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Notice

This manual and any examples contained herein are provided “as is” and are subject to
change without notice. Hewlett-Packard Company makes no warranty of any kind with
regard to this manual, including, but not limited to, the implied warranties of
merchantability and fitness for a particular purpose. Hewlett-Packard Co. shall not be
liable for any errors or for incidental or consequential damages in connection with the

furnishing, performance, or use of this [ or the examples herein.

The above disclaimers and limitations shall not apply to consumer transactions in Australia
and the United Kingdom and shall not affect the statutory rights of consumers.

©Heuwlett-Packard Co. 1996. All rights reserved. Reproduction, adaptation, or translation of
this manual is prohibited without prior written permission of Hewlett-Packard Company,
except as allowed under the copyright laws.

Hardware and software floating point math library copyright © 1984-1992 Dimension
Research, Inc.

ROM-DOS operating system software copyright © 1989-1993 Datalight, Inc.
PCMCIA Software copyright © SystemSoft 1993. Modifications copyright Geoworks 1995.

The programs that control this product are copyrighted and all rights are reserved.
Reproduction, adaptation, or translation of those programs without prior written permission
of Hewlett-Packard Co. is also prohibited.

The HP OmniGo 700 is a trademark of Hewlett-Packard Co.

Hewlett-Packard Singapore (Pte) Ltd
Asia Pacific Personal Computer Division
72 Bendemeer Road #01-01/07-01
Singapore 1233

HP Software Product License Agreement

Important: Please carefully read this License Agreement before operating the
equipment. Rights in the software are offered only on the condition that the
Customer agrees to all terms and conditions of the License Agreement.
Operating the equipment indicates your acceptance of these terms and
conditions. If you do not agree to the License Agreement, you may return the
unopened package for a full refund.

In return for payment of the applicable fee, HP grants the Customer a license
in the software, until terminated, subject to the following:

Use:

Customer may use the software on any one computer.
Customer may not reverse assemble or decompile the software.
Copies and Adaptations:

Customer may make copies or adaptations of the software:

For archival purposes, or
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When copying or adaptation is an essential step in the use of the software
with a computer so long as the copies and adaptations are used in no
other manner.

Customer has no other rights to copy unless they acquire an appropriate
license to reproduce which is available from HP for some software.

Customer agrees that no warranty, free installation, or free training is
provided by HP for any copies or adaptations made by Customer.

All copies and adaptations of the software must bear the copyright notice(s)
contained in or on the original.

Ownership:

Customer agrees that they do not have any title or ownership of the software,
other than ownership of the physical media.

Customer acknowledges and agrees that the software is copyrighted and
protected under the copyright laws.

Customer acknowledges and agrees that the software may have been
developed by a third party software supplier named in the copyright
notice(s) included with the software, who shall be authorized to hold the
Customer responsible for any copyright infringement or violation of this
License Agreement.

Transfer of Rights in Software:

Customer may transfer rights in the software to a third party only as part of
the transfer of all their rights and only if Customer obtains the prior
agreement of the third party to be bound by the terms of this License

Agreement.

Upon such a transfer, Customer agrees that their rights in the software are
terminated and that they will either destroy their copies and adaptations or
deliver them to the third party.

Transfer to a U.S. government department or agency or to a prime or lower
tier contractor in connection with a U.S. government contract shall be
made only upon their prior written agreement to terms required by HR

Sublicensing and Distribution: Customer may not sublicense the software or
distribute copies or adaptations of the software to the public in physical media
or by telecommunication without the prior written consent of HP.
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Termination: HP may terminate this software license for failure to comply
with any of these terms provided HP has requested Customer to cure the
failure and Customer has failed to do so within thirty (30) days of such notice.

Updates and Upgrades: Customer agrees that the software does not include
updates and upgrades which may be available from HP under a separate
support agreement.

Export Clause: Customer agrees not to export or re-export the software or any
copy or adaptation in violation of the U.S. Export Administration regulations
or other applicable regulations.

Edition 1 January 1996
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1
Getting started

Before You Begin. Install the batteries, adjust the display contrast, set the
time and date, and fill out the Topcard as described at the beginning of the
Quick Start Guide.

A look at your palmtop PC

. Application keys

. Plug-in card slot (drive A)
. Card-eject slide switch

. Menu key

. Backup battery cover

UL W N =

. IR port (Infrared radiates through the plastic)
. Serial port

. AC adapter jack

. ON/OFF key

[I=Te IS <)
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Hardware features
Among the palmtop PC’s hardware features are

A rugged “clamshell” design, which protects the keyboard and
display when you’re on the go.

A CGA-compatible, 80 x 25 character display with a “zoom”
capability for text-based applications.

A PCMCIA release 2.0, type Il plug-in card slot.

An Infrared (IR) port for wireless communications.

A serial port for communications to a PC, modem, printer, or

other serial device.
A typewriter keyboard layout with a “sticky” shift key—you don’t need to hold
down (4] while you press another key; you press it to activate it and then

press the other key. Shifted key definitions are shown in orange on the
keyboard.

Software features

The second row on the palmtop keyboard contains a set of green application

keys.

0
B
[
.
.

—\

= O aEED

N——

B
’
;
i

Green Application Keys

These keys enable you to run the built-in applications. The last key in the row,
(&..) gives you access to additional built-in applications that show up in the
display.
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More fApplications A3/08-94 3:31 pm

I3 BT
¥ &8 =3 I ;
Note Memo Data Pocket. Lotus HP
Taker base Quicken 123 Calc
e 3 =4
e @;) (052 b

Setup DOS World Sustem Data LapLink
Time Macros Comm Remote

426K Free - 529K Total

[ _Help | Hdd | Edit ]Delete ]l Open | Close | Order | List QPage Up|Page Dnl

More Applications Screen
Use (Page Dn) to see additional applications.

The Built-in Applications
Press To Start Press To Start
The Filer The Setup Utility
Pocket Quicken Datacomm
The Appointment Book The Stopwatch
The Phone Book The Database
The Memo Editor The Note Taker
Lotus 1-2-3 MS-DOS
The Calculator World Time
Applications Manager System Macros
cc:Mail
LapLink Remote
Hearts+Bones
Lair of Squid
Demo program

FEEBNEED

dlalalalElElalElElEaE
EEEEEOEEREERE

]
Note

Help is always available within any application by simply pressing the

key ( + in Datacomm). Because it is your built-in

quick-reference guide.

To quit an application, press (Q). It is not necessary to quit one
application before starting another, but quitting applications helps free up
system memor)y.
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Activating password protection

You can protect your entire palmtop from being used by other people by setting
a password. Setting passwords for individual files is covered under Setting
passwords for files later in this chapter. You can set a machine-locking
password to work in one of two ways:

Auto-lock mode. Whenever the palmtop is turned off, times
out, or is reset by a system reset, you must enter the
password before you use it.

Manual-lock mode. Turn the palmtop off by pressing + (ENTER)—-hold
down press and release (ENTER)—to activate password protection.

When the palmtop times out, is reset, or is turned off by just pressing
you do not need to enter the password to use the machine.

When password protection is activated and you turn on your palmtop, you
must respond to the prompt by typing your password and pressing
before you can use the unit.

Rules for the password:

It will be case-sensitive.

It can have up to 12 characters.

You can use only the lower 128 characters in the character set.
These are generally the characters on the keyboard. For a
complete list of these characters, spendix C

You cannot use control characters.

Caution

Be sure to record your password in a safe place. To resume operation if
you forget it, you’ll have to call Hewlett-Packard Customer Support at
the number on the inside back cover of this manual.

If you use the KEYBEZ utility to remap the keyboard, take care to
choose a password that won’t be affected by the remapping.

To set or change a password:

Press (D] to start the DOS application.
Type F4Z5"0RED and press (ENTER].
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Follow the instructions on the screen. Remember to press after each
response to a prompt. When you are told to verify your password, simply
type it again.

Type EXIT and press to quit DOS.

When you first set a password, it is automatically implemented in manual-lock
mode—password protection is activated only when you turn off your palmtop
by pressing + (ENTER]. You can change this to auto-lock mode, or

deactivate password protection altogether, by following the next procedure.

To change the mode or deactivate password
protection:

Press (D] to start the DOS application.

Do one of the following:

IR /& to implement auto-lock mode.

'R /11 to implement manual-lock mode.

IR /T to deactivate password protection.

Press (ENTER). If you’re deactivating password protection, you’ll need to enter
the old password at this point.

Type EXIT and press to quit DOS.

Managing memory

Types of memory in the Palmtop

ROM Permanent memory that contains the built-in applications and that
cannot be erased or overwritten. ROM contains a permanent ROM disk,
which is designated drive D.

System RAM. Workspace for open applications. Open spreadsheets and
memos that haven’t been saved reside here.

RAM disk. Storage space for saving files when you’re done working on them.
The RAM disk is designated drive C and is used just like a hard disk on a PC.

Memory cards. Plug-in memory for additional storage space for data and
programs. The plug-in slot is designated drive A, and memory cards are used

like floppy disks on a PC.
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Saving data

Data that you enter using most of the palmtop applications is saved
automatically when you enter it. The stored file (either on drive A or C) is
changed as you edit it.

Houwever, in 1-2-3, the Memo Editor, the Calculator, and System Macros a
stored file is not changed until you formally save changes. A worksheet or
memo is copied into system RAM where it is edited. When it is saved, the
changed copy is moved back to drive A or C and, unless you save it under
another name or path, it overwrites the original copy.

All palmtop applications follow standard MS-DOS conventions for file and

path names

]
Note

Your palmtop contains a directory on drive C called _DAT. You should
not remove or rename this directory because it is used by several of the
built-in applications.

Backing up data

It’s a good idea to regularly back up drive C like you would any PC hard disk.
Use the Filer to copy the files to a memory card or, if you have the Connectivity
Pack, to a PC. The backup procedure is described under Backing up a
directory’s files in chapter 22.

Using memory cards

Your palmtop supports PCMCIA 2.0 type I or type Il memory cards, which
enable you to significantly expand data and program storage. Terms you
sometimes hear that refer to memory cards include mass storage cards, PC

cards, flash cards, flash disks and RAM cards.

A memory card plugged into your palmtop is designated drive A, and you use it
Just like you would use a floppy disk on your PC.

At the time of this writing, HP provides three flash memory cards (called Flash
Disks) for your palmtop: the HP F1012A (5 MB card), the HP F1013A (10 MB
card), and the HP F1014A (20 MB card).
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See your dealer for purchase information.

To insert and remove a card:

|
Caution

Be sure to turn off the palmtop before inserting or removing a plug-in
card. Otherwise, data loss could result.

To insert a card, hold it with the logo on top and push it in the slot on the left
side of the palmtop until it won’t go in any further. A fully-inserted card is flush
with the palmtop case. To remove a card, slide the card-eject switch to the left.

Inserting and Removing a Card

Resetting your palmtop

If your palmtop fails to respond to keystrokes or otherwise behaves unusually,
you should do a system reset (also called rebooting the computer). Do not

remove the batteries.

|
Caution

A system reset erases the contents of system RAM (but not the RAM
disk). Therefore, any data not already saved will be lost.
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You perform a system reset by pressing + + (that is, holding
down and and then pressing [DEL)).

If a system reset doesn’t work, as a last resort you can attempt a hard reset by
simultaneously pressing (CTRL]+ + (5] (the gold arrow). You will be asked
if you want to initialize the RAM disk, which erases its contents. If you type y
(for yes) and press (ENTER), a hard reset will occur and all data is lost; if you
type n (for no) and press (ENTER], a system reset is attempted.

Caution

A hard reset erases the contents of system RAM and the RAM disk. All
data on drive C (the RAM disk) will be lost. Also, settings changed via
the Setup Utility (for example, battery charging) will revert to their
default states.

If resetting your system as described above doesn’t fix your problem, contact
Customer Support as described on the inside back cover of this manual.

Battery-saving tips
Use rechargeable batteries as described in Appendix B.

Use the AC adapter ( HP F1011A) whenever possible.

Quit Datacomm and the Filer (preg&Nu] (Q]) when you're
not using them. These applications use the serial port and
therefore require slightly more power than the other
applications.

When you see the message telling you that the main batteries
are low, replace them (or recharge them) as soon as possible.
This will help you get the most out of your backup battery.
SeeAppendix Bfor instructions on changing batteries.

Always install fresh, high quality batteries (all of the same
brand).

Remove high-current plug-in cards—this does not include memory cards—
when you’re not using them. For example, plug-in modem cards are
notorious for draining batteries quickly, even when you’re not using the
modem. Therefore, be sure to take out a modem card when you’re not using
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it, and when you are using it, use the AC adapter.

Application screens
To start an application:

Press its greeapplication key.
If the application is not on the keyboard, press (&..), then press the underlined
letter as shown.

To quit an application:
Press Q).

The elements of an application screen

" Application.

Menu bar Screen title. Today’s date.

Filename. (press (MENU)).

Data card.

‘ £11 Kot oo 1172
h Options Quit | Help

Deadlines

FGift ideas 130
FProJjects, home 291 12712 writing
BProjects, uard 148 ?i 1/2 review
BShopping list 225 1716 editing

271 printing

1/5)
Helw» | Add | Hote | Find M Cliv |Subsetl| Sort IColumnsB Oven |

| ‘ \
Function-key labels for (F1)~(F10),

An Application Screen

Screen title identifies the particular screen.
Menu bar displays the menu of commands. Prigssvu] or

to display the menu bar. If the computer beeps, you

need to presfesc first.
Function-key labels show current functions for keys to (F10].
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Controlling the display size with ZOOM

To change the size of the characters:

PresqFN] ZOOM (that is,(FN] then [SPACEBAR]) to change the

size of the displayed characters in text-based applications,
such as the Memo Editor and 1-2-3. ZOOM cycles through
three different display sizes (1-2-3 uses only the first two):
80 columns x 25 lines. This fits as much information on
the palmtop display as on your PC display. It produces the
smallest characters.
64 columns x 18 lines. This is the only size for most
built-in applications.
40 columns x 16 lines. This produces the largest characters.

PIM application views: list and record

The palmtop Personal Information Management (PIM) applications
(Appointment Book, Phone Book, Note Taker, Database, World Time) present
information in two major views:

The data list summarizes each record with a one-line entry.

The data record shows you all the information for one item (list entry). For
instance, an appointment record contains everything about your 10:00
appointment (when, where, how long, what for, and so on).

The Data List

This lists the data records in the current application file. Each record has a
one-line entry.
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Current item in list.

ApptBook : APPT Appointments A1-13-,95 1:11 am
Week 2 Fri |ay January 13, 1995 13,352
b[ g:BBa Teleconferen |2 European office
b[iﬁ:@ﬁ Staff mtg
11:600
3[12:BBP Group luncheon
1:8080
2:808
B 3:88 Call MJ
4:680
5:688
6:88
7:80
B[ 8:88 Fund raiser
9:688

An Appointment List

Use(a] and(v] to highlight any item and scroll through the

list. To jump further, us¢rn] HOME, END, PG
UP, and(FN] PG DN.

PresqEnTER] to display the complete record of the highlighted
item.
Press (Add) to add a new item.

The Data Record

The record defines each item in detail. The data appear in labeled fields.

Field name. Text box.

UM - | ointment/Event

Description

A1-13/,95 1:13 am

Start Time
IEnd Time

Location

rAlarm
[¥l Enabled

Leadtime%

Start Date
No.

Consecutive Daus

Views

] Week

[¥]1 Month

Repeat Status:

None

Note Bring report on construction.

Add Hote Find Clip

B Hely

Note Field.

Calendr| Repeat

Cancel

Done

Pressing saves the record J

as is and closes it.

An Appointment Record
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Use(TAB] or (£>] (TAB] to move from field to field.

PresqALT]+underlined letter to move directly to a field. In the
above examplgALT]+(N] moves the cursor to the Note
field.

PresqFio] to save and close the record.

PresqEsc) or to cancel changes to a record.

The Note field provides an area for text entry and editing. Pressing (Note)
provides a full-screen area for text editing.

Screen annunciators

Annunciators displayed on the screen indicate certain conditions that are in
effect.

Annunciator Meaning Location
t The shift ison. Lower corner.

e The shiftis on.  Lower corneér.
Insert mode. Cursor shows underlying character.
Replace mode. Cursor hides underlying

character.

| End of text field. Cursor.

_(underscore) Cursor for 1-2-3.

A Caps Lock is on. Lower cornér.

h=4 Busy. The palmtop is processing information.
Center.

Lower right for 1-2-3 and DOS screens; lower left for other applications.

Menus

There are three ways to perform palmtop operations:

Usingkeys that perform operations, liKesc] and (DEL].
Usingfunction keys ((F1] through(Fio0]), which perform the

operations shown on the currdnhction-key labels.

Using menu commands, which appear in pull-down menus under the menu
bar.
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All commands appear in menus. Most of the more common ones also appear
on function-key labels. Many others are on the keyboard.

Menu bar. Shortcut keys.
;]J_‘
File Edit Ee-NNEIIMN Quit Help
Connect
Flariareas Fid
Settings. ..
Capture... FS5
Pull-down Ghop Caplure i .
menu Pause Capturs s — Unavailable command.
! Run Script... F?
Send Line Break FB
Kermi Epyy . I i
L pernit Command A dialog box follows.
PF1 PF2 PF3 PF4 Capture Script |[Linebrk Connect

I
Function-key labels.

Menu Commands and Function Keys

Menu bar. Pres§MENU] or [ALT] to display it. To select a
command, press the underlined letter key (pfejs&or File,
for example)r highlight the command (press an arrow key)
and presgeNTER].

Pull-down menu. Shows the commands under the menu item.
To select a command, press its underlined letter.

Unavailable command. If a command appears dimmed (“grayed”), then it
is not available at this time.

Ellipsis (...). This command will display a dialog box to solicit more
information.

Shortcut keys (hot keys). You can press these keys instead of displaying
menus and selecting commands. For instance, pressing in Datacomm is

a shortcut for (Connect Capture).

Function-key labels. The currently active functions for the corresponding top-

row keys through (F10).
To scan the menu commands:

Press [MENU].
Press to pull down the first menu.

Press (»] to move across the main menu, displaying each pull-down menu.

This gives you an overview of the features available in an application.
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To cancel a menu:
Press (EsC).

This returns the previous display.

Using dialog boxes

Dialog boxes appear in response to certain commands or functions that
require more information from you. A dialog box appears shaded and on top of
its parent screen, indicating that it arises from a broader context.

If you are asked for information, you can specify it by typing it in or by
selecting an option from a list box. Labeled function keys are available for

certain standard responses.

The Elements of a Dialog Box

" Option buttons. Current field.  List box (unopened).

<@ I Poine |
F-int —rPrint T
(IOCurrent Lt em @® Printer O File
)| These Itewms: HCopies
[Appointments E
(71571994 | to [17/15-1994 || Title
~Stul | |
& List [1] Include Todau’'s Date
@ Custowm [J1 Item Per Page
[A11 Fields, w’/ Notes EJ [ ox ] [Cancel )

\—'—1
Check box. Gommand buttons.
A Dialog Box: Print Specification

Current field. Your current position is shown by a highlighted field or by a
cursor in a box.

Option buttons. Options in the same group box are mutually
exclusive, so you can select only one. An option button
might include a list box for further choices.

List box. A list box offers a list of choiceRrop-down list
boxes initially are closed, as in the picture above. A closed
list box shows one line—the current selection.

The B indicates dist box that you can open to display more
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lines. When the cursor is in this field, pr¢sst)+(v]
simultaneously to open it{ALT]+(a] closes it.)

Check Box. Select as many check boxes as you want.

Text box. You can type information here. The top box in a list
box is also a text box, but some list boxes are not editable
(changeable).

Function keys. The functions change with the context, except
for (Help), (F9], and(F10). PresqFio] (OK) when you
are finished filling out the dialog box. Or press) (or
(Esc)) to cancel any changes.

Command buttons. These are large, rounded boxes for OK, Cancel, and a few
other commands. All command buttons are also available as function keys.

Navigating dialog boxes and records

To move to a field (in a record or a dialog box):

Fromanyfield, simultaneously pregsLt]+underlined letter.
or

Tab to the field ((TAB] or (TAB)).
To select an option button:

Simultaneously pregs\.L.T]+underlined letter.

or

Tab to the option-button group, and then arrow to the specific

option to turn it on.
If there is a box next to the option button, press to move to it and fill it in
or make a selection.

To check and uncheck a box:

Simultaneously pregaLT]+underlined letter.

or

Tab to the check box, and then press [SPACEBAR].
To use a command button:

There is always a default, outlined command button, usually the “OK” button.
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PresqENTER] to execute the default command button.

or

Press the corresponding function key (sucfrag for OK).
or

PresqALT]+underlined letter simultaneously.

or

Tab to a different command button and press [ENTER].
To use a list box:

List boxes offer a choice of options. Some list boxes are editable; that is, you
can add your own choices.

Select the list box first, such as by tabbing to it.

To open a list box, simultaneously préssr]+(v]. (B stands
for (ALT)+(v] just as an underlined letter stands for
(ALT]+letter.)

To scroll through a list box, pre§e] or (a]. This
automatically changes the selection shown in the text box on
top.

To quickly locate an item in@on-editabldist box, type its
first letter (or more). The highlight bar moves to the next
item starting with that letter. (If the list box is editable, then
typing edits it.)

To close a list box, press + (a] or (EsC].

Press (¥) to scroll and select.

Text box. Appointments +
fAppointments
}Choices.

vents
Appointments & Events
ToDos

Completed ToDos
Uncompleted ToDos

An Open List Box

To complete or exit a dialog box record:

PresqFio] to save what you've specified.
or

PresqEsc) or (Cancel) to cancel what you've specified.
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or—-in a dialog box only—
Press to execute the command button that is “on” (highlighted). Record

screens have no command buttons.

Example: Practice Filling In a Dialog Box.  You can practice the
techniques described in this section by calling up a File Print dialog box.
Record screens have many of these same elements.

Press (9] (P) for the Appointment Book’s File Print dialog box.

rPrint rPrint to

) @® Printer & File

O These Items: HCopies
Appointments | + |

—Stule i
@ List 2 Month [0 Include todau’s date
{3 Custom [J1 item per page
AT Fields, w/ Notes I (setun... ][ OK ][ cancel]

Practice navigating and filling in the fields.

Practice turning on option buttons, marking check boxes, opening a list box,
and scrolling through it.

Press to cancel what you’ve done.

Press (Q) to quit the application.

A Look at the keyboard

These diagrams of the keyboard call out keys with special functions.
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Keyboard—upper part

Insert and
RepldF?
' (tfoggle
Function keys Arow  and
Escope More applications -arrow  keys
\ | 1 J
@ Fe) - G iy
INS:: HOME ' -PG DN: - END
W@@...@.@@@@@
RLER :: APPT - PHONE| = FAX: - QUICKEN ' LOTUS HP :CALC MORE
(2wl (£] (RJ(TJ (Y] (U] (1) () (1) (7) (8] (9 [/
\/— —
Application keys Backspace
Tab and
Backiab Delete
Keys: Description:
Escape (EsC)) Cancels or “backs out” of the current context.
is always HELP. The other function keys change their operations

according to the labels along the bottom of the screen. Some
external applications may ug$eit) and(F12), accessed
and (2.

More ((&..]) Provides access to all applications.
Insert (DEL)) Toggles between text-overwrite and text-insert.

Arrow keys Move the cursor in text or move the highlight bar in a list of items.
The (FN)-shifted arrow keys move the cursor or bar further: to the
top of the file or the beginning of a line (HOME), to the bottom of
a file or end of a line (END), or by pages (PG UP, PG DN).

Tab and backtab{£&>) (TAB]) Move the cursor among data fields, such as when you are
filling in fields of information.

Application keys Immediately start the specified application.
Delete (DEL]) Deletes a character at the cursor or a highlighted item in a list.
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Keyboard—lower part

shift  (EnJ-shift Displays menu
key ey Calculator keys Caps lock
—— e Y

&) (8)/(0) [F)(6) (1) (9)(K)[1) (15 (6) (+]
@-D---@@[@Qi-@

e XXy R T
-m-:@@ ) () [0+ (=] (4]
DATE: - TIME PRT:SG: - CUT - COPY.:PASTE
\ J /
\ \
Display zooming Clipboard keys

Date- and Print screen
time-stamping

Keys: Description:

Caps Lock ((FN) (0]) Toggles capitalization on and off.

MENU displays the current menu of comman(ds.r) doubles for
except in 1-2-3, wherf’] is used.
Calculator keys In the Calculator applicatioonly, these keys are redefined by the

symbols in white underneath them. Theserareshifted.

Shift Operations and characters printed in oraalgevethe keys are
shifted. Pres§ <] first, then the key. You doot need to hold
down while pressing the second key. To cancel the shift
mode, presg<>] again.

Function shift Operations printed in purpleelow or abovehe keys are Fn-
shifted. PresgrN) first, then the key. You doot need to holdFN)
down while pressing the second key. To cancel the shift mode,
press(FN] again.

Z00M Switches the resolution of the display. The effect varies from
application to application.

Date and Time stamping Insert the current date and time into the current text line in built-in
applications.

Clipboard keys Cut, copy, or paste selected items or text and save them in the
Clipboard buffer.

Cancel and undo operations

Key or Command: Description:
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ESC Cancels the current activity and restores the
previous screen.
((F9)) Cancels dialog boxes without taking
any action. Also closes open records without
saving new information.

Break (CTRL]+BREAK)  Sends a standard PC break.

Quit (MENU] (Q])  Closes the current (active) application.
Undo %)) Reverses the last data-altering or

file-altering action, such as deleting, editing,
cutting, or pasting records, or merging files.
Undo does not work in all situations; check
the Edit menu for it. You can also undo an
undo operation.

Selecting items in lists

Some operations can act on more than one item in a list at a time. You can, for
instance, delete several Phone Book entries at a time by first selecting and
then deleting the desired items (names).

You can select items in most lists of records or files.

Selecting and De-Selecting

Keys Description
y P
Selects or de-selects an item in a list,

marking it with ao.
(€] (SPACEBAR] Selects or de-selectd items in a list.

(& ]+(») Selects a range in a text field by
highlighting it. (Use any arrow key.)

To select items in a list:

Highlight the item. ((a] and (¥) move the highlight bar.)
Press (SPACEBAR]. This marks the item with a U. This is a toggle: pressing
again de-selects.

Repeat to select more items.

O7o select all items at once, press [{>) [SPACEBAR]. This is also a toggle.
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Deleting items in lists

To delete items in a list:
Highlight the item. If you want to delete more than one item, press

to select each item.

Press to delete all selected items.

Standard menu commands

Every application has its own set of menus. However, there is a core group of
menus that is common across most applications, particularly those for
Personal Information Management. Because of the different purposes of the
different applications, not all the standard commands are in every application.

Pressing ([MENU) in an application displays its main menu. The standard menu
commands are:

File  Edit View Options Quit  Help

File menu: To manage files, such as opening, copying, and
printing.

Edit menu: To edit text or entire records, such as copying,
deleting, and undoing.

View menu: To display different portions or perspectives of
information, such as subsets, split screens, and mail lists.

Options menu: The options vary widely among applications.

Quit: To exit the current application.

Help menu: 7o read online Help information.

Many menu commands have alternative access on function keys or keyboard
keys. For instance, the Edit menu includes Delete, which is the same as

pressing (DEL).
Using file commands

Specifying files

Many File commands in PIM, the Calculator, Pocket Quicken, cc:Mail, and
Datacomm ask you to specify a file name to act upon. The palmtop uses
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standard MS-DOS file naming conventions.

Current drive Default filename extension
and directory. (automatically supplied).

_—\m_
| File to Open| [GEMSN |
Directoru: C:\
i Directories:
[-B-1
[-C-1
[-D-1
[-E-1
[-G-1
I I

\ \

In this box, pressing In this box, pressing
(%) changes the () F19) changes the
current file. current directory.

Dialog Box for File Open

To specify the file name in a dialog box:

Type in the full file name yourself.

or

Select the file name and/or directory using the Files and Directories list boxes.

This is a memory aid if you don’t remember all the existing directory and
file names. It is also a shortcut to typing.

To type the file name yourself:

Type the file name into the file name text box. If the current directory shown
below this box is not correct, then type the full path name
(drive:\directory|... filename).

Press (F10).

To select the file using the list boxes:

If the Files box shows the file you want, tab to the Files box
and highlight the file name. Pregso].

If Files does not show the file you want, then check other drives and
directories:
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Tab to the Directories box and highlight the directory or drive you want.
Drive specifications appear as [-#-], etc. The parent directory appears

as ..
Press (or ) to change the current directory or drive and display
its files.

If the file you want appears in the Files box, then select the Files box (press

+ (F), highlight the file you want, and press [Fi0].
To view files in the current directory (wildcards):

You can use wildcards to display all files matching a certain name pattern. The
wildcard # stands for any number of characters. The wildcard * stands for any
one character.

In the file name text box, type the file names you want to search for. For
instance, *.doc stands for all files with the extension .DOC.

Press (F10). This displays a list of matching files in the Files box.

Setting passwords for files

You can protect PIM files, 1-2-3 files, and Pocket Quicken files by using
passwords. To protect your entire palmtop from being used, see Activating
Password Protection near the beginning of this chapter. Once you set a
password for a file, the file is not retrievable without the password.

Rules for the password:

It will be case-sensitive.
It can have up to 16 characters.

Any characters, including spaces, are valid.

To set or change a PIM or Pocket Quicken file’'s
password:

Press (File Password) and follow the directions.

You can password-protect a 1-2-3 file using the normal 1-2-3 method.

To delete a PIM or Pocket Quicken file’'s password:

Use File Password and leave the new password blank. (Do not press
(SPACEBAR].)

Page 38



Searching for specific text
The PR function key ((F4)) is present in the PIM applications (covered

later in this manual) and in the Solver (covered in chapter 19).

To find a text string:

While displaying a list or record, press (Find). Note that appointments and
to-do items are searched separately—you must display the appropriate
context.

Fill in the box with the characters or text to search for.

Optional: Tab to and select the check boxes you want (press to
change). One makes the search include the Note fields, and the other
discriminates upper from lower case letters.

Press or (Next) to search forward from the current position.

Or presqF3] (Previous) to seardmackwardfrom the current
position.
To repeat the search, press (F4).

A successful search stops when it finds the first instance of matching text.
Either the matching text or the list item containing the matching text will be
highlighted, depending on the current display. Lists do not display all the text
that the full records do, so the matching text might not appear in the list.

If your records include extensive notes in the Note field, you can speed up a
search by not checking Include Notes for the search.

Copying or moving information

The clipboard: copying, cutting, and pasting

The Clipboard is a buffer that saves the last item that was copied or cut. The
Clipboard operations are COPY, CUT, and PASTE. These operations work

within all built-in applications.

Clipboard Operations

Keys Description

COPY Copies the highlighted item or text or field
into the Clipboard buffer.

CUT Deletes the highlighted item or text or field
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and stores it in the Clipboard buff@neL]
acts like CUTwithoutsaving to the
Clipboard buffer.

PASTE Copies the item or text or field from the
Clipboard buffer into the list or text field
where the cursor is.

To highlight a range of text:

Move the cursor to the beginning of the text, then press + »] to highlight
the range you want.

Pressing any arrow key cancels the highlighting.

To move or copy a piece of text:

Highlight the desired text range.

Press CUT to move the text, or press COPY to copy it.

Move the cursor to the new location for the selected text. This can be in a
different application.

Press PASTE.

To move or copy an item in a list:

Highlight the item.

Press CUT to move the item, or press COPY to copy it.

Move the cursor to the new location for the item. This can be in a different
application.

Press PASTE.

You cannot move or copy more than one item at a time.

About Moving and Copying an Item in a List

Copying or cutting an entry in a list copies its entire data record to the
Clipboard buffer. Within an application screen you can move an entire entry
(such as an appointment) around. Across applications, however, an entry can
be moved or copied only as a piece of text, not as a complete record. For
example, you cannot copy a Phone Book record to a Database list. However,
you can copy its data fields (as unformatted text) to the Note field of a
Database record or to a memo in the Memo Editor.
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The format of the item that COPY or CUT copies into the Clipboard buffer is
determined by the first Smart Clip definition (covered in the next section). By
default, COPY and CUT copy all fields of the item into the Clipboard.

To delete a piece of text:

Highlight the desired text range. (Press [{>]+(»).)
Press CUT or (DEL]. CUT stores the deleted text in the Clipboard buffer,

while does not.

Smart clip: copying multiple data fields from records

Smart Clip is available in the PIM applications and uses the Clipboard to copy
formatted information quickly from predefined fields in the current application
to another location (a memo or a text field). You might want, for example, to
quickly copy several fields of information from a database to a memo in the
Memo Editor or to a note in the Note Taker.

In most PIM applications, provides predefined field-copying
choices. In addition, you can define your own Smart Clips and control the

formatting (the layout) of Smart Clip fields.

To define your own Smart Clip:

In a database, press (Clip).
Press (Define Field). Select a field name.

Optional Formatting. This group box is only for arranging
fields in columns. Otherwise, leave this field blank and the
correct width is automatically determined.

Suppress Line if Empty. If checked, this suppresses a
carriage return after the specified fididhe selected
record has no data for that field. This prevents missing
data from producing a blank line in the clipped output.
This option inserts the code into the Smart Clip
definition.

Reverse Name. If checked, this reverses the order of the
names in a field, such as the Name field in the Phone
Book. Names usually appear in a record last name first.
Reverse Name would switch Doe, Jane to Jane Doe.

Press when done defining the field.
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To add another field, add space (press ) or start a new line (press
). Press again and fill out the dialog box as above. You can add
as many fields as you want. Press when done.

You can also enter text or punctuation among the fields, including a final
carriage return ( ) to separate records of text. For example:

All of these check boxes will be
Supress Line if Empty. clipped, checked or unchecked.

Restaur=~t«4, mCategoruy4 food
Address[, 74

Phone«
erves kBreakfast«, mLunch+, kDinner+., Sundauy rBrunch+
ExpensivedrModeratedrInexpensived

Edit Smart Clip Definition J_

Cancel OK

Only the "on" option button will be clipped.

A Smart Clip with Extra Text and Punctuation

Press when done with the Define Smart Clip screen.

Type a name for this Smart Clip definition and press (F10). If you do not supply
a name, then the new Smart Clip definition is named “Unnamed”.
Houwever, the next unnamed Smart Clip definition will overwrite (replace)
the previous one.

The Smart Clip is now defined, named, and ready to use. Press to exit the
Smart Clip screens. Or press (F10), which clips the defined fields from the
specified records, if any, and saves them in the Clipboard.

If you want to use this Smart Clip now, then follow the next procedure.

