearranging items in 185
scrolling 40
selecting items in 24, 25, 38, 40
loading user profiles 15, 16
Local Area Networks See networks
locating
contacts 121
controls 42
files 542
information 24, 41
overlapping events 159
Location field 141
Location pick list 557, 574
location settings (World Clock) 553, 556,
558
locations, deleting 559
location-specific preferences 573—578
Lock Handheld dialog box 514
lock icons 109, 499

lock options 515
locking
handheld buttons 588
handhelds 513516, 587
log files 77
logging in to e-mail accounts 302, 463
logging in to network servers 604
Login Script dialog box 604, 605
login scripts 604—607
Look Up line (Contacts) 121
Lookup screen 336, 418, 420, 433
losing
handheld 587
information xx, 5, 39, 75, 619
passwords 512, 513
Lotus Notes 304, 371, 376
low batteries 5, 619
Low light option 234
Low Quality option 471
lowercase letters 47, 580
low-resolution images 471

M
Mac information
creating contacts 130
creating notes 197
creating user profiles 13
described xx
displaying tasks 180
displaying videos 228
entering information 62
handheld system requirements 3
installing handheld software 7, 539,
543-545
listening to music 260
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mobile connections 281

opening calendars 165

synchronizing handheld 75, 80, 92, 96
synchronizing with user profiles 16
troubleshooting problems 618
turning off IR port 81

uninstalling Palm Desktop software 548

writing memos 187
Mac OS X systems 543
magnify tool 243
magnifying glass (Adobe Reader) xxii
magnifying pictures 242, 243
Mail Client pick list 377
mail databases 410
mail folders 344, 346, 382
mail servers 301, 302, 305
Mail Servers command 316, 397
Mail Servers screen 317, 398, 399, 400
Mail Service pick list 304
Mail Services pick list 305
mail. See e-mail
mailto link 461
maintenance information 610
Make Default check box 98
Manual synchronization option 91
manually locking handhelds 513, 516
marking information as private 505
masking private entries 504, 506, 507
math calculators 26, 29, 199
Max. cache size option 476
Maximum Message Size option 308, 380
MCI connections 599
Media application
backing up information in 28
benefits of 227

copying photos 253
creating albums 246
deleting photos and videos 254
displaying photos or videos 236, 238
displaying slide shows 239
opening 26, 228, 236, 256
organizing photos and videos 246, 248
overview 256
personalizing photos 251
related topics for 257
rotating photos 241
setting photo or video details 244
setting zoom options 242
sorting albums 250
sorting photos and videos 249
troubleshooting 257
media features 227
media formats 259
Media icon 26
Media Message option 419
media players 29, 227
memory 475, 546, 621
memory button (Calculator) 200
memory cards 110, 241, 258
memory clear button (Calculator) 200
memory recall button (Calculator) 200
memos
See also notes; Memos application
adding contact information to 121, 183
backing up 28
beaming 498
categorizing 188
creating 182, 183, 184
deleting 186
displaying 184

editing 184, 185
exchanging 188
keeping private 188, 505
organizing 185, 188
recording voice 21, 215
saving 183, 186
selecting 38
sending as attachments 188
synchronizing with Outlook 10
transferring to PCs 185

Memos application
categorizing information in 527
changing memos in 184
deleting memos 186
getting help with 187
importing information for 64, 99
marking entries as private 505
opening 26, 183, 571
overview 182
related topics for 188
reordering memos lists 185
selecting memos 184
transferring information to 67
troubleshooting 188, 631
writing memos with 183

Memos icon 26

Memos list 183, 184, 185

menu bar 34

Menu icon 24, 34, 622

menu shortcuts 35

menus 24, 34, 40

messages
See also e-mail; text messages
adding multimedia files to 416
attaching photos to 422, 423
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automatically resending 333
connection types for 277
creating multimedia 255, 416
displaying unread 152, 161
downloading large 361, 363
getting 429, 430, 432
receiving 277
recording voice 21
removing confirmation 196
sending plain text 330, 331
setting alarms for 561
synchronizing 304
Messages application
benefits of 416
installing 28
opening 417
retrieving messages 429, 430, 432
sending multimedia messages 419424
sending text messages 417
troubleshooting 442
Messages application icon 28
Messages option 320
microphone 22, 235
Microsoft Exchange accounts 371, 376
Microsoft Internet Explorer See Internet Ex-
plorer
Microsoft Outlook See Outlook
Microsoft Windows systems See Windows
information
Microsoft Word application 185
Microsoft Word documents 28, 74, 298, 359,
457
Mini view (Web Pro) 450
missing applications 26, 622
missing icons 622

MMS format 419

MMS messaging 28

mobile devices 117, 123

mobile phones
accessing e-mail accounts from 314
accessing Internet with 277
attaching modems to 591
beaming to 300
connecting to 277, 280, 286, 596, 634
connecting to Internet from 286
creating trusted pairs for 280, 634
dialing 125, 126, 482
dialing in to networks from 82
forwarding messages with 432
high-speed connections and 283
key exchanges and 294
messaging service for 419
not working 441
passkeys and 282, 634
requirements for 128, 280
retrieving text messages from 429, 430

Modem Sync Prefs dialog box 84

Modem Wait option 408

modems
connecting to IR port from 591
dialing in to networks with 82
entering initialization strings for 408,

595

setting up connections for 594, 598

Money category 527

money See currency

Month View 145, 157, 159, 162

Month View icon 157

month, setting 554, 576

monthly events 137

monthly schedules 157
monthly tasks 171, 173
More button 363
moving around dialog boxes 39
moving photos 248
moving the slider 24
moving through documentation xxii
moving through screens 36
moving through web sites 448, 452
moving web pages 451
MP3 files 259
MPA files 64
MPEG files 228
multi-day events 140
multi-line descriptions 133
multimedia applications 530
multimedia file types 228
multimedia files 235, 369, 416
multimedia messages
adding images 422
addressing 420
creating 255, 416
managing 28
sending 277, 419424
Multimedia Messaging Service (MMS) 419
MultiMediaCard expansion cards 102, 258
multiple recipients (e-mail) 335
music
changing playlists for 270
creating playlists for 267—268
deleting playlists for 272
displaying playlists for 265
listening to 21, 102, 258
playing 258, 266, 269, 632
related topics for 275
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removing from playlists 271
saving 263
selecting 266, 268
stopping 266
storing 102
viewing details 273
music application 258
Music application button 264, 266
music files 258, 259

N
names See usernames; contacts
naming
connections 594
e-mail accounts 304
expansion cards 108
handhelds 279, 587
mail folders 347
multimedia files 235
photo albums 246
playlists 267
user profiles 12, 13
navigating through documentation xxii
navigating through web sites 448, 452
navigational controls 25
navigator 19, 24, 36—40
navigator controls 36
negative numbers 200
Network Preferences dialog box 85
Network Preferences screen 597, 600, 601,
603, 604
network services 314
network settings 597—608
networks
accessing accounts for 282

accessing corporate 302
accessing e-mail from 277
closing connections for 600
connecting to 82, 87, 597, 600
corporate e-mail accounts and 301, 302
creating login scripts for 604—607
customizing connections for 594
deleting service profiles for 603
dialing in to 82, 591
losing connections to 620
selecting communications protocol for
602

setting IP addresses for 602
setting service for 85
setting up connections for 283, 291, 600
setting up service profiles for 597, 598
specifying as trusted device 292
synchronizing over 76, 82, 87

new lines 183

New Profile screen 12, 13

New Slide option 422

next arrow icon 25

No Images option 471

Normal Quality option 471

Normal view (Web Pro) 450

Note Pad
See also notes
backing up information in 28
categorizing information in 527, 531
clearing 190
creating notes from 190
deleting notes in 196
displaying notes in 195
getting help with 197, 198
opening 27, 190

overview 189
related topics for 198
selecting pens 192
setting alarms in 193
setting color preferences 191—192
troubleshooting 632
Note Pad icon 27
notes
See also memos; Note Pad
attaching alarms to 193
attaching to e-mail 198
backing up 28
categorizing 190, 198
creating 190, 244
deleting 196
editing 190, 195
entering from Outlook 10
marking as private 190, 198
playing voice memo 215
saving 190
selecting 38, 195
setting background colors for 192
sharing 198
sorting 195
notification light 21
notification options (e-mail) 325, 339
Notify Sound pick list 325
No-time icon 153
number formats 214, 577, 578
number keyboard 24, 58
number keyboard icon 23, 24
numbers 49, 58, 200, 580

@)
Offer old content if available option 478
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built-in camera 236

calendars 165

category lists 37, 105, 145, 161
dialog boxes 25, 39

files 106

Find dialog box 41

handheld 619

handheld menus 34

History lists 464

Home screen 33

HotSync Manager 26, 290
image files 359

masked entries 507

menus 24

Note Pad 27, 190

onscreen keyboards 24, 58, 59
photo albums 237, 238
RealOne Mobile Player 27, 274
Reminders screen 326

text files 359

text messages 429, 430, 432
web pages 459, 460, 470

operating systems 2
optional information xx

options 25, 40, 90
See also preferences; security options
order forms 472
Organize Albums icon 247
organizing
applications 42, 527, 532
information 42, 526
Outbox 334, 339, 340
Outbox icons 340
outgoing mail options 309, 311, 402, 404
Outgoing mail server option 399
outgoing mail servers 301, 305
Outlook
entering information from 60
marking completed tasks and 175
setting as default mail program 378
synchronizing with 10, 94, 304, 547, 625
Outlook Express 304, 378
Overdue task icon 153
overdue tasks 152, 161, 174, 179
overlapping events 159
owner information 587
Owner Preferences screen 587