To clip information from a PIM application:

Select the records whose information you want to clip:
To select one record, highlight that entry in the list or open its
record.
To select more than one record, mark each desired record by

highlighting it in the list andSPACEBAR].

To select (or de-select) all records in the current list, press

(WEnD) (8) (A).

Press (Clip) to display the Smart Clip list.
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Highlight the Smart Clip you want and press (F10).

Open the application and the record into which you’d like to copy this
information.

Tab to the text field that should receive this information. A text field is any
part of a memo, or any field meant for entering text, like an appointment
Description or a Note field.

Press (FN] PASTE.

#1/19/94 2:83 pM
[INSERT | ASCII LINE: 28 COL: 9
! 5 3 7

Moderate

0ld World, Deli food

554-0321

Serves [X] Breakfast, [X] Lunch, [X] Dinner, Sunday [ 1 Brunch
Moderate

Tarntip, Thai food

Albany

955-123@

Serves [ 1 Breakfast, [X] Lunch, [X] Dinner, Sunday [ 1 Brunch
Moderate

| _Help | Bold [Underlnl Find MFnd&Rep| PrtFld |_Open | Save |

Using Smart Clips with Check Boxes and Option
Buttons

A check box field in a Smart Clip definition appears as the
named check box when you paste the Smart Clip for the
selected records. The check box will be checked or
unchecked, depending on its status in a record.

An option button in a Smart Clip definition appears as just its
field name (without the button) when you paste the Smart
Clip if the option button is turned on in a record. If a button

is off, then nothing will be clipped.

When including option buttons in a Smart Clip definition, you should include
all of them from the same group, since option buttons are mutually
exclusive and only the one that is “on” in a record will be clipped.

To edit or rename a Smatrt Clip:
In a PIM application, press (Clip).
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Highlight the desired Smart Clip.
Press to rename the highlighted Smart Clip.
Press to edit the highlighted Smart Clip.

PresgDEL] to delete the highlighted field.
Presg(F4] to edit the highlighted field.

Presg(r2] to add another field.
Press when done. Press to exit the Smart Clip screens.

To delete a Smart Clip definition:

In a PIM application, press (Clip).
Highlight the Smart Clip you want to delete.

Press (Delete OK).

To restore a Smart Clip definition you have just deleted (or edited), escape the
Smart Clip list, then select Edit Undo. Use undo before doing another

operation.

Getting answers fast: online help

The fastest way to get information about how to use any application is to use
the built-in online Help information.

Press at any time to see context-sensitive Help; that is, information
regarding your current situation on the palmtop (the current menu, display, or
pending operation). (In the Datacomm application, press (CTRL]+

The Help menu offers different types of Help. Press to display it.

Command Description

Index List of Help topics for the current application.

Getting Started Basic use of the palmtop. Not application-
specific. A good place to start learning about
your palmtop.

How to Use Help Keystrokes in the Help system.

Aboutapplication Copyright and version information.

Here is a typical help screen from the Appointment Book:
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HppoilntMents ¥i/15/94

HpptBOOK:HYFPI.HUB > .
Appointment List

Heek

See [TERERIATEN Boo TSI for general
information about this application.

Press MENU V A to displau daily schedule.
Vertical line indicates duration of item,
musical note indicates alarm is set, bullet
indicates item repeats, and + indicates item has
note.

Use arrows to move highlight (gurrent date]

changes accordinglu).

5 (DM-INULBWN RN @00

Help index. Help instructions. Other pages of tPorgi\g.ousHelp Exit Help.

the same topic.

A Typical Help Screen

The outlined words are links to more Help topics. To find out what “current
date” means, for instance, press (v) to move the highlight to

then press (ENTER].
To return to the previously displayed Help topic, press (Back).

Press or (Cancel) to exit the Help system.

What about games?

Your HP 200LX has two games built in: Hearts & Bones and Lair of Squid.

See Appendix F for instructions on starting the games.
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2
About 1-2-3

Because the vast majority of our customers are already Lotus®
1-2-3® users and have requestiessproduct documentation,

this chapter describes only the features of 1-2-3 Release 2.4
that are particular to your palmtop.

If you want additional documentation, there are excellent books
about using 1-2-3 available—visit your local bookstore for a
recommendation. And remember, HELP is always available;
just presgri) (HELP) to get online information about the 1-2-

3 command you are using.

No Installation Required.  To start 1-2-3 simply preg#s]. The
default display size is 64 columns x 18 lines.
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-Hov-92 11:55 AH

PressingfN] ZOOM (that is,(FN] followed by the spacebar)
switches back and forth between the 64-column x 18-line
display and an 80-column x 25-line display (the common PC
screen size). Try it and watch the screen size change.

With the help of the Connectivity Pack, you can transfer
worksheets between your palmtop and another PC. The
Connectivity Pack for your palmtop is available from your HP
dealer.

To enter, edit, and move around a worksheet:

You enter the data, labels, formulas, and formats as you would
in any version of 1-2-3.

You edit cells as you would expect, usirg) (backspace),
(delete),(F2] (EDIT), and(F5] (GOTO).

You move around the worksheet as you would expect, using

arrow keys and cursor-movement keys. Note that PGUP,

PGDN, HOME, and END argnN]-shifted keystrokes (for

example, you pressN] then(«] to execute HOME).

To leave 1-2-3:

You can either quit 1-2-JMENU] (Q]), or simply press another
application key.
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Differences between 1-2-3 on the palmtop and

1-2-3 release 2.4 on the PC

Although the palmtop version of the 1-2-3 Release 2.4 is
essentially the same as the packaged version for your PC, there
are some important differences. Even if you're a 1-2-3 expert,
you should read the following descriptions of the additions,
deletions, and modifications to your palmtop 1-2-3.

Additions to 1-2-3 on the palmtop

Backsolving 1-2-3 values using the Calculator.

Clipboard functions for copying material from one location to
another{FN) COPY copies a defined range to the Clipboard,
and(FN] PASTE inserts this material into the current location.

Deletions from 1-2-3 on the palmtop

The Install utility: No installation is necessary on the palmtop.
The collating sequence (sorting order) and the printer
configuration are set in the Setup utility.

The landscape printing option.

WYSIWYG and color support.

Mouse support.

The Tutorial add-in and tutorial files.

The Translate utility.

The Access system (to access PrintGraph, Translate,
and 1-2-3).

The Smartlcons add-in.

The SmartPics™ files.

The Backsolver add-in.

The Background printing option.

The PrintGraph program. However, you can print a displayed
graph by pressinggN] PRTSC.

The Viewer and Auditor add-in.

The Macro Library Manager.
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Modifications to 1-2-3 for the palmtop

Write-protected cells appear no different from other cells. The
PR protection indicator appears in the control panel when a
protected cell is highlighted.

Because of ROM memory constraints, the Help text is less
extensive.

The macro commands {BIGLEFT}, {BIGRIGHT}, {PGUP},
and {PGDN} will operate differently depending on whether
your palmtop is displaying 64 columns x 18 lines or 80
columns x 25 lines.

There is no 123.EXE file, so you cannot start 1-2-3 from DOS.
To save memory, the default status for the Undo feature is off
(disabled). Select /Worksheet Global Default Other Undo

Enable to turn Undo on.

Add-ins must be run from RAM. To work, therefore, an add-in
must fit in RAM, must work with any size screen in MDA or
CGA mode, and must have been developed using the Add-In
Toolkit specifications.

The collating sequence for 1-2-3 can be set only in the Setup

utility.

About configuration settings

1-2-3 can specify many configuration settings under /

Worksheet Global Default. The Setup utilifg.(] (s])

establishes many other settings for the palmtagbuding for

1-2-3.A few settings appear both Setup and 1-2-3: date

format, time format, punctuation, currency, and printing

(interface and baud).

Setup’s time and date formats do not affect 1-2-3 cells.

Setup suppliedefault (initial) values to 1-2-3 for punctuation
and currency, as well as for the printer interface, baud, and
name.

If you make a printer, punctuation, or currency setting in 1-2-3,
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it overrides the setting in Setup.

Remember that for a /MWorksheet Global Default setting
command to remain in effect after the current session, you must
preserve it with the Update command. Otherwise, the settings
for the next session will take default values from Setup again.

To set the printer configuration:

Presqg..] (MENU] (O] (P] to select the printer

configuration screen in Setup.

If you’re not already there, tab to the baud group box.

Use the arrow keys to select the specific baud for your printer (the default is
9600).

Tab to the interface group box.

Use the arrow keys to select the interface. Com1 is the default, and there is
currently no HP infrared printer available.

Tab to the list box containing the list of printers.

Use the arrow keys to highlight the name of the printer that is compatible with
yours. A Kodak Diconix printer, for instance, can have its option switches
set to be compatible with either the Epson or the IBM. You then select the
Name setting in Setup that matches the printer’s compatibility.

Press to save your settings.

Press (Q) to exit Setup.
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3
The Appointment Book

When you first start the Appointment Book (préss), you
see the daily appointment list, which is a schedule of the day’s
appointments.

ApptBook : APPT Appointments
[Meek 2 Friday January 13, 1995 13/352
Alarm set. — ¥ g:ga Teleconference European office
. HLS
Note included. By 10:00 Staff wto
11:600
- JS[ 12:00p [FIN=ERET T T=T-13
1:80
. 2:008
Repeating [ 3:88 Call MJ
. : @8
appointment. 5:808
6:808
7:00
. i .
Shows duration [ §:g8 Fund raiser

. L [ [N
of appointment. [ _Help ] Add ] Note | Find J| Goto Jé Honjh] Month |

These labels correspond to the opens the record
function keys ((F1)-(F10)). for the highlighted appointment.

In the daily appointment list uga] or (v] to highlight an
appointment, then pre$s\Ter] to see the appointment
record.

Appointment/Event 01/13/95 1:31 am
Description
Start Tiwme Start Date |
End Time No. Consecutive Daus
Location iBunsen's Burner

Alarm Vieuws

’7|Z| Enabled ’7 ] Week ¥l Month
Leadtime :1 Repeat. Status: Monthly

HNote !

Example Appointment Record
From an appointment record, you can return to the appointment
list by pressingrio] (to save any changes) (to cancel
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any changes). From the appointment list,

To see a weekly appointment list, préss (Week).

To see a monthly list, pre§s’] (Month).

To return to the daily appointment list, pr¢ss| (Appt).

Scheduling appointments

To schedule an appointment:
Press to start the Appointment Book

Press to display the screen to add an appointment. As a
shortcut, you could instead press (Add).
Fill in the fields. Use or +underlined letter to move among them;

use (SPACEBAR) to check/uncheck a box.

Description. This text provides the entry for the appointment list.

Start and End Times. The End Time is optional. Pressing (+] or (-]
changes the time by fifteen minutes. ({>-] (+] and (-] change the time
by one minute.

Location. Optional. This information also appears in the appointment list,
following an 1@,

Alarm. If the alarm is enabled (box checked), the palmtop will beep for the
appointment. Press to disable the alarm (box not checked) for
that one appointment. The leadtime sets how far ahead of the
appointment time the alarm will go off.

Note. Optional. The Note field provides a large field for any additional
information. Pressing (Note) displays a full-screen note.

Start Date. Pressing (+] or (-] changes the date by one day.

No. Consecutive Days. If the appointment goes for more than one day, fill
in No. of Consecutive Days (or set a Daily Repeat Option).

Views. If these boxes are checked, this appointment shows

up in the weekly and monthly appointment lists (schedules).
Optional: Press (Repeat) to specify a repeating appointment.
Press when done. Or press to cancel the information.

Repeat Options

FrequencyOther Specifications Examples

No Repeat Cancels the existing repeat option, if any.

Daily Interval can be any number of days. Every 5th day; every 30th day.

Weekly Interval can be any number of weeks. Evepdwésday; every other
Friday.
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Monthly Interval can be any number of months. Can specify by date or by position in
the month. The 7th of every month; the first
Wednesday every 3 months.

Yearly Interval can be any number of years. Can specify by date or by position in
the year. August 7th every 2 years; the first
Wednesday in August every year.

Custom Can specify by date or by day position in specified months. The 7th of
January, April, and October every year; the first and third Monday
and Wednesday in June, July, and August every year.

Example: Scheduling an Appointment. ~ Schedule a dental
appointment for 2:30 pm on July 15, 1994. Set the alarm to go
off 30 minutes prior to the appointment to give you time to
drive to the dentist’s office.

Keys: Description:

Starts the Appointment Book.

Opens up an appointment record.

Dentist Fills in the Description field.

2.3p  Sets the start time of 2:30 pm.

TAB Moves to the End Time field. The default end

time is an hour after the start time. Since an
hour is about right, there’s no need to type in
another end time.

Suite 324 Highlights and fills in the Location field.

(ALT]J+(L) 30 Skips to the Alarm Leadtime field and enters 30
minutes (the default is 5 minutes). Pressing
along with an underlined letter takes
you directly to that field.

Brush before leaving. Enters a note to yourself.
7/15/94 Enters the date of the appointment.
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ApptBook : APPT Appointment/Event A7/18-94 2:25 pm

Description
Start Time
End Time

Location

Start Date

HNo. Consecutive Dau

Alarm Views
’VE Enabled |7 ¢l Week ¥l Month

Repeat Status: Hone

Note :

| _Help | Hdd | Note | Find N Clip JCalendr] | Repeat ] Cancel | Done

F10 Saves this appointment and displays the
appointment list for July 15, 1994.
Restores today as the current date.

On July 15 an alarm will sound at 2:00 pm to remind you of
your dental appointment. You simply pr¢ssc] to clear the

alarm.

Example: Scheduling a Bi-Weekly Repeating Appointment.

Schedule a repeating appointment for your bi-weekly staff
meeting, which is held in Shasta Room every other Wednesday
at 9:30 am.

Keys: Description:
Starts the Appointment Book.

Opens up an appointment record.
Staff Mtg Fills in the Description field.

9:3a  Sets the start time of 9:30 am
11 Sets an end time of 11:00 am.

Shasta Room  Highlights and fills in the Location
field.
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(ALT)+(N]. Take donuts and agenda. Enters a note to
yourself. PressinfALT] along with an
underlined letter takes you directly to that

field.
Opens the Weekly Repeat Options for you to fill
out.
2 Sets the appointment to repeat every other week.
w Sets its day to be Wednesday.
TAB Highlights the default starting date, which is tied
to the Start Date in the appointment record.
TAB Highlights the default ending date, which

defaults to 5 years from the Start Date. Enter
another date if that duration is too long.

AcptBook : APPT Appointment/Event B87/18-94 3:12 pm
Weekluy Repeat Options

|O Hoe Repeat ) Dailu @ [ERDAMM O Monthlu O ¥earlu () Custom
Frequency Duration OK
}week(s) | Starting |_ l
Ending: Cancell

| Helo | | | ____§ | | | QW Cancell DK ]

(F10] Saves this repeat information and returns you to
the appointment record. Notice the Repeat
Status below the Views box.
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fApptBook : APP Appointment/Event 710,94 1:39 a

Description
Start Time
End Time

Location

Start Date

Mo. Consecutive Daus

Alarm Views
¥l Enabled r ¢l Week ¥l Month
Leadtime i

Repeat Status: Weekly

Note gTake donuts and agenda.

| _Help | Hdd | Note | Find QN Clip |Calendr]l ] FRepeat il Cancel | Done ]

Saves this record and returns you to the
appointment list for today. Now, every other

Wednesday an alarm will sound 5 minutes
before your staff meeting; simply pressc)
to clear the alarm.

To set a snooze alarm:

When an alarm goes off, preS8ACEBAR]. This sets the alarm
to recur in 5 minutes. Any past-due alarm then appears.

To postpone the display of past-due alarms until after the
snooze interval, pre§sN] [SPACEBAR].

For a longer snooze interval, pr¢SsceBAR] up to 11 times
total. Each press equals 5 minutes. Pfespto decrease the

shooze interval by 5 minutes.
To schedule an event:

An event is an item associated with a day but not a time.

In the Appointment Book, pre$sieNU] . This opens an
appointment record with the Start Time and End Time fields
preset td4on= for an event.

Fill in the rest of the fields as for adding an appointment.

Press when done.

Example: Scheduling aYearly Repeating Event. ~ Oregon’s trout
fishing season regularly opens the last Saturday in April.
Schedule the annual opening day as a repeating event.
Keys: Description:

Page 56



Starts the Appointment Book.

Opens up an appointment record for an event.
Trout season opens  Fills in the Description field.

(ALT]+(C] Oregon Fills the Location field.
Plan a trip to Odell Lake ~ Enters a note.

(A+(7)
[A8) L
[7A8) S

(7A8) A

Selects the Yearly Repeat Options.

Moves to the Repeat By Day Position field.

Selects Last.

Selects Saturday. If Sunday appears, gsgss
again to see Saturday.

Selects April. If August appears when you
press(A], press it again to see April. This
completes selecting the last Saturday in
April.

(ALT)+(E] 5/01/2005 Sets the event to repeat until May 2005.

ApptBook : APPT

sEvent. B1-/13-95 1:42 am
(h in 1

Appointment

‘O No Bepeat 0 Dailu 0 Weekly ) Monthlu @ Yearlu 0 Custowm

Frequency

Repeat every |

’70 By Date

Yearlu Repeat Tupe

@ By Day Position

Duration—
ear(s) ‘ Starting: ;
Ending: :

urday £ in fApril 4 |

Saves the record and returns you to the
appointment list at the date of the first
occurrence. Now, the opening of Oregon’s
trout season will appear on your appointment
list as a repeating event.
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Types of appointment lists

There are daily, weekly, and monthlppointment lists
(schedules), as well as a six-month calendar.

"Week number in year. Days remaining in year.  Today’s date.

 Apptilook : APPT Arpointments B Ib1-15/95 7:27 pm
Week 2 Friday January 13, 1995 13,352 January 1995
8:88a
1 [ 9ipp Mg Ty Mg TR FE S3
3 L‘Na[ 18:88 Staff mtg 9 18 11 12 14
5 11:6808 {15>16 17 18 19 21
7 [12:08p
9 1:00
14 2:808
1 b 3:0B Call MJ
: [ 32:15 T ~—
2 1:88
5:00
? G:
2 7:00
11 8:00 N
Helyp Add Hote Find Goto 6 Month| Month

Appointment date.

Daily Appointment List (  ESS2)
Symbol Meaning
. Repeating appointment.
Appointment includes Note.
Alarm.
Duration of appointment.

— & U

Current Qverlapping Today’s date.
appointment. appointments.
81/15/94 1
Jan ' 94| Sun 9 Thu 13 Fri 14 |KSat 15>

Aldal - - - - -\|- |- - - |- - -2 L - - - < i
13;33 ............... L. Help at [Take fin

11:88 . - - - - - - J€all Bos| - - - - -
12:880p o Pick wp ——————— - - - - -

1:00 —— . —JLunch w/
B

T T Y e I R P

2

3: o Project
D S P B L. ;
5:@88 |- - - - - fQ/—/—b0 b1 - - - - i

5]
?

Weekly Appointment List ( [IIIEEEN)
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A multiple-day event. TToday’s date.

ApptBook:APPT January 1994
Sunday Monday Tuesday Wednesday

01-15-94
§

Thursday Friday turday

=Lap sHim

Current Appointment Book date.

Monthly Appointment List (  EIEi=0)

Symbol Meaning

- p.m. appointment.
X Event.

More appointments.

. ’
Current Appointment Today’s date.
Book date.
ApptBooK: APPT . ADB | | 6 Month Calendar B1/,15/94 12:87 pM
January 74 February 1994 March 1994
Su Mo Tu He Fr Su Mo Tu He Th Fx Sa Su Mo Tu He Th Fr Sa
i1 2 3 4 5 1 2 3 4 5
2 3 4 3 7 & 7 8 9 18 11 12 6 7 8 9 18 11 12
9 18 11 12 14 15> 13 14 15 16 17 18 19 13 14 15 16 17 18 19
16 17 18 19 21 22 28 21 22 23 24 25 26 28 21 22 23 24 25 26
23 24 25 26 28 29 27 28 27 28 29 38 31
38 31
April 1994 May 1994 June 1994
Su Mo Tu He Th Fr Sa Su Mo Tu HWe Th Fr Sa Su Mo Tu We Th Fr Sa
i 2 i 5 6 i 2 3 4
3 4 5 6 7 8 9 8 9 18 11 12 13 14 5 6 7 8 9 18 11
18 14 12 13 14 15 16 15 16 17 418 19 28 21 12 13 14 15 16 17 18
17 18 19 28 21 22 23 22 23 24 25 26 27 28 19 28 21 22 23 24 25
24 25 26 27 28 29 38 29 38 31 26 27 28 29 30
Helo Manth— | Mantht Gnt.n Manth Lee kK Avwot. Talin

Six-Month Calendar ( [FIZ3:W) — No Appointments
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Moving Around Appointment Lists

Keys Description

(a), [v] Moves the highlight bar through times, days,
weeks, or months, depending on the display.
If the highlight moves to a different day, that
becomes the current date.

(a], (vJ Moves the highlight to the previous/
next week.

(«, [»] Moves the highlight to the previous or next
day.

PG UPR,(FN] PG DN  Moves the highlight to the
previous/next day part, month, or half-year
(depending on the context).

HOME,
END Moves the highlight to the
beginning/end of the current day, or to the
first/last displayed date (depending on the
context).

(CTRL)+(4], Moves the highlight to the previous or next
day that has an appointment or event.

([CTRU+(>]
(CTRL)+(a], Moves the highlight to the previous or next
appointment or event.

[CRO+(Y)
TAB Moves the highlight between appointments
and events. If no events, it just beeps.

To view all the events for a month:

In the Appointment Book, press (View All-Events).
Press (Appt) to return to the daily appointment list.

Tips for scheduling:
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Check your schedule before adding a new appointment. Check
your monthly [EIESTEEN), then weekly BIREE ), then
daily schedules for successive overviews of available days
and times.

Another way to start adding an appointment: When an
appointment list is displayed, any typed character will
automatically open the appointment record and start filling
in the Description field.

An alternative to filling in the Start Date field in the
appointment record is to change the current defere
executing Add. Use the arrow keys or Goto function to
change the current date.

Filling out the appointment record: Another way to fill in the
Date fields is to call up the small, one-month calendar (press
(Fe]). Use arrow keys to highlight a date in the calendar.
When you pres§NTER], the calendar’s date will be recorded
in the Date field.

Filling out the appointment record: The Time and Date fields
accept any delimiter characters/( space,, or,) for the
date and time. For example, typing in the
Time field enterd 1:Z0am, and typingZp enters=:00prm.
Typing 11.% in the Date field enters November 3 (in the
current or next year, as appropriate).

Filling out the appointment record: To enter an afternoon time,
typep, pri, or use 24-hour time.

To change the displayed time intervals in a daily or weekly

appointment list (schedule), pressi) ZOOM.

Changing the current date
Note
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The current date is the date currently displayed or highlighted. This is
not the same as today’s date (the system date), which can be changed
only via the Setup utility.

Starting from a list, you can change the current date to the next
day by pressin@»] and to the previous day by pressjrg.
Try it and notice how the date changes.

To change the current date to any date (Goto):

Start from any list (daily, weekly, monthly, 6-month, or To-Do). If necessary,
press to display a list.

Press (Goto).
Type the date to go to and press (ENTER]. As a shortcut, try using the arrow

keys.
When you pres§s] (Goto), you can also use the Goto
function keys{TAB] moves the cursor between the calendar

and the date box.
Function Keys for Goto ( (F5])

Key Label Changes the Current Date

EE Backward or forwaresh number of
days, which you specify.

To today's date.

| Month- | Backward or forward one month.

| Year- | Backward or forward one year.

Editing and deleting appointments

To edit (change) an appointment:
Start from the daily (or weekly) appointment list. Press [JESS 0 if

necessary.
If necessary, change to the desired date (use 0.

Use the arrow keys to highlight the appointment you want to edit.
Press to display the appointment record.
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Tab to and edit the field you want to change. Try using (+) and (-] when you
edit the time, date, and alarm fields.
Press to save your changes. Or press to cancel them.

To change a repeating appointment to a one-time

appointment:

Open the record for the date that you want to keep. Highlight the repeating
appointment you want to change.

Press to display Repeat Options.

Arrow to the option button No Repeat.
Press three times (to confirm the change).

To delete an appointment:

Deleting an appointment removes it from the Appointment
Book.
Start from the daily (or weekly) appointment list. Press

PSS, if necessary.

If necessary, change to the desired date (use L)
Use the arrow keys to highlight the appointment to delete.

Press (DEL).

If you highlight and try to delete an occurrence of a repeating
appointment, you'll see the Repeating Item Delete dialog box.
If you want to delete just the one appointment, pfess.

If you want to delete more than one occurrence:

Presg(v].

Tab to the range boxes and enter the range you want to delete.
PresqFio] to delete the range. Pregsc] to cancel the delete.

To restore a deleted appointment (Undo):

PresqMENU] immediately after the deletion.

To delete all appointments and to-do items before or
after a date:

This deletesll Appointment Book entries for the given period.
If you want, you can save the removed items iamhive
(back-up) file.
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PressMeNU] (F) (R]) (File Remove).

Specify a filename here only if you check here.

love lItems
{Renove All Apepts, Events,| and ToDos:

® T [115/1994
O After A-1I5-1994

fyghive to [ ADB ]

Directoru: C:>_DAT
Birevtaries:

Save Removed Items in Archive

Dialog Box for File Remove

Highlight Before or After and specify the date.
If you want to save the deleted items in an archive file, check the appropriate
box and specify the name of the archive file.

Press when done.

Similarly, you can use File ExtragiMENU] (E)) to back up
(“extract”) all items before or after a given date.

Running a program or system macro at a
certain time

You can set an appointment to run a program or a system macro
rather than set off an alarm.

For example, you could use this feature to set the palmtop to
use a macro to automatically open Datacomm and log onto an
information service (using a script file) during a low-use, low-
cost time of night.

To set an appointment that runs a program or macro:
Press or to add a new appointment.

Start the Description field with | for a program or || for a system macro. (|is
shifted (\] key.)
For a program: Follow the | with the full pathname (file name and
directory names) of the program to run. The program must have a .EXE,
.COM, or .BAT extension, and it must exist already. An example of a
Description to run the program SALESFIG (subdirectory SALES,
subdirectory _DAT) is: |C:h_DAT W SALES N SALESFIG.EXE
For a system macro: Follow the || with the number (1-10) of the macro to
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run.

Fill out the other fields as for other appointments, except for these fields,
which have special meanings:
Alarm. Must be enabled (checked) to run the program.
Location. Specifying [ (quiet) in this field suppresses any error message
that might result from running the specified program or macro.

Press (Fi0).

When the time comes and the program or macro runs, the
screen displays the result of the program or macro. A program
ends with the messade; === any key to exit from DOS.
Specifyingll for the Location suppresses this message and

returns the display automatically to the context that preceded
this “appointment”.

Note

A program cannot run if a DOS application is open when the
appointment comes due.

To-do lists

To-do lists are much like appointment lists: You can view a list
of to-do items; and, if you want more details about an item, you
can display its record. Pregso] (ToDo) from an appointment

list to display the current day’s to-do list.
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“Priority. Due date.

E! tBook : APPT ToDo List 91/,13/95  1:51 am
L 2 Friday Janu |y 13, 19895 13/352 11 12 1
B FPay Diedre B1/15-1995 10 LR bl 2
2 wlupe minutes -
1 JGet receipts g L;:::,,r’ 3
F1 JReturn library books .
3 Call for estimate 8 ", R
Ph s
[}

Hext Appointment
1/13 8:88a Teleconfere
Appointments

3 8:08% Telsgonterenc

,
ATo-Do List

Symbol Meaning

e Item new today (its first occurrence).

0 Completed item (checked off).

! Item due today (and not yet checked off).

o Item past-due (and not yet checked off).

= Item includes Note.

. Repeating item.

(- Jambrg
Highlight an item and pregsNTER] to see its complete record:

" The first date the item appears. Carries forward an item that is not checked off.
ToDo 1 91/13/95 1:52 am
Desc |iption
Start Date
Due Date 1 Carry Forward
Priority

Repeat Status: None
Not.e

Extra for snow daus.

Helyp Add Hote Find Clip ICalendr| Repeat Cancel Done

ATo-Do Item’s Record
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To add a to- item’s due do item to the list:

In the Appointment Book, press 1.
Fill in the fields. Use or +letter to move among them.

Description. This will appear in the to-do list.

Start Date. The first date a to-do item appears. Pressing (+) or (-] changes
the date by one day.

Due Date. Optional. If the to-do item has not been checked off, an
exclamation point appears on the due date in the to-do list. Then, on
subsequent days a sad face appears until the item is checked off.

Priority. Every to-do item has a priority number (one or two
digits and/or letters), which you can type in. The items are
sorted by their priority; numbers are sorted before letters.
Multiple items can have the same priority.

Note. Optional. The Note field provides a large field for any additional

information. Pressing S ((7F3)) displays a full-screen note.

Carry Forward. If this box is checked, then the to-do item reappears in
each day’s list until the item is marked as completed. Pressing
checks/unchecks this box. Note that Carry Forward repeats an item, using

more memory.

Press when done. Or press to cancel the information.

To scan a to-do list:

Use the arrow keys to move the highlight bar through a list of
items. When you want to see more details about an item, press

to see its record; when you’re done with it, prgss)
to return to the list.

To check off a completed to-do item:

Highlight the completed item.

Press (-] or (SPACEBAR]. The item is checked and moved to the bottom of the
list.

Highlighting it again and pressing (-] or clears the checkmark.

More Information about To-Do Items

On a to-do date, an exclamation point appears next to it in the
to-do list.
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When the item is past due, a sad face appears instead.

You search, edit, and delete to-do items the same way you do
appointments.

You can us@EEET ([F8)) to create repeating to-do items

the same way you create repeating appointments.

Using multiple appointment books

You can create more than one Appointment Book file, thereby
creating more than one appointment list in this application. Use

File New or(meNU] File Copy to create a new
Appointment Book file. Usémenu] File Merge to merge

another Appointment Book file into the current one.
Only the Appointment Book currently open will activate
alarms.

Translating appointment books

HP_100LX files need no translation to be used in your HP
200LX; they share the same file format.

To translate an HP 95LX Appointment Book to an HP

200LX Appointment Book:

Copy an HP 95LX Appointment Book file to your HP 200LX via the infrared
serial port, a serial cable, or a plug-in memory card (see chapter 22).

In your HP 200LX Appointment Book, open ( File Open) the copied file,
filename.ABK.

When prompted, specify a new file name (other than APPT) without any
extension.

File Open then translates the .ABK file to an HP 200LX
Appointment Book file, automatically supplying the extension
ADB. This operation can take 1 to 5 minutes for an average-
sized Appointment Book.

Setting options and defaults for the
Appointment Book

The options and defaults that you can set are
Clock display (in appointment list; in to-do list).
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Calendar display (in appointment list; in to-do list).

Next-appointment display (in appointment list; in to-do list).

Graph of appointments (in appointment list; in to-do list).

Timeline—the time intervals shown for the daily appointment
list.

Default appointment and to-do settings.

Alarm volume and sound.

Daily greeting.

"The Day Graph shows the Your next appointment.  Calendar (or clock).
duration of an appointment.

bok : APPT Appointments 1 03,0994 10:5
Heek || Wednesdauy March 9, 1994 68,297 March 1994

N g=ggﬂ Su Mo Ty Me Th Fr Sa

3 M ‘MlLccture @Main Hall 6 7 sﬁia 11 12

s 1:00 50 31 32 35 31 38 32

7 2:80p Lunch with team

9 1:00 Staff Meeting 27 28 29 30 31

L %gg Next Appointment

1 1:90 3789 12:88p Lunch with

. 5.00 ToDo List

3 6:00

7:00
9 8:00
11 9:00
. Add Hote Fi

Overlapping appointments. Timeline.

Possible Components of an Appointment List

To change the clock, calendar, Next Appointment, or
Day Graph in an appointment or to-do list:
For the appointment list, press (9] (Options Customize-

Appointments-View). For the to-do list, press (O] (O] (Options
Customize-ToDo-List-View).

) Appointments | 0K I

) Appointments With Clock

[Cffippointments With Calendar Camcell

¥l Next Appointment
[l Day Graph

Page 69



Highlight the option button for the desired display: with a clock in the corner, a
calendar, or neither.

Check the relevant check boxes if you would like to see the Next Appointment
called out in a side box and/or see a vertical Day Graph that shades in the
times and durations of the current day’s appointments. Next Appointment
can appear only in conjunction with the clock or calendar.

Press when done (or to cancel).

To change the appointment timeline setting:

In the Appointment Book, press (0] (1] (Options Timeline).

Select the timeline option you prefer: displaying no times except those for
scheduled appointments (Appointments Only), or displaying regular times
at intervals of 15, 30, or 60 minutes.

Enter the first hour of the day for the timeline. This affects times you fill in
when adding an appointment: If you don’t specify a.m. or p.m. when filling
in a time field, then the time is assumed to be after the first hour of the day.

Select whether the calendars and the weekly and monthly timelines should
start with Sunday or Monday.

Press when done (or to cancel).

To change the time intervals in the daily/weekly timeline:

Display the timeline, which appears in the daily and weekly appointment lists
(schedules).

Press ZOOM. ZOOM cycles through the time intervals: 60 minutes, 30

minutes, 15 minutes, and no intervals (just appointments).

To change the default settings for appointments:

In the Appointment Book, press (0] (D] (Options Appointment-
Defaults).

Set the following default values:
Appointment Duration. This determines the default End Time for a new
appointment.
Alarm. Enabled or not (on or off), and Leadtime (how long before the
appointment the alarm goes off).
Items to See in Week/Month View. Whether appointments and events
should appear in the weekly and monthly appointment lists. They always

appear in the daily list.
Press when done (or to cancel).

To change the default settings for to-do items:
In the Appointment Book, press (0] (Options ToDo-Defaults).
Set the following default values:
Carry Forward. Uncompleted to-do items are carried forward to today if
Carry Forward is set.
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Priority. The default priority for a to-do item. The priority can have one or
two letters/numbers; numbers are sorted first.

Press when done (or to cancel).

To change the alarm volume and sound:
In the Appointment Book, press (0) (8] (Options Alarm-Beep).

Checking Mute overrides the volume level. You might choose to mute all
alarms when going into a meeting, for example.
Select (by tabbing and arrowing) the volume level and the sound.

The Custom choice requires the presence of a programming
statement in a file named C:\_DAT\ALARM.SND. Create
this file as an ASCII file using the Memo Editor. This file

can have up to 511 characters.
To test the volume and sound, press (F3]. To cancel the test, press any key.

Press when done (or to cancel).