P
pager 117
paging through documentation xxii
Palm Desktop Installer icon 7
Palm Desktop software
completing repeated tasks and 175
creating user profiles from 12, 13
described 2, 28
downloading 3
entering information in 60, 61, 63
importing information to 64, 66

off-line viewing 457, 458, 459, 464

omitting passkeys 280

omitting passwords 598

online documentation xxii

Online Troubleshooting Guide 624

onscreen keyboards See keyboards
Open from Card option 460

Open URL dialog box 444

Open URL icon 444

opening

applications 24, 33, 37, 60, 105, 571

installing 3, 7, 27
online help for 60
opening applications in 60, 62
requiring password entry for 509
restoring archived items to 66
synchronizing with 10, 74, 76
system requirements for 2
troubleshooting 617
uninstalling 547
upgrading handhelds and 7
Palm Dialer software. See Dialer application
Palm OS applications 32
Palm OS handhelds
adding user information to multiple 11
beaming to 111, 166
exchanging memos with 188
exchanging messages with 442
exchanging photos and videos with 257
exchanging voice memos with 226
exchanging web pages with 481
sharing information with 30
sharing notes with 198
sharing tasks with 181
upgrading from 4
Palm Quick Install icon 541
Palm Quick Install window 542
Palm Reader 29
palmOne Quick Install software 74, 540, 628
palmOne technical support 17
palmOne Web Pro software. See Web Pro
application
paper clip icon 360, 361, 363
parts (handheld) 2
passkeys 282, 288, 292, 294, 634
Password check box 305
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passwords
changing 398, 509
creating 508, 513
deleting 512
e-mail accounts and 301
encrypting 406
entering 284, 305, 598, 601
forgetting 512
locking handhelds with 513, 587
losing 513
network connections and 292
omitting 598
opening web pages and 446
overview 507
passkeys and 282
requiring 509
security options for 504
setting 288
troubleshooting 638
validating 316
Paste command 70
Paste icon 36
pasting information 70, 201
patches 546
pausing video recording and playback 232,
233
PC Setup dialog box 287, 289, 291
PC Setup option 287
PCs See personal computers
PDAs 18
PDF files 29
pen 191
Pen selector 190
pen widths 190
pencil tool 422

percentage button (Calculator) 200
performance 610
period (.) character 580
peripheral devices. See external devices
personal computers
backing up system information for 75
configuring e-mail accounts on 306
connecting to 8, 277, 287
copying information to 501
customizing connections for 594
displaying primary settings for 88
entering information with 60
entering network information for 83
managing schedules from 165
overwriting information on 95, 97
preinstalled software for 27
removing Palm Desktop software 547
setting usernames and passwords 288
synchronization options for 90, 92
synchronizing with 74, 75, 76, 289, 630
transferring music from 259, 262
troubleshooting synchronization
problems 624
updating information from 95, 97
personal digital assistants (PDAs) 18
personal information 474, 507
personalizing contact information 118
personalizing handheld 1, 17
See also customizing
phone connections 280—284
phone drivers 591
Phone Link Updater application 280, 281
Phone Lookup 67, 121
phone numbers
adding speed dial entries for 486

entering 483, 485, 487, 601
getting from contacts 67, 117, 121
organizing emergency 527
redialing 484
sharing 20
temporary storage for 189

phone settings 598

Phone Setup dialog box 280

Phone Setup option 280

phones 294, 591, 594
See also conference calls; mobile

phones

photo albums
accessing from Internet 463
arranging photos in 248, 249
creating 246
moving photos to other 248
organizing 247
removing photos 254
scrolling through 244
selecting 237, 238

photo capture options 234

Photo Details screen 244

photo mode 229

photos
See also Media application
adding notes to 244, 245
adding to albums 247
adding to contacts 114
adjusting fade setting for 566
attaching to e-mail 369
attaching to messages 422, 423
beaming 498
browsing 463
capturing 229
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copying 253, 255, 501
deleting 247, 254
displaying 228, 237, 238
e-mailing 257
enlarging or shrinking 242
finding 237
moving 248
previewing 230, 235, 236
rotating 241
saving 228, 229, 230, 246
selecting 38
selecting as backgrounds 161, 566
setting slide show delay option 239
sharing 255
sorting 249
storing 102, 106
synchronizing 10
taking 37
uploading 463
viewing details of 244, 245
viewing in slide shows 240
Photos application. See Media application
Photos icon 632
photos tool 423
pick lists 24, 25, 40
See also lists
Picture box 114
pictures See photos
plain text messages 330, 331, 352
playing back video clips 237
playing music 258, 266, 269, 632
playlists
creating 267
deleting songs on 271
displaying 265

editing 270
naming 267
removing 272
reordering music on 271
selecting music from 266, 269
troubleshooting 633
plug-in applications 607
POP protocol 304
POP servers 301, 305, 307, 357, 372
Port Number option 308, 311
portable keyboards 184
ports 20, 23
Post Office Protocol (POP) 304
See also POP servers
power adapter 6, 22, 610, 620
power button 6, 21
power connector 22
power consumption options 589
power preferences 588—590
Power Preferences screen 589
powerOne Calculator 29
power-saving settings 589, 590
PRC applications 607
precautions 611, 619, 648
predefined service profiles 601
preferences 564, 609
See also customizing
Preferences command 163
Preferences screen 27
Prefs icon 27
preinstalled applications 26, 546
prerequisites xxi
preset connections 591, 593
preset delays 515
preset formats 577

previous arrow icon 25
Previous View icon (Adobe Reader) xxii
Previously Viewed pick list 467
primary location 553, 554, 559, 562
Primary PC Setup command 83, 88
printing

expense reports 26

online documentation xxii
prioritizing tasks 168, 179
privacy FAGs 638
privacy levels 506
privacy settings

applications 42

calendar 147, 166

contacts 131

information 504

memos 188

notes 198

tasks 181

voice memos 226, 442

web pages 474
Private check box 505
profiles 11-16
programs See software; applications
Prompt command 606
prompts 605
protecting handheld 278, 610
protecting information 75, 102, 503, 505,