Commands for Custom Alarm Programming

Command Parameters Meaning
A.G + or # (sharp)
- (flat). Plays this note in current octave, length, and
tempo
K 0 (disabled)
1 (enabled) Any keystroke terminates the alarm sound.
Default is 0.
L 1to 64 (8 is whole,
16 is half, etc.) Sets length of following notes. Default is 8.
M N (normal) L (legato) S (staccato)| Playing style. Default is N.
(0] Oto7 Sets current octave. Default is 4.
P 1to 64 Sets one pause of lengtl4 is shortest.
T 0 to 255 Sets tempo. Higher is faster. Default is 150.
\% O0to3 Sets volume. Higher is louder.
period Extends a note’s duration by half.
space or comma Affects readability only.

Parameters follow the commands. For example, the beginning
of Mary Had a Little Lamb can be written as:
230 K1 EDCDEEE. DDDFP10 EGG.
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To turn off the daily greeting:

The first time your palmtop is turned on each day it shows you
your appointments, events, and to-dos for the day. This is called

the daily greeting.
In the Appointment Book, press (O] (Options) to display the Options

commands.
Press (Daily-Greeting) to uncheck and turn off the daily greeting feature.

Repeat the above steps to turn the daily greeting back on.

Appointment Book function keys

What the function keys do depends on whether the current

context is appointments or to-dos.
Function Keys for an Appointment or To-Do List

Key Label Description

Opens a template to define a new appointment or to-do item.
Note Shows you the contents of the Note field for the highlighted item.
Searches for the specified text (a character string).
Goto
Month Displays the six-month calendar.
Month
e

Appt

Changes the current (displayed) date to the one specified.

Displays the current month’s appointments and events.

(1]
A

Displays the current week’s appointments and events.
Displays the current day’s appointments and events.
Displays the current day’s to-do list.

Opens a template to define a new appointment or to-do item.

Note Provides a full-screen note field.

Function Keys for an Appointment or To-Do List
Key Label Description

Searches for the specified text (a character string).

Clip To copy predefined fields (a Smart Clip) from the Appointment

Book to the Clipboard. Also to define new Smart Clips. Smart Clip
definitions are also used in Custom Style printing. See Chapter 1.
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Calendr Displays a small calendar for reference and date entry.
Repeat Defines a repeat interval for an appointment or to-do item.
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4
The Phone Book and the
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Database

The Phone Book and Database are two separate, but related
applications. The Phone Book is a database that has been
predefined to hold names, phone numbers, and so on. The
Database application enables you to build your own databases.
Most of the topics and procedures in this chapter apply to both
applications.

About the Phone Book application

Presq &) to start the Phone Book. At first the Phone Book
will be empty, but when you add items it will look like this:

The data card for the highlighted Today’s date and time.
item in the phone list.
[ |
TS 11 Phone |ook ltems 91/13/95 5:17 am
Name
Everett Kaser Rufus Leekin
FHP Connect
FHP Customer Support Business : (583) 789-9654
FHP Dealer ﬁ Home: (583) 996-8654
FHP FaxBack Fax:

Palwmtop Paper

Rufus Leekin Rufus Leekin Construction
123 Rainu Way
Drain OR

Hely | Add | Hote | Find WM Clip | Subset| S4 IColurmnsll Open |

Number of highlighted record. Total number of records.

ATypical Phone Book List

Each individual or business has its owéeord of information.
You view a record of information by highlighting the one you

want and pressingNTER].
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Phone : PHOI j Phone Item B1-13/95 5:17 a

Name ;

Business (5H3) 789-9554 ; Home (5031 9965-8654
Alternate ! : Fax

Title Owner ] Category | H
Company iRufus Leekin Construction i
Addressl 123 Rainu Way

Address2

City Drain i State OR i Zip

Hote:

| _Help | HAdd | Hote | Find W Clip | Prev | HNext | JCancell Done |

A Phone Book Record

From a phone record, you can return to the phone list by

pressing(Fio) (to save any changes) (to cancel any
changes).

Adding to and editing a phone book

To add a record to the Phone Book:
Press to start the Phone Book and display an empty record.

Phone : PHONE Phone Item A1/13/795 5:18 am

Name
Business : Home

Alternate ! : Fax

Title i ] Category | H
Company :

Addressl

Address2

City . State i Zip

HNote !

|_Help | Add | Note | Find N Clip | Prev | Hext | _____JCancel] Dove ]

Type in the name. Enter names either last-name first or first-name first, but be
consistent because of alphabetic sorting.

Type information into the rest of the fields, pressing (TAB), (TAB], or
+underlined letter to move from field to field.

Some fields can hold more than the window shows. Prgss
or (1] to view long fields.
The Note field provides an extra-large field. PIEESEEERN

Page 76



to display a full-screen note. Any item with a note displays a +
to its left in the Phone list.
The Category field includes any categories entered for other

records. SebJsing the category fielthter in this chapter.
Press when done or press to open a new record. Or press to

cancel the information. =

To edit (change) a phone record:

Display the phone list. Press or (F10), if necessary.
Highlight the item you want to edit (either use the arrow keys or just start
typing the name and watch the display scroll as you type).

Press to display the record.
Tab to and edit the fields you want to change. To clear a field, press [DEL).
Press to save your changes. Or press to cancel them.

To delete a phone record:
Display the phone list. Pre§sc) or (F10], if necessary.

Highlight the item you want to delete (either use the arrow keys or just start
typing the name and watch the display scroll as you type).

If you want to delete several items, select each one by

highlighting it and pressinfsPACEBAR].
3. PresgDEL).

To restore the last deleted item (Undo):

PressivEny) () (1),

To add or delete a field:

Since the Phone Book is simply a defined database structure,
you can alter its structure by starting the Database application
and opening the Phone Book file there. File
Modify-Database to edit the Phone Book structure (see
Modifying a database definitidater in this chapter). However,
you should not change the Phone Book structure if you plan to
use the Import function in the Connectivity Pack.

To remove the data card from the phone list:

You can control whether the data card is displayed in the phone
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list.
Display the phone list. Press or (F10), if necessary.

Press (View) to see the View commands.
The default state of the Show-DataCard option is on (checked). Press (D) to

uncheck the box and remove the card from the list.

To restore the data card to the phone list, (D)
(View Show-DataCard) to recheck the option.

To customize the information on the data card:

The data card is simply a Smart Clip of the information on a
data record. You can edit the existing definition of the data card
Smart Clip usingrs] (Clip) from the phone list. Note in the

data card definition that - and = are formatting commands that
render thin and thick lines. For more information on editing
Smart Clips, see chapter 1.

Searching a phone book

You can scan the Phone Book by scrolling through the Phone
list ((a], (v]) or by looking through sequential records

( Next § Prev |l

To look up a name (speed-locate):
Display the phone list. Pre§sc] or (Fi0], if necessary.

Start typing the name; the list scrolls as you type.
Press when the name is highlighted.

To find any piece of text:

From a phone list or record, press (Find).

Fill in the dialog box with the characters or text to search for.

Optionally tab to and select (press ) the boxes for including notes in
the search and for discriminating upper and lower case.

Press to search from the beginning of the list.
Or presgr4) (Next) to search through the list from the

current (highlighted) position.
Or presqF3] (Previous) to start the searshckwards
through the list from the current position.
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To repeat the last search, press (F4).

A successful search stops at the first instance of matching text.
Either the matching text (if a phone record is displayed) or the
item containing the matching text (if the phone list is
displayed) is highlighted.

Using multiple phone books

You can create more than one Phone Book file, thereby creating
more than one phone list in this application. File

New or [MENU] File Copy to create a new Phone Book file.
Use(MENU] File Merge to merge another Phone Book file into
the current one.

Translating phone books

HP 100LX files need no translation to be used in your HP
200LX; they share the same file format. However, an Phone
Book, Database, or Note Taker file displayed in your HP
200LX will look slightly different than a corresponding HP
200LX file. You can make data from your HP 100LX be
displayed just like HP 200LX data by merging the HP 100LX
file with an HP 200LX file—us¢mEnU] File Merge.

To translate an HP 95LX Phone Book to an HP 200LX Phone

Book:

Copy an HP 95LX Phone Book file to the HP 200LX via the infrared serial
port, a serial cable, or a plug-in memory card (see chapter 22).

In the HP 200LX Phone Book, open (| File Open) the copied file,
filename.PBK.

When prompted, specify a new file name (other than PHONE) without any
extension.

File Open then translates the .PBK file to an HP 200LX Phone
Book file, automatically supplying the extension .PDB. This
operation could take several minutes for a very large Phone
Book.

Since the two types of phone records do not have exactly the
same fields, this is how the information will be distributed:
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Phone Book Translation

HP 95LX Field becomes HP 200LX Field

Name (30 characters) Name (29 characters)
Phone Business Phone
Address Note

If you want, you can then use the Clipboard functigns)(
CUT and[FN] PASTE) to move the information from one HP
200LX field (like Note) to another (like Addressl).

Creating your own database

Presqg..] (B] to start the Database applicationd4tabase
has two distinct parts:
A structure (or template) that defines théields the
database has. The fields will hold data and are labeled by
field names.
The datarecords. Each record contains its data values in the
defined fields. The databaket lists all the records in a
database.
The Database application comes with one prepared database
file for information about restaurants. You can use this built-in
database structure (file name RESTR.GDB) to see what the
Database application is like and practice using it. The Phone
Book application [(2]) is another example of a built-in
database structure. In fact, you open, add to, delete, edit,
search, etc., a database and its records in the same way you do a
phone book.
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~ Database column header. Data card for highlighted database item.

[Dat.abajie : RESTR A1l Databai|e Items 91/13/95 5:18 am
Restaurant = Y
I

(8/8)>

Help Add Note Find Clip Subset Sort |Columns Open
A Database List with No Data Records

In addition, you can define a database to contain the data fields
you want, with any size and placement of fields.
About database structures

You can create a new database by:

Defining a new database structure, then filling out records for
it.

Copying an existing database structure, then filling out new

records for it. You can also modify this structure before filling

out the data records.
File Commands for Defining Databases

(MENU] File Commands Description
Define-New-Database To define a new database structure.

File New To copy the current database structure
but not its data. Use for a new set of data.

Modify-Database To modify the current database
structure.

A database is made up of a structure and many records of data
(like phone records). Thgeructure defines thelata fields by
field name, field type, and visual arrangement.
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‘Afield name. A text field. The Category field.

\base: RESTE. GIjB Data Item
Re:itaurant ’!_
m [ | Category | ' H
Address | ]
Meoals Food Quality Caost
Breakfast. [] Lunch 0 Excellent )| Expensive
Dinner [0 Brunch 0 Good (3| Moderate
All Night () Fair | Inexpensive
[C| Sserves Liguor [0 Goed for| Kids | Vegetarian Menu
No .e |
|
| N N I T T N N T I K ]
Check boxes. The Note field. A group box. Option buttons.

A Database Structure

Field Types for Database Structures

Field Type Description

Text Provides a box for text. The box will holithes more
characters than its length shows (at least 10). For more
space, add more than one text field.

Number For numeric data.

Date or Time For date or time data using any punctuation
as delimiters. Dates and times must match
the format used for the system date and time
(set in the Setup utility). For time, the
number must represent hours and minutes.
For example, the input.Z0 means 1 hour 30
minutes, not 1.3 hours.

Label For descriptive text without a box. Provides a label
for each record. It has no data.

Group boxFor visual grouping of the fields inside it. Option
buttonsmustappear inside a group box. If
the group box is too small, you can increase
its size.
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Option button  To indicate one choice from a set of choices.
The option set must appear in a group box.
Option buttons in the same group box are
mutually exclusive.

Check boxTo indicate yes/no (on/off) choices. Check boxes can
be grouped together into a group box for
appearance, but each one must be checked or
unchecked independently of the others.

Category For categorizing records. You can create a data
subset based on a category of records. Limit:
one Category field per database. The
Category field is a special drop-down list
box that is editable. The same category
choices (up to 32) are available from all
records of the same database. You cannot
add category choices while defining the
database.

Note For adding notes in a large field with text-editing
features. Limit: one Note field per database
structure.

Defining a new database structure

To add and define the new fields:

In the Database application, press (D] (File Define-New-Database).
You see the Add Field dialog box:

Field name :

g:'lel]::(tTgpc {2 Group box Add
Numb ti butt

S pae S Seen o
Ti Cat

Stamet O

Type in the name for a data field. A field name can have up to 20 characters.
Names are not case-sensitive, and they ignore non-alphanumeric characters
and leading digits. The & character has a special meaning explained later.
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Tab to the Field type group box and select the type of field.

To add another field, press (F2). All fields will appear on one screen (page)
initially, eventually overlying one another. You can move the fields apart at
any time.

You can have up to four pages per database structure. To access the next page

press (v}
When done adding fields, press (F10]. If one field disappears under another

one, just press until the hidden field is highlighted. Use arrow keys to

move it.

To move or size a database field:

Keys Description

(a), (v], »), (4] Moves the current (highlighted) field
up, down, right, left. To move to a previous
or following page, use CUT and PASTE.

arrow Moves the current field by finer increments.
(CTRL)+(»], [CTRL]+(«] Adjusts the width of the current

field. You can also adjust the height of Group
boxes and Note fields.

CUT and[FN] PASTE For moving the current field to
another page. (Use PG UP or PG DN before
pasting.) Option buttons or Check boxes
inside a Group box can move with the group
box.

To add a group box with option buttons (or check box es):

Option buttonsnustexist inside a group box.

Add the group box first.

Add the option buttons (or check boxes). They automatically appear inside the
group box. You can move check boxes out.

To hold more than three buttons, enlarge the group box. Otherwise, additional
buttons overlie the bottom button.

Add any additional option buttons. Highlight any overlapping buttons—one at
a time—and move them apart.

To give a field a shortcut key:
You can always select a field in a database structure by tabbing
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to it. You can also createshortcut key (as part of the
database definition) to select a field quickly in an open record.
Include an ampersand when you define the field name. The
letter it precedes will be underlined. For instance, specifying a
field name ag:I"am= makes the field name appear-&sn=.

Its shortcut iALT]+(N].

You cannot use the characters F, E, V, S, O, Q, H; they are already used
by the system.

To use the shortcut, simultaneously priess)+underlined
letter.

You can use the same shortcut key on different pages of the
database.

To edit or delete a field in the Define New Database
screen:

Key Label Description

PEEES To change the name or the type of the current
field. You can change the type only if you
have not yet saved this field in the database
structure(by saving it with a file name).

To delete the current field. Also deletes any data
associated with this field.

Caution

If you delete a field from a database structure, this will also delete any
Smart Clip definition or Subset definition that contained this field.

To save and name the new database:
Press to save the database structure. Or press (No) to cancel

the new database structure.
Name the new database. The default file extension is .GDB (for General Data
Base). You do not need to type in the extension.
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Current directory. Parent directory (C:\).

]
Save Fillz As [EEEIY |

Directoru: C:_DAT
Files Directories

RESIR.GDE ] H
WINE.GDB i)

All of the files in the current directory ending in .GDB.

PresqFio] when done.

This displays the list for the newly defined database. Since there are no records
yet, the list is empty except for some column headers. You can now enter

data into this database using (Add).

Example: Defining a Database for aWine Collection. Define a
database structure like this and name it WINE.GDB.

Datahase: HINE. GDB Modify Database(1/4) B1/19/94 18:19 am

Variety | | Vintage [ |
Winery | | Cost [ ]
Qtu [ ] Tupe

Not.es ® Red

W White

#® Blush

W Sparkling

| _Help | fAdd | Size | Edit B [Delete] | [ Cancel] Done |

Keys Description
® Opens the Database application.
(MENU] (F) (D) Starts the Define New Database procedure with an Add Field dialog box.

Wine Collection(ALT)+ (1) Adds the label “Wine Collection”. PressifigNTER] is the same as pressifig].

Variety [ALT)+(T) (ENTER Adds a text field for the afiety.
Winery O] Adds a Winery text field and moves it over to align with the previous are the same as
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F10].

(F2) Vintage (ALT)+(U) Adds a Vintage number field.

.. W@ Moves Vintage field to right of Variety field.
(2] Cost(Fi0) Adds a Cost number field.

[ Moves Cost field to right of Wery.

(F2) Qty (O] Adds and aligns a Qty number field.

Notes [ALT}+(N] CRO+(E]... ) (&) [CRO+(¥)... Adds, narrows, moves, and deepens a Notes note field.

(F2) Type (ALT)+(B] (ENTER Adds a Type group box.
Red(ALT)+(0] Adds a Red option button.
White Blush Sparkling(Fi0) Adds other option buttons and displays the database structure. The last two buttons overlie

each other, making them illegible.

™ Moves last option button down.
=) Backtabs to highlight the Type group box.
([CRO+(Y]... Enlages Type box to hold all buttons.
F10 Saves new structure definition.
wine Names this database file WINE.GDB in the current directory. Displays the new, empty database list, ready for
data entry.

EECEEEATII T A11 Database Itens 03/09/94 12:06 pm
_Varietw =" W

Varietu

(a-8)>

Helyp Add Hote Find Clip Subset : Sort |Columns Open

Once you have entered wines into the list, the data card will
display specifics on the current (highlighted) wine.

Modifying a database definition

Follow these instructions to edit the definition of a database
structure that has already been saved and named. The data set
(if any) is not affected by a change to the name or position of a
field.
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To edit the database structure:

Display the database list of the file you want to edit. If the file is not currently
displayed, use (Open) to display it. Type in or select the database file
name and press (F10].

Do notopen a record or display a database structure.

Press (File Modify-Database).

Use the same techniques you used while defining the new
database structure. When done, pfess to save the modified
structure, or presgsc] to cancel the modifications.

Key Label Description

| Add | Adds a new field.

| Size | Size mode. Pressing arrow keys now
changes the size of the current field.
Shortcut:(CTrRL]+arrow key. Press

PTESZEI to cancel Size mode.

| Edit | To rename the current fielskfore it's
saved
Deletes the current field.

arrow keys anf<>] arrow keys Moves the current field,
unless Size mode is on.

Note

In order to protect any existing data, you cannot edit the field type once
it has been saved in a database structure.

To restore the original database structure:

Select{mMENU] Edit Undo before doing another operation. You
can also undo an undo operation.

To duplicate a database structure:

This duplicates a database definition without its data. Do this if
you want an identical or similar database definition for a new
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set of data.

If the database you want to copy is not currently displayed, use (Open) to
display it.

Press (File New).
Name the new database file and press (F10).

The new database is now ready for you to modify or enter data.

Modifying the data card

The data card that shows up in your database list screen
contains information from the record of the highlighted entry.
When you create your database, the first 10 fields you add are
by default put into the data card definition. Information from
these fields will appear in the data card. You can change the
data card definition, and you can altogether remove the data
card from the list screen.

To customize the information on the data card:

The data card is simply a Smart Clip of the information on a
data record. You can edit the existing definition of the data card
Smart Clip usingrs] (Clip) from the database list screen. Note
in the data card definition that - and = are formatting
commands that render thin and thick lines. For more
information on editing Smart Clips, see chapter 1.

To remove the data card from the database list
screen:

Display the database list. Prgssc] or (Fi0], if necessary.

Press (View) to see the View commands.
The default state of the Show-DataCard option is on (checked). Press (D) to

uncheck the box and remove the card from the list.

To restore the data card to the database list,
(D) (View Show-DataCard) to recheck the option.
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Searching a database

You search a database you create just like you search a Phone
Book database: scroll through the database(lst, (v]) or
look through sequential data recorflifEE 00,

P For specific searches, ugseed-locate or
PEETERN, as explained earlier in this chapter.

Sorting data lists

By default, your database (including Phone Book) records are
sorted in the list in order by the top left field of the record
(which is the leftmost column). You can change:

Which field to use for sorting. The choice of field determines
whether the sorting method is alphabetical (Text field),
numerical (Number field), or chronological (Date and Time
fields).

Whether to sort in ascending (the usual) or descending order.
Whether to have second and third sorting fields to break sorting
ties (such as for two phone records named Dave Johnson).

To change the sorting method:

This affects just the current list (or the current subset of a list).
Display the list.
Press (Sort).
Select the first sorting field. Use (v] to highlight your choice. Use +(v] to
view the whole list.
To change the order (ascending/descending), tab to the check box and press

(SPACEBAR).
If you wish, tab to and specify second and third sorting fields.

Press when done. Or press to cancel the information.

Example: Types of Sorting in the Phone Book.  If the sorting field
is a Name field, sorting occurs alphabetically. Ascending
means from A to Z, so Aardvark appears before Zebu in the
list. If the sorting field is a number field, sorting occurs
numerically. Ascending means from lower to higher, so 2000
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appears before 2026. Only numbers in number fields can be
sorted numerically. If the sorting field is a date or time field,
sorting occurs chronologically. Ascending means from earlier
to later, so 6/1/1993 appears before 6/1/1994.

Rearranging the columns in data lists

You can customize the appearance of a database (including
Phone Book) list by altering how many columns are displayed,
how wide they are, and which data fields the columns
represent. For instance, you could change the appearance of a
phone list from this:

Arrange Columns

Name [ Business [ Home |
Blascow, Stan (812) 555-80987 (812) 555-6543
Evett, Eric 7AB-1111 701-0008
Gilhert, Jean 800-1234 800-4321

Grouch, Oscar
Gruc, Andy

Megowan., Pat
Rou, Diana

Kaser, Ewverett

Wechsler, Susan

(8A0) 123-4567
(416) 700-7634

Harding, John W. 700-8811
Johnson, Bill 00-2127

(286) 555-5676
(212) 555-8761
555-@8987
800-5457

(800) 123-1234
(416) 555-7634
710-0000
700-1272
(206) 555-0123
(212) 555-8866
(311) 555-6543
800-0000

Helyp Add Delete Edit MHidth— | Hidth+ | +Hove MHove-+ Cancel Done

to this:

HName

Grouch, Oscar
Gruc, Andy

Johnson, Bill

Megowan, Pat
Rou, Diana

Helyp Add

Kaser, Ewverett

Wechsler, Susan

Alarm Control
CTW

Global Software

Harding., John Musix

Data Wizard
Features, Inc.
HitchenSink Co.
Writesimple

[ Company [ Business
Blascow, Stan Hyper-Pack (812) 555-0987
Evett, Eric PIM Pro 700-1111
Gilbhert, Jean 800-1234

(80@) 123-4567
(416) 700-7634
700-0811
700-2127
(286) 555-5676
(212) 555-8761
555-@987

Plarnming Managemen 800-5457

MHidth— | Hidth+ | +Hove

To rearrange the columns in a list:

MHove-+ Cancel Done

This affects just the current list (or the current subset of a list).

Display the list.

Press (Columns).

Highlight (arrow to) the column you want to alter or move.
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Use the function keys described below.
Press to save the rearrangement. Or press to cancel it.

Function Keys for Rearranging Columns ( [EREHETEN)
Key Label Description

PECERN  Adds a specified column to the right of the
current column.

Deletes the highlighted column. Leaves a blank
column on the right side.

Changes the highlighted column to the one you
specify (by field name).

Narrows the highlighted column.

Widens the highlighted column.

Swaps positions with the column on the left.
Swaps positions with the column on the right.

Note

Rearranging the columns affects the appearance of the list only. It does
not affect the actual data in the records.

Defining subsets of a database

ThelEEEEEEN function displays a specified subset of your
Database. You define the subset by filling out a database
template according to the field contents you want to select for.
For example, you could define a subset of the wine database
that selects and displays only the white wines.

Note
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Defining subsets does not affect the original, complete list of records.
The function does not create new or separate databases. It
defines and displays a subset of the current database. Subsets have
names, but they are not separate files.

Displaying existing subsets

To display an existing subset:
While displaying a database list, press (Subset).
Highlight the desired subset name and press (F10).

To display the complete database list again:
While displaying the database list, press (Subset).

Highlight “All (Database, Phone Book, etc.) ltems” in the list
of subset choices and prgss].

Defining a new subset

To define a subset:

You can define up to 16 subsets.

While displaying the database list, press (Subset).

Press (Define). The Define Subset screen displays a copy of the current
database structure.

Fill in one or more fields with the contents you want to select for.

Press (Fi0).
Type a name for the new subset and press (F10). This displays the subset list

with the new name highlighted. If you do not type in a name, then the new
subset is named “Unnamed Subset”. However, the next unnamed subset
will overwrite (replace) the previous one.

Press (F10). This displays the new subset (whose name appears in the title bar).

Using Check Boxes and Option Buttons in a Subset Definition

By default, check boxes in the Define Subset screen are
dimmed. This means they ateutral; that is, either status
(checked or not) in a record will qualify for the subset. Use
to cycle through selected, not selected, or neutral
(shaded).

By default, option buttons are not on. This means they are
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neutral; that is, either status (on or off) in a record will
qualify for the subset. To specify that an option buthwst
be offto qualify for the subset, you must use an SSL
statement. Sekdvanced subset selectitater in this
chapter.

If a check box is checked or an option button is on, then a

record that matches this status will qualify for the subset.

To set an option button in a subset definition:

Tab and/or arrow to the option button you want and press the
This is different from the usual way of setting an
option button by arrowing.

You cannot turn on more than one option button.

Example: Defining a Database Subset. Define a subset of the

restaurant database (RESTR.GDB) that displays only

restaurants that are open all night. Save this subset under the
name “All-Night Places.” To define this subset, check the All

Night check box in the Meals group box.

Keys Description

Opens the Database. If RESTR.GDB is not

displayed, do the next step:

restr(rio] Displays the built in restaurant database

(though the list is empty if you haven't added
data records).

Opens the Define Subset screen, which is

identical to the database structure.

(ALT)+(T) Highlights the All Night check box and turns it

on. The other check boxes remain dimmed
(neutral).
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Define Subset

Restaurant | i

Phone | !  Categorwu | H
Address | i
eals Food Qualituy Cost
Breakfast ) Excellent {1 Expensive
Dinner 1 Good {7 Moderate
’VE [Hll Night] ’70 Fair ’VO Inexpensive
Serves Liguor Good for HKids egetarian Menu
Note |

Helyp |General Cancel OE

All-Night Places(Fi0) Names this subset “All-Night
Places.”

F10 Displays this subset.

(a) Selects and displays the complete database list
again (“All Database Items”).

Using the category field

Information in the Category field of a record is often used to
define a subset. For example, the Phone Book has two built-in
(predefined) categories in the Category field: “Business” and
“Personal”. You could specify one of these categories in each
record to distinguish between business and personal Phone
Book records.

The Category field is a list box that is editable and allows
multiple selectiond~or instance, you can compose the multiple
category “Business;SW Club;Local”. The list box maintains a
list of all possible categories used in other records; you select
from the list (or add to it) the category choices you want for
each individual record, if any.

To use a Category list box:

To open a category list box, tab to it (or press]+(G) and

press(v].
To make a selection from the choices given, highlight the

choice and presspPACEBAR]. The choice will be added to the
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text box. A semicolon separates multiple selections in the
text box.

To remove a selection, highlight the choice and press
again.

To close a category list box, pre8sT])+(P] or (ESC).

Define Subset

Name H

Business | H Home !
Alternate i Fax

Title H i Category Personal
Company ; [ Business
Addressl

Address2 | |

City ! State ! 1 Zip |
Note

An Open Category Box

|
Note

Each database structure can have one Category field. Each Category
field can have up to 32 category choices or 255 characters (no more
than 128 characters per choice).

To edit a category list box:

To add a category choice to the list, close the list box and type
the new entry.
To delete a category choice from the list, highlight it and press

(oF0).

To de-select a category choice, highlight it in the list and press
(SPACEBAR].

Example: Using the Category Field to Define Subsets. Create a
personal phone list and a business phone list by defining two
subsets based on the Category field in each Phone Book record.
For a record to appear in one of these lists, it must contain
“Personal” or “Business” in its Category field. If a record

belongs irboth categories, then select (pr¢ssaCeBAR]) both
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categories.

The subset definitior =N BEEFERTEN) for the

personal phone list would look like this:

Define Subset
Name |

|

Phone: Business | | Home |

Alternate | | Fax | |
Title | | Category [Personal H
Company | Q?si?ess
Addressl
Address2
City | | State | [ Zip | |
Not.e

Define Subset Screen for a Personal Phone List

Name this subset “Personal” and a corresponding one “Busi-
ness”.

When you want to display one of these subsets, press
PESTEEN, highlight the subset name, and pr@ss). To
display the original list again, select the subset named Al
Phone Book Items.

Using multiple criteria in a subset definition

To define a subset with multiple criteria:

You can make a subset definition more sophisticated by filling
out more than one field and/or by including more than one
possible entry in a field. In the Define Subset screen,

If you want more than one field searched to compile the subset, then fill in as
many fields as you want. The subset will include only records for which all

the specified fields qualify.
If you want to specify more than one possible match for a field, then separate
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those possible matches with a comma. (A logical OR.)

If you want a subset to exclude a certain field entry, then precede that entry by
a hyphen. (A logical NOT.)

If you want to specify a range of numbers, precede a number by <, >, =, <=,
>=, or <> (not equal to).

If you want to specify a criterion that could appear in any field, precede it with
*, For example, entering *Enalizh in the Restaurant field will select for
“English” in any field in the record.

Field Selection Criteria \ Define Subset Screen
Definition in Field
Values That Qualify

empty Any value in this field.
value If this field contains the given value.
* value If any field contains the given value.
value value If this field containseither of the given values.
value:value If this field containdoth of the given values.
- value If this field doesnot contain the given value.
= value If this field exactlymatches the given value, with no extra characters. For
example,=red will not matchr=d and gresn or red;gresn.
< value
<= value
» value
#= value
< value If this field has one of these unequal relations with

the given value.

Example: Defining a Subset with Multiple Criteria. ~ The subset
definition below will display a subset of the restaurant
database. The subset will comprise restaurants in Paris that
serve Algerian or Moroccan food of excellent quality.
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Define Subset

Restaurant | i

Phone | Category Algerian, Moroccan H

Address Paris

als Food Qualituy Cost

Breakfast Lunch @ Excellent {1 Expensive

Dinner Brunch 1 Good {7 Moderate

All Night () Fair 3 Inexpensive

Serves Liguor 4 Good for Kids Vegetarian Menu
Note |

Subset Definition with Multiple Criteria

Editing or deleting subset definitions

To edit or rename a subset definition:

While displaying the database list, press (Subset).
Highlight the desired subset.

Press (Edit) or (Rename).
Make the changes and press when done.
Press again. This displays the edited subset.

To delete a subset definition:

While displaying the database list, press (Subset).
Highlight the subset you want to delete.

Press (Delete OK).

To restore a subset definition you have just deleted (or edited),
escape the subset list, then se[eeiu] Edit Undo. Use undo
before doing another operation.

Advanced subset selection

The[eE:EE 220 function in the Define Subset screen)

lets you use the Subset Specification Language (SSL) to create
subset criteria as command statements that are are too complex
for the Define Subset screen (such as comparing values in
different fields).
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General Subset Entry

S5L Statement

An SSL Statement

To see the SSL statement for a subset specification:

PresgFe (Subset Define) and fill out the template, or
press(Fe | (Subset Edit) for an existing subset definition.
Press (General) if available.

SSL syntax

SSL statements use relational operators and Boolean operators
to select records for the subset. Spaces around operators are
optional.
Relational operators
Relational operators test the relationship between two
arguments. The test usually compares a field (by its field name)
with some value, but it can also compare two fields. The test is
not case-sensitive. If the test result is true, then the record being
tested passes the filter.

Arguments for Relational Tests

ArgumentDescription

fieldname The field name must match the field name given in
the record’s template. If the field name has
any non-alphanumeric characters, the name
must be enclosed itt. You can test any field
with a relational operator except those with
check boxes and option buttons.

value There are three types of values: strings (enclosed in
"), numbers, and others (enclosed:ji).
Other-type values are times, dates, and
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application-defined data types.

If a field and a value are compared, they must be of the same

type (string, number, date, etc.).
Relational Operators
Operator Meaning Example
= Does field match exactly another field or value? Cityestor’” Home" = Business
Does fieldnot match exactly another field or valugore :0
L= Is field less than or equal to the value? Dal®/12/92 Income:= 25000
e Is field greater than or equal to the value? {Start Time>{12:00& Latitude = 0

- Is the field a member of the given set of strings? The
set is either the given values or a range of
values. A range is two values separated by ..
(includes boundary values). StatéMI”,
+OH" Zip--"97000.."97999

# Does the field contain the given value? Phone#
+(503)" Note#,.Cougar

Ifield# Does the fielahot contain the given value? City#
«Detroit"

Testing Check Boxes and Option Buttons. Although

check boxes and option buttons are not operators, their states
(on/off) can be tested to yield a Boolean result (true/false). For
exampleEnazabled tests whether the Enabled check box (for an
alarm) is checked.

Boolean operators

Boolean operators act on relational operations to negate,
extract, or combine results when filtering records to create a
subset. If a test result is true, then the record being tested passes
the filter. Boolean operators have lower precedence than rela-
tional operators.

Boolean Operators (in order of precedence)

Operator Example Selects Record If
I(NOT) IPhone#(503)" Phone field doesot contain (503).
IEnabled The alarm isot enabled.

& (AND) State='VA™ & City<="Richmond  State is VA but City is:iot Richmond
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| (OR) State£HI"|StateZ AK State is either HI or AK.

To apply an operation on a string to any field:

Use*“string" to select records containing the specified string.
For example, to select (for a subset) all phone records with the
dialing prefix 750 in any field, enter the SSL statement
SETI0Y,

Comparison of SSL and define subset screen

Define Subset screens are translated internally to SSL
statements for interpretation of the subset criteria. The
following table compares the two methods of subset definition:
using the Define Subset screen and usinGiE= -1k

function (SSL statement) to define some subset criteria in the
Category field. (SSL statements may include parentheses to

clarify order of operation.)
Examples Comparing Define Subset and SSL\in Definitions for the
Category Field

Define Subset SSL Statement Selects Record If:

red,green Category#‘red" | Category#“green” Category field contain$ or ,.ar==n" or both
-red |Category#‘red” Category field doemt contain red

-red,green ! Category#“red” | Category#“green” Category field containsnor doesiot containt-=d.
red & green Category#“red" & Category#‘green” Category field contains battandgreen.
=red,green Category¥ed' | Category#‘green” Category field matches exaoctly or containsyreen.
*xred, x green * “red" | * “green” Any field contains =d or gr=en or both.

SSL examples

This SSL statement defines a Phone Book subset for all Massa-
chusetts phone numbers and all phone numbers without area
codes:

This SSL statement defines a Phone Book subset for all West
Coast business clients:

State—:"CA" ,"0ORY,"Wa","BC"™ & Categqory®"Business" &
Category® Client™
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This SSL statement defines a Phone Book subset for all
suppliers in major western Oregon cities:
Category="supplier” & State®"0OR"

& City—>"Partland”,"Salem™ ,"Eugene™ " Medfard”

Limits while using the Phone Book and
Database

Maximum number of records (items) in a Phone Book file:
limited by available disk space. Theoretical maximum: about
5,000.