513

protocol (defined) 304
Protocol pick list 304
proxy servers 470, 479, 480
punctuation marks 47, 50
Punctuation Shift indicator 54
Punctuation Shift stroke 54, 580
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Purge Categories dialog box 211
Purge command 151, 177, 211
Purge dialog box 151, 177
purging items 621

quarterly tasks 172

Query DNS check box 602

questions and answers 617

Quick Install icon 259, 541

Quick Install software 28, 74, 540, 628
Quick Install window 542

Quick Look Up icon 121

Quick Look Up line 121

Quick Tour 6, 26

R
radio 23, 29
range (peripheral connections) 278
Read pick list 342
reading
e-mail 329
text messages 429
RealOne icon 27
RealOne Mobile Player
accessing CDs from 262
adding song lists 267
benefits of 258
compatible formats for 259
deleting playlists 272
displaying song details 273
editing playlists 270
getting help with 264, 267, 274, 275
installing 29
opening 27, 274

opening files for 106

playing songs from 269

setting period of inactivity for 266

starting 266

troubleshooting 632

turning off 266
reassigning application buttons 33, 571
reboots See resetting handheld
Receipt Details dialog box 206
Receive Format pick list 331
receiving e-mail 285, 304, 318, 320
receiving messages 277
recently visited web pages 448
recharging battery 4, 5, 590, 619
recipes 186
Recipient List screen 335, 336
reconnecting HotSync cable 79
Record button 232
Record menu 497
record screens 38
recording

sounds 235

video clips 22, 231, 253

voice memos 21, 22, 216
recording time (actual) 231
records

deleting expense 210, 211

entering information in 114

getting number of 537

hard resets and 613

moving between 38

setting privacy levels for 506

sorting 131, 188, 212

specifying as first 113
recovering memory 621

recurring events 133
redialing phone numbers 484
Reducing costs 477
reducing image quality 470, 471
related items, categorizing 527
related topics xxi
Remember Last Category check box 565
reminders
canceling 561
creating 189, 215
scheduling 115, 133
setting alarms as 560
specifying notes as 193
Reminders screen 326, 339
remote access accounts 597
remote connections 408
remote devices 295
remote servers 82, 479, 597
removing
applications 110, 546
appointments 149
attachments 368
bookmarks 454
categories 529
confirmation messages 196
connections 591, 593
contacts 122
desktop software 7
e-mail 307, 352, 353, 355
e-mail accounts 313
e-mail filters 396
events 149-151
expansion cards 104
expense records 210, 211
files from handheld 66
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Graffiti 2 ShortCut strokes 584
information 66, 71, 110, 513, 621
locations 559
mail folders 347
memos 186
notes 196
Palm Desktop software 547
passwords 512
photos 247, 254
playlists 272
private entries 512
repeating tasks 176
selection highlight 37, 38
service profiles 603
songs 271
tasks 176—177
Rename Card dialog box 108
Rename Custom Fields dialog box 118
renaming
categories 528
expansion cards 108
mail folders 347
photo albums 246
preset connections 591
web pages 458
Repeat icon 154
repeat intervals
calendar 137, 140
tasks 171, 173
repeating events
changing 148
deleting 149, 150
displaying 162
scheduling 137, 138
repeating tasks 170, 172, 175, 176

Reply Options dialog box 349, 351
Reply To Address option 309, 403
replying to

e-mail 349, 350
required steps xx
rescheduling events 147—-148, 156
resending messages 333
reserving dates 135
reset button 22, 611, 613
resetting

application buttons 571

clock 554, 575

Graffiti 2 ShortCut strokes 584

handheld 22, 513, 611, 620

local preferences 573, 575

passwords 509

preset connections 591

preset formats 577

screen fonts 568

server profiles 598
resizing

cache 476

text 184
Resolution option 234
resolution pick list 229, 231
restarting handheld. See resets
restoring

archived items 66

defaults 571

information 512, 513, 614

restricting handheld connections 278

restrictions 611, 619
retrieving live web pages 465
retrying

auto get mail setting 327

e-mail delivery 339
Internet connections 456
Review option 235
Review photo option 235
right arrow controls 25
rotary dialing 594
Rotate Photo command 241
running out of memory 546
running out of space 102