Maximum number of data characters per text figieks the
visible length, or at least 10.
Maximum number of data characters in a Note: 32 KB (about 30 screens).
Maximum number of choices in a Category field: 32 (or 255 total
characters, with no more than 128 characters per choice).
Maximum number of fields per database structure: 99 (fewer if long fields).
Maximum number of pages in a database structure: 4.
Maximum number of subsets in a database: 16.

Phone Book and Database function keys
Function Keys for Define-New-Database and Modify-Database

Key Label Description
PEEERN Opens a dialog box to define a new database field.

PEEETE Turns Size mode on. Pressifwg), (»], (4], and

(v] now enlarges or diminishes the current
field. Shortcut:CTrL]+arrow key.

PTESZEI Turns Size mode off. Pressing arrow keys now
moves the current field.

PEEEEA Opens a dialog box to edit the current field.
Deletes the current field.

Function Keys for the Phone and Data Lists
Key Label Description
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PEEERN Opens a template to add a new Database record.

PEEIN Displays the full-screen Note for the highlighted
item, if the current database has a Note field

PRI Searches for the specified character string (letters
or other characters).

PEEETSI To copy predefined fields (a Smart Clip) from a
database to the Clipboard. Also to define
new Smart Clips and to edit the data card.
See chapter 1. Smart Clip definitions are also
used in Custom Style printing.

PEREERTN To display and/or define a specified subset of the
data list.

PELEEZ9 Specifies how to sort the records for the list.

[N Specifies how many columns appear in a list, how
wide they are, and which fields they display.

PEEERI To open a different Database file.

Function Keys for a Phone and Data Record
(an Item)

Key Label Description
PEEERN Opens a structure to define a new Database record.
Displays the full-screen notié the database
structure has a Note field
PRI Searches for the specified character string (letters
or other characters).

GRS To copy predefined fields (a Smart Clip) from a
database to the Clipboard. Also to define
new Smart Clips.

S Displays the previous record.
Displays the next record.
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Function Keys for Defining Subsets and Smart Clips
Key Label Description
PEEETEN To define a new subset or Smart Clip.

PEESEREN To rename the highlighted subset or Smart Clip
definition.

PEEETN To edit the highlighted subset or Smart Clip
definition.

PSRN To delete the highlighted subset or Smart Clip
definition.
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5
World Time

Presqg..] (7] to start World Time. World Time is a database
of cities, including information about
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Local time and Daylight Savings Time.

Location on a map, with latitude and longitude.
Telephone dialing prefixes.

You can also create your own list of cities, called Custom
Cities.

City lists

— You define this. If this is ?7: 2?7, define the local city.
WorldTime : WORLD All Cities L\  01,/18,94 6] WM
Local City

L— Greenwich United Kingdom 6:26 pm |
All Cities

Aarhus Denmark ?7:26 pm|
Abadan Iran 9:56 pm
Abidjan Ivory Coast, R. of 6:26 pm
Abu Dhabi United Arab Emirates 10:26 pm
Acapulco Mexico Vi 12:26 pm
Accra Ghana 6:26 pm
fAiddis Ababa Ethioria 9:26 pm
Adelaide Australia # + 4:56 am
Aden Yemen A.R. 9:26 pm
Bl Helr | A4A4 Note Find Clip Subset [+Local [Convertl Custom Map
Current city. —  (a] and (w) move the highlight bar. (ENTER] opens the record.

List of All Cities ( IESERN)
Symbol Meaning
% Daylight Savings Time is on.
+ Time is tomorrow.
- Time is yesterday.
City is also in Custom Cities list.

u O

Note is included.

To open a city’s record:

In a city list, highlight a city (usgv] or (a], or simply start
typing the city’s name) and pre@TeRr].
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WorldTime: WORLD City Al 18,94 E:48 pm

Citu [ Country Denmark
Int’'l Access Citu Prefix 4

Category ROM H Time
%ou;s

Location ‘

[¥] Custom List

System @ Qniversal‘

1 Yes

(Daglight ]

@® Automat a8 ’VLat.:i.t.uge "t Longitude i
ﬂoteg
_m Hote Find Cliw Preu Hext | Locate M Cancel | Done :
A built-in city. Press to see the previous or next city record.

A City Record

To look up a city (speed-locate):

Display a city list. Press or [F10), if necessary.

Start typing the name of the city. The list scrolls as you type, highlighting the
first matching city.

Press when done, or arrow to the city you want.

The speed-locate operates as it does in the Database and the

Phone Book.
Specifying your local city

Your local city is the reference point for the World Time

application.

Example: Specifying the Local City. ~ Select Chicago as your local

city. Substitute a city in your time zone, if you like.

Keys: Description:

Starts World Time. If the All Cities list isn’t
displayed, presBlESERN ((F9)) to see it.

chi Highlights Chicago. The list scrolls as you type,
highlighting the first matching city.

Selects Chicago as the local city and updates the
system time to the time in Chicago.
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The first time you set your local city, its time is set from the
palmtop’s clock setting, called tBgstem time. If you change
the local city to a city in another time zone, you'll be asked if
you want the system time automatically changed to reflect the
difference in time zones. If you respomgk, remember that
alarms and appointments will come due based on the time in
the new local city.

Adding a city to World Time

Since the All Cities list does not include every location in the
world, you can add other cities to the list.

To add a city:
In World Time, press (Add).

City
Citu H i Country |
Int'l Access Citu Prefix | [ Custom List
Category H Time Offset From
Hours 10 Sustem O Qniversal‘

O Yes > No
@® Automatic [l

. Locat
’VLat.:i.t.uge !

(Daglight Savings

ﬁ Longitudeé

Note :

| _Help | Hdd | Note | Find QW Clip | Prev | Next ]lLocate ] Cancel]| Done ]

Fill in the fields. Use or +letter to move among fields.
City and Country.
International Prefix. Optional. The international telephone access code
for dialing out of this city.
City Prefix. Optional. Telephone dialing prefixes to reach this country and
city.

Custom List. Check this box (pregSPACEBAR]) to include

this city in the Custom Cities list, as well as the All Cities list.
Category. Optional. Includes a list of any categories used for other cities.
You can enter a new category or press (v] to see the full list and select an
existing category. You can categorize the cities in any way you want, and
use this information later to view a subset of cities. The category “ROM”
means that that city belongs to the original All Cities list.
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Time Offset From. Number of hours difference between this city’s time
and either the current palmtop time (“System”) or Greenwich Mean Time
(“Universal”). If the offset is positive, then the city’s time is later than
System or Universal time; if the offset is negative, then the time is earlier.
The time offset is for standard time only, not daylight savings time.
Daylight Savings. Can be set to be always on (Yes), always off (No), or to
automatically switch. The Automatic schedules available are for North
America, Southern Hemisphere, and Europe.

Location. Optional. The easiest way to fill this in is to use the
function ((78)). Use the arrow keys to pinpoint the city’s location, then
press (F10). The values shown are degrees and decimal fractions thereof,
not degrees and minutes.

Note. The Note field provides a large field for any additional

information. PressiniliEI=E0M displays a full-screen note.
Press when done. Or press to cancel the information.

Tips

If you are adding a series of records, press(justinstead of
between records. This saves the current remaadd
opens a new template.

The fields can hold more than the window displays. Hseks
or («] to view long fields.

If you don’t know a new city’s time offset, then look up a city
of the same time zone in the All Cities list and note its time
difference from Universal time.

The Category field is useful for categorization and viewing

subsets. For example, you could indicate here the official
language, and later display a list of Spanish-speaking locales.

Editing or deleting a city

To edit (change) a city:

Display a city list: if necessary, press (Custom or All).
Highlight the city you want to edit.

Press to open the record.
Edit the fields. Use or +underlined letter to move among fields.

To clear a field, highlight it and pre§seL].

Page 110



To restore a field’s previous contents, prEss].
Press to save your changes. Or press to cancel them.

To delete a city:

Deleted cities are removed from both All Cities and Custom
Cities lists.
Highlight a city and pres®tL].

If the city belongs to the original version of the All Cities list,
the original version is restored. Original records in ROM
cannot be deleted.

If the city is one you added, it is completely deleted.

You can select multiple cities (us®AcCEBAR]and delete them
all at once.

To restore the just-deleted cities, prégs\u] (Edit

undo).

Creating your own city list (custom cities)

The Custom Cities list allows you to define your own list of
cities. You can compile this list by checkmarking cities in the
All Cities list or by checking the Custom List box in a city’s
record.

To put a city in the Custom Cities list:

Display the All Cities list (press if necessary).

Highlight the city you want to put in the Custom Cities list.

Press (+). This places a checkmark after the name, indicating that this city is
now in the Custom Cities list, as well.

Adlbuquerque, MM USA O 1219 pm

Presqr9) (Custom) to display your Custom Cities List.

To remove a city from the Custom Cities list, highlight the city
and press$-J.

Using the map

To see a city on the map:
In a city list, highlight the city.
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Press (Map).
To open the city’s record, press [ENTER].

The current list. Location of Aarhus.

HWoxr1dTime: WORLD All Cities 01/18/94 7:16 pm
v =

Aarhus Denmark i: 8:16 pm
L L Help Add Note Find Clip Subset | +Local IConvertll Custom| List
Pressing (¥) or (a) changes cities.

Pinpointing a City on a Map ( [IEEEEN)

To display a list again, pre§sio] again.
Converting times across time zones

Time conversions let you pick any time in a city and find out
the corresponding time elsewhere. For instance, you can find
out what time it is here when it is 5:00 p.m. in Barcelona.
Actually, you can see what time itirsany citywhen it is 5:00
p.m. in Barcelona.

To specify a time in a city and temporarily convert the time for all

other cities:

Select the city: either highlight it in a city list or display it on the map.

Press (Convert).

Type in the time as hours.minutes. A period serves as well as a colon. In the
12-hour time format, typing = indicates a.m., [ p.m.
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Time Conversion
Enter a time for the citu below
to see what the corresponding
times are around the world.

City : Barcelona

Press (F10). This displays the corresponding times in your local city and in all
other cities. A + before the time means the time is tomorrow, while a -
means the time is yesterday.

Press to return to the normal display (current times).

About the settings for daylight savings time

The three daylight savings time (DST) settings are:

Yes: For locations that are always on DST. Also for cities that
are currently on DST, but will go off it on an irregular
schedule. You then change the setting yourself.

No: For locations that do not use DST. Also for cities that are
currently off DST, but will go onto it on an irregular
schedule. You then change the setting yourself.

Automatic: For locations that go onto and off of DST on a
regular schedule. These schedules are provided:

Northern: The schedule used in most of North America
(first Sunday in April to last Sunday in October).

Southern: The schedule used in most of the southern
hemisphere (last Sunday in October to first Sunday in
March).

European: The schedule used in most of Europe (last

Sunday in March to Last Sunday in September).
None: The same as No DST,

Note

For convenience’ sake, some countries have an Automatic DST setting
even if their schedule does not exactly match the defined one.
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To change the DST setting (a shortcut):

If you want to change the DST setting for several cities, it is

faster to use this shortcut than to change the city’s record.

Display a city list and highlight the city.

Press to change the setting. cycles through the three settings: Yes ('),
No (M), and Automatic (&).

Repeat for the next city. The change is made to the city’s record, and so it
affects both city lists (All Cities and Custom Cities).

Using subsets of the city list

Using lIEEEEEN, you can display subset of the All Cities

list that meets any criteria you specify. For example, you could
display just those cities in a certain country, or just those cities
that don't use daylight savings time.

For instructions on using the Subset feature, see chapter 4 or
the online Help.

Example:To Define the Subset: All Cities in Mexico. Create a

subset that displays all the cities in Mexico.

Press (Subset) (Define). Fill in just the Country field, leaving all other
fields neutral. “Neutral” means that any status will qualify for the subset.
The dimmed Custom List check box is neutral.

Define Subset

City | | Country [FRTTN |
Int’']l Access :| City Prefix :|
Category | H ~Time Offset From
Daylight Savinas Hours [ |® System() Universal
O Yes O No rLocation
() Automatic None R | Latitude [ | Longitude [ |

Not.e

Help |General Cancel OR

The Subset Definition: Cities in Mexico
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Press (F10), name the subset Mexico, then view it: Mexico (F10).

Name of subset.

Mexico
Local City
Greenwich United Kingdom 8:06 pm
Mexico
Acapulco Mexico 2: 06 pm
Campeche Mexico 2:06 pm
Cancun Mexico 2:06 pm
Ciudad Victoria Mexico 2:06 pm
Dur ango Mexico 2:06 pm
Ensenada Mexico 12: 06 pm
GuadalaJjara Mexico 2:06 pm
Hermosillo Mexico 1:06 pm
La Pa= Mexico 1:06 pm

The List of Cities in Mexico

To display the All Cities list again, press [F9).

Copying or moving information

You can use the Clipboard functions to copy and move
information within World Time, as well as to and from other
applications. You can also use Smart OBNEETN) to
copy formatted information quickly fropredefined fieldsn
the current application to another location. The clipping
features are described in chapter 1.

Limits while using World Time

Maximum number of cities in a list: limited by available RAM
disk space. Theoretical maximum: about 5,000. (All Cities list
has about 480 cities to begin with.)

The association of some cities with certain countries is
currently in flux, such as in eastern Europe and the former
Soviet Union. The countries given here were correct at the
time of this writing, but could change. You can edit a city’s
record if its country changes.

The latitude and longitude values are accurate to one-third of a
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degree. The values are given with decimal fractions of a
degree.
Maximum characters in a Note: 32 KB (about 30 screens).

World Time function keys

Function Keys for a City List or Map

Key Label Description

PEEERN Opens a template to define a new city.

PEEI Displays the full-screen Note for the highlighted
city.

PRI Searches for the specified character string (letters
or other characters).

PGEEETSI To copy predefined fields (a Smart Clip) from
World Time to the Clipboard. Also to define
new Smart Clips. Smart Clip definitions are
also used in Custom Style printing. See

chapter 1.
PEFSEEN To display and/or define a specified subset of the
city list.

PESTEEERN Sets the highlighted city as the local city.
N2l Converts times across time zones.
PEEEI Displays the Custom Cities list. (Toggles with

EESYIN )
Displays the All Cities list. (Toggles with
| Custo__§
PTETS Displays the map if a list is visible. (Toggles with
|_List _§
Displays the current list if the map is visible.
(Toggles wit {IIETNEN.)
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Function Keys for a City Record (an Item)

Key Label Description

Note

Clip

Next
Locate

Opens a template to define a new city.
Displays the full-screen note field for this
record.

Searches for the specified character string
(letters or other characters).

To copy predefined fields (a Smart Clip) from
World Time to the Clipboard. Also to define
new Smart Clips.

Displays the previous city’s record.

Displays the next city’s record.

Pinpoints the location of the current city on
the map. Moving the cross hairs changes the
latitude and longitude specified for the
current city.
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6
The Stopwatch

Presg3.. ] to start the Stopwatch application, which has a
stopwatch, countdown timer, and alarm clock.

+

| ] Stopmatch, Timer, [Alarm Clock 81/15/94  4:28 pm
Stopwat.ch Q:00: 0.0
Timer Message [ Repeat
Time Remaining D:00: 0.
Alarm [ ] O Alarm 1n
——— -Stopmatcl 7 imex- —A 1 axrm—|
_m Start Reset Start On/0f £

JF

The Stopwatch, Countdown Timer, and Alarm Clock

To use the Stopwatch:

Press to reset the time to zero, if necessary.
Press to start time counting.
Press to stop counting. Press again to restart.

If the stopwatch reaches 24 hours, it resets to zero and
continues.

To use the Countdown Timer:

In the Timer field, enter the number of minutes (or hours : minutes) to count
down.

Optional: tab to the Message field and change the message to be displayed
when the countdown reaches zero.
Ifyou want the Timer to continue repeating the countdown until you stop it,

tab to the Repeat check box and press [SPACEBAR].
Press to start the countdown.
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Press to stop the countdown, if necessary.

Press or to erase the message at the end of the countdown.

The countdown either stops at zero (the default) or continues
counting negatively, depending on the settingvaiNu] Timer
Stop-Timer-at-Zero.

To cause the Countdown Timer to count past zero
(negative time):

Presg{MENU] (z). This removes the checkmark next to the
Stop-Timer-at-Zero command.

Repeat these steps to check the setting, causing the Timer to
stop counting at zero.

To stop the Countdown Timer at any time:
Press (Fs).

Press to reset the Timer’s countdown time as specified. This does not start
the countdown.

To use the Alarm Clock:

Press + (A] and enter the clock time for the alarm.
Press to set the alarm. This checks the Alarm On check box.

When the alarm goes off, press any key to stop the alarm.
To cancel an alarm that is set, pr@ss]. This removes the
check from the Alarm On check box.
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7
The Memo Editor

PresqE] to start the Memo Editor. Each memo you create is a
separate file.

Memo filename. Status bar.  Ruler. Cursor position.

Memo: ESSAY.DOC 81116 94 11 83 am
FORMATTED| LINE: 12
5

2 4 E
I. L-Phase: Surviving Design bu Committee

One of the most formidable tasks that a design engineer must

undertake is that of "product desion by committee. Under

the best of circumstances, this means of analusis can take

the concept of creativitu to new heights of experience;

under other circumstances, it can lend new understanding to

the saying, "It was the best of times, it was the worst of
imes.

II. Things You Should Aveoid During Presentations

Public presentations offer a unique opportunitu for avoiding
pitfalls such as commitments and schedules.
Help Bold [Underln| Find Fnd&Rep| PrtFld |[Promote| Demote Open Save

The Memo Editor is a text editor with these formatting
features:

Automatic word wrapping at the ends of lines.

Bold, underline, and normal typefaces.

Different font sizes for the display.

Settings for tabs, margins, and display spacing.

Insert mode (inserts text) and Replace mode (writes over text).
Outline (hierarchical) numbering available.

Formatted and unformatted (ASCII) file status.

Creating a memo
Each memo you create is a separate file.

To start a new memo:
Press (B] to start the Memo Editor.

If the screen shows no text, you can start typing immediately. You will name
the memo later when you save it.

If another memo is already displayed, press (N]. The File New

command automatically closes any open file first, prompting you to save it,
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if necessary.
Write your memo text.

Editing a Memo

Keys Description
INS Toggles between Insert mode and Replace

(type-over) mode for text entry.
(CTRL)+(FN] INS Inserts a line.
(CTRL]+ Deletes a line.
(CTRL)+(ENTER] Breaks to a new line, even in Replace mode.

Moving Around a Memo
Keys Description
PG UP,
PG DN  Moves backward or forward
in memo by one screenful.

HOME,
END Moves to beginning or end of
line.

(CTRL]+(«], [CTRL]+[»] Moves backward or forward one
word.

(CTRL)+(FN] HOME, [CTRL]+(FN] END Moves to beginning

or end of memo.
TAB Moves cursor to next tab stop.

To “stamp” the current date or time in a memo:

PresqFN] DATE or TIME. This inserts the current date or
current time at the position of the cursor.

Date and time stamping are different from date and time print
fields. Print fields insert codes into the memo that are
interpreted only during printing.
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Saving memo files

Any changes to a memo file are not saved on the RAM disk
until you complete the save procedure.

To save a memo:

Press when the memo is done or you want to save what you’ve written so
far.

If the memo is new and has no name yet, you’ll be prompted to name it: Type a
new file name of up to 8 characters and press (ENTER]. The Memo Editor
automatically appends .DOC to the file name. To enter a name without a
file extension, include a final period after the name.

If you want to save the file in a different directory or drive than
the current one, type the full path name in the box, such as
A\BUDGET\NEWMEMO.

To back up a memo onto a memory card:

This copies the current memo file to a memory card in drive A,
the plug-in slot.

Open the memo file you want to back up.

Press (File Save-As).

Specify a new or existing file on drive A (&:"filename) for the backup copy.

Press (F10].
Saving memos as ASCII text files

Memo Editor files are one of two types:

Formatted. The file contains all the formatting information of
the Memo Editor’s features: margins, headers, typeface,
outlining, and so on.

ASCII (Unformatted). An ASCII file is just characters

(letters, numbers, spacel)has no formattingother than line

breaks (made by pressifigyTeR]). The margins are

automatically set at 9 and 72.

A new file is ASCII until you enter some formatting

information.

If you want to create or edit a file for use in another program

(whether a palmtop application or not), you should save it as an
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ASCII (unformatted) filePrograms other than the Memo
Editor cannot read a Memo-Editor-formatted fifeor instance,
if you wanted to transfer a memo from the palmtop to a PC
with WordPerfect, you should transfer it as an ASCI| file.

To save a memo file as an ASCII file:

When you want to save or convert a memo file to ASCII, you
can either change the file from formatted to ASCII (same file
name), or create an ASCII copy of the formatted file (new file

name).
Press (B] to start the Memo Editor.

Open the file you want to convert.

Press (File Save-As).

Accept the given file name (to alter the current file) or type a new one (to
make an ASCII copy). (This does not affect the memo you see on the
screen, it affects the version saved on disk.)

Check the ASCII check box ( ).
Press to save the new format (or to cancel it).

Tips

To make it easy for you to distinguish formatted and ASCII
files by their file names, you could change the file name
extension for each ASCII file from .DOC (the default for a
Memo Editor file) to something else, such as .TXT. The
Memo Editor can detect the status of a file regardless of its
extension.

The Save As dialog box also appears the first time you save a
file, since you must give a new file a name. The ASCII
check box appears unchecked if the file has any formatting
information in it; otherwise it appears checked.

A shortcut for(MENU] File Save-As i§<{] (F10].
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Settings for saving memo files

To turn auto-saving on or off:

Auto-saving automatically saves the current state of the
current memo every few minutes.

In the Memo Editor, press @ (Options Setup).
Press the to check or clear the Auto-save check box.

If you’re turning auto-saving on, tab to the Frequency box and enter the
number of minutes between auto-saves.

Press when done.

To change the default memo file name extension:

In the Memo Editor, pregsieNu] (O] (s] (Options Setup).

Tab to the Default File Extension box and enter the new file name extension to
replace .DOC as the default when you save and open files.
Press when done.

Password protection for memos

You can set or change a password for a memo by pressing
(w]. Password protection for a memo takes effect
the first time the memo is saved after the password has been
set. Note that when you copy a file, its password (if any) is
copied, too. Password protected files can be deleted, but a
forgotten password cannot be removed from a file.

Formatting a memo

To start boldface, underlined, or bold underlined text
in a memo:

Press (boldface), (underlining), or (F3)(bold underlining) to start
the new typeface.

Type the text you want in that typeface.
Press to stop boldface, to stop underlining, or to stop bold

underlining.
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To change the typeface of existing text:

Highlight the text you want to change by simultaneously pressing and an
arrow key.

Press for boldface and/or for underlining.

To set headers and footers:
Press (H). Use to move among the fields.

Enter the text for the header and/or footer you want.

ress (or to cancel).

To set the margins:

The space for the left margin does not appear in the display,
though it is shown on the ruler. The left margin does appear on
the printed page. This setting applies to the current file only.

Press (Format Margins).
Fill in the fields.

Left sets the number of columns (or characters) of
indentation from the left side of a page.
Right sets the last available column on the right side of the
page.
3. Presgrio] when done. (Ofesc] to cancel the settings.)

To set or delete a tab stop:
Press 1.

Use the left and right arrow keys to position the vertical bar to the location for
a tab stop.
Press to set the tab or to delete it.

To insert a page break (for printing):

Press m.
Highlight Page break and press [Fi0).

To add page numbers (for printing):

If you want the page numbers to appear in a header or footer on

each page, pre$siENU] (Format Header/Footer).

Press (PrntFld).
Select “Page number field” and press (Fi0). The code -F 4 appears. This is
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converted to the actual page number during printing.
If you need to close the Header/Footer dialog box, press (Fi0].

To add date and time fields (for printing):

If you want the date or time field to appear in a header or footer on each page,

press (Format Header/Footer).
Press (PrntFld).

Select “Date field” or “Time field” and press (F10). The code p['4TE4 or
k- TIFIE4 appears. This is converted to the date or time at the time of
printing.

If you need to close the Header/Footer dialog box, press (Fi0].

Editing or reading a memo

To open an existing memo:

Press ©-
Type its file name and press (ENTER). The File Open command automatically
closes any open file, prompting you to save it if necessary.

To re-open one of the last two memos opened:

PresqE] to start the Memo Editor.
Press (or @

To delete a block of text:

Hold down and press an arrow key until all the text you want to delete is
highlighted.

Press (DEL).
You can also use CUT as described in the following procedure.

To CUT, COPY, PASTE:

The Clipboard holds text that has been “cut” (erased) or copied
so that it can be “pasted” back in. The Clipboard keys are
shown in purple on the keyboard (for instance, you [fregs

then(.] to execute a cut).
Select the text of interest by highlighting it: place the cursor at the beginning of
the text region, then simultaneously hold down and press an arrow

key until the text you want is highlighted.
Press COPY (to copy) or CUT (to delete or to move text). Both COPY

Page 126



and CUT move the highlighted text into the Clipboard buffer.
If you want to copy or move the text, move the cursor to the new location to
insert the text.

Press PASTE to copy the selected text into place.

If you CUT something by mistake, press)) PASTE to
restore it.

To save editing changes:

PresqFio](Save).

To cancel editing changes:

If you are using the Auto-save option, only the changes since

the last auto-save can be canceled (not saved).
Press (Q] to quit the Memo Editor. A dialog box will ask whether you'd

like to save the changes to the current file.

Press (No).
Copying or deleting information

Smart clip: copying multiple fields from records

Smart Clip uses the Clipboard to copy information quickly

from the current application to another one. For example, you
might want to copy a name and phone number from the Phone
Book into a memo. For more information, see also chapter 1.

To clip information from another application into a memo:

Start the application you want to copy from.

Select the records (highlight and press ) whose information you want
to clip. To select or de-select all records in the current list, press

(A).
Press to display the Smart Clip list.
Highlight the Smart Clip you want and press [F10].
Open the memo you want to copy to.
Place the cursor where you want the information to be copied.

Press PASTE.

Example: Clipping Appointment Information into a Memo.
Suppose you are writing a memo and would like to include
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information about an appointment. You can use Smart Clip to
quickly copy that information into your memo. Note that in the
Appointment Book, you can clip only one record at a time.

Leave the memo and the Memo Editor open.
Press and open the appointment record you want (highlight it in the list,

press ).
Press (Clip) and select the Smart Clip for “All Fields, No Notes”. Press

when done.

Press (8], position the cursor where you want to insert the information, and

press PASTE.

Deleting, copying, or inserting memos

To delete a memo file:

Use the Filer application to delete files.

Press (o] to start the Filer.
Highlight the file to delete. If it is not in the display, you might need to open its
directory first: highlight the name of the directory and press [ENTER].

Press (D). Press to confirm.

To rename a file, use the Filer application’s File Rename
command.

To copy a memo file:

PresqE] to open the Memo Editor.

Open the memo to copy, if it is not already displayed.

Press (File Save-As).

Type the new file name for the copy in the Save File As box.
Press to create the copy (or to cancel).

To insert another file into a memo:

Insert only other memo (.DOC) or ASCII files into a memo.

Press (] to open the Memo Editor.
Open the memo that will receive the insertion.

Press (1) (File Insert).

Enter the name of the file you want to insert into the current memo.

Press to insert the file.
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Searching a memo file

To find any piece of text in a memo:

With a memo open, press (Find) and fill out the dialog box.

Press (Next) to search forward or press (Previous) to search backward
from the current position.

To repeat the search, pr¢gs) (F4).

To find and replace any piece of text:

From the beginning of a memo, pr¢ss) (Fnd&Rep) and fill

out the dialog box.
Press (FindNxt). This starts the search from the current position.

To replace the found text, press] (Replace).
To leave the found text unchanged, prges (FindNxt).
To automatically replace all text that matches, press (Rep All).

To go to (move the cursor to) a specific line in a
memo:

With a memo open, pre$siENU (Search Goto-Line-
Number).
Type in the line number and press [F10].

You can find the line number of the cursor’s current position in
the status line (upper right).

Options for displaying the memo

To change the size of the characters in the display:

PresqrN] ZOOM (or usgmeNU] View Character-Size). This
cycles through three different display sizes:
40 columns by 16 lines (biggest print).

64 columns by 18 lines (default).
80 columns by 25 lines (smallest print).

To change the spacing between lines in the display:

PresgMENU] (z) (View Character-Size).
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Press to select the Display Line Spacing box.
Enter a number, 1 through 9. This sets the number of pixels between lines. A
pixel is one dot on the screen.

Press (or to cancel).
This setting does not affect printing.

To display or hide the ruler:

The ruler marks column numbers, margins, and tab settings.

Presg{MENU] (R] (View Ruler). This toggles the ruler on
and off.

Status bar.

Memo has been modified since last saved. Cursor position.

Hemo : ‘ E
[MODI FIED] BOLDESUNDER] ICAPSEEITNSERT | FORMATTED
1 2 3 4 5

Column numeration (x10).  Tab setting. ‘

To display or hide the status bar information:

The status bar tells you whether the current file has been
MODIFIED since last saved, has BOLDface and/or
UNDERIining on, has capitalization on (CAPS), is in INSERT
or REPLACE mode, or has formatting codes or not
(FORMATTED or ASCII). It also shows the line and column
position of the cursor.

PresqMENU] (View Status). This toggles the status bar
on and off.

To display or hide control characters:

When turned on, this displays carriage-return and tab
characters.

PresqMENU] (View Ctrl-Characters). This is a toggle
setting.
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Using outline-style numbering

Outline numbering creates text entries set off by indentation
and hierarchical numbering. This can include indented text that
Is notnumbered.

When outlining is active, it does this:

Each time you pregsnTeR], another number or letter
automatically appears in the proper sequence at the left
margin or after an indentation.

You can change tHevel of numbering using Promotér())

and Demote(fs]). Demoting makes an item subordinate and

promoting makes an item superior to the one above it.

Up to seven levels of hierarchy.

I. gheuﬁninﬂl Eingdon
. ertebrates
i. Reptiles <— Higher levels.
2. Mammals
a. Primates
i) Lemuroidea
ii) Anthropoidea
a) Platurrhini
b g?t3?rhinjth 1dl
ircopithecidae
2) Pongidae <—— Lower levels.
b. Carnivores
i) Creodonta
ii) Fissipedia
al) Aelluroidea
b) Arctoidea
Help Bold |[Underln| Find Fnd&Rep| PrtFld |Promote| Demote Open EETE

Outlined Text with Roman Numerals

‘Numbered heading. Unnumbered text.
l‘
1. Basic Operation

The basic operations are described below.

1 Dotk e Tam e B

The most basic of all operations is the transfer of
information from one register to another.

1.2. Memory Read/Write
This operation initiates a transfer between the memory
and the memory buffer.

1.3. Bit Testing
There must be a wau to test one bhit in a register and
alter the sequence of control.

2. Target Lewvel
Help Bold [Underlin| Find Fnd&Rep| PrtFld |Promote| Demote Open Save

Outlined Text with Decimal Numeration

Starting outline (Hierarchical) numbering
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First choose the numbering type:

This affects the current memo only. It affects the entire memo,
including existing text that is above the cursor’s position.
Press (O] (Format Outline).

Arrow to highlight Decimal or Roman numeral.
If you want to adjust the indentation, press and enter a number of
character spaces (1-5).

Press (Fi0).

Then use Promote or Demote to start numbering:

Promote and Demote affect the numbering of the current line,
whether the line has text already or not.

Press to start numbering on the current unnumbered line.
If the line has no text yet, enter your text.
Press at the end of the entry. Another number (the next one in

sequence) appears. To remove a final number without text, press (a] or (v).

To create a sub-topic (subordinate entry) and
increase indentation:

Presqrs] (Demote). This “demotes” the numbering level of
the current line, such as froml.to A.or 1.1to 1.1.1.

To create a super-topic (superior entry) and decrease
indentation:

Presqr7] (Promote). This “promotes” the numbering level of
the current line, such as from I.B. to Il. or from 1.1.2 to 1.2.

To enter text without numbering:

PresqFs] until there is no beginning number.

PressingFs] again moves the unnumbered text back out to the
margin. Once you have entered unnumbered, unindented text
like this, the next promotion or demotistarts a new outline
(level 1. or 1.).
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To stop outline numbering and indentation:

Simply presgrs] (or (7)) until numbering and indentation are
gone, leaving the line flush against the left margin.

This affects the current line and future text, but not previous
text.

Editing existing outlined text

To remove numbering from a subtopic:

Place the cursor on the line in question, and gressuntil the
numbering disappears.
If you want the text flush left, press again.

To promote or demote existing text:

Promoting raises the outline level of the current line, while
demoting lowers it.

Place the cursor on the line to change.

Press (Promote) or (Demote).

Printing a memo

There are three paths to take for printing memos:

Print to Printer: You can print a memo using a printer
connected to the palmtop.

Print to Printer with Connectivity Pack: You can print a
memo from a PC that has the Connectivity Pack installed.
(Copy the memo file from the palmtop to the PC, then print
the file to the PC’s printer using the Connectivity Pack
Memo Editor.)

Print to File: You can print a memo from another computer

that doesiot have the Connectivity Pack by printing to a file

and transferring it with Datacomm.

About printing to a printer

Printing to a printer requires that a serial printer is properly
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connected to the palmtop, and that both the printer and the
palmtop are properly configured. You configure the printer
settings for the palmtop via the Setup utilifg.(] MENU

(0] (P)). Chapter 28 should help you set up most printers.
About printing to a file

Printing to a file creates a print file that contains control codes
that the printer (the one specified in the Setup utility) can
interpret. To copy this file to another computer, use one of the
file-transfer protocols given in the Datacomm application
((&..] (€))- You can then print out this memo file by copying
the binary file to a printer.

To print a memo from the palmtop:

Press (] to start the Memo Editor.
Open the file you want to print ([F9)).

Press (P) (File Print).
Highlight either the Printer or the File option button in the Print-to box.

Press to print.

Setting up printing information

PresqMENU] (P) (] (File Print Setup) to specify:

How much printing should appear on a page.
Starting and/or ending the print-out with special information
(initialization and termination strings).

Maximum number of printed lines per page.
You can change this for shorter or longer sheets.