S
Save Page dialog box 458
Save Pages dialog box 459
saving
appointments 134
attachments 364
battery power 588
contacts 115, 122
files 457
information 34, 66, 623
memos 183, 186
music files 258, 263
notes 190
photos 228, 229, 230, 246
synchronization settings 96, 98
tasks 168, 176, 177
videos 228, 231, 233, 253
web cookies 474
web pages 458, 475
scheduled sending retry (e-mail) 302
schedules 132, 152, 161, 573
See also appointments; calendar
scheduling
appointments 133—134
auto get mail 322, 323, 327
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backup and synchronization 75
events 133, 135, 140, 163
reminders 115, 133
repeating tasks 170, 172
untimed events 136
scheduling conflicts 132
screen
See also Home screen
adding photos as backgrounds 161, 566
adjusting brightness 23, 567, 619
aligning 585
blank 620
caring for 610
caution for 21
changing colors of 570
changing fonts for 567568
clearing 190
frozen 611, 612, 620
inserting selection highlight 37
maintaining 610
moving through 19, 36
navigational controls for 25
not responding 588, 611, 620, 630
overview 23
scrolling through 25
setting input area for 579
tapping elements on 23, 580, 585, 610
viewing information on 19
writing area on 19, 46, 48, 52
scripts 607
scroll bar 25
scrolling
accelerating 38
application categories 37
from screen-to-screen 25

letter selection versus 33

list screens 38

menus 40

pick lists 40

record screens 38

to dates 133
SD memory cards 102, 258
SDIO accessories 102
SDIO cards 102, 301
searching for information 24, 41, 121
searching web pages 447
secondary locations 556, 559, 562
secure connections 308, 311, 388, 404, 414
Secure Digital input/output (SDIO) 102
Secure Socket Layer 308, 311, 388, 414
security 598
security levels 504
security options 504

applications 42

calendar 166

contacts 131

handheld 282

memos 188

notes 198

tasks 181

voice memos 226, 442
Security Preferences dialog box

changing passwords 509

creating passwords 508

locking handhelds 587

masking private entries 506
Select a Color Theme dialog box 570
Select button (navigator) 36, 37, 38, 39, 40
Select Colors dialog box 191
Select Font dialog box 332, 342, 568

Select Media screen 369
Select User dialog box 8, 76
selecting
alarm sounds 561
alternate stroke shapes 581
applications 26, 33, 37
background colors 191, 570
clock display options 562
command buttons 24
communications protocol 602
connections 598
currency options 206, 207, 208
home pages 466, 468
icons 33
information 19, 69
Internet Service Providers (ISPs) 598
items in lists 24, 25, 38, 40
mailto links 461
menu commands 34, 35, 36, 40
music 266, 268
options in dialog boxes 39
security levels 504
synchronization settings 76
selection highlight 37, 38
self-help resources 643
Send command 339, 606
Send CR command 606
Send e-mail from Outbox option 381
Send Password command 606
send retry failures 339, 340
Send to Handheld dialog box 543
Send To Handheld droplet 28, 260, 543
Send To Palm Quick Install command 541
Send User ID command 606
Send With dialog box 462
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sending
e-mail 285, 304, 330, 333, 334, 461, 463
multimedia messages 277, 419424
photos 422
text messages 277, 416, 417
URLs 462
Serial Port drop-down box 629
servers 479
service (defined) 286
Service Connection Progress messages 600
Service pick list 286, 598, 601
service profiles
deleting 603
selecting 600
setting up 597, 598, 601
service templates 597
services 286, 591, 605
Set Alarm dialog box 169, 194
Set as default check box 96
Set Country dialog box 578
Set Date & Time button 554
Set Date dialog box 554, 576
Set the default connection type option 321
Set Time dialog box 134, 555, 576
setting alarms 146, 169, 194, 560
setting cache size 475, 476
setting up e-mail accounts 300
setting up handhelds 1, 6, 7, 17
setting up wireless connections 276
settings See preferences
setup 617
Setup Devices option 280, 287, 289, 291
sharing
files 277
information 20, 111, 114, 182, 490, 501

photos 255
usernames, caution for 76
videos 255
web pages 481
sharing FAQs 639
Short header option 409
Short Message Service (SMS) 417
short messages 416
ShortCut strokes (Graffiti 2 writing)
backing up 582
changing 584
deleting 584
described 5657
setting up 582
ShortCut Text line 583
shortcuts xxi, 25, 35, 70, 572
ShortCuts Preferences screen 582, 584
Show History command 201
Show Multiple Locations setting 562
Show Private Records dialog box 507
Show videos in Slide Show option 239
Shutter sounds option 235
side panel controls 20
sidebars (documentation) xxi
signatures 310, 338
Silent profile 586
Simple Mail Transfer Protocol. See SMTP
servers
sketching 189
Slide Show Delay pick list 239
slide shows 236, 239, 248, 422
slider 24, 25
small fonts 568
small icons 565
Smart Addressing feature 337, 407

SMS messaging 28, 417

SMTP servers 305, 316

Snooze setting 561

soft resets 611, 620

software
See also specific application
accessing additional 17, 29
adding additional 102, 538, 540
downloading trial versions of 538
included on handheld 26
installing 7, 27, 74, 538, 540
third-party applications and 8
updating 10

software catalog 538

Solitaire 29

Song Details command 273

Song Details dialog box 273

song lists
creating 267
deleting 272
displaying 265
editing 270
naming 267
removing items on 271
reordering music on 271
selecting items 266, 269
troubleshooting 633

songs 102, 258
See also music

Sort by contents option 250

Sort by date option 249

Sort by location option 250

Sort by name option 249, 250

Sort by option 342

Sort by pick list 195
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Sort by type option 249
Sort manually option 249
Sort order option 342
sorting
albums 250
contacts 131
expenses 212
memos 188
notes 195
photos 249
videos 249
sound files 423
See also audio files; music files
sounds
See also music; voice memos
changing alarm 193
recording 235
setting alarm 146, 164, 179, 561
setting preferences for 586
Sounds & Alerts screen 586
space characters 582, 598
space information (handheld) 536
speaker 22, 221, 586
Speaker icon 221
special characters 47, 54, 55, 580
special effects (photos) 234
specifications 646
speed (communications) 591, 592, 595
Speed Dial screen 486, 488
Speed pick list 592, 595
speed-dial buttons 486
spreadsheets 28, 64, 74, 205, 298, 359
square root button (Calculator) 200
SSL connections 308, 311, 388, 414
Star icon 24, 77, 83, 88

start pages. See Home page
Start with pick list 468
starting
HotSync Manager 26, 91, 290
locked handhelds 513
Outlook applications 94
RealOne Player 266
static electricity 611, 648—649
stereo headsets 21
stopping
downloading operations 457
information searches 41
Internet connections 456
playback 266
video recording 232
storage 101, 102
storing
device names 295
MP3 files 259
web pages 475
stylus 6, 21, 46, 251, 610
Subject fields 334, 420
subject lines (e-mail) 318, 334
Subjects Only option 320
summary view (e-mail) 343
supported file types 228
switching between applications 10, 34, 105
symbols 54, 55, 58, 113, 580
Sync IMAP Folders screen 413
synchronization control 24
synchronization options
applications 75, 93
e-mail 374, 376, 379
handheld 10, 76, 90—98
synchronization software 93, 547

synchronize (defined) 8
Synchronize Active Accounts option 373
Synchronize incoming e-mail option 381
Synchronize Only Account check box 305,
320, 376
Synchronize to local check box 377
Synchronize unread mail only option 381
synchronizing
applications 75, 77, 93, 626
caution for 547
e-mail 304, 371, 372, 374, 376, 379
handhelds 73—89, 512
IMAP mail folders 412, 413, 414
information 5, 8, 624
installing applications and 540, 541
low battery and 5
messages 304
multiple e-mail accounts 387
over networks 76, 82, 87
prerequisites for 82
related topics for 17
third-party applications and 8
troubleshooting problems 77, 624—630
updating applications and 10
upgrades and 4
usernames 303
wirelessly 277, 289
with external files 99
with HotSync cable 77, 83
with IR port 76, 78, 79, 88, 628
with Microsoft Outlook 10, 94, 304, 547,
625
with user profiles 11, 14, 16
system information 75
System Preferences screen 411
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system requirements 2
System Sound pick list 586

T
TAB files 64
tab-delimited files 64
taking pictures 22, 37, 114, 229, 230
tapping
application titles 34
arrow icons 25
check boxes 25
command buttons 25
entry boxes 25
menu items 35
problems with 611, 620, 622
screen elements 23, 580, 585, 610
URLs 455
Task Preferences dialog box 169, 178
tasks
See also Tasks application
adding contact information to 121
adding notes to 168
adding to Tasks list 178
archiving 176, 177
assigning due dates to 168, 169, 173
attaching to e-mail 181
categorizing 168, 174, 179
changing date due 179
combining with appointments 132
completing 175
creating 168
deleting 176—177
displaying 152, 161, 174, 178, 179
entering from Outlook 10
managing 167

marking as private 168
organizing 174
prioritizing 168, 179
reordering 179
saving 168, 176, 177
scheduling repeating 170, 172
setting alarms for 169, 179
setting repeat intervals for 171, 173
sharing 181
viewing due dates for 179
viewing overdue 179
Tasks application
adding tasks 168, 170, 172
additional information for 181
categorizing information in 527
getting help with 180
importing information for 64
marking completed tasks 175
opening 27, 168
overview 167
removing tasks 176, 177
saving information for 177
saving information in 168
securing contents 181
setting alarms 169
setting display options for 174
setting preferences for 178—179
transferring information to 67
troubleshooting 181, 633
Tasks icon 27
Tasks list 152, 174, 176, 178
TCP/IP Settings button 88
TDA files 64
technical assistance xxi, 17, 644
Technical Support office 644

technical terms xxi
telephone numbers See phone numbers
temporary storage 464
testing e-mail accounts 311
text
adding to multimedia messages 424
adjusting fade setting for 566
changing color of 161, 570
changing screen fonts for 567
copying and pasting 70
entering 45, 46, 58
entering abbreviations for 582, 583
formatting e-mail 330
resizing 184
searching for 41
selecting 41, 69
viewing against photos 161
text files 64, 99, 359
Text Message option 417
text messages
adding signatures to 428
forwarding 432
getting 439
managing 28
opening 429, 430, 432
requesting receipts for sent 425
responding to 430
sending 277, 416, 417
setting delivery options for 426, 427
viewing 429
third-party applications 8, 620, 640, 641
thousands separator 578
Thumbnail icon 237
Thumbnail view (Media) 236, 237
thumbnails (photos) 161, 566
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TIF files 359