Page Length (in lines) [=HzM|

Top Margin (in lines)
Bottom Margin (in lines)

F[ Initialization String | ]

Termination String [ ]

|
Printer-control sequences to set up or end the printing job.
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Field: Meaning:Page LengthSpecifies the lines of printable area on the
paper. For paper 8% x 11 inches: The default page length (60) is
appropriate for sheet-fed printers (such as HP Laserjet and HP
Deskjet types), as well as for fanfold-paper printers set to skip the
paper’s perforations. Other fanfold-paper printers require a page-
length setting of 66 lines. See the printer’s manual for more
information.Top MarginSpecifies the number of blank lines to
leave above the printed text. Default is zero lines for sheet-fed
printers (like HP Laserjet and HP Deskjet) because the page length
setting already takes top and bottom margins into account. Many
fanfold-paper printers need a top margin setting of three.Bottom
MarginSpecifies the number of blank lines to leave below the
printed text. Default is zero lines for sheet-fed printers (like HP
Laserjet and HP Deskjet) because the page length setting already
takes top and bottom margins into account. Many fanfold-paper
printers need a bottom margin setting of three.Initialization
StringSpecifies optional printer-control sequences (up to 128
characters) before the print-out begins. An initialization code
might set landscape mode or select a certain font set. The exact
codes and meanings depend on the printer. Termination
StringSpecifies optional printer-control sequences (up to 128
characters) after the print-out ends. A termination code might set a
form-feed to occur at the end of the print-out or reset portrait mode
(for the next print-out). The exact codes and meanings depend on

the printer.

To enter a control code on the palmtop:

Type (\) nnn, wherennnis a three-digit control code. For
example, the control code for ESC is typed as \027.
Refer to your printer’s owner’s manual for information on
which control codes are available and what they do.

Memo Editor function keys

Key Label Description
PRI Starts/stops boldface; makes selected text bold.

FEEETSE Starts/stops underlining; makes selected text
underlined.

PRI Searches for the specified text.
Searches for the specified text and replaces it as
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specified.

IF542 W To mark the spot where a page break, page
number, current time, or current date should
be inserted during printing.

Raises the hierarchical numbering one level for the
current line.

Lowers the hierarchical numbering one level for
the current line. Use also to eliminate
numbering.

PEEEI Asks for the name of a memo file to open.

PEESZE Saves the current memo file.
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8
The Note Taker

The Note Taker lets you create, save in a list, search, and edit
short notes. Use the Memo Editor to create or edit larger
memos, but use the Note Taker when you want to jot down
brief notes and keep them in a list for quick and easy access.
Since the notes are organized as items in a list rather than as
separate files, they are easy to scan, sort, search, and organize.
Presqg..] to start the Note Taker.

Current item. Size of each note in bytes. Data card for the current note.

[NoteTdRer:NOTES i

All Notes A1-13/,95 5:35
fa! ! 2

Titl Size

FDead | ines 64

FGift | ideas 130

FProJjects, home 291 )gg Buried treasure theme,
FProJjects, uard 148 & scavenger hunt in the backuyard
FShopping list 225

Charades

Pifiata

(3/6)

_———
Helv» | Add | Note | Find B Cliv |Subsetl § ‘ . IColumnsB Oven |

The third of six total entries.

The Note List

To open a note record:

In the note list, highlight an item and prgssTer] or

(Note). displays the Full Screen Note.)

Presqre] (Prev) or(F7) (Next) to see other notes.

The text of the note can fill more than one screen. To see more
text in the Note field or Full Screen Note, préss) PG DN or

PG UP.
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Creating a note
Each note can be up to 32 KB long (about 30 screens).
To add a new note:

In the Note Taker, pregs2] (Add).
Fill in the fields. Use to move among fields.
Title. Identifies the note in the note list.
The main, unlabeled field is for your text.
Category. Includes a list of any categories used for notes. You can enter a
new category or press to see the list and select an existing category.
This field can have up to 32 category choices or 255 characters (no
more than 128 characters per choice). You can categorize the records to
view subsets of notes just like you would view subsets of phone records
or cities from the World Time city list.

Press when done, or press to add another note. This saves the note
automatically. (Or press to not save the note.)

Note B1-13-95 5:35 am

Buried treasure theme, scavenger hunt in the backuard

Charades
Pifiata
Balloon volleyball

Buckaroo Bob

Helyp Add Hote Find Clip Prev Hext Cancel Done

Full screen note (more text space).

Adding a Note Record

To “stamp” the current time or date in a note:

PresqFN] DATE or TIME. This inserts the current date or
current time at the position of the cursor.

To save a note as an ASCII (unformatted text) file:

Highlight the note in the note list, or open the note record.
Press (Note Save-As).
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Enter the file name. There is no default file extension.

Press to save the file, or press to cancel.

Editing or deleting notes

To edit (change) a note:

Display the note list.
Highlight the item you want to edit.

Press or (Note) to open the note’s record.
Edit the Title, Category, or Note.

To clear the Title or Category, highlight it and pr@sa ].
To restore the previous Title or Category, pi&ss).
Press to save your changes, or press to cancel them.

To copy or move note information:

You can use the Clipboard functions to copy and move
information within the Note Taker, as well as to and from other
applications.

You can use Smart Clip to copy formatted information quickly
from predefined fieldén one application to another location.

For example, you might want to copy a name and phone
number from the Phone Book into a n@@EEET-I provides
predefined choices of fields to copy, and lets you define others
yourself. The predefined Smart Clip from the Note Taker is
“All Fields”.

The Clipboard and Smart Clip are covered in chapter 1.

To copy a complete note record:

Display the note list and highlight the note you want to copy.
Press COPY.

Press PASTE. The new note is sorted with the other notes.

To insert an ASCI| text file into a note:

In the Note Taker, open the note you want to add to.
Press (Note) to display the Full Screen Note.
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Position the cursor where you want to insert the text.

Press (Insert).
Specify the file name. It must be an ASCII text file.

Press (Fi0).

To clear (erase) the text of a note:

Highlight the note in the list or open its record.
Press (Note) to display the Full Screen Note.
Press (Clear) to erase the Note field.

To delete a note:

Display the note list.
Highlight the note to delete.

If you want to delete several notes, select each note by

highlighting it and then pressirgrPACEBAR].
Press (DEL).

To restore the last deleted or edited note:

PresqMENU] (Edit Undo) before doing another

operation.

To erase all notes:
Display the note list.

Press (Edit Select-All).
Press (F10).

This deletes all the records from the current Note Taker file.

Changing the data card

The data card that shows up in your list of notes screen
contains information from the record of the highlighted note.
You can turn on (the default) or off the data card so that it is or
is not displayed from the list screen. You can also redefine what
the data card contains.

To remove the data card from the notes list:
Display the notes list. Pre§ssc] or [Fi0], if necessary.
Press (View) to see the View commands.

Page 140



The default state of the Show-DataCard option is on (checked). Press (D] to
uncheck the box and remove the card from the list.

To restore the data card to the notes list, (D)

(View Show-DataCard) to recheck the option.

To customize the data card definition:

The data card is simply a Smart Clip of the information on a

note record. You can edit the definition of the data card Smart

Clip using(Ffs5] (Clip) from the notes list. (Note in the data card

definition that - and = are formatting commands that render

thin and thick lines.) For more information on editing Smart

Clips, see chapter 1.

Searching the Note Taker

To look up a note (speed-locate):

Display the note list.

Start typing the title of the note.

Press when done, or arrow to the title you want.

The speed-locate operates as it does in the Database and the
Phone Book.

To find any piece of text in the notes:
From the note list or record, press] (Find).

Fill in the box with the characters or text to search for. Optional: Select the
check boxes (press to change) for the options you want.
Press to search forward from the beginning of the list.

Or presgF4) (Next) to search forward from the current
(highlighted) position.

Or press (Previous) to search backward from the current position

To repeat the search, pr¢ss) (F4).

If you want to search through only the titles or categories of the
notes (and not the bodies of the notes), you can speed up a
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search byot checking Include Notes for the search.

Using multiple Note Taker files

You can create more than one Note Taker file, thereby creating
more than one notes list in this application. File

New or[MENU] File Copy to create a new Note Taker file. Use
File Merge to merge another Note Taker file into the
current one.

Using subsets of the Note Taker

TheJEEEEEEN function displays a specified subset of your
note list. You determine the subset by filling out the Title,
Category, and/or Note fields according to the contents you want
to select for. For example, you could display the titles of just
those notes in the Category “Children”, or just those notes that
mention “computer.” To define and view subsets of the note

list, follow the instructions undddefining subsets of a
databasechapter 6.

Limits while using the Note Taker

Maximum number of notes (items) in Note Taker (one file):

limited by available RAM disk space. Theoretical maximum:

about 5,000.

All the notes are part of one file. However, you can create more
than one Note Taker file if you wish.

Maximum length of a note: 32 KB characters (about 30

screens).

Note Taker function keys

Function Keys for the Note List
Key Label Description

PEEERN Opens a template to write a new note.
PEERN Displays Full Screen Note for highlighted item.
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PRI Searches for the specified character string (letters
or other characters).

To copy predefined fields (a Smart Clip) from the
Note Taker to the Clipboard. Also to define
new Smart Clips and to edit the data card.
See chapter 1. Smart Clip definitions are also
used in Custom Style printing.

To display and/or define a specified subset of the
note list.

Specifies how to sort the notes for the list.

Specifies how many columns appear in a list, how
wide they are, and which fields they display.

To open a different Note Taker file.

Function Keys for a Note Record (an Item)

Key Label Description

PEEERN Opens a template to write a new note.

Displays the Full Screen Note.

PRI Searches for the specified character string (letters
or other characters).

To copy predefined fields (a Smart Clip) from the
Note Taker to the Clipboard. Also to define
new Smart Clips.

IEEES Displays the previous note.

Displays the next note.

Function Keys for the Full Screen Note
Key Label Description

Saves the current note in the specified ASCII text
file.
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Copies the specified ASCII text file into the
current note at the position of the cursor.

Erases the Note field.
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9
Pocket Quicken Basics

If you haven't started Pocket Quicken yet, turn to chapter 4 in
the Quick Start Guideind follow the instructions there. Then
read the material here as necessary.

This chapter covers the concepts fundamental to Pocket Quik-
ken: files, accounts, categories, groups, transactions, and the
register. If these Quicken terms aren’t familiar, you should read
the next few pages to gain an understanding of how Pocket
Quicken data is organized. Also, at the end of this chapter is a
section about sharing Pocket Quicken data with a desktop
version of Quicken.

About files and accounts

Quicken data is kept in files. Within a file, you create one or
moreaccounts to store different types of transactions.
Accounts can be cash, credit card, or bank/check (savings or
checking).

The initial file created when you start Pocket Quicken is called
QDATA.PDT. (All Pocket Quicken files have a .PDT
extension.)

Most users need only one file for their data, but may use
several accounts within that file. For example, within one file
you might have separate accounts for your checks, your cash, a
company credit card, and a personal credit card.

You canpassword protect a Pocket Quicken file by

following the instructions on on chapter 1.

To set up an additional account:
If you followed the instructions in chapter 4 of QQaick Start
Guide you should have set up a Pocket Quicken account.
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In Pocket Quicken press (Lists Account) to see the list of
accounts.

Press (Add) to see the Add Account screen.

Fill in the Add Account screen, pressing after each entry. Press
(Help) if you need a description of the fields— then returns you to
where you were.

When you’re finished, press (Save).

Add Account 3

N i
Desc |
Cancel I

@ Bank./Check
{3 Credit Card

ficcount Tupe
’V 3 Cash

Balance (optional)

as of

Adding an Account

To display the list of accounts:

There are two lists of accounts that you can display:
PresqEsc) until you reach the main list of accounts, which is
your Pocket Quicken Home Base screen. You can do most
tasks starting from here.

PresqcTrL]+(A] to display a list of accounts in the current
Pocket Quicken data file.

To select another account to use:

The account selected becomes the current account for
transactions.

Press +(A)
Use (a) and (v] to highlight the account you want to use and press [ENTER].

To edit information about an account:

You can change the name of a Pocket Quicken account and its

description.
Press + (A] Highlight the account you want to edit and press (Edit).

Change the information as desired, pressing after each entry.
When you’re finished, press (Save).
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To delete an account:

Deleting an account permanently removes all of that account’s
records from your fileOnce you delete an account there is no
way to recover itWhen you delete an account, Pocket Quicken
also deletes the account name from the category field of any
transfer transactions.

Press until you reach the Pocket Quicken Home Base screen (the list of

accounts).
Highlight the account you want to delete.

Press (DEL).

Respond to the warning by selecting whether you want other accounts’ transfer
references to this account to be removed from the other accounts or not.

Press (Delete) to complete the deletion or (Cancel).

To trim your data file:

You can “trim” the current Quicken data file to remove old
transactions. This doesn’t reduce the file size, but it does make
room for new transactions to be added without increasing the
file size. Before you trim a file, you might want to use the Filer
to make a backup copy of the file.

Press until you reach the Pocket Quicken Home Base screen (the list of

accounts).

Press (File Trim).

Enter a date before which transactions will be removed.
Uncheck the relevant check box if you do not want to keep uncleared
transactions before the set date.

When you’re finished filling in the screen, press (OK).

To set up additional files:

Most people need only one Pocket Quicken file. However, you
may want to set up additional files to keep, for example, your
personal finances separate from your business finances; or, you

may want to keep a separate file for each year’s accounts.
Press until your reach the Pocket Quicken Home Base screen (the list of
accounts).

Press (File New).
Fill in the Create New File screen, pressing after each entry.
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Don't give the file name an extension; Pocket Quicken
automatically gives the file a .PDT extension.
Presg(f1] if you need Help.
When you’re finished, press to create the file.
A newly created Pocket Quicken file becomes the current file.
You will need to set up accounts in it before you can add
transactions.

To choose another file:

When you start Pocket Quicken, it opens the last file you used.
Press until your reach the Pocket Quicken Home Base screen (the list of
accounts).

Press (O] (File Open) to open another Pocket Quicken file. For

more information on file commands, see Using file commands in chapter 1.

About categories and groups

Pocket Quicken offers you two independent ways to organize
your transactions: using categories and using groups.

— Category field.
|i beket Ouicken: ODATA.PDT Add Transaction 83/11/94 3:36 pm
Date Account
Pauee iChecking |
Amount
Category
 Trip :
Memo i
Ending Balance: 0.00
Hely Add Splits Reset Prev Hext Uoid Cancel Save

—— Group field.

Add Transaction Screen

Screen dump of entry screen with a callout pointing out the
category and group fields.
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What'’s a category?

A category tells you how you got your income (salary,

dividends, bonus, etc.) or where you spent your money (auto,

food, charity, etc.). Categories enable you to combine similar

transactions in reports. For example, you could get a report of

all your charitable gifts for last year.

Pocket Quicken provides you with predefined categories when
you create your data file.

All accounts in a file share the same set of categories.

Categories can have subcategories, such as Fuel, Loan, and
Service under the Auto expense category (Auto:Fuel,
Auto:Loan, Auto:Service).

You can add and delete categories from the list, and you can

demote categories to subcategories and promote subcategories

to categories.

You assign categories to transactions as you fill in the Add

Transaction screen. That process is covered in detail later in

this chapter in the sectid&ntering transactions

To display the category list:

PresqMENU] (Lists Category); or, as a shortcut, press
[RO+@.

To add a new category or subcategory to the list:

PresqMENU] (Lists Category) to display the category

list.

Press (Add) and fill in the fields. Press if you need Help.

When you’re finished, press (Save).

You can also add a category or subcategory on the fly when
you're entering a transaction. Simply type a new category hame
in the category field, pregsNTer], and respond to the prompt.
For a subcategory, type the category name, a colon, and then
the new subcategory name. The new category is added to the
list.
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To change a category or subcategory:

When you edit a category or subcategory, you can change its
name, description, or type. Change the Category Type field to
promote a subcategory to a category (income or expense),
demote a category to a subcategory of another category, or
move a subcategory to be under another category.

Press (Lists Category) to display the category list.
Highlight the category you want to change.

Press (Edit) and make your changes.
When you’re finished, press (Save).

To delete a category or subcategory from the list:

When you delete a category, it is erased from the category field
of any transactions to which it was assigned. When you delete a
subcategory, its name is erased from the category list, but any
transactions to which it was assigned are reassigned to its
parent category.

Before a category with subcategories can be deleted, you must
promote the subcategories or move them to another category.

Press (Lists Category) to display the category list.
Highlight the category you want to delete.

Press (Delete).

To merge two categories:

Merge two categories by making the category you don’t want
into a subcategory of the other category. Then, delete the
subcategory. That way all its transactions are automatically
reassigned to the parent category. See the previous procedures
for changing categories and deleting categories.

What’s a group?

Groups are independent of categories; you use groups to sepa-
rate transactions by trip, client, project, or class. For example,
you could assign all transactions on a business trip to a trip
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named Phoenix, and then generate an expense report for that
trip. Or, you might assign transactions for food, auto, hotel, etc.
to a particular client so that you could later get a report of all
you spent on that client.

If you're familiar with a desktop version of Quicken, you'll
notice that group is analogous to class. In fact, if you exchange
data between Pocket Quicken and a desktop version of Quik-
ken, the group and class lists are merged.

In Pocket Quicken you can change the group field title among
Trip (the default)Project, Client, orClass (a general

group). Also, the groups you set up can have subgroups for
further refining reports.

To change the group field title:

Pres{MENU] (O] (Options Group) to see the Group

Preferences screen.

Select a title for the field from the Group Name list.

Optional: Check the Auto Fill box if you want Pocket Quicken to enter a group
name automatically in each transaction. If you check this box, press
and type the group name you want to use.

When you’re finished, press (Save).

Now, whenever you enter a transaction, the group field will

have the title you specified, and, optionally, the group you

specified will be entered as the default group automatically.
To display the group list:

PresqMENU] (Lists Group), or, as a shortcut, press
[CRI+[O-

To add groups and subgroups to the list:

PresqMENU] (Lists Group) to display the group list.
Press (Add) and fill in the fields. Press ifyou need Help.

When you’re finished, press (Save).

You can also add a group or subgroup when you're entering a
transaction. Simply type a new group name in the group field,
press(ENTER], and respond to the prompt. For a subgroup, type
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the group name, a colon, and the new subgroup name. The new
group is added to the list.

Use the group field for expense reporting

One of the most useful features of Pocket Quicken is the ability
to track travel and entertainment expenses and then print them
in a report. The group field enables you to make this happen.
Here are some hints for effectively using the group field to
track travel and entertainment expenses:

Set the group field title to best match your needs. If you track
mostly trip expenses, use Trip; if you track mostly client-
associated expenses, use Client; if you track mostly project-
related expenses, use Project. However, if you track a
mixture of expenses associated with various clients, trips,
and projects, use the more general title of Class.

Add groups to the group list that reflect the character of the
group of expenses. For example, you might create a group
named Boston for tracking expenses on a business trip to
Boston.

Use subgroups if you need to further refine your reports. For
example, say you have a group named ClientA to track all
your expenses associated with a particular client. If you
make regular trips to that client’s city, you might want to
track the expenses for each trip by using the subgroups
Tripl, Trip2, Trip3, etc. That way, you can get information
about the total money spent on ClientA as well as the money
spent on each trip you took to visit him.

Use categories as you normally would to track the type of
expenses: food, lodging, auto, etc. That way you can get
information on how much you spent on food, etc. for a
specified group.

Whenever you want a printed report for a certain trip, client,

etc., create your report using Pocket Quicken and then print it

using the Memo Editor. See chapter 11 for more details.
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Using the register

The account register is much the same as a paper check register
for a checking account. It shows date, check number, payee,

and payment or deposit amount for all transactions in the

current account.

Account name. A plus (+) sign indicates a deposit;
no sign indicates a payment.

Pocket Quicken: OQDATA.PDT Checking 83/11/94 2:46 pn

1994 Checkil Pauee Categoru/Trip C Pmt/Dep+
Balance Forward [Checking]l 1.043.00+

1.500.00+

Mucompany Bonus
100.00

X
Al’'s Auto Repair Auto:Service *
NW Electric .
Tubby’s Ice Cream I 12.95

nding Balance: 2,371.79
Help Add Zoom |Balance| | Void Accnts Edit R

A Register for a Checking Account

A quick way to search the register is to type the first letter of a
payee’s name and watch the highlight move. Keep typing the
first letter of the payee’s name until that payee is highlighted.
You use the register not only to view collective transactions in
an account, but as a convenient starting point to accomplish

many common Pocket Quicken tasks.
Tasks That Start from the Register

Task Commands or Keys
Entering a new transaction. Adg1))

Zooming in to see more entries on the screen.  Zdesm) (
Displaying the current account balance at the highlighted entry.

Balance (Fo))
Voiding the highlighted transaction. \eI[iFJ)]
Leaving the register to display the Home Base (the list of

accounts). Accntg¥9))
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Editing the highlighted transaction. Edit10])
Deleting the highlighted transaction. DEL

Entering transactions

The transaction is the heart of Pocket Quicken. Enter a
transaction whenever you move money into or out of an
account.

The add transaction screen

Presqr2] (Add) from an account register to see the Add Trans-
action screen.

Pocket Ouicken: ODATA.PDT Add Transaction 83711794 3:36 pn
Date Account
Pauce iChecking | + |
Ampunt. | Ir‘ansact.lon_ gpe
Category
Trip :
Memo |
Ending Balance: 0.00
Helyp Add Splits Reset FPreu Hext Uoid Cancel Save

Add Transaction Screen

To enter a transaction, fill in the Add Transaction screen and
then pres$rio] (Save). The palmtop beeps and returns to the
register.
Here’s a description of the fields in the Add Transaction screen:
Field: Description:
Date Enter the date of the transaction; the default is the current date. You can use
QuickKeys (shortcut keys) to fill in certain dates—for examfie,
and (-] increment the date by one day. To see a complete list of
these keys from the Add Transaction screen, dres¢Help), tab
to Date, and pres@NTER]; press(Esc] to return where you were.

Payee Enter the name of the party to whom you paid money or from whom you
received money.

Amount Enter the amount of the transaction. Don't worry about the sign of the
amount; Pocket Quicken automatically adds or subtracts the
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ChkNum

Category

Trip

Memo

Account

amount from the account based on the type of transaction—for
example, a deposit is added to the account.

Enter the transaction number (optional). For a check, enter the check
number; for a payment or invoice, enter the invoice number.

When the cursor is in this field, you can {is¢ or
(-) to change the current transaction number by one.

Enter the category to use for reports (optional). If you enter a new category,
you'll be prompted to add it to the category list.

To see the category list, pre@g). You can use this list to select a category
for the transaction by highlighting the category you want and
pressing (ENTER].

To enter a subcategory, separate it from the category with a colon—for
example, &utocFuel.

This is the group field, and Trip is the default title. S¢leat's a group?
earlier in this chapter if you want to change the group field title.
Enter the name of the group to use for reports (optional). If you
enter a new group, you'll be prompted to add it to the group list.

To see the group list, prefe]. You can use this list to select a group for the
transaction by highlighting the group you want and pressing
(ENTER)-

To enter a subgroup, separate it from the group with a colon—for example,
Fortland:\isit1.

Enter a one-line description of the transaction (optional).

Enter the account for the transaction. The current account is the default. If
you enter a new account name, you'll be prompted to create the
new account, which, once created, becomes the current account for
your transactions.

To see the list of accounts, présg. You can use this list to select an
account for the transaction by highlighting the one you want and
pressing(ENTER]. The account you select becomes the current
account.

Transaction Type Enter the transaction type, such as check or depodi]Usel(v] to

cycle through the acceptable types.

Page 155



Cleared Status  Leave the status as Not Cleared for normal transactions. This field is used
by Pocket Quicken during the reconciliation process. The only time
you should select Cleared or Reconciled is when you're entering
historical transactions that have already cleared your bank.

To add a transaction to a Pocket Quicken account:

From an account register press) (Add) and fill in the Add
Transaction screen, ressi after each entry. For
information on a field, see the above descriptions ofuge
for Help.

When you’re finished, press (Save).

To edit a transaction:

In an account register, highlight the entry you want to edit.

Press [ENTER].

Move to and edit the fields you want to change. Use to move from field to
field.

When you’re finished, press (Save), or press to cancel.

Note

Ifyou change the check number or date, the location of the transaction
in the register may also change—Pocket Quicken sorts transactions in
the register by date and then by check number.

If you want to edit only the group or category field for an
existing transaction, there is a shortcut:
In an account register, highlight the entry you want to edit.

Press +(C] to display the category list, or press + (L] to display the
group list.
Highlight the category or group you want to use and press (Use).

This shortcut enables you to easily add a category or group to a
transaction at a later, more convenient time.

To delete a transaction:

Deleting a transaction permanently removes it from the register
and file. Instead of deleting a numbered check, consider
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voiding it.
In an account register, highlight the entry you want to delete.

Press (DEL).

To void a transaction:

By voiding a check in the register rather than deleting it, you
maintain consecutively numbered check records. The word
Y010 is inserted before the payee name on the transaction and
the check is marked as cleared. A voided check remains in the
register; a deleted check does not.

In an account register, highlight the entry you want to void.

Press (Void).

Using QuickFill and QuickKeys

When entering transactions, you can QsgckFill and

QuickKeys to save you time and keystrokes.

QuickFill ' When you start typing in the Payee, Category,
Account, or Transaction-type field, Pocket
Quicken automatically fills in the field with
potential matches to what you're typing.
Keep typing until QuickFill matches the
entry you want, then pre$sas] to move to
the next field.

For a subcategory, type a colon and then start
typing the subcategory name.

You can turn QuickFill on or off (the default is on)
by pressingMENU] (O] (Q] (Options
Quickfill). If you want more information on
the QuickFill preferences, look up QuickFill
in the online Help index.

QuickKeys In some cases you can press a single key to
complete an entire field. An example is
pressing(T) in the date field to insert today’s
date. Once you're familiar with Pocket
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Quicken, look up QuickKeys in the Help
index to get more information and see a list
of available QuickKeys.

Splitting transactions

Sometimes you need to divide a transaction between multiple
categories or groups. For example, one check to a computer
store might cover a piece of hardware, some software, and
some office supplies. You can split a transaction like that to
assign portions of the total amount to different categories or
groups. You can enter up to 30 splits for a single transaction.

To split a transaction:

Fill in the Add Transaction screen for the total amount of the transaction and
then press (Splits) to see the Transaction Splits screen.

Fill in the Category, Group, Memo, and Amount for each portion of the
transaction. Use (Prev) and (Next) to move between splits.

When you’re finished entering splits, press (Done) to save the splits and
return to the Add Transaction screen.

Press (Save) to save the transaction.

To edit a split transaction:

In an account register, highlight the entry with the splits you want to edit and

press (ENTER).

Press (Splits).

Move to and edit the fields you want to change. Use (Prev) and (Next)
to move between splits, and use to move from field to field.

When you’re finished, press (Done).

Look up Transactions, Splitting in the online Help index for

more details about splitting transactions.

Transferring money between accounts

You can use account transfers to record many types of

transactions:

Movement of funds from a checking account to a savings
account.

Cash advances from your credit card to your checking account.
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Payments from your checking account to your credit card
account.

|
Note

Accounts appear at the bottom of the category list in brackets ([ | or {}).
Accounts in square brackets ([ ]) represent accounts from the current
Pocket Quicken file, and accounts in curly brackets ({}) represent
accounts from another version of Quicken that are not present in your
file. Account names are added to the category list automatically
whenever you create a new account and whenever you import data that
has transfers to accounts that don’t exist in Pocket Quicken (those
transfers are preserved within Pocket Quicken).

When you complete the transaction, Pocket Quicken
automatically creates a parallel transaction in the receiving
account. If the source transaction is a payment or decrease, the
destination transaction is a deposit or increase.

To record a transfer transaction:

Fill in the Add Transaction screen for the full amount of the transfer.
In the Category field, select the receiving account as the category:
Press (v] to display the category list.

Press END to move to the end of the list.
Highlight the account in brackets that you want to be the receiving account

and press [ENTER].
When you’re finished, press (Save) to save the transaction.
You can also split a transfer transaction between accounts. If
you assign more than one portion of the split to a single
destination account, Pocket Quicken sums those portions and
enters one transfer transaction for that destination account.

Changing your entry preferences

You can change the way a few things work during transaction
entry. See the illustration in the following procedure to see
what you can change.
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To change entry preferences:
Press (O] (E] (Options Entry).

Entry Preferences
¥illBeep when modifuing a transaction

] Confirm when moedifuing a transactien
¥l Confirm deletesvoid transaction
O Warn if transaction has no Category

1 Warn if transactien has no Trip

[ start register in swmall font

Entry Preferences

Use to move to the preference you want to change. If you need a
description of a preference, press for Help.

Press to check or uncheck it (turn it on or off).

When you’re finished making changes, press (Save).

Sharing data with desktop Quicken

If you have a desktop version of Quicken, you can merge or
synchronize a Pocket Quicken file with a desktop Quicken file.
This capability enables you to keep the same accounts on both
your palmtop and desktop computers accurate and up-to-date.
Take the palmtop on the road; and when you return, merge or
synchronize your Pocket Quicken file with your desktop Quik-
ken file.

The best way to combine data from Pocket Quicken files and
desktop Quicken files involves using the palmtop Connectivity
Pack.

Using the connectivity pack to merge or synchronize

Quicken files

The Connectivity Pack Xlate/Merge utility enables you to
syncronize, merge, or copy Quicken files between your
palmtop and desktop PCs. See the Connectivity Pack User’s
Guide for instructions.
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Importing and exporting Pocket Quicken files

If you don’t have the Connectivity Pack, you can exchange data
with desktop Quicken by using the Import and Export
commands. However, you still need a way to transfer a file
from one system to another. For instance, if you have a
memory-card drive on your PC, you can use a memory card as
the medium; or, you can connect the computers with the HP
1015A serial cable and then use Kermit or XMODEM protocol
to transfer the file.

Export Exports transactions from the current Pocket Quicken
account and saves them to a Quicken Interchange
Format (.QIF) file. A .QIF file, when imported by
another Quicken version, is converted into the
appropriate format and merged with a data file on that
other version. Use this command on a Pocket Quicken
account when you want to merge some or all of the
data with a file on a desktop version of Quicken. If you
want to export transactions from more than one Pocket
Quicken account, you must use the Export command
separately for each account.

Note
.|

Exported data must conform with the requirements of the receiving
version of Quicken. The requirements for different versions of desktop
Quicken are in the online Help index under the topic Exporting.

Import Takes a file in the Quicken Interchange Format (.QIF)
and merges the data with a Pocket Quicken (.PDT) file.
Use this command when you’ve exported data from
another system and want to merge it with your Pocket
Quicken file.

To export Pocket Quicken data from the current
account:

Press until you reach the Pocket Quicken list of accounts.
Press (File Export). Page 161
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for Help.
Press (File) and name the export file. Press for Help.



When finished, press (OK) to complete the export.

The result of this procedure is that you've created a .QIF file in
the current directory that is ready to be transferred and
imported to another version of Quicken.

To import a .QIF file into Pocket Quicken:

When you export a desktop Quicken file for importing into
Pocket Quicken, you need to create several QIF files on the
desktop version—one with only accounts and category
information, and one for each account containing only the
transactions for that account. Import the account and category
information first, then the account transactions.

Press until you reach the Pocket Quicken list of accounts.

If you’re importing a set of transactions, highlight the account you want it to go
into.

Press () (File Import).
Select the file to import and then press (OK).
Answer the displayed questions for what data to import. Press for Help.

When finished, press (Import) to merge the data in the .QIF file with the

data in the current file.
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10
Balancing your Pocket

Quicken checkbook

Pocket Quicken enables you to balance or “reconcile” your
bank statement with your Pocket Quicken account. You can
balance to the degree of accuracy that works for you. You can
track down every cent if you prefer, but Pocket Quicken
doesn't require you to balance to the penny.

The general reconciling procedure

When your bank statement arrives, follow these basic steps to
reconcile your account. If you have two or more statements that
need reconciling, start with the earliest statement and reconcile
each one individually.

If this is the first time you’ve reconciled the bank account, check to see if you
need to enter more transactions or update your opening balance. See the
following section, Balancing your account for the first time.

Start reconciling by entering information from your current bank statement.
See the section entitled Starting reconciliation.

Mark the transactions that have cleared your bank account in the Reconcile
window. See the section entitled Marking cleared transactions.

Compare the totals of cleared items in the Reconcile window with those on
your bank statement. See the section entitled Completing reconciliation.

Balancing your account for the first time

Before you can reconcile your account for the first time, you
need to do two things:

Enter all transactions into your account that have not been previously marked
as cleared. These are all transactions that have not shown up on previous
bank statements. In most cases you’ll be reminded to enter all uncleared
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transactions because the transactions appear on your bank statement when
you’re trying to reconcile. You can enter these transactions in the register as
you find them during reconciliation.

Update your Pocket Quicken opening balance to reflect the amount actually in
your account when you began using Pocket Quicken. This amount should
match the opening balance on your bank statement. You can edit the
opening balance entry in your register, or you can create an adjustment at
the end of your first reconciliation.

Example. Suppose the ending balance on the bank statement

for our checking account was $200.52 on December 31,1994.

You started using Pocket Quicken on January 12 5. You

used the ending balance from your December bank statement as

the balance foryour Pocket Quicken checking account. Then

gou entered transactions from ourr[i)aﬁ_)er check reg |ster from
anuary 1 to 12 intq Pocket Quicken. From anuary ou

entered all transactions into ocket Quicken every few day as

they occurred.

In February you receive your January 31 bank statement. You
see two checks (totaling $80) that you wrote in December had
not cleared the bank by your December statement. Now they
have cleared the bank, so they appear on the January bank
statement. You didn’t enter those checks in Pocket Quicken
because they occurred before January 1. Even though those two
checks were written before the date of your first Pocket Quik-
ken transaction, you need to enter them into the register. If you
don’t enter these uncleared transactions, Pocket Quicken will
create an adjustment entry at the end of the reconciliation to
reflect the $80 difference.

Reconciling the account

To reconcile the current account with the bank statement:
Press (Activities Reconcile).
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Taken automatically from your account. You enter the ending balance
from your bank statement.

Starting Balllhces |

Statement Opening Balance

Statement Ending Balance

Srvc Chrg | | Date! /11718984 H
Category [+ |

Interest i Date; 3-11,19934 g

Category B

If you enter service charge or interest amounts here,
those transactions will be added to the register.

The Reconcile Register Screen

Enter the ending balance from your bank statement, any service charge
information, and any interest information. Press after each entry.

When you’re finished with this screen, press (Next) to see a list of all
uncleared transactions.

Compare your bank statement list to this list—verify that the amounts are the
same and that there are no missing entries in Pocket Quicken that have
cleared the bank.

For an uncleared transaction that matches the bank statement
transaction, highlight it and pre§s] (Clear).

For a bank statement transaction that is not in the uncleared
list, use(F2] (Add) to enter it. Be sure to select Cleared in
the Cleared Status field.

For a transaction that has an incorrect amount or other error,
use(r4] (Edit) to correct it. Be sure to mark the transaction

as cleared, also.