TIFF files 228

time
See also clock
blocking out periods of 137, 140
changing 554
checking 552
displaying current 23, 556
displaying free 161
displaying recording 231
displaying specific periods of 161
entering current 56
entering display options for 163
incorrect 621
resetting 147, 573, 575
scheduling periods of 134
setting current 576
setting for alarms 146, 170, 194, 560
setting location-specific 27, 554, 573
unscheduled events and 136

time bars 161

time formats 577, 578

time stamps 235

time zones 556, 558, 573, 574

timed events 162

timeout intervals 407

Timeout option 407

timeout setting (camera) 230

tips xxi, 17, 25

Tips icon 24, 25

To Do lists 167, 168, 170
See also tasks

toolbars 36

top arrow controls 25

top panel controls 20

touch screen See screen
TouchTone dialing 594
tracking expenses 26, 203
transfer options 615
transferring

applications 28, 542

audio files 259265

files 28, 64, 298, 457

from outside sources 17

information 20, 64, 67, 75

wirelessly 277
Trash folder 355, 356, 407
travel expenses 212
travel guides 102
trial software 538
troubleshooting 8, 77, 585, 617
trusted connections 288, 292
Trusted Devices option 293
trusted pair (defined) 280
trusted pairs 277, 278, 280, 293
TSV files 64
turning handheld on and off 6, 33, 588, 590
turning off alarms 561
turning off HotSync Manager 91
turning sounds off 586

tutorial 7
TXT files 64
U

underlined links 448

underlined words (in documentation) xxi
Undo icon 36

Unfiled category 528

unfiled items 498

unfreezing handheld 611, 613, 620

uniform resource locators. See URLs
uninstalling
applications 621
Palm Desktop software 547
unplugging power adapter 6
unread e-mail messages 152, 161, 357
Unread pick list 342
unrecognized devices 278
unscheduled events 136
unscheduled time slots 161
untimed events 115, 135, 136, 140, 162
unvisited links 473
Unvisited Links pick list 473
up arrow controls 25
updating
information 60, 73, 74, 93
owner information 587
software 10
third-party applications 8
upgrades 4, 7, 299, 536
uploading
from web sites 444
photos 463
uppercase letters 46, 47, 580
URLs
accessing web pages with 444, 447
changing 452, 454
connecting to Internet from 455, 456
e-mail and 352
sending 462
setting auto-completion option for 472
specifying Home page 467
tapping from other applications 455
visiting cached pages from 464
USB connectors 22
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USB port 8, 23, 77
Use APOP check box 406
Use calling card check box 599
Use proxy server check box 480
Use Secure Connection option 308, 311
user profiles 11-16
User’s Guide xx, xxii, 643
usernames
assigning to handhelds 11
dial-up accounts and 284
e-mail accounts and 299, 301
e-mail addresses and 598
encrypting 406
finding in e-mail addresses 305
hard resets and 613
network connections and 292
searching for 121
service profiles and 601
setting 288
synchronizing 76, 303
upgrades and 7
validating 316
Users folder 547
user-specific information 11

V
vacations 140
validating usernames and passwords 316
VCF files 64, 359
VCS files 64, 359
VersaMail application
accessing e-mail with 300
adding attachments 366, 368, 369
addressing e-mail 335
backing up mail databases 411

benefits of 298

changing default folders 341

changing display options 342

changing e-mail accounts 312, 397

creating mail folders 346—347

creating personal signatures 338

deleting accounts 313

deleting e-mail 352, 353

disconnecting from network services
314, 315

displaying account information 383

downloading attachments 359, 360, 363

emptying Trash folder 355, 356

filtering messages with 392, 394, 396

forwarding attachments 370

forwarding messages 348

getting e-mail 320, 322, 323

icons for 328, 340, 384

marking message status 357

moving messages 344, 345

opening 299, 303

related topics for 415

replying to e-mail 349, 350

saving attachments 364

secure connections and 414

sending e-mail 330, 333, 336, 461

setting mail formats for 330

setting message preferences 331, 399,
400, 402, 406, 407

setting notification options 325, 339

setting preferences for 388, 389

setting retry options for 339

setting up authentication servers 316

setting up e-mail accounts 303—311, 378

switching e-mail accounts 318

synchronizing e-mail 372, 374, 376, 379

troubleshooting 415
upgrading e-mail accounts for 299
verifying e-mail accounts 385
VersaMail software 28, 461, 462
version numbers 536, 537
video clips 101
video mode 231
video recording options 234
video recording screen 231
videos
See also Media application
adding notes to 244, 245
attaching to e-mail 369
converting formats for 228
copying 253, 255, 501
deleting 254
displaying 29, 228, 237, 238
finding 237
jumping to specific sections 233
pausing 232, 233
playing 237
previewing 233, 235, 236
recording 22, 231, 253
recording sounds for 235
saving 228, 231, 233, 253
sharing 255
sorting 249
storing 102
synchronizing 10
viewing details of 245
View Bookmarks command 453
View By pick list 565
View Log command 77
View Saved Pages option 459
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viewer 458

viewing
application groups 530
application icons 622, 632
application information 17, 536
applications 26, 105, 533
appointments 152, 155, 156, 157
bookmarks 453
calculators 26
Category pick list 161, 162
Command toolbar 36
contact information 118, 123
current date and time 23, 552, 556
e-mail attachments 364, 458
events 145, 162, 163
expansion card information 26
expense reports 26
expenses 212
files 460
Graffiti 2 alternate strokes 581
hidden or masked entries 507
Home screen 24, 33, 37
HotSync log 77
images 228, 460, 470
information 19, 25, 533
items in lists 38
memos 184
menus 24
notes 195
online documentation xxii
PDF files 29
personal calendars 132
photos 228, 237, 238
pick lists 25
schedules 152, 154, 156, 157

slide shows 239, 240
song lists 265
space information 536
tasks 152, 161, 174, 178, 179
unread messages 152, 161
URLs 447
videos 29, 228, 237, 238
web pages 449, 453, 457, 459, 460
World Clock 27, 562
views (Calendar) 154, 156, 157, 158
views (multimedia files) 236
virtual private networks 301, 302
virus-scanning software 617
visited links 473
Visited Links pick list 473
Voice Memo application
additional information for 226
backing up information in 28
opening 27, 216, 217
overview 215
playing messages from 220

saving memos to expansion card 224

setting alarms 222
troubleshooting 226
Voice Memo button 21, 27, 216
Voice Memo list 220
voice memos 10, 21, 22, 216
volume
adjusting alarm 561, 586
adjusting modem 594
adjusting speaker 221
disabling speaker 586
Volume setting (connections) 594
VPNSs 301, 302

w
Wait For command 605

Wait For Prompt command 605

Waiting for sender message 629

waking up handhelds 296

Warn over option 440

warnings 621, 647

warranty 619

web addresses 444, 462, 472
See also URLs

web browsers 277, 470

web pages
accessing 444, 445, 446
bookmarking favorites 452, 464
caching 475
changing bookmarks for 452, 454
changing link colors on 473
clearing cache for 476
displaying 459, 460
downloading 457, 479
exchanging 481
finding information on 447
hiding address fields for 445, 450
loading from e-mail 352
loading last viewed 468
moving 451
moving through 448
opening 459, 460, 470
removing from History list 464
renaming saved 458
resizing cache for 476
retrieving live 465
returning to recently visited 448
saving 458, 475
selecting mailto links on 461
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setting autofill option for 472
setting display options for 449, 450
specifying as Home 466
storing 475
viewing bookmarked 453
viewing cached 478
viewing off-line 457, 458, 459, 464
viewing recently visited 464, 465
viewing URLs for 447

Web Pro application
accessing web pages 444, 445, 446
action bar icons for 448
as viewer 458
benefits of 443
changing Home page 466
changing view preferences 449
closing Internet connections 455
creating bookmarks 452
displaying bookmarked pages 453
displaying saved pages 459, 460
downloading from 457
editing bookmark information 454
enabling Internet connections 456
hiding action bar 450
opening 444, 455
opening History lists 464
saving History lists 464
saving web pages 458
searching with 447
sending e-mail 463
sending e-mail from 461
sending web addresses 462
setting browser options 470, 472, 473,

474

setting connection options 477

setting storage preferences 475
setting up proxy servers 479, 480
specifying start page for 468
troubleshooting 481

Web Pro software 28

web services 591

web sites
accessing 277, 285, 443
as additional resources xxi, 17
browsing 28, 285, 444, 464
downloading files 228
navigating 448, 452
palmOne technical support 17
related topics for 481
saving personal information for 474
sending addresses for 462
setting browsing options for 470, 472,

473, 474

uploading from 444

week days 578

Week View 156, 159, 163

Week View icon 156

weekly events 137

weekly schedules 156, 159

weekly tasks 171, 173

White balance option 234

Windows applications 60

Windows information
accessing e-mail 300
creating contacts 130
creating login scripts 604
creating notes 197
creating user profiles 12
described xx
displaying photos 256

displaying tasks 180

displaying videos 228, 256
entering expense reports 213
handheld system requirements 2
HotSync cable connections 79

importing 64
installing handheld software 7, 28, 538,
540542

listening to music 259, 262
mobile connections 281
opening calendars 165
restoring information 614
synchronization options for 10, 90, 94
synchronizing handheld 10, 78, 82, 99
synchronizing media information 75
synchronizing with user profiles 14
troubleshooting problems 617
uninstalling Palm Desktop software 547
writing memos 187
Windows Media Player 29
wireless carriers 277, 299
Wireless connections 477
wireless connections 276, 277, 289, 417
wireless e-mail accounts 299, 300, 304
wireless features 285
wireless service providers 597
wireless synchronization 76, 82, 277, 289,
412
Word documents 28, 74, 298, 359, 457
word searches 41
word selection 69
World Clock
benefits of 551
changing display for 562
displaying 27
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selecting primary location for 573
setting alarms with 146, 560
World Clock icon 27, 552
World Wide Web See web pages; web sites
writing area 19, 23, 46, 48, 52
Writing Area Preferences screen 579
writing in your own handwriting 189
writing tool 21, 610
writing with Graffiti 2 characters 45, 56, 580

X
XLS files 359

Y

Year View 158

year, selecting 554, 576
yearly events 137
yearly tasks 171, 173

Z

ZIP files 360, 628

Zire handhelds See handhelds
zoom (camera) 230

zoom controls 242

zoom options (Media) 243

zoom settings (photos) 235
zooming in and out of photos 242
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