When you’ve finished clearing transactions, press (Done). If you get the
Congratulations! message, press to complete the reconciliation. If,
however, you see a warning message, the account doesn’t balance. See the
next section for what to do.
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Solving problems

If your account doesn’t balance, you'll see the reconcile
Warning screen when you préT0 to complete
reconciliation.

Warning
There is _a balance difference
of: -219.08

You may either allow Quicken to
add a Balance Adjustwent or
return to the Reconcile Register.

Reconcile Warning Screen

If the difference is small, you may want to have Pocket Quik-
ken adjust for it—see the later sectidaving Pocket Quicken
adjust for differenceOtherwise, you'll need to track down the
cause of the difference to make your account balance.

Correcting differences

If your account doesn’t balance, the difference is usually due to

one or more of the following reasons:

Incorrect number of payments or deposits checked off as
cleared.

Incorrect dollar amounts on some items.

Incorrect opening or ending account balances.

Check the number of payments and deposits

Check the register for missing or mislabeled payments or

deposits that are on your bank statement but not on your check

register. Systematically check to see if:

You missed recording an item in the check register.

You missed marking an item as cleared.

You mistakenly marked an item as cleared.

You entered any transactions twice.

You entered a payment as a deposit or a deposit as a payment.
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Check the dollar amounts of items

If there’s no problem with the number of items marked as
cleared, compare the dollar amounts of the checks and deposits
on your register to the bank statement. Keep in mind that you
may have recorded all items, but typed an amount incorrectly,

or that the bank may have made a mistake by processing a
transaction for a different amount than you wrote it for.

Check the opening and ending balances

Incorrect opening or closing balances are particularly likely
sources of problems for your first reconciliation.

Having pocket quicken adjust for differences

You might decide to ignore the difference between your check
register and the bank statement. Ignoring the difference is
appropriate if the amount is small and you feel it is not worth
your time to track it down. Even though you decide to ignore
the difference, you’ll want to have Pocket Quicken enter an
adjustment for the amount of the difference. That way you'll be
starting with accurate totals the next time you reconcile your
account.

To have Pocket Quicken add a balance adjustment:

Press (Adjustment) from the reconcile Problem screen to have Pocket
Quicken create an adjusting entry to your register.

Balance Adjustment |

Quicken is about to add this balancing

entry to your register. Please edit
the optional category and the date.

Payee: Balance Adjustment
C 1
Amount : -219.008
Categoru: | ¥ |
TranTupe: Deposit
Date: |

You have the option of editing the Date and Category fields. When you’re
finished editing, press (AddAdj) to add the adjustment transaction to

the register.
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Updating your previously reconciled balance

If the opening balance from your bank statement was different
from the amount Pocket Quicken expected as your previously
reconciled balance, you need to account for the difference. The

balance m| ht dlffer for one of these reasons:

Yor are ba ancmg %rour Pocket Quicken account for the
rst time. Pocket Quicken uses the, amount of the openin
balance in your reglster as the openln%; alance amount fo
our bank tatement when you reconcile. When you set yp
he Pocket Quicken accountly u ag/ have entered balance
that was different from the actual amoéunt in your ban
account. Also, there are pro atl;]g transactions mrssrn from
Eour Pocket Quicken account that affect the balance. See
a ancmg your account for the first tingarlier in this
chapter.
You Wﬁre using Pocket Quicken (']md rec(fncllm your
ban account, t(ben you starte recording earlier
nsactlons in Pocket Quicken. For examlvﬁ)e sa&/ it's
3/ You started recordlng transactlons in Ma
IF!I sequentg reconciled youraccgunt or Ma and June,
en you went back and recorded transactio sstartln%
Januarx soR/ou could generate more comprehensive reports.
fter entering these earlier items, you noticed that the endrn
alance in the check re ister was mcorrect So ¥ou ug date
the date and amount of he oPenrn balance for the a count
In this case seAdd ear ier transactions to Pocket Quik-
later in thi chap
ave started reconciling with the cu renilbatnltl
statement ut you have not reconciled eac t
previous month’s statements. You should rec nC|Ie one
%nth at a time staﬁ rlg wi h the earliest mont

ave chan ecl or delete revtous y reconciled
transactlon oc ket (chken ays asks you to confirm a
changetoa revro 1S I’ECOnCI ed transaction. You may need

to continue reconcr in d have Pocket . Qujcken record an
adjustment transaction when the reconciliation is complete.

Adding earlier transactions to Pocket Quicken

If you’'ve used Pocket Quicken to record and reconcile
transactions, you may want to add earlier transactions to your
account so you can create more comprehensive reports. To keep
information in your account accurate, you need to follow the
steps in the example below.

Example: adding earlier transactions to your account
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In this example we assume that you started entering
transactions in June. When you set up the Pocket Quicken bank
account, you used the ending balance from your May statement
as the opening balance for the account. You've already
reconciled your June bank statement. Now you want to go back

and add earlier transactions starting on January 1.

Make note of the ending balance in your Pocket Quicken register before you
begin to enter earlier transactions.

Change the date and amount of the Opening Balance transaction in the Pocket
Quicken register to reflect the opening balance on January 1.

Enter all the earlier transactions starting January 1 into your account, just as
you would enter any current transaction.

When you have finished entering transactions, the ending balance in the
register should be the same as it was when you started.

Reconcile all the transactions that you entered for previous months (January
to May).

Now you can reconcile for the current month (June).

Page 169



11
Creating and printing
Pocket Quicken reports

Using Pocket Quicken you can create three types of reports:
Your transaction register for an account.

The balances of all accounts in your Quicken data file.

An “expense report’—the transactions (income and expense)
for a selected group, date range, and/or account, sorted by
categories.

You use Pocket Quicken to create a report file, and then you
use the Memo Editor to view or print the file. When the report
Is created, connect a printer and print the report file like you
would any other memo. When you open the report file in the
Memo Editor, remember the file will reside in the directory in
which you created it. The path to your report file could be, for
example, C:\QUICKENL\.

]
Note

When you print a Pocket Quicken report using the Memo Editor, you
should change the margins to 1 (left) and 81 (right) to get the best
looking reports. In the Memo Editor menu, select Format Margins to set
the margins.

To create a report file for the current register:

This creates a printable file containing transactions from the
current account. Use the Memo Editor to print or view the file.
Remember to change the margins in the Memo Editor to 1

(left) and 81 (right) before you print.
Press [®) (Reports Transaction) to see the Create Transaction

Report screen.
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Create Transaction Report

Report dates

O Inelude splits?

Fill in the screen, pressing to move between fields.

Titl=. Optional: Enter a title for the report. If you don’t
change it, Pocket Quicken uses the title “TRANSACTION
REPORT".

Feport dates, Enter the beginning and ending dates for the
range you want to print.

Include Splits, Use the spacebar to check this box if you
want to include split information in the report. For

information on splitting transactions, see chapter 9.
When you’re finished filling in the screen, press (Create) to see the list of
print files.

]
Note
If you choose an existing file to print to, it will be overwritten.

Also, don’t give a new file name an extension. Pocket Quicken
automatically gives report files a .DOC extension.

Type or highlight a file name and press (OK).

To create a report file for all current balances:

This creates a printable file containing all account balances in
your Pocket Quicken data file. Use the Memo Editor to print or
view the file. Remember to change the margins in the Memo

Editor to 1 (left) and 81 (right) before you print.
Press [®) (Reports Balances) to see the Create Account Balances

Report screen.
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Creat.e fccount Balances Report

Include halances as of |

I Create I [ Cancel I

Fill in the screen, pressing to move between fields.

Titl=. Optional: Enter a title for the report. If you don’t
change it, Pocket Quicken uses the title “ACCOUNT
BALANCES REPORT".

Include Balances a=s of . Enter the date for which you want
the balances.

When you’re finished filling in the screen, press (Create) to see the list of
print files.

___________________________________________________________________________________________________|]
Note
If you choose an existing file to print to, it will be overwritten.

Also, don’t give a new file name an extension. Pocket Quicken
automatically gives report files a .DOC extension.

Type or highlight a file name and press (OK).

To create a report file for categories:

This creates a printable file that lists all transactions by
category. The list can be restricted by dates, by account, and/or
by group, creating a specific expense report. Use the Memo
Editor to print or view the file. Remember to change the
margins in the Memo Editor to 1 (left) and 81 (right) before

you print.

Use this procedure to create a business expense report.

Press [®) (Reports Category) to see the Create Category Report

screen.
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Balance Adjustment |

Quicken is about to add this balancing

entry to vour register. Please edit
the optional category and the date.

Payee: Balance Adjustment
C 1
Amount : -219.008

Category: | [+ |
TranTupe: i
Date: i’

Fill in the screen, pressing to move between fields.
Titl=. Optional: Enter a title for the report. If you don’t

change it, Pocket Quicken uses the title “ITEMIZED
CATEGORY REPORT".

Account, Select Current Account to constrain the report to
the current account only; or select All Accounts (the
default) if you want the report to cover all accounts in the
current file.

Feport dates, Enter the beginning and ending dates for the
range you want to print.

Trip. Optional: Enter a group for the report. If you enter a
name here, you will create an expense report by category

for just the trip (or client, project, or class) you specify.
When you’re finished filling in the screen, press (Create) to see the list of
print files.

Note

If you choose an existing file to print to, it will be overwritten.

Also, don’t give a new file name an extension. Pocket Quicken
automatically gives report files a .DOC extension.

Type or highlight a file name and press (OK).
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12
Calculator basics and math
functions

The palmtop Financial Calculator has its own set of

applications for problems of:

General arithmetic (chapter 12).

Business percentages, including markup and margin (chapter
13).

Time value of money and amortization (chapter 14).

Interest rate conversions (chapter 14).

Uneven cash flows (chapter 15).

Currency and other unit conversions (chapter 16).

One- and two-variable statistics (chapter 17).

Date calculations (chapter 18).

Solver equations that you enter (chapter 19).

Function graphing (chapter 19).

Customizing the Calculator (chapter 20).

Presq;’] to start the Calculator, and prgsgNu] to see

the list of applications to choose from:

Arithmetic
Applications
VM Ctrl+T
Cash Flows Ctrl+F
Business¥% Ctrl+B
Solver Ctrl+5s
List Stat Ctrl+L
Conversions Ctrl+0
Math Ctrl+M
Custom Ctrl+U
Date Calcs Ctrl+D
Arithmetic Ctrl+A

Calculator

File Edit Clear

The rest of this chapter describes many of the basic features of
the Calculator as well as the technical math functions available
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in the Math application.

Simple arithmetic

Here is an example of simple arithmetic in the Calculator using
algebraic syntax. Notice hofa) completes the calculation.
Keys: Description:

7] Starts the Calculator.

54.69(+] 28.33(=]  Adds 54.69 to 28.33 and displays

=202 in the calc line.

6 (-] 200 (=] Multiplies the previous result by 6, subtracts

-ob = 200 from that result, and displays=.1:2 in
the calc line.

About the calc line

Calculator Math Functions 11,1593 7:HE am

Stack:

N -
o
880
880
8808

} RPN RAD STO }
Q.
ST O Y L N N N N NS T

[
[\

Annunciators display above the calc line. Calc line.

The calc line
This is where you enter numbers and see results. You can do
arithmetic whenever the calc line is present in any of the

Calculator applications.

The annunciator area

The top part of the box surrounding the calc line is the area the
Calculator uses to displapnnunciators—symbols that tell

you when the Calculator is in a special state or mode.

The ALG/RPN annunciator describes how the palmtop
expects you to enter calculations—either in algebraic syntax
(the default) or in Reverse Polish Notation.

Page 175



TheRAD/GRAD annunciator tells you how angles are
interpreted: radians¢:[*), grads (:F40), or degrees (no
annunciator). This annunciator displays only in the math
screen and the Solver.

TheSTO/RCL annunciator turns on when you're storing or
recalling the contents of registers.

ThePopul/Sample annunciator tells you which model is
used to calculate the statistics in the List Stat application.

The1-Var/2-Var annunciator indicates the number of

columns for statistics data entry in the List Stat application.

Chapter 20 tells you how to set or change modes of operation.
To clear the calc line:

PresqDEL]. Use[«] to delete only the rightmost number,
character, or operator.

To enter a negative number:
Type the number and prefss-] (the (L] key).

To view displayed numbers to their full precision:

Press ZOOM.
Press to continue.

The calculator keyboard

The Calculator uses primarily three areas of the keyboard:
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Function keys

() () o) (o) (o) () () (o) (o) ) ) () (O
OoDo0elaE®=m 000
OOO00000000 T8 (87
DO0000000L 456
D@’!--@@ﬂﬂ@@@@
O0O0C  HOOmO )=+

/ /A
/ /
Calculator keys Numeric keyboard

About the special calculator keys

Most of the time the alpha keys are not active within the Cal-
culator. The Calculator takes advantage of this by redefining
the bottom row of alpha key§z(, (x], (C], etc.) along with the
key to give you a set of special Calculator keys. The
Calculator definitions are printed just below the corresponding

keys—{z] becomesgvx ], (x) becomegi/x], etc.

VxKey Description

x) Calculatels the square root of the number in the calc
ine.

Calculates the reciprocal of the number in the calc line.

If the calc line contains a number, exchanges that
number with the result of the previous
calculation. If the calc line contains two
numbers separated by an operator, swaps the
order of the numbers (for exampte; 4
changes te/' ).

(u]  Rolls down the history stack.

(LAsT] Copies the result of the previous calculation into the
current calculation.

Copies a number from the calc line into the designated
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register or variable.
(RCL) Recalls the number from the designated register or

variable.
(+/-] Makes a positive number negative or a ne atlve number
positive. For exam le, pressi with

the numben 12 |nt e calc line chianges it to
-112. Pressing it a second tlme makes the
number positive again.

sOperator priority

When you string calculations together, the palmtop uses a
system of operator priority to evaluate expressions:

Operator Priority
First
(x] and Second
and () Third

The Calculator calculates an intermediate result when the next
operator you enter has a lower or equal priority. When the next
operator has higher priority, the Calculator retains the previous
numbers. For example, in the calculatiofr912 (/] 3 (=],

division has a higher priority than addition. Thus, the 9(and

are retained as a pending operation until the division is
completed.

Example. Calculate 4 x ¥plus 5 x 7 plus 6.
Keys:  Description:

7] Starts the Calculator.

4(x)7 " has a hiEher priority thas. (] is the shifted
ey.

3 Calculates 4 x* and the calc line shows

7200+,
5 % has a higher priority than +.
7 ~ has a higher priority than.
2 (4] Adds 5 x 7to 1,372.
6 (=] Completes the calculation and displdys==.000.

If a calculation requires that operations be done in an order
inconsistent with operator priority (for example, addition
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beforemultiplication), use parentheses. You can have a
maximum of eight pending operations.

Percent

In most caseqy) (the shifted +] key) divides the number
furthest to the right in the calc line by 100. The exception is
when a plus or minus sign precedes the number. Thefythe

key uses the rightmost number as a percent, and calculates that
percent of the number preceding the plus or minus sign.
Example: Percentages. Find 27% of 85.3.

Keys: Description:
7] Starts the Calculator.

85.3(x] 27 Divides 27 by 100.
(=] Calculates 27% of 85.3 and displaysi=.

Example: Calculating Simple Interest. ~ You borrow $1,250 from
a relative, and agree to repay the loan in a year with 7% simple
interest. How much money will you owe?

Keys: Description:
1250(+] 7 Interest on the loan (7% of $1250) is $87.50.
(=) Displays1 ,ZZ7.50, the total amount you must

repay at the end of 1 year.

Other keyboard arithmetic

Examples. The other keyboard arithmetic keys arg] (the (z]
key), (the(x] key), and»] (the shifted %] key). They
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act on the number furthest to the right in the calc line.
Keys: Description:

7] Starts the Calculator.
4 Calculates the reciprocal of 4 to be'=.

20 Calculates the square root of 20 toibér.
1.1(~] 2 (=) Calculates 14to bel.21.

The function is useful for calculating the root of a

number.
125(~] 3 [1/x] Calculatesand displays =5.00°0.33.
(=) Calculates the cube root of 125 to8Ll.

Using the automatic constant in calculations

An automatic constant iS an operator (+, %, /, or ) and a

number or percentage that can be used for repetitive

calculations. To initiate an automatic constant, press an

operator twice followed by a number or percenta%e. Once

initiated, the constant is displayed to the right of the calc line in

brackets, for example-=7].

Example. Calculate 128x3.2, 219x3.2, and 316x3.2.

Keys: Description:

7] Starts the Calculator.

128(x] (x] 3.2 (= Storesx 3.2 as a constant and multiplies
E€L28 by 3.2. The result and constant are P

displayed# 02 a0 [#2.20].
219 (=] Multiplies 219 by 3.2 and display&i.=00

T

316 (=) Multiplies 316 by 3.2 and displayisti11.20

PICS
*Z 201

Example. Calculate 10 + 10%, 11 + 10%, and 25 +10%.
Keys: Description:
10 (+] (+] 10 (% Stores +10% as a constant and adds
& EIL/o to 10. The result and constant are
displayed:1 1.00 [+10.00%].

Adds 10% to 11 and displays:. 10 [+10.00%].
25 (=] Adds 10% to 25 and displays’ .50 [+10.00%].
The K abbreviation
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If the constant causes the contents of the calc line to become
too long, the constant is abbreviated:aas in[+k%].

Clearing the constant

Pressing DEL] clears the constant and the result from the calc
line. Pressing another operator key{®#] clears just the
constant and leaves the result.

Storing and recalling numbers

You can store and recall numbers using the history stack and
using registers.

Using the history stack

Thehistory stack is a four-level record of activities within

the Calculator. It includes the calc line and three levels “above”
the calc line. When you start a new operation on the calc line,
the previous contents move up to level 1, bumping level 1
contents to level 2, level 2 to level 3, and level 3 off the stack.
Numbers are lost when bumped off the stack.

Bumped from stack —w— 16~
20 4
30
40

R0 ;Type new number
and the stack

moves up.

The history stack is shared by all Calculator applications, and if

you clear the stack (by pressifigenu] (€] (s)), the numbers

change to 0’s. The current state of the stack is always displayed
in the Calculator Math application. You can also set it to be
viewed in Arithmetic and Custom—pregsiNu] (O] and
select Show Stack.
The (n) key when the Calculator is active) “rolls” the

history stack down one line. For example, pres§ijgonce

with the above stack moves 50.00 to the top of the stack
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(level 3) and rolls the other numbers down one level, putting
40.00 in the calc line. Pressifig) four times cycles through
the entire stack.

The key when the calculator is active) normally
swaps a number in the calc line with the number in stack
level 1. For example, if your stack looks like the one in the
previous illustration, pressingzy] puts 40.00 in the calc
line and moves 50.00 to level 1. The exception to this rule is
when you have an incomplete calculation in the calc line.
Then, swaps the two operands. For example, pressing
changes 2.00/3.00 in the calc line to 3.00/2.00.

The key (8] when the Calculator is active) copies the

number in level 1 of the history stack into a calculation you are

in the process of doing.

Using registers

The Calculator has Ifegisters (storage locations), numbered
0 through 9, that can be used to store and recall numbers.

Viewing Registers

The current values in the registers can be viewed in the

Arithmetic and Custom applications: Pr¢sg&NU] (O]
and select Show Registers.

Using (sT10] and [RCL]

To store or recall a number, prgsso] ((N] when the
Calculator is active) ((M) when the Calculator is
active), followed by a number in the range 0 through 9.
copies the number from the calc line to a designated
register. If there is more than one number in the calc(fine,
copiesonly the rightmost numbefrcL]) recalls the stored
number back to the calc line.

To cancel the store or recall after you've preqsed) or

(ReD). press(Esc) or ().
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and(RcCL] can also be used with variables. For example,
pressing[sTo] BEZEHN (the payment function-key in TVM)

stores the rightmost number in the calc line into the variable

PMT. PressingRrcL] IS8 copies the contents BMT
into the calc line.

Doing Arithmetic inside Registers

The Calculator lets you do arithmetic on humbers that are
storedinsideregisters regardless of which Calculator
application you are in.

Example: Register Arithmetic. ~ Store 45.7 in register 3, multiply
that number by 2.5, and store the result back in register 3.
Keys Description

45.7 3 Stores 45.7 into register 3.

2.5 3 Stores 114.25 (45.7 x 2.5) into register 3.

3 Displays the contents of register 3.

The following table shows the options for arithmetic inside
registers:

Keys New Number in Register

old number in register + number in calc line
(-] old number in register - number in calc line
old number in register x number in calc line
old number in register number in calc line

You can also do arithmetic on numbers stored in variables. For

example, TR multiplies the current
contents oPMT by 2 and stores the productRimT.

Using the M Reqgister

Register 0 (the M register) is a special register that has its own
set of “shortcut” memory keys. You can use e key-
combinations an¢RcL] with register O just like you would with
the rest of the registers, or you can use the four function keys
((F7) through(Fio]) that are present whenever you're in the
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Arithmetic application. These keys do storage operations on
register O with a minimum of keystrokes.

M Register Keys in the Arithmetic Application
Keys Description
(7)) Stores the value in the calc line into

register 0. (Same 0.)
T ((F8)) Recalls the contents of register 0 to the

calc line. (Same 0.)
((F9)) Adds the value in the calc line to the

old value in register 0 and stores the sum in
register 0. (Same 0.)
P ((F10))  Subtracts the value in the calc line from

the old value in register O and stores the
8n;ference in register 0. (Same @s0] (-]

~Moving values between the calc line and 1-2-
3

If you're using the Calculator while you have an open 1-2-3
worksheet, you have the ability to copy values from the calc
line to a 1-2-3 cell and from a 1-2-3 cell to the calc line. Any
numbers copied into 1-2-3 this way are treated as values by
1-2-3. If you use the Clipboard to move a number to 1-2-3, it is
interpreted by 1-2-3 as a label.

To copy the rightmost number in the calc line to a 1-
2-3 cell:

Press from the Calculator. The open 1-2-3 worksheet is
displayed.

Move the cell pointer to the cell you want to receive the number.

Press (ENTER]). The number from the calc line is copied to the highlighted cell,

and you’re returned to the Calculator.
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To copy a number in a 1-2-3 cell to the calc line:

Press from the Calculator. The open 1-2-3 worksheet is
displayed.

Move the cell pointer to the cell with the value you want to copy.

Press (ENTER]. The number in the highlighted cell is copied to the calc line.

If in step 2 you selected an empty cell or a cell with a label,

0.00 is returned to the calc line.

The point-and-shoot method of data entry

Most of the examples in the Calculator part of this manual
demonstrate entering data using the function keys that
correspond to the variables on the screen. An alternate method
for data entry involves highlighting a variable on the screen
using the arrow keys, typing a number, and then pre§aing
(v], or (ENTER]. Then, once you've entered all the necessary
data, you can highlight the variable to solve for and press the
spacebar to return the answer.

This “point-and-shoot” method is available throughout the
Calculator whenever a list of variables is displayed.

Example: Using Point-and-Shoot to Calculate a Mortgage

Payment. The owner of Bunsen’s Burner, a local Cajun food
restaurant, has taken out a 30-year (360-month) mortgage on
his eatery. The amount is $200,000 at 10% annual interest.
Calculate his monthly payment.

Keys: Description:

Selects the TVM application.

(D) Clears any prior TVM data.
Highlights theN variable.

360(v] Enters the number of payments and
highlightsi% YR
10 (v] Enters the interest rate.
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200000(v] Enters the amount of the mortgage.

SPACEBAR Calculates the monthly payment.
Calculator Time Ualue of Money — case 1 111592 7:14 am
NHumber of periods.................. N S60.00
Annual interest................. ... I%XYR

Present value...................... PY

Il o
]
]
]
]
]
]

Pauments per wear................0.. P YR =
Begin/End mode. .................... B/E = E
PMT = -1,755.14

| _Help ] Amort | Iconw | B-E W P-YE | N | Ixvk | _Pu N PHMT | _Fu |

Clearing information from calculator memory

To clear the data associated with the current Calculator
application, presgvENuU ] (D]. For example, if you're in
the TVM application, pressingveNu] (D] clears all your
TVM data.

To clear the calc line, pre§siENU] (C].

To clear the history stack, pre3snu] (s].

To clear the storage registers, prggsnuU] (R].

Pressing DEL] is another way to clear just the calc line.

Using RPN with the calculator

If you're an experienced RPN user, you may want to configure
the Calculator to operate in RPN mode—pifessvu] (O]

and then select RPN in the Operation Mode box.

When the Calculator is in RPN mode, &i&- annunciator is

displayed at the left side of the calc line.

Reverse Polish Notation (RPN) is based onan
unambiguous, parentheses-free mathematical logic known as
“Polish Notation,” developed by the Polish logician Jan
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Lukasiewicz (1878-1956). While conventional algebraic
notation places the operatdrstweerthe relevant numbers or
variables, Lukasiewicz’s notation places thesfiorethe
numbers or variables. For optimal efficiency of the stack, we
modified that notation to specify the operatafter the
numbers. Hence the tefReverse Polish Notatipor RPN

There are several easy-to-follow books designed to explain

RPN to the beginner. One such book is book ENTER by Jean-

Daniel Dodin. It's available at the time of this writing from:
EduCALC

27693 Cabot Road
Laguna Niguel, CA 92677 USA

Telephone: 800 677-7001 (Credit card orders only)

Technical math functions

Presqi’] to start the Calculator Math

application, which gives you function key labels at the bottom
of the display for the technical math functions. As a shortcut
from anywhere else in the Calculator, you can press

(CTRL]+(M] to get to the Math application.
There are four sets pages of function keys—pressing

More [F10]) shows you the next page, and pressing
Ulex 3-8 shows you the previous page. The Calculator

remembers the current page when you leave the math functions
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screen so that it is displayed again when you return.

Calculator Math Functions 11/16/93 2:51 pmM

Stack: (3)
2)
1)

mwounn

rOeO8
0es
weo

o

.00

Helyp END IP FP ABS LN EAX LOG 184K Hore

Pressing More (F10) brings up
another "page" of math functions.

Unless noted otherwise in the following tables, the technical
math functions operate on the rightmost real number in the calc
line.

Page 1 Set of Math Functions

Key Label Function

PETEE Rounds number to number of displayed decimal
places. Before rounding, the stored version
of the number may have additional non-zero
digits that are not displayed.

=T Integer part of real number in calc line.

P Fractional part of real number in calc line.

I Absolute value of real number in calc line.

I Natural (base e) logarithm of a positive number.
Natural antilogarithm;’e

PETEEl Common (base 10) logarithm of a positive number.
P3N Common (base 10) antilogarithm;*10

Example: Rounding a Number.  This example assumes numbers
are displayed to two decimal places.

Keys: Description: o
Selects the Calculator Math application.
You may need to prem to see the
function key used in this example.
4.589(+) 2.6891(=] Calculates 7.2781. The result is
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displayed to two decimal places-+=5—
but the entire number is in memory and is
used in any further calculations.

| RND | Rounds the number 025, (7.2781 is no
longer in Calculator memory.)

Example: Logarithmic Functions.  Find the natural log of 47.5.
Keys: Description:

17] (MENU] (A] [(M] Selects the Calculator Math application.
u may need to pr_em to%%e the
function keys used in this example.
47 5% Natural log of 47.5 i§.56.,
Natural antilogarithm of 3.86 is 7.5,

Page 2 Set of Math Functions

Key Label Function  Key LabelFunction
[ PI | LA i3.14159265359)
arc sine
| SIN ___ sine arc
cosine
cosine [ ATAN  [CI(e
tangent
| TAN tangent

Changing the angle mode

The trigonometric functions in the previous table (except

for 1), and the polar/rectangular-coordinate conversion
functions in the next table, interpret angles in degrees, radians,
or grads, depending on the angle mode. The Annunciators at
the top-left part of the calc line indicate the mode—Fthie
annunciator indicates Radians mode,iRé[ annunciator
indicates Grads mode, and no annunciator indicates Degrees
mode.

To change the angle mode, préss (0] and then
select the desired angle mode.

Example: Trigonometric Functions. ~ This example assumes the
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angle mode is set to Degrees.
Keys: Description:

17] (MENU] (A] (M] Selects the Calculator Math application.

u may need to prem toF')sF()ee the
function keys used in this example.

1SPEETSIISIne of 18 is .25,

2. 73S Arc tangent of 2.73 is=.5E.

Page 3 Set of Math Functions

Key Label Function

To degreesconverts the number from a radian value to its decimal degree
equivalent.

To radians converts the number from a decimal degree value to its radian
equivalent.

To hours converts the number from hours(degrees)-minutes-seconds-

decimal seconds format (H.MMSSss or D.MMSSss) to decimal
hours (or degrees) format.

To hours-minutes-secondsnverts the number from decimal hours (or
degrees) to hours(degrees)-minutes-seconds-decimal seconds
format (H.MMSSss or D.MMSSss).

Stores the-coordinate or calculates the andy-coordinates.
Stores the-coordinate or calculates the andy-coordinates.
| RADIUS | Stores the radius or calculates the radius and angle.
| ANGLE | Stores the angle or calculates the radius and angle.

— Example: Angle and Hour Conversions.  In this example you
may have to preJEET-0 ((F10]) after you start the Math
application to get to tIEE# function key.

Keys: Description:

Selects the Calculator Math application.
1.79(x) I (=) Calculates 1.78to be=.52.
|__More |

Converts 5.62 radians = 200

egrees.

90.2015ES:;  Converts 90 degrees, 20 minutes, 15
seconds t&C.Z4 decimal degrees.

Example: Coordinate Conversions.  Convert the rectangular
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coordinates (10,-15) to polar coordinates. This example

assumes the angle mode is set to Degrees.
Keys: Description:

(7] (MENU] (A] , Selects the Calculator Math application.
You

may need to pr EIE’ to see the
functlon keys used in this example.
100N Stores the-coordinate.

15 Stores thg-coordinate.
| RADIUS |

Calculates the radius and angle and
displaysr=aDILS = 1203,
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Page 4 Set of Math Functions
Key LabelFunction

Storesx for calculating combinations and
permutations.

Storesy for calculating combinations and
permutations.

Cx,y Combinations; calculates the number of
differentsetscontainingy items that can be
taken from a larger group ®&fitems. Diffe-
rent orders of the sanydtems are not
counted separately.

Px,y Permutations; calculates the number of
differentarrangement®fy items that can be
taken from a larger group &fitems. Diffe-
rent orders of the sanydatems are counted
separately.

Calculates the factorial of the rightmost
number in the calc line.

Stores a seed for the random number
enerator. Aseed is a number that initiates

the sequence of random numbers. Pressing O
ﬁ# uses a new seed from the system
clock. To specify a particular seed, key In a
non-zero number and prm. You

can repeat a random number sequence by
storing the same non-zero seed.

Displays a random number between 0 and 1.
All random numbers have 12 significant
digits.

Example: Probability Functions.  Calculate combinations and

permutations.
Keys: Description:

Selects the Calculator Math application.
: u may need to pr_e*'gm to see the
function keys used in this example.

Calculates permutations:,u = &0.00,
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13
Business percentage
calculations

To start the Calculator Business% application pfEg$MENU]

(8]. Or, as a shortcut from anywhere within the Calculator,
press(CTRL]+(B]. Business% has two screens: one for
calculating percent change and percent of total, and one for

calculating markup and margin. Pr@BT=E2=0 ((F10)) to

switch between the two screens:

Calculator Business Percentages 111592 7:22 am
O0ld wvalue. . .. ..ttt e e e OLD = 110, 900. @A
Hew value. ... ... ...t nn.- HNEW = 115, 900. QA
Percent change................... %CHG = 12.00
Total amount. .................... TOTAL = 675,840. 00
Part of total.................... PART = 234 ,576. 00
Percent of total................. %TOTAL = 24.71

%CHG = 12.00
| Helw J | OLD | HNEW W :CHG | | TOTAL | PART N xTOTAL] More |

Percent Change and Percent of T otal

Calculator Business Percentages 111592 7:23 am
Lo COST = 49 .00
Price. .ttt e PRICE = e .40
L T MARKUP = e0. 00
Marginm. ... ...ttt it MARGIN = 27.50

PRICE = 78.40
| Herp | ] 1 N | COST | PRICE | MARKUP Jl MARGIN | More |

Markup and Margin
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To calculate percent change:

The percent change function keys JESIH0N ((F3)),
IREER ((F4)), andiEEEEEl ((Fs)). Percent change is

expressed as a percentage of@h® number.

Display the percent change screen.

Type the old number and press (F3), and type the new number and press (F4).
Press to return the percent change to the calc line.

To calculate percent of total:

The percent of total function keys ((F7).
B (), andBZEE ().

Display the percent change screen.
Type the total and press , and type the part and press (F8).
Press to return the percent of total to the calc line.

To calculate markup and margin:

Markup calculations are expressed as a perceabstf
Margin is markup expressed as a perceryrafe.
Display the markup and margin screen.

Type the cost and press (F6), and type the price and press (F7).

Press or to return the markup or margin to the calc line.

For the percent and markup/margin calculations you can
actually calculate any unknown variable as long as the others

are known. For example, you can calculate selling price by
entering the known cost and desired markup or margin and then

pressindlizZ:E{& 38 ((F7)). Similarly, if you know the percent
change and the new number, you can calculate the old number.
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14

Time value of money and
interest conversions

The time-value-of-money (TVM) application enables you to do
compound-interest, amortization, and interest-rate-conversion
calculations. You can use TVM to solve virtually any financial
problem involving a series of cash flows (money received or
money paid) that meets these criteria:

The dollar amount is the same for each payment.

The payments occur at regular intervals.

Payment periods coincide with the compounding periods.

For uneven or irregular cash flow problems, see chapter 15,
Uneven cash flow calculations.

The TVM screen
Presqi’] to start TVM.

Calculator Time Ualue of Money — case 1 111592 7:26 am
Humber of periods. . ............c¢iiiirennn /] = .00
Anmual interest. ... ... ... . . i i e I%ZYR = .00
Present value...... ...t PV = .00
Paument . . . oot e PMT = .00
Future value. ...... ...ttt FV = 2.0
Payments Per Uear..........::ceeteunnrenns P/YR = 1z=2
Begin/End mode. .. ......... it iitinnnrrnnn B/’E = END

Q.
| _Help | Amort | Iconv | B-/E N P/YR | N ] IxXYR | _PU QN PHMT | _FU |

[
[\
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Key LabelDescription

|_P/YR_|

P/YR

H
) o
< K
o

Brings up the amortization screen and
function keys (se€alculating amortization
later in this chapter).

Brings up the interest conversion screen and
function keys (se€alculating interest rate
conversiondater in this chapter).

Switches the payment mode between BEGIN
(for payments made at the beginning of
periods) and END (for payments made at the
end of periods).

Stores the number of payments or
compounding periods per year. The value
must be an integer in the range 1 through
999.

Stores or calculates the total number of
payments (or compounding periods)can

be expressed in any unit of time—for
example, days, months, or yegrgs )
T multiplies the number in the calc
line by P/YRand stores the result For
example, ifP/YRis 12, pressing 304 ]
I stores 360 .

Stores or calculates the nomiaahual

interest rate as a percentage.

Stores or calculates the present value of a
series of future cash flows. To a lender or
borrower,PV is the amount of the loan; to an
investor,PV s the initial investmenfV
always occurs at the beginning of the first
period.
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| PMT | Stores or calculates the amount of each
periodic payment. The payments are the
same amount, and no payments are skipped.
Payments can occur at the beginning or end
of each period.

| FV | Stores or calculates the future value—the
amount of the final cash flow, or the
compounded value of the series of previous
cash flowsFV always occurs at the end of
the last period.

The lEWEZ (amortization) an@ET==1:A (interest rate

conversion) function keys bring up other screens with their own
function keys. If the amortization or interest conversion screen
is displayed when you start TVM, you can prgss] to get

back to the main TVM screen.

Switching TVM cases

The Calculator lets you keep two different sets of TVM varia-
bles in memory, cases 1 and 2. To switch cases, pr¢ss

(«)J—the case number at the top of the screen and the values in
the variables change.

Clearing TVM variables

The Calculator retains the values stored in the TVM variables
until they are changed or cleared. To clear the variables for the
displayed TVM case—the other case is not affected—press
(D]. This cleardN, 1%YR PV, PMT, andFV to 0,
setsP/YRto 12, and sets End mode.

Making TVM calculations

To make TVM calculations, follow this general procedure:

Press to start TVM.
If necessary, press to display the main TVM screen.

Check and set these TVM conditions:

Number of payments per year ((WETAE: ).
Payments at beginning or end of periods [ISEVZ-IN).
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Enter values for the four known TVM variables.

Find the unknown value.

Conventions for entering TVM values

Cash flows are either positive or negative, depending on your
perspective. A loan ispositivecash flow (money coming in)

to the borrower andregativecash flow (money going out) to
the lender. Money deposited in a savings account is a negative
cash flow for the investor and a positive cash flow for the bank.
Keep in mind as you enter values and view results that money
flowing to you is a positive number and money flowing from
you is a negative number. Uge-] to change the sign.

Also, make sure the timing of payment—at the beginning of
each period or at the end of each period—is set properly for
your problem (END is the default). USE=Z=8 to switch

the payment mode.

The next few pages contain a series of TVM examples. Also,
seeAdditional TVM exampleat the end of this chapter.

Example: A Car Loan. Otto Tailfin is financing the purchase of a
car with a 3-year loan at 10.5% annual interest, compounded
monthly. The purchase price of the car is $11,250, and his
down payment is $2500. What are his monthly payments?
Assume that payments start at the end of the first period.
Keys: Description:

Starts the TVM application.

(D) Clears any prior TVM data.

3 Enters the total number of monthly payments.

10.5 Enters the annual interest rate.

11250(-] 2500(F8]  Enters the amount of the loan as the
present value.

0 Enters 0 as the future value because the loan
will be completely paid off at the end of 3
years. This step is really not necessary
becauséV was set to 0 when the data was
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cleared above.
Calculates a monthly payment of $284.40.

Example: A Mortgage with a Balloon Payment.  Russ T. Pipes has
taken out a 25-year, $75,250 house mortgage at 13.8% annual
interest. He expects to sell the house in 4 years, repaying the
loan in a balloon payment. Find the size of the balloon
payment—the value of the mortgage after 4 years of payments.

Keys: Description:

Starts the TVM application.

(D) Clears any prior TVM data.
25 Enters 300 as the total number of monthly

payments.

13.8 Enters the annual interest rate.

75250(F8) Enters the amount of the mortgage as the
present value.

0 Enters 0 as the future value.

Calculates the monthly payment of $894.33.

894.33(+/-] Stores the actual dollars-and-cents payment,
which is the computed payment rounded to 2
decimal places. OtherwiseMT would have
fractional cents as previously calculated.

4 Enters the number of payments in 4 years.
F10 Calculates the balloon to be $73,408.81.

Example: A Savings Account.  Penny Horder deposits $2000

into a savings account that pays 7.2% annual interest,
compounded annually. If she makes no other deposits into the
account, how long does it take for the account to contain
$30007?
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Keys: Description:

Starts the TVM application.
(D) Clears any prior TVM data.

1 Sets 1 compounding period per year.
7.2 Enters the annual interest rate.

2000 (+/-] Enters the amount of the deposit.
3000 Enters the future value.

Calculates 5.83 years.

Since the calculated value Mfis between 5 and 6, it will take

6 years of annual compounding to achieve a balance of at least
$3,000. The actual balance at the end of 6 years can be
calculated:

6 Enters 6 ad\.
F10 Calculates the balance to be $3,035.28 after 6
years.

Example: A Lease. Sandy Lome is leasing farm equipment for 4
years. The monthly payment of $2400 is due today. An additio-
nal $2400 payment at the beginning of the leasing period
replaces the final payment. The leasing agreement includes an
option to buy the equipment for $15,000 at the end of the
leasing period. Calculate the capitalized value of the lease,
assuming that the interest rate Lome pays to borrow funds is
18%, compounded monthly.

Make the calculation in four steps:

Calculate the present value for the 47 monthly payments—the initial
investment required to make the monthly payments.

Add the advance payment to the result of step 1.

Calculate the present value of the buy option—the initial investment required
to generate the option price after 48 months.

Add the values calculated in steps 2 and 3.

Step 1
Calculate the present value of the monthly payments.
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Description:

Keys
MENU Starts the TVM application.
(D) Clears any prior TVM data.

4 Set payments at the beginning of the periods.
a7 Enters the number of payments.
18 Enters the annual interest rate.
2400 (+/-] Enters the monthly payment.
Calculates the present (capitalized) value of

the 47 monthly payments to be $81,735.58.
Step 2
Add the additional advance paymenPtd and store the
answer.
2400(=) Adds the advance paymenRvu.

1 Stores 84,135.58 in register 1.

Step 3

Find the present value of the buy option.

48 Enters the number of periods.

15000(+/-] Enters the amount of buy option.

0 ClearPMT.

Calculates the present value of the buy option

to be $7,340.43.

Step 4

Add the results of steps 2 and 3.

1(=) Calculates $91,476.00 to be the present
(capitalized) value of the lease.

Calculating amortization

Amortization calculations determine the amounts applied
toward principal and interest in a payment or series of

payments. When you're in TVM and prdS3=r=a ((F2)),
you get the amortization function keys:
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Key Label Description

PEEIN Calculates the amortization for a group of
payments. If you enter a number in the calc
line and then preEIN, that number
is used as the number of payments in the
group; if you presillEI without
entering a number, the current number of
payments per yeaP(YR ) is used, which is
12 unless you change it.

[ GO | Calculates the amortization
for a number of groups, specified by the
number you type in the calc line.

Displays the amortization adjustment screen and
function keys.

I%YR'’ Stores or calculates a new interest rate or returns
the current interest rate to the calc line.

T Stores or calculates a new payment amount or
returns the current payment to the calc line.

Returns the amount of the remaining balance of
the loan to the calc line. Pressifygo]
LY stores a new balance.

PEETT Returns the amount of the payments applied
toward interest to the calc line.

Returns the amount of accumulated interest since
the start of the amortization (period 0) to the
calc line.

PRSI Returns the amount of the payments applied
toward principal to the calc line.

Specifies the current 1-2-3 worksheet as the
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destination for the amortization table. When
an amortization table is generated, it is sent
to the 1-2-3 worksheet starting at the current
cell. This feature works only when a 1-2-3
worksheet is currently loaded.

To make amortization calculations:
Start TVM by pressingMeNU] (7).
Check that these TVM conditions are set:
Number of payments per year.
Payments at beginning or end of periods.
Store values for three TVM variables: I%YR, PV, and PMT. These variables

define the payment schedule. For an adjustable rate mortgage, also store
the total number of payments in N.

Press JENEEZ9 ((F2)) to select the amortization screen.
Do one of the following:

Simply presSleIN ((F2)) to calculate amortization for
the number of periods storediYR(default is 12).

Enter the number of payments to amortize, then press

REE ((F2))

For an Adjustable Rate Mortgage (ARM): )
At the point in the schedule where the interest rate changes,

adjustitb teling the new rate in the calc line and pressing
!:ﬁﬁﬁ i)
alculate the adjusted payment by prem ((F3)).
Optionally pres§LEEIESN ([F3]) to select the amortization

adjustment screen. This screen enables you to adjust other
amortization variables, if necessary, for your particular

problem. _
Continue usin ((F2)) to calculate the adjusted

amortization schedule.
When you’re finished, press to return to the amortization screen.

To start the amortization schedule over, pfegsiU] (D)
to clear the data and begin again.

Amortization calculations use valuesR, PMT, andINT
rounded to the number of decimal places specified by the
current display setting. However, the stored valuéddnd
PMT do not change. Amortization uses all 16 digit$6¥R
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PressingEsc] from the amortization screen returns you to the
main TVM screen.

Example: Amortization Schedule for a Home Mortgage. Part 1.

Rufus Leekin has taken out a 30-year, $65,000 mortgage at
12.5% annual interest. Calculate his monthly payment, and then
calculate the first year’'s payments that are applied toward
principal and interest.

Keys: Description:

Starts the TVM application.

(D) Clears any prior TVM data.
30 Enters the number of payments.

12.5 Enters the annual interest rate.

65000(Fs) Enters the amount of the mortgage.
Calculates $693.72 as the monthly payment.
Selects the amortization screen.

Calculates the amortization for the first year

(12 payments).

Calculator TUM Amortization — case 1 111592 7:28 am

Group 1 Pauments 1 - 12

Pauments per Group: 12

Amort interest rate................. IZYR® = 12.50

Amort payment. ... ... .. e PMT * = -692. 72

Remaining balance. . ...........c0.u... BAL = 64, 788 .52

Interest. ... .. ...t INT = -8,112.16

Accum. interest..................... ACCUM = -8,112.16

Principal ... ...t i e e PRIN = -211.48
-683.72

| _Help | Go JHdjust] IxXYR' W PHMI’ | BAL ] _INT | HCCUM J PRIN | 1-2-3 |

Part 2. Calculate the loan balance after 3%z years. You've

already amortized the first 12 months, so if you amortize 30

more months, you will have amortized a total of 42 months, or

3% years.

30 Calculates the amortization for the next 30
payments. After 3%z years, Rufus has an

Page 204



unpaid balance of $64,129.05.

Example: Adjustable Rate Mortgage. Part 1.  Pete Moss took out

a $100,000, 20-year ARM to purchase the building for his

garden supply store. His interest rate for the first year is 8.25%.

Moss expects the rate for the second year to increase to 8.75%.

How would the increase affect his monthly payment for the

second year?

Keys: Description:

Starts the TVM application. You may
need to presfesc) to display the main TVM
screen.

(b) Clears any prior TVM data.
20 Enters the number of payments.

8.25 Enters the annual interest rate.

100000(Fs) Enters the amount of the mortgage.

Calculates the monthly payment of $852.07.

Selects the amortization screen.

Calculates the amortization for the first year
(12 payments). His remaining balance is
$97,948.74.

8.75 Enters the adjusted interest rdééYR)).

Calculates the adjusted paymeMT’). The

number of remaining periods is updated
automatically to 228.
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Calculator TUM Amortization — case 1 111593 7:38 am

Group 1 Pauments 1 - 12

Pauments per Group: 12

Amort interest rate................. IZYR® = e8.75

Amort payment. ... ... .. e PMT * = -882.62

Remaining balance................... BAL = 97,.,948. 74

Interest. ... .. ...t INT = -8,172.58

Accum. interest..................... ACCUM = -8,1732.58

Principal . ... .. ...t PRIN = -2,051.26
PMT*® = —882.62

| _Help | Go JHdjust] IxXYR' W PHMI’ | BAL ] _INT | HCCUM J PRIN | 1-2-3 |

Moss’s monthly payment would increase from $852.07 in year
1 to $882.62 in year 2.
Part 2. How much would Moss pay in interest the second year?

Calculates amortization for the second year.
Pete’s interest total for the second year is
$8,487.46.

Example: Graduated Payment Mortgage.  TO purchase a vacation
condominium, Biff Beamer took out a 15-year, 12.5% GPM for
$95,000. His monthly payment for the first 2 years is $875,
after which time the payment increases to fully amortize the
loan. What will the remaining balance be at the end of the 2
years? How much will Biff's payment have to increase to fully
amortize the loan by the end of the original 15-year period?
Keys: Description:
Starts the TVM application. You may
need to presfesc) to display the main TVM
screen.

(0] Clears any prior TVM data.
15 Enters the number of payments.

12.5 Enters the annual interest rate.

95000(Fs) Enters the amount of the mortgage.

875 Enters the monthly payment during the first 2
years.

Selects the amortization screen.
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24 Calculates the amortization for the first 2
years, showing a remaining balance of

$98,106.01.

Calculates the payment required to fully
amortize the loan over the remaining number
of periods. For the last 13 years of the loan
Biff's monthly payment will be $1,275.15.

Note

The previous example involves negative amortization—a case in which
payments are less than accrued interest for a time, causing the principal
to increase by the difference between paid and accrued interest. In
negative amortization the interest amounts shown in the amortization

screen reflect the accrued interest, not the

interest paid. As long as the

payment is less than the accrued interest for the period, you can
calculate the interest paid for a group of payments by multiplying the
payment amount by the number of payments in the group.

Sending an amortization table to 1-2-3 or a

printer

To print an amortization table:

From the amortization screen, pré¢
printing on. When printing is on,f&

PSENU (P) (D] to turn

=l T annunciator appears

In the upper-right corner of the display.

Use I and I to generate the parts of the table you
want printed. () MM is very useful here because it prints the table

for the number of groups specified in the calc line. The groups are printed

as they are generated.

When you’re finished printing, press (P] (D] again to turn printing

off. Leaving the amortization screen also turns off printing.
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To send an amortization table to the current 1-2-3
worksheet:

From within TVM pres@ESEFTEN ((F2]) thenfEEFEERN

((F10]). The current 1-2-3 worksheet is displayed.

Move the cell pointer to the cell where you want to start receiving input and
press (ENTER). Eight amortization column headings are put into the
worksheet and you are returned to the amortization screen. The
amortization screen now shows a 1-2-Z annunciator in the upper-right
corner of the screen to remind you that output will be sent to 1-2-3.

Calculate amortization as described earlier in this chapter. Each time you
press [ (or ) the results are sent to the current 1-
2-3 worksheet—a row of information is sent for each group of payments
calculated.

When you no longer want the results sent to the current worksheet, press

P ((F10)) again. The 1-2-Z annunciator turns off.

When you display the worksheet, you'll be able to see the
amortization output. Here is an example of five groups sent to a
worksheet:

AL: [EEADY]

Group BAL PRIN INT ACCUM #PMTS I#YER PHMT
i 97 .74 -2851.26 -8173.58 -8B173.58 i2 8.25 -852.6865
2 93 Y1 -2227.83 -7997.81 -16171.3 i2 8.25 -852.865
3 93 .86 —-2417.85 -7886.39 -23378.3 i2 8.25 -852.865
4 98 .81 -2625.83 -7599.79 -31578.1 i2 8.25 -852.865
5 87 .79 -2859.82 -7374.82 -38952.9 iz2 8.25 -852.865

3
4
b
6
7
8
El
1
1
1
1
1
1
1
1
1
1
2

L--D-l--R8 T POt L )

—Hov—-93 87:48 AM

The table sent to the worksheet comprises eight columns of
data:
Column Description

Group The group number.

Bl The remaining balance at the end of that group of
payments.

FEIM The principal paid for that group of payments.

IMT The interest paid for that group of payments.

Page 208



ACCUM The accumulated interest paid.

#FMTS  The number of payments in that group.
|9 The annual interest rate for that group of payments.
FrT The periodic payment for that group.
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Calculating interest rate conversions

Interest rates are generally stated@®minal annual interest

rates A nominal annual interest rate is an annual rate that is
compoundegeriodically—for example, 18% per year, com-
pounded monthly (12 times per year). When investments have
different compounding periodsffective interest ratesre used

to compare them. The effective rate is the annual rate that
would produce the same interest earnings as the nominal rate
compoundedP times per year. For example, earning 18%
annual rate compounded monthly (nominal rate) is equivalent
to earning 19.56% effective annual interest.

The Calculator lets you easily convert interest rates for

comparison. When you preSseNu ] to start TVM and

then presfELEVA ((F3)), you get the interest conversion
screen with the following function keys:

Key LabelDescription

Stores the number of payments per year.

Stores or calculates the nominal annual rate.
Stores or calculates the effective annual rate.
Stores or calculates the periodic interest rate

(I%YR=+ P/YR.

Stores or calculates the continuously-

compounded rate.

360/5 Stores or calculates the rate based on the 360/
365 method. This is a very specialized
method sometimes used in the savings
industry. If you don’t know about it, don’t
worry—it’s too complicated to explain here.

Storing any of the interest rate val@gomaticallyupdates the
others. Storindg®/YRupdates the other values based on the
effective rate. Also, pressir{gcL] before a function key recalls
that value to the calc line.
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PressingEsc] from the interest conversion screen returns you
to the main TVM screen.

Example: Converting and Comparing Interest Rates. Rodeo star
Buck Doff is considering how to invest his recent winnings. He
has two investment options: one promises to pay 13.6% annual
interest, compounded daily, and the other promises to pay
14.0%, compounded semi-annually. Which of Doff’s options
would give him the highest effective rate?

Keys: Description:

Starts the TVM application. You may
need to presfesc) to display the main TVM

screen.
Selects the interest conversion screen.
365 Enters the number of compounding periods in
option 1.

13.6(F4) Enters the nominal annual rate for option 1, and
returns an effective annual rate of 14.57%.

) Selects interest conversion screen, case 2.
2 Enters the number of compounding periods in
option 2.

14.0(F4) Enters the nominal annual rate for option 2, and
returns an effective annual rate of 14.49%.

Use(»] to switch back and forth between case 1 and case 2 to
compare the effective rates. The effective annual rate for option
1 (14.57%) is higher than that for option 2 (14.49%).

If compounding and payment periods differ

TVM in the Calculator assumes that the compounding periods
and the payment periods are the same. However, regularly
occurring deposits and withdrawals do not necessarily coincide
with the investment’s compounding periods. To solve a TVM
problem where they don't coincide, first convert the interest
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rate to an equivalent interest rate with compounding periods
that match the regular deposits or withdrawals.
Example: A Savings Account with Compounding Periods Diffe-
rent from Payment Periods. ~ Starting today, Penny Horder makes
monthly deposits of $25 into an account paying 5% interest
compounded daily (365-day basis). At the end of 7 years, how
much will Penny receive from the account?
Keys: Description:
Starts the TVM application. You
may need to pregssc] to get the main

TVM screen.
(D) Clears any prior TVM data.
Selects the interest conversion screen.
365 Enters the number of compounding periods.
5 Enters the nominal annual rate for daily

compounding, and returns an effective
annual rate of 5.13%.

12 Enters monthly compounding periods, and
calculates the equivalent nominal rate for
monthly compounding at 5.01%.

ESC Displays the main TVM screen.
Sets payment mode to beginning of a period.

7 Enters the total number of periods.
25 Enters the payment per period.

0 Enters the present value.
Calculates that Penny’s account will have

$2,519.61 after 7 years.

Example: Canadian Mortgages. In Canadian mortgages, interest
is compounded semi-annually while payments are made
monthly. TheCanadian mortgage factas calculated by

Page 212



converting the stated nominal interest rate (compounded semi-
annually) to the nominal rate compounded monthly (the
payment period). The factor is then used as the TVM variable
1%YR

The multinational law firm of Honig, Bradley, and Erickson has
opened a Canadian office in Toronto. What is the monthly
payment required to fully amortize their 30-year, $300,000
Canadian mortgage with an interest rate of 11.5%7?

Keys: Description:

Starts the TVM application. You may
need to presfesc] to get the main TVM

screen.
(b) Clears any prior TVM data.
Selects the interest conversion screen.
2 Enters the number of compounding periods.
11.5(F4) Enters the nominal annual interest rate and
calculates 11.83% as the effective annual
rate.
12 Enters monthly compounding periods, and

calculates 11.23% as the equivalent nominal
rate for monthly compounding (the
Canadian mortgage factpr

ESC Displays the main TVM screen.
30 Enters the total number of periods.
300000(Fs] Enters the present value.

0 Enters the future value.
Calculates Honig, Bradley, and Erickson’s

monthly payment to be $2,910.09.
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Additional TVM examples

Yield of a discounted (or premium) mortgage

The annual yield of a mortgage bought at a discount or
premium can be calculated given the original mortgage amount
(PV), interest ratel$YR), periodic paymentRMT), balloon
payment (if any)KEV), and the price paid for the mortgage (new
PV).

Example:Yield of a Discounted Mortgage. ~ Seymour Profit

wishes to purchase a $100,000 mortgage from Skip Towne.
Towne originally issued the mortgage at 9% interest for 20
years. Since the mortgage was issued, 42 monthly payments
have been made. The loan is to be paid in futialéoon

paymeny at the end of its fifth year. What is the yield if the

purchase price of the mortgage is $79,000?

Calculate PMT for the fully amortized loan (N =20 x 12, FV = 0, PV = -
100,000, and I1%YR = 9).

Calculate the balloon payment (FV). Use PMT from step 1, N =5x 12.

Store the number of payments remaining until the balloon payment as N (5 x
12 - 42), and store the proposed purchase price as PV (-79,000); calculate
I1%YR (the annual yield).

Step 1

CalculatePMT.

Keys: Description:

Starts the TVM application. You may
need to pres§sc) to display the main TVM
screen.

(D) Clears any prior TVM data.
20 Enters the total number of monthly payments
for a full 20-year mortgage.

9 Enters the annual interest rate.
100000(+/-] Enters the amount of the original loan.
0 Enters 0 aBV.

Page 214



Calculates the monthly payment received
from the borrower to be $899.73.

Step 2
Calculate the balloon.
5 Enters the number of payments in 5 years.

Calculates the balloon due in 5 years to be
$88,707.05.
Step 3

Calculate the yield.
(-] 42 Enters the number of payments

remaining until the balloon payment.
79000(+/-) Enters proposed, discounted purchase price.

Calculates annual yield for discounted mortgage
with balloon to be 20.72%.

Loans with fees

Theannual percentage rate, APR, incorporates fees
charged when a mortgage is issued, which effectively raises the
interest rate. The actual amount received by the borrder (
is reduced, while the periodic payments remain the same.
Example: APR of a Loan with Fees. Ernest Munnie is charged
two points for the issuance of his mortgage. One point is equal
to 1% of the mortgage amount. If the mortgage amount is
$60,000 for 30 years and the interest rate is 11.5% annually
with monthly payments, what APR is Ernie paying?
Calculate PMT, using PV=$60,000 and I%YR=11.5%.
Adjust PV to reflect the amount of the loan minus the fees. Then, calculate the

APR (I%YR), using the PMT calculated in step 1 (all other values remain

the same).
Step 1
CalculatePMT.
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Keys: Description:

Starts the TVM application. You may
need to presfesc) to display the main TVM
screen.

(D] Clears any prior TVM data.
30 Enters the number of monthly payments.

115 Enters the annual interest rate.

60000(Fs) Enters the amount of the loan.

0 Enters 0 a&V since there’s no balloon
payment.

Calculates $594.17 as the monthly payment.

Step 2

AdjustPV and calculate the APR.

&
2(%) Enters the actual amount of
money received by the borrower.

Calculates the APR to be 11.76%.

Example: Interest-Only Loan with Fees from the Lender’s Point

of View. Bill Lender is making a $1,000,000, 10-year, 10.5%

(annual interesipterest-onlyloan with an origination fee of 3

points. What is the yield to Bill? Assume that the interest-only

payments are made monthlMT is $1,000,000 x 10.5 + 12,

FV is the entire loan amount, aR¥ is the loan amount minus

the points.)

Keys: Description:

Starts the TVM application. You may
need to pres§sc) to display the main TVM
screen.

(D) Clears any prior TVM data.
10 Enters the number of monthly payments
(120).
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1000000(F10] (+/-] Enters loan amount and balloon
payment (the entire loan).

10.5 Enters annual interest rate.
Calculates and stores the monthly payment of
$8,750.

(-] 3 (=] Enters amount borrowed (total-
points) as $970,000. (PV -970,000.)

Calculates APR, the yield to the lender, as
11.00%.

A tax-free account

You can use the TVM screen to calculate the future value of a
tax-free or tax-deferred account, such as an IRA or Keogh
account. Current tax law will determine the extent to which the
account is tax-free. The purchasing power of the future value
depends on the inflation rate and the duration of the account.

N = the number of payments until retirement.
1%YR= the annual dividend rate.
PV = the present value of the retirement account.

PMT= the amount of your deposit. It must be constant for the
duration of the account.

FV= the future value of the retirement account.

Example: Future Value and Purchasing Power of a Tax-Free

Account. Part 1. Les Tacksis plans to open an individual
retirement account with a dividend rate of 8.175%, and invest
$2,000 at the beginning of each year until he retires in 35 years.
Calculate the account balance at retirement.

Keys: Description:

Starts the TVM application. You may
need to presfesc) to display the main TVM
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screen.

(D) Clears any prior TVM data.

1 Sets payments per year to 1.
Sets payment mode to BEGIN.
35 Enters the number of periods.
8.175(F7) Enters the dividend rate.
0 The present value is 0 before the first
payment.
2000 (+/-) Enters the annual deposit.
F10 Calculates $387,640.45 as the amount in the

account at retirement.

Part 2. How much has Les paid into the account at retirement?

(=] CalculatesPMT x N to be
$70,000.00.

Part 3. How much interest has the account earned. The interest
earned equals the difference betw&®mand the total amount
deposited.

(=) Calculates the interest partf¥ to
be $317,640.45.

Part 4. If his post-retirement tax rate is 15%, what is the

after-tax future value of the account? Assume only interest is

taxed.

15 (=] Calculates taxes, 15% of total
interest.

(+) (=] Subtracts taxes from totBV to
calculate after-takV to be $339,994.39.

Part 5. Calculate the purchasing power of this amount in
today’s dollars, assuming an 8% annual inflation rate.
F10
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Calculates the purchasing power in today’s
dollars to be $22,995.36. A negative number
for PV in the display indicates money
available to flowmfrom the investor, so it
represents positive purchasing power.

A taxable retirement account

The following example calculates the future value @bable
retirement account that receives regular, annual payments. The
annual tax on the interest is paid out of the account. Assume
the deposits have been taxed already.

N = the number of payments until retirement.
1% YR= the annual interest rate diminished by the tax rate:
interest ratex (1 -tax rate.
PV= the current amount in the retirement account.
PMT = the amount of the annual payment.
FV = the future value of the retirement account.

Example: Future Value and Purchasing Power of a Taxable
Retirement Account. Part 1. Izzy Smart is considering investing
his money with E. Norma Spayback Investment Company.
They claim that if 1zzy invests $3,000 with them each year for
35 years at a dividend rate of 8.175%, with dividends taxed as
ordinary income, he’ll be rich at retirement with close to
$500,000. Exactly how much would 1zzy have in the account at
retirement? Assume a tax rate of 28%, and that payments begin
today.
Keys: Description:
Starts the TVM application. You may
need to pres§esc] to get the main TVM
screen.
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(D) Clears any prior TVM data.

1 Sets payments per year to 1.
Sets payment mode to BEGIN.
35 Enters the number of periods.

8.175(-] 28 Enters and stores the dividend rate
diminished by the tax rate as 5.89%.

0 The present value is 0 before the first
payment.
3000 (+/-] Enters the annual deposit.
F10 Calculates $345,505.61 as the future value of

the taxed account. Due to taxation, thieas
“close to $500,000.”

Part 2. What would be the purchasing power of that amount in
today’s dollars, assuming 8% annual inflation?

0 No payments#MT).
8 1%YR
Calculates the purchasing power in today’s

dollars to be $23,368.11. A negative number
for PV indicates money to flodvom the
investor, so it is positive purchasing power.
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15
Uneven cash flow
calculations

When you presf;) (F), you get the Cash Flows

application, which enables you to calculate internal rate of
return (IRR%), net present value (NPV), net uniform series
(NUS), and net future value (NFV). Also, you can plot net
present value versus the annual interest rate.

NPV and IRR%: discounting cash flows

The NPV and IRR% functions are frequently referred to as
discounted cash flow function&/hen a cash flow is

discounted, you calculate its present value. When multiple cash
flows are discounted, you calculate the present values and add
them together.

The net present value (NPV) function finds the present value of
a series of cash flows. The annual nominal interest rate must be
known to calculate NPV.

The internal rate of return (IRR%) function calculates the
annual nominal interest rate that is required to give an NPV of
zero.

The utility of these two financial tools becomes clear after
working a few examples.
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Making cash-flow calculations

To make cash-flow calculations:

Organize your cash flows. Just like with TVM, money flowing from you is
negative, and money flowing to you is positive. Put equal, consecutive cash
flows into groups.

Press to start the Cash Flow application.

If necessary, clear prior data by pressing (D).

Enter the number of compounding periods per year.

If you plan to calculate NPV, NUS, or NFV, enter the annual interest rate.

Enter the amount of the initial investment.

Enter the amount of the next cash flow. If this amount occurs more than once
consecutively, enter in the right-hand column the number of times it occurs.

Repeat the previous step for all cash flows and groups.

Press the function key for what you want to calculate: IRR%, NPV, NUS, or
NFV,

Here is what some cash-flow data might look like:

Cash-flow amounts.

IEﬂHnHHHﬂIﬁﬂﬂEEm!IIIIIIIIIlﬁﬂﬂﬁmﬁﬂllllllllllllllﬂEEHEIIH!EEE
-50, A06 . A0
L 5. 000, 00
10, 000.00

8.606

15,000 .00

-
3
=
™
L]
=
[+]
£

~
1
G G

P/¥YR = 1
IXYR = 60.68

LO-IONAWNR
At At At At Nt At Nt et At 1R

IRR%/YR = 11.30
YR P/’YR

Insert | Delete |IRRX/YRI 13!

Number of occurrences..

An Example of Cash-Flow Data

You can save your cash-flow data in files for future use by

using (C]). Cash-flow files are automatically given a
.CFL extension. You open cash-flow files us{ngNU]

(0].

Page 222



The cash-flow function keys

Key Label Description

Inserts cash flows into the list at the highlight.

Deletes the highlighted cash flows.

Calculates theannualizednternal rate of return—
the annual interest rate at which the net
present value of the cash flows equals 0.

Calculates net present value—the present value of
a series of cash flows plus the initial cost of
the investment, computed for a specified
periodic interest rate.

PTEE Calculates net uniform series—the dollar amount
of regular, equal cash flows having a present
value equivalent to the net present value.

Calculates net future value—the future value of
the net present value.

Stores the annual nominal interest rate.
Stores the number of periods per year.
Plots NPV vs. the periodic interest rate.

Uneven cash flow examples

Example: Calculating IRR%, NPV, NUS, and NFV of an Invest-
ment. Part 1. An investor makes an initial investment of
$80,000 and expects returns over the next 5 years as shown in
the table below:
Year 1 $5,000
Year 2 $4,500
Year 3 $5,500
Year 4 $4,000
Year 5 $115,000
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Calculate IRR%, NPV, NUS, and NFV, assuming an annual
interest rate of 10.5%.

Keys: Description:

Starts the Cash Flow application.

(D) Clears any prior data.

1 Enters 1 compounding period per year.
80000(+/-] Enters the investment as the initial cash
flow.

5000 4500 5500 4000 115000
Enters the cash flows over the life

of the investment.

Calculates the IRR% per year to be 11.93.
10.5 Enters the annual interest rate.

Calculates the NPV to be $4,774.63.
Calculates the NUS to be $1,275.66.
Calculates the NFV to be $7,865.95.

Part 2. Assuming the same interest rate, calculate NPV if cash
flow number 4 is reduced from $4,000 to $1,000.
Highlight flow# 4 Use the arrow keys to highlight the $4,000

cash flow.
1000 [ENTER] Inserts $1,000 in its place.
Calculates the NPV to be $2,762.43.

Example: An Investment with Grouped Cash Flows. You are
considering an investment that requires a cash outlay of
$50,000 with the following annual returns:

Flow 1 3 annual payments of $5,000

Flow 2 4 annual payments of $10,000

Flow 3 1 annual payment of $0

Flow 4 3 annual payments of $15,000
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Calculate IRR%. Also, find the NPV at an annual interest rate
of 9%.

Keys: Description:

Starts the Cash Flow application.

(D) Clears any prior data.

1 Enters 1 compounding period per year.
50000(+/-] Enters the initial investment.

5000(»] 3

10000(%)
4 (eNTER] O (ENTER] 15000(»] 3

Enters the groups of cash flows.

Calculates an IRR% of 11.30.
9 Enters the interest rate and calculates an

NPV of $6,728.63.

Example: An Investment with Quarterly Returns.  You have been
offered an opportunity to invest $20,000. The investment
returns quarterly payments over 4 years as follows:

Year 1 4 payments of $500

Year 2 4 payments of §1,000

Year 3 4 payments of $2,000

Year 4 4 payments of $3,000

Calculate the annual rate of return for this investment.
Keys: Description:

Starts the Cash Flow application.

(D) Clears any prior data.

4 Enters 4 periods per year, based on
guarterly payments.

20000(+/-] Enters the initial investment.

500 (»] 4 (»] 1000(»] 4 [»] 2000(»] 4 [») 3000(»] 4 [»]
Enters the groups of cash flows.

Calculates the annual return to be 9.72%.
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Example: Deposits Needed for a Future Expenditure. Your son

will be starting college in 12 years, at which time he will need
$15,000 at the beginning of each year for 4 years. How much
should you deposit each month into a fund paying 9% annual
interest to meet his educational expenses?

To do this calculation, enter the withdrawals into a cash flow
list along with zero for all the deposits. Then, store the annual
interest rate and calculate NUS. NUS is the periodic deposit
equivalent to the withdrawals.

Keys: Description:

Starts the Cash Flow application.
(D) Clears any prior data and resets the number
of periods per year to 12.

0 Enters zero as the initial cash flow.
O(»)12(x)12(]1 Enters 143 months (after the

initial investment) until the first withdrawal.
15000(eNTER)  Enters the freshman year withdrawal.

0(») 11 Enters 11 more months until the next
withdrawal.

15000(eNTER)  Enters the sophomore year withdrawal.

O[] 11 Enters 11 more months until the next
withdrawal.

15000(eNTER]  Enters the junior year withdrawal.
O] 11 Enters 11 more months until the next

withdrawal.
15000(eNTER)  Enters the senior year withdrawal.
9 Enters the interest rate.
Calculates an NUS of 182.30. Starting this

month, you would need to make monthly
payments of $182.30 into this fund for your
son’s education.
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Plotting

Pressin@EZE12 ((F10)) when you're in the Cash Flow
application enables you to plot NPV versus 1%/YR for the

current cash-flow data. Here is a plot using the autoscale
feature JIESTEEI) for the second example in this chapter.

4,880,800 : +
2,008,008
L s - _ _ _
—25 25
| _Hele | 2-Box | 2Z-In | Z-Out WCentec] (X v J ] Huto QN Solve | ]

For a more detailed explanation of the plotting parameters and
procedures, seeunction plottingin chapter 19.
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16
Currency and other unit
conversions

Presq3i’] (O] to see the Conversions menu. Or, as
a shortcut from within the Calculator, prgssrL]+(0].

Select Conwversion

Conversion

Temperature

Highlight the units you want to convert and pr@ssERr]. To
highlight a unit type, either use the arrow keys or type the first
letter of the word.

PressingEsc] from any conversion screen returns you to the

Select Conversions menu. Also, pressingNu] (D)

clears all the displayed unit values.

Converting currencies

Since exchange rates change frequently, you have the ability to
change exchange rates between currencies.

To change exchange rates:

From within Currency Conversions, press (Edit) to display the Currency
Conversions Edit screen.

Use the arrow keys to highlight a currency.

Type the exchange rate for that currency. A rate of 0 removes a currency from
consideration when you calculate exchanges.

Press (v] or (ENTER].

Repeat the steps 4 through 6 for all the desired currencies. Note that
(More) enables you to see all three screens of currencies. Here is what a list

might look like.
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Calculator Currency Conversions Edit 111593 7:53 am
Update currencuy conversion rates.

Dollar. .ttt i s Rate = 1.0
4= T Rate = 122.00
Mark . ..t e e Rate = 1.5¢&e
= T = Rate = 5.2332
T - Rate = 1, 450.00
Pound. . ..ottt e Rate = .64
Canadian S. .. ...ttt Rate = 1.28

©.00

| _Help | HName JDollar] VYen N MarK | Franc ]| Lira ]| Pound QCanadial More |

When you’re finished assigning rates, press to return to the main
Currency Conversions screen.

To calculate exchanges:

From within Currency Conversions, type the number of units
and press the function key for the corresponding currency—for
example, 2qrs] (BEEERN). All the currencies are shown
simultaneously in equivalent amounts—in this case, in amounts
equal to 20 Pounds.

A currency value can be returned to the calc line by pressing
followed by the function key for the currency you want.

Changing the list of currencies

You can add up to five currencies to the list of currencies, plus
you can change the name of any currency in the original list.
Effectively, this means that you can create a list with any 21
currencies you want.

To change the name of a currency:

From within Currency Conversions, press to display the Currency
Conversions Edit screen.

Highlight the currency you want to change and press (Name).

Type the new name and press [ENTER].

Type the exchange rate for the new currency and press [ENTER].

Repeat steps 2 through 4 for all changes you want to make.

When you’re finished, press to return to the main Currency Conversions
screen.
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You can use the previous procedure to add a new currency to
the bottom of the list by highlighting an empty currency line in
step 2. Us¢rio0] to find a page of currencies with empty lines.

Converting other units

Besides currency conversions, you have the ability to convert
related units within the categories of length, area, volume,
mass, and temperature.

To convert units of length, area, volume, mass, or

temperature:

Press (O] to start the Conversions application.

Select the type of units you want to convert (highlight and press [ENTER]).

Type a value and press the function key corresponding to its unit. If the unit
you want isn’t currently displayed, remember that displays another
screen of related units for most unit types.

A unit value can be returned to the calc line by pressiag

followed by the function key for the unit you want.

Example: Length Conversion. How many meters are there in 1
mile?

Keys: Description:

(0] Starts the Conversions application.
Displays the length conversions screen.

1 Enters 1 mile and displays the conversions.
Returns the number of meters to the calc line.

There are 1609.34 meters in 1 mile.
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Calculator Length Conversions 111593 8:89 am

miles. ... ...t mile = 1.0
Uards. . .. e e e e e yard = 1,760.00
== foot = 5,280.00
inches. .. ....... .. .. .. inch = 63, 360.00
kilometers. ........ootiinnnnnnn km = 1.61
MELErS. . . it e e e meter = 1,609.34
centimeters. . ......... ... cm = 160,934 . 40
millimeters. .........couuuunnnn ™mm = 1,609,344.00

meter = 1,609.34
| _Help | mile | yard | foot W inch | km | meter | cv W wmu | More |

17

Statistics

When you pres§) (or ([ED)+ (D) from

anywhere in the Calculator), you get the List Stat application,
which enables you to:

Calculate statistics for a column of data.

Fit a curve to a set of data.

Forecast estimates.

Graph your data and curve.

Entering and editing data

You can enter data in either one column for one-variable
statistics or two columns for paired-variable statistics. When
you're in thedata edit screen, switches between one
and two columns.
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Calculator: STAT.STAH Statistics: Edit X

Item 3406 .080

Sum: 2,615.808
1-Var

£245.00
[_Help JInsert]Delete] 2 Var WsuapUar] Sort ] sum | J stat= ] ]

Data Edit Screen with One Column of Data

To enter statistical data:
Press to start the List Stat application.

If the data edit screen is not displayed, press one or more times or press

WEEECI ((F10)) to see it

If the displayed number of columns (one or two) is not right for your data,

press (F4).
Type in your data, pressing after each number.

To edit a list of data:

Highlight an entry to change, type a number, and {@gsR].

You can also use these keys in the data edit screen:
Data Editing Function Keys

Key Label Description

Inserts new data at the highlight, moving the rest of

the data down.

PBESECEN Deletes the highlighted number. Note thatdaé
pair is deleted, whether both numbers are
displayed or not.

Numerically sorts the column with the highlight

from least to greatest. Pairs of data are kept

together.
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ERETSERS Swaps the position of the two columns of data,
even if only one column is displayed. Note:
If you’'ve entered only one column of data,
swaps that column with a
column of zeros; pressifidiEiLEa0 Swaps
back the original data.

To clear data:

From the data edit screen, pré¢ssnu] (D] to clear the
entire data list. Both columns are cleared, even if only one is
visible.

Saving statistical data in a file

When you switch to another application or open another data
file, changes to the current file are saved automatically. The
default statistics file is STAT.STA.
You can copy data to another file that you name by using
(File Copy). If you don't specify a file
extension, the palmtop automatically appends the extension
.STA for you.
Use(MENU] (F) (O] to open another statistical data file.

Statistics calculations

To calculate statistics for a column of data:
Make sure the highlight is in the column of data you want to use to calculate

the statistics (use (») or [«)).
Press ().

Here are the function keys available when you press

| Stats

Key Label Description
TN Recalls the mean value to the calc line.

Stats Function Keys
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PEES Recalls the standard deviation to the calc line.
PTETSIIN Recalls the minimum value to the calc line.
PIEpE.NT Recalls the median value to the calc line.
TRV 3 Recalls the maximum value to the calc line.

P NT Recalls the weighted mean to the calc line. This
key appears only when two columns of data
are visible in the data edit screen.

Recalls the grouped standard deviation to the calc
line. This key appears only when two
columns of data are visible.

switches between sample and
population for the model used to calculate
the standard deviation and grouped standard
deviation. Us@iEEWFE=N to get unbiased
results based onsampleof a population;
uselliZ=SEl to get results based on data
for an entire population. The Sample/Popul
annunciator (just above the calc line)
indicates the current mode.

Returns to the data edit screen.

Example: Statistics Calculations.  Nimrod Archery Company
had the following phone bills during the past 6 months:

Month Phone
Expense
Month Phone

Expense
1. March  $340 4. June $780
2. April  $175 5. July $625
3. May $450 6. August $245

To prepare for this example:
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Press to start the List Stat application.
Press (D] to clear any prior data.

3.If showdlEENEFS, press it to display only one
column of data. When you prdi&&7Z53, the label changes

o] 2=var

Now calculate population statistics for the data and return the
standard deviation to the calc line.

Keys: Description:

340 Enters the data.
175
450
780
625
245

Calculates and displays the statistics.

At this point if showslE=="Ell, press it to choose the
population statistics model for the standard deviation. When

you pres@EL=-t I, theFopul annunciator appears above the
calc line.

Returns the standard deviation to the calc line.
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Statistics: X

Mean Value......... ...ttt MEAN

= 435.83
Standard Deviation...............c00u... STDEV = 211.27
Minimum Value....... ...t MIN = 175.00
Median Value........ ..ot MEDIAN = 295. 00
Maximum Value....... ...t MAX = TEe0.00

1-Var = Popul
211.37
| Help | MEAN | STDEV | MIN MHMEDIAN] mMAX | | W Sample]| Edit |

To calculate weighted mean and grouped standard

deviation:

Within the List Stat application, enter data into two columns, with the first
column (x-column) containing the numeric data and the second column (y-
column) containing the weights or frequencies of each number.

Press ((F9)) to see the values for weighted mean and grouped

standard deviation. To recall a value to the calc line, press the function key
for the value you want.

Curve fitting and forecasting

The Calculator enables you to find a mathematical relationship
between two sets of numbersvalues ang-values) using

curve fitting. Once the curve is calculated, you can use it to do
forecasting (what if?) calculations.

To calculate the curve, the Calculator uses one of four models.
The default is Linear and stays in effect until you change it.
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Linear Curve Fit

y=B+Mx

X

Logarithmic Curve Fit

=B+M In x

Exponential Gurve Fit

y=BeMx

-

) ¢

Power Curve Fit

y=Bx¥

To do curve fitting and forecasting:

Within the List Stat application, enter two columns of data. With two columns
visible, the left column represents the x-values and the right column
represents the y-values.

Presm ((r8]) and check the correlation coefficient
to ensure the current model is acceptable.

If necessary, change the model by pressing (F7).

To do forecasting, type a number and press the function key for

the known value or .
Example: Curve Fitting and Forecasting.  For the past 6 weeks

the manager of Tom’s and Jerry’s Pet Store has kept records of
their sales and the number of minutes of radio advertising that
were purchased:

Page 237



Minutes of Advertising

Sales
Week 12 $1,400
Week 21 $920
Week 33 $1,100
Week 45 $2,265
Week 55 $2,890
Week 64 $2,200

Part 1. Determine whether there is a linear relationship between
the amount of radio advertising purchased and the weekly
sales.

To prepare for this example:

Press to start the List Stat application.

Press (D] to clear any prior data.
If shows JPEAEYIN, press it to display two columns of data.

Keys: Description:

2 1400 (eNTER] Enters the first data pair.

1 920 Enters the second data pair.
3 1100(ENTER] Enters the rest of the data.
5 2265 [ENTER]

5 2890 [ENTER]

4 2200 [ENTER]

Calculates the curve and displays the forecast
screen.

If the forecast model is not Linear, pr¢ss) to
select it.
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Calculator: STAT.STAH Forecast 111593 8H:86 am

X VMalue. ... i i i e XVALUE = 2.00
¥ Value. .. .. i e e YVALUE = 2.00
Correlation........ ..o innnnnnnn CORR = Q.90
2 T SLOPE = az=25 .88
Intercept . ... .. ittt INTRCPT = 276 .25
Forecast model............. . nnnnn Model = LINEAR
2-Var
2,200.00

| _Help | XUALUE]YUALUE] CORE SLOPE_|INTECPT] Model | Sums ]

The correlation coefficient of 0.90 satisfies the manager that it
is a linear relationship.

Part 2. Estimate the level of sales if 7 minutes of advertising
were purchased.

7 Enters 7 as thevalue and displaysyvalue of
3,357.38. Tom’s and Jerry’s can expect
around $3,300 in sales with 7 minutes of
radio advertising.

To view statistical summations:

Display the data edit screen (présst) one or more times if
necessary).
Press ((F8)) then NEETNENM ((78)).

To recall a value to the calc line, press the function key for the summation
value you want.

Here are the summation values for the data in the previous
example:
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Calculator: STAT.STAH SumMs 111593 8:87 am

Sum X. .. e Sum X = 20. 00
Sum Y. .. e Sum ¥ = 10, 7 75.00
Sum X=¥. ... ... Sum XY = 41 ,595.00
Sum X2 . .. e Sum X2 = 20.00
SUM Y2 . e Sum Y2 = 22,338, 725.00

2-Var
3,357.38
| _Help ] Sum X | Sum ¥ ] WSum Xv] | Sum X2 ]Sum v2 Q| Frcast]

Plotting the curve model for your data

The easiest way to plot the curve model for your data is to use

the autoscale feature:

Display the data edit screen (press one or more times if necessary).
Make sure both columns of data are visible (press

PEEEIM if necessary).
Press LM ([F8))-
Press [IEEEIEN ([F9))-
Press ((F3)) to display the curve.
When you’re finished viewing the curve, press (ESC).
In addition, you can take advantage of the Calculator function-
plotting power and flexibility as described in chapter 19 under

Function plotting.
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18

Date calculations

Presq};) (D] to start the Date Calculations

application. You can use Date Calculations to:

Determine the day of the week for any date.

Find the number of days between two dates.

Determine the date a given number of days in the future or past.
Date Calculation Function Keys

Key Label Description

DATE1l m Stores or calculates a date, using the current

Calculator date format—month/day/year (MM.DDYYYY), or
day.month.year (DD.MMYYYY), or year.month.day
(YYYY.MMDD). Also displays the day of the week. If you omit
YYYY, the current year is used. See the next page for more

information on date formats.

m Stores or calculates number of days betw2AmElandDATE2using the
actual calendar. The actual calendar recognizes leap years.

Calculates number of days betwd2ATElandDATE2using the 360-day
calendar (based on 30-day months).

Calculates number of days betwd2ATE1landDATE2using the 365-day

calendar (ignores leap years).

m Displays the current date, which can then be stor&NRE1or DATE2

About Calculator Date Formats

The Setup utility enables you to set the current date format for
your palmtop. The 11 different formats in Setup correspond to
three formats that the Calculator uses. See chapter 21 for

instructions on changing the current date format.
Date Formats: Calculator vs. Setup Utility

Calculator Setup Utility

DD.MMYYYY  (DD-MMM-YY) (DD-MMM)
(MMM-YY) (DD/IMM/YY)
(DD.MM.YY) (DDIMM)
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(DD.MM)
MM.DDYYYY  (MM/DD/YY) (MM/DD)
YYYY.MMDD (YY-MM-DD) (MM-DD)

Example: Calculating Dates. What day of the week is July 4,
19967 How many days between July 4, 1996 and September
23, 1997? What day is 90 days after July 4? What day is 180
days prior to July 4? Assume the current date format is month/
day/year (MM.DDYYYY).

Keys: Description:

(D) Starts the Date Calculation application.

7.041996 Enters July 4, 1996 in the current date
format.

July 4, 1996 falls on a Thursday.

9.231997(F4)  Enters September 23, 1997DATE2

The actual number of days betwd@ATE1

andDATEZ2is 446.
90 October 2 is 90 days after July 4, 1996.

180 January 6 is 180 days prior to July 4,
1996.

To clear the Date Calculation variables:

PresqMENU] (D). DATElandDATEZ2are reset to today’s
date.
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19
Using the Solver and
Function Plotting

The Solver enables you to enter your own equations with
variables into the Calculator. You can solve for any of the
variables using special function keys, one for each variable,
that the Solver creates for you. You can also plot an equation
against any of it's variables.

Your equations can be named and saved iSélhee Catalog

for later use.

The solve catalog

Presqi’] to start the Solver. If a screen entitled
Solve Catalog is not displayed, préss-] repeatedly until it is.

Until you enter some equations, your Solve Catalog will be
empty, but here is an example with some equations.
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‘Optional names. Equations.

‘
Carpet. PPSY=*L*W/9=COST
Volume V=L=W=H

Rate*Time=Distance

s51°2+52"2=-h"2
Ec Order Qtuy EOQ=SQRT(2+«FIXCST=SALES/ (CARRY%/186+=PRICE))
Salary hours*rate-pau

Help Insert | Delete Find Edit 1-2-3 Calc Plot

Press Edit (F6) to edit or view
the highlighted equation.

Entering and editing equations

The Solve Catalog can contain as many equations as your
palmtop’s memory permits. Entering equation names is optio-
nal.

Solver Example. Suppose you frequently buy carpet and must
calculate how much it will cost. The price is quoted to you per
square yard. Regardless of how you do the calculation (even if
you do it longhand), you use an equation:

Pri Length Width
sqLEIaCr% F;/g;d (fe‘et) (f(leet)
u \J ¥
PPSY x L x W = COST
9

A
\
Converts square feet to square yards.

Part 1. Enter the above Carpet equation into the Solver.
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Keys: Description:

Selects the Solve Catalog. If you don't
see a screen entitled Solve Catalog, press
until you see it.

(»] (4] Ensures the highlight is at the end of the
catalog and in the name field (the left side of
the screen where equation names are

displayed).
Carpet(eNTER] Enters the equation name into the name field.
[») Moves the highlight to the equation field.

PPSY(x] L (x) W (/] 9 (=] COST Automatically
displays the solve editor and types the Carpet
equation.

Verifies the equation, enters it into the equation
list, and selects the solve calc screen. If the
Solver detects an error in the equation, the
cursor in the solve editor locates the
problem. Correct the error and pr¢ss |

again.
Calculator: SOLUE.EQH Solve Calc 111592 8:13 am
Carpet: PPS5Y#L=W-9=C0OST
PP5Y = 2.00
L = 2.0
W = 2.0
COS5T = 2.00
©.00

[ Help J PPsv | L | W _§ cosr | [ 1§ | /|

Part 2. Calculate the cost of carpet needed to cover a 9 foot by
12 foot room. The carpet costs $22.50 per square yard.
Keys: Description:
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22.5 Stores the price per square yar@®RPSY
12 Stores the length.
9 Stores the width.

Calculates the cost, $270.00.
Calculator: SOLUVE. EQH Solve Calc 111592 B8:14 am

Carpet: PPS5Y#L=W-9=C0OST

PP5Y 22.5

12.0

9.
COST 270.0

COST = 270.00
[SHelp | FPsy | L W W cost | — | g

Part 3. Determine the most expensive carpet you can buy if the
maximum amount you can pay to carpet the room is $300.
The following steps illustrate the “point-and-shoot” way to
enter a value into a variable and to solve for a variable. Point-
and-shoot is described in detail in chapter 1.

Keys: Description:

(a] 300(a] (a] (a] Stores $300 iCOSTand moves the
cursor to thePPSYcell.

Calculates the maximum price per square
yard you can pay to be $25.00.

To enter an equation and its name:

Press to display the Solve Catalog. You may need to press
one or more times, also.

Move the highlight bar up or down to the position you want to enter the new
equation.

Type the equation. When you start typing, the solve editor automatically
starts. Follow these guidelines:

To improve readability, you can add spaces between
elements.
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You can add a comment at any point in an equation. Simply
start and end the comment with an exclamation point (!).

Press(ENTER] to break an equation at any point to improve
clarity.

The maximum length of an equation is about 2000
characters, and a single equation can have up to 256 diffe-
rent variables.

Press (F10].
Entering a name is optional. Press [«] to highlight the name field. Type a name

and press [ENTER).

When you're ready to use the equation, pflEE=EE= at

which point the Solver verifies the equation. If the equation
cannot be interpreted, the Solver briefly displéaysalid

equation and the cursor is positioned before the first character
the Solver could not interpret. Check to be sure you've made
no typing mistakes and that you've followed the rules for
writing equations described later in this chapter.

To edit an equation or its name:

From the Solve Catalog, pregs] (Edit) to edit the high-
lighted equation or name. To cancel an edit, pjesss.

Calculating with your solver equations

To perform a calculation:

Display the Solve Catalog screen.

Highlight the equation you want to calculate.

Press (F9). This selects a new screen dedicated to the current
equation where each variable is represented by a function key.

Store your known values by typing a value and then pressing the function key
for the associated variable. You must store values in all variables but one.

Press the function key for the value you want to calculate. If the Solver is able
to find a solution to the equation, the answer is displayed in the calc line.

In most cases, this is all you will need to know about how the
Solver works. However, there are certain types of equations
that are more difficult to solve. If, during the calculation, the
display temporarily shows sets of changing numbers, such as:
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A1, 13476129334 +
the Solver is searching for a solution. $k®v the Solver
workslater in this chapter.

Clearing and deleting solver equations and variables

To clear (set to zero) a set of variables:

Display the Solve Catalog.
Highlight the desired equation and press (F9).

Press ).
|

Caution

Be sure you display the solve calc screen (press ), not the Solve
Catalog screen to clear the variables for an equation. If you press
(D] in the Solve Catalog screen, you will erase all variables and all
equations.

About shared solver variables

If two or more equations contain the same variable names, that
variable (and its value) is shared among the equations in which
it appears. If you delete or clear a shared variable, its value is
lost to all the equations that share it.

To delete an empty line, a name, or an equation and/or its varia-

bles:

In the Solve Catalog highlight the empty line, name, or
equation and usgs] (Delete). cancels the delete
command.)

Note

When deleting an equation, you should first delete its variables (as long
as none are shared variables) to free up memory.

If you delete the equation’s variables but not the equation, the variables
are created again with values of zero the next time you use the equation.
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To delete all variables and/or all equations:

Display the Solve Catalog.

Press (D).

Use (a) to select all equations, all variables, or both.

Press to delete them, or press to cancel the delete.

|
Note

When you delete variables, you free up for other uses the memory they
used. If you do not delete the equations, the variables are created again
with values of zero the next time you use the equation. The memory
used by a single variable is 15 bytes plus a byte for each character in the
variable.

Solve catalog function keys

Solve Catalog Function Keys

Key Label Description

((F2)) Inserts a blank row above the
highlighted row. This row is ready to accept
your new name and your new equation.

((F3)) Deletes highlighted name, highlighted
equation and/or its variables, or a blank row.

PEEEEEN ((F4))  Searches names or equations
(whichever field is highlighted) for specified
characters. Segearching for specific text
chapter 1 for detalils.

[ Edit K@) Allows you to edit highlighted name or
equation. Also allows you to view long
eqguations.

((F8)) Displays the Solve 1-2-3 screen.
Allows you to “back-solve” a 1-2-3
worksheet; that is, make a cell containing a
formula equal to a desired value by solving
for a specified input cell.
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((F9)) Verifies the equation or expression and
selects the solve calc screen.

((F10])  Displays function plotting.

Using multiple equation lists

The Calculator Solver application enables you to manage

different equation lists using the standard File commands.

Use (MENU] (File Copy) to copy an equation list to a
new file. If you save the equation list using an existing file
name, the new file will overwrite the old file.

Use(MENU] (F) (O] (File Open) to open an existing equation
list file.

Use [MENU] (File New) to create a new, empty equation
list.

Use [MENU] (File Merge) to merge another equation
list into your current list at the position of the highlight.

Using the solver in a 1-2-3 Worksheet.

A worksheet often contains a series of cells where all but one
contain variableralues(the variablexamesare the cell names),
and where that one remaining cell contains the result of a
formula calculation. The formula uses the other cell names as
its variables, and the contents of those other cells are the values
for those variables.

Normally, the values in the variable cells are entered first, then
the formula cell calculates the result. The Solve Catalog’s 1-2-3
feature JEEFEEI) allows this calculation order to be

reversed. Rather than have the formula-cell’s vahleulated

last, it's entered firstand avariable-cell'svalue iscalculated

last This variable cell is called tl@lve cell, and this method

of calculating for that cell’'s value is callbdcksolving.
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To calculate a 1-2-3 solve cell value that will produce
a specified formula cell value:

Use 1-2-3 to create worksheet segment that includes a formula cell and the
data cells representing all the variables used in the formula cell. Ensure
that this worksheet is the current worksheet.

Enter values into all but one of the data cells. The remaining data cell is the
solve cell.

Press (17) (and press one or more times, if necessary) to
display the Solve Catalog.

Press ((F8)) to display the calculator’s Solve 1-2-3 screen.

Press M ((F8)) to display the current 1-2-3 worksheet.

Move the cursor to highlight the formula cell.

Press to define that cell as the formula cell and to return to the
calculator’s Solve 1-2-3 screen.

Type the value of the result you want that formula cell to calculate and press
ECEE ().

Press JEEEZM ((F10)) to display the current 1-2-3 worksheet.

Move the cursor to highlight the data cell you choose to be the solve cell—the

cell whose value is to be determined.

Press to define that cell as the solve cell and to return to the
calculator’s Solve 1-2-3 screen. The cell’s value is calculated, displayed in
the Solve 1-2-3 screen, and entered in the worksheet.

To restore the solve cell to its previous value:

PresdEEEIM ((F5)). The solve cell is restored to the value
it had just before the last backsolve took place.

To set up a solver worksheet:

Write down your chosen formula (like DISTANCE = RATE % TIME), then
convert it to an expression by subtracting the right side from the left (like
RATE « TIME — DISTANCE).

Reserve a set of adjacent 1-2-3 cells, one for for each variable in your
expression and the last one (the formula cell) for the expression itself.

Enter the expression into the formula cell.

Press (17) (and press one or more times, if necessary) to
display the Solve Catalog.

Press ((F8)) to display the Solve 1-2-3 screen.

Press M ((F8))to display the current 1-2-3 worksheet.

Move the cursor to the formula cell.

Press to define that cell as the formula cell and to return to the
calculator’s Solve 1-2-3 screen.

Type [ as the result you want that cell to calculate and press ((F9))-

Your solver worksheet is now ready to be used.
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To use a solver worksheet:

This procedure starts with the worksheet set up as described in
the above procedui® set up a solver workshe€erhis

worksheet is now the current worksheet. You know the values
of all but one of the variables, and you'll use this solver
worksheet together with the Calculator’s Solve 1-2-3 screen to

solve for that unknown.

If the Solve 1-2-3 screen is not displayed, display the Solve Catalog, then press
().

Press (125] to display the solver worksheet.

Enter values into all but one of the variable’s cells.

Move the cursor to the unknown variable’s cell.

Press and see the solution in the calc line labeled =l =
rezult, If the expression in the worksheet’s formula cell does not evaluate
to zero exactly, that cell will contain a very small number.

To solve for another variable, repeat these steps.

Example: Creating and Using a Solver Worksheet. ~ This example
demonstrates how to set up the solver worksheet and how to
use it.

The equation used in this exampléisTE < TIME =

DISTAMCE. The solver worksheet uses expressions, not
equations, so forming left — right gives the expressiGi E *
TIME) - DISTAMCE. If you want to press keys as you follow this
example, create the worksheet shown in the following figure.
Cells B3, B4, and B5 contain values only; no formulas. Cell B8
contains the formulaE=*E4-ES. When the example starts,
this worksheet is the current worksheet.
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48 .68
166.6068

RATE *= TIME - DISTANCE -186.08

= ]
Ir-
pHov-93  @8:46 AM LHES]

Keys: Description:
123 Displays the solver worksheet containing the
formulalEATE # TIFE) - DISTAMCE in cell
B8.

highlight cell B3Move the cursor to cell B3.

40 (v] (v]) 100 Enters 40 miles per hour into B3 and 100
miles into B5.

(v] (v] (v] Moves the cursor to cell B8.

Displays the Solve Catalog. You may
have to pres$esc) one or more times.

((F8)) Displays the Calculator’s 1-2-3 screen.

. For () Displays the current 1-2-3 worksheet.
The cursor highlights cell B8, the formula
cell.

Defines B8 as the formula cell and returns to the
Calculator’s 1-2-3 screen.
ORZSHi=I ((F9))  Enters the value the formula cell is to
calculate.
((F10] Displays the worksheet. The formula
cell, B8, is highlighted.

(a] (4 times) Highlights cell B4, TIME. This is the cell whose
value is to be calculated to force cell B8 to
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equal zero.

Defines B4 (TIME) as the solve cell and returns
to the solve 1-2-3 screen. The calculation is
performed and the display shows 2.5 hours
(the Zolve re=ult) as the time required to
cause RATE TIME — DISTANCE (B8) to
equal zero. If you return to the worksheet,
you’ll see that B8 now contains 0.

How the solver works

Initially, the Solver tries to find direct solution by rearranging
the equation and then solving for the variable. If the Solver
finds a direct solution, the Calculator displays the answer on
the calc line, and no other information is displayed.

If the Solver is unable to find a direct solution, the Solver tries

to find aniterative solution. This involves searching for the

answer by estimating a set of answers, seeing how close they
are to a solution, and then making another set of estimates. The

Calculator displays the current estimates (“guesses”) while the

Solver is searching for an answer iteratively. You should keep

in mind thatthere may be more than one solution to an

equation and that it may be necessary for you to enter guesses
in order to influence which solution the Solver finds.

Since the process of finding an iterative solution is very

complex, there are four possible outcomes that you should be

aware of:

The Calculator displays an answer but displays no message. It
is very likely that the Solver has found a solution. The
Calculator may display additional information if you repeat
the calculation by pressing the function key for the variable
you solved for.

The Calculator displays an answer and automatically displays a
message. The Solver has found a possible solution, but you
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must use judgement in interpreting the results.

that the Solver cannot begin the search with the current
guesses. See the following sectiemtering guesses
The Calculator displays:lution not found because the Solver
was unable to find a solution. Check to see if your equation and
stored values are correct. If the equation is correct, you may be
able to find a solution by entering very good guesses.

Halting and restarting an iterative search

When the Solver is searching for an iterative solution, you can
halt the calculation by pressing any key. The Calculator
displays the best estimate the Solver has found so far, and the
messagéterrupted. You can restart the search from where it
left off by pressing the function key for the variable you are
solving for. Or, you can restart the search using your own
guesses.

Entering guesses

Entering your own guesses serves two purposes. First, it can

save time by telling the Solver where to start searching. Se-

cond, if more than one solution exists, entering guesses can

help the Solver select the answer you want. You can enter

guesses in the Solve Calc screen at these times:

Before beginning the calculation, after you've stored a value
for every variable except the unknown variable.

After you've halted the iterative search.

After the Solver has returned an answer, and you want to begin

searching for another answer somewhere else.

You can enter one or two guesses. If you enter one guess, the

Solver makes a second guess. If you enter two guesses, the

Solver starts searching for a solution in the range between the

two guesses.
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To enter guesses:

To enter only one guess, key in the value and press the function
key for the variable twice.

To enter two guesses, key in the first guess and press the

function key once, and then key in the second guess and press

the function key twice.

Rules for writing equations

The rules for writing equations use several terms:
Variablesare the named items for which you store or calculate
values.
Constantare numbers—for example, $10,000, 360 days.
Operatorsperform arithmetic—for example, and —.
Functionsdo calculations using mathematical capabilities built
into the Solver—for example, SQRJ{ USPV({ %,n), and
DDAYS(d1,d2,ca).

Length of equations

An equation cannot exceed 2279 characters and cannot contain
more than 256 different variables. There are no other limits as
long as there is sufficient memory to store it.

Variable names

Solver variable names can be a maximum of 15 characters long
and must be all one word (no spaces allowed). The following
characters are not allowed in variable names: #, £, (,), <,

> =5, L{}[] and|. Also, the character currently defined
as argument separator (, in US mode and . in European mode)
is not allowed in variable names. You cannot use NOT, AND,
OR, or XOR as variable names, nor can you use the names of
functions that have no arguments as variable names. A variable
name cannot begin with a number. Variable names are case
sensitive.
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The first seven characters of the variable names become
function key labels. Therefore, make sure no two variables
have the same first seven characters.

Constants

Constants must be keyed in as numbers without digit separators
or other characters.

Functions

An equation can contain any of the functions shown in the
Solver functionsgable later in this chapter. Functions are built-
in shortcuts to creating complex expressions.

Operators, parentheses, and the order of calculations

When necessary, use parentheses to control the order of
calculations. Without parentheses, the Solver does calculations
using the same rules as those used by an algebraic calculator.
These rules are:

Functions first

For example, when solving f@r in the equation
A*SORTIE+C)=D, the Solver calculatesd then multiplies the
answer byA.

Exponentiation before multiplication and division

For example, an equation typed in“&s2==C is interpreted a8 x B = C.

B is raised to the 3rd power atitenmultiplied byA. To raiseA x Bto the
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3rd power, write the equation4*E 1" 2=,
Multiplication and division before addition and subtraction
For example, an equation typed inias/C=12 is interpreted as:

To divide the sun + B by C, type the equation+E1/C=12,

You cannot use parentheses for “implied” multiplication. For example, an
equation printed in a book 8sb{SN}=Psb S(1-F)an be typed into the
Solver as*=H=FZ#1-F1. The* sign must be inserted betweeh and the
parenthesis.

Date formats

The functions CDATE, DATE, and DDAYS, either return a

date or use one or more dates as arguments. The format in
which these dates are expressed depends on the date format set
in the Setup Utility. The formats shown in the second and third
columns give the Calculator date formats shown in the first

column.
Date Formats: Calculator vs. Setup Utility

Calculator Setup Utility
DD.MMYYYY (DD-MMM-YY) (DD-MMM)
(MMM-YY) (DDIMM/YY)
(DD.MM.YY) (DDIMM)
(DD.MM)
MM.DDYYYY (MM/DD/YY) (MM/DD)
YYYY.MMDD (YY-MM-DD) (MM-DD)

Note that you won't see the entire date in the display unless
you've set the number format to be All or Fixed Point with 6

digits. To change the format presgnu] (O] and fill out
the Number Format dialog box.

Solver functions

The table on the following pages lists the Solver functions.
Lowercase characters in parentheses stand for numbers, varia-
ble names, or numeric expressions that the functions use to do
their calculations.
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Solver Functions

Function Description

ABS(X) Absolute value.

ACOS(K) Arc cosine?

ALOG(X) Common (base 10) antilogarithm;*10

ANGLE(x,y) 2Returns polar coordinate angie given ,y)
rectangular coordinate's.

ASIN(x) Arc sine?

ATAN(X) Arc tangent

CALCCELL (input list, output rangerow, col)? You can
specifyrow, col, justrow, or neitherinput
list is zero or more inputs to the worksheet of
the form: gxpr, range row, col]. For each
input, the expression is evaluated and stored
in the appropriate cell in the worksheet. Then
the worksheet is recalculated, and the value
of the output cell is returned.

CDATE Current daté.

COMB(x,y) Number of combinations ofitems takery at a

time.
COSK) Cosinet
CPCOL Returns the worksheet column number of the

current cell pointer.

CPROW Returns the worksheet row number of the current
cell pointer.

CTIME Current time in HH.MMSS, 24-hour format.

DATE(date,) The daten days after (when is positive) or
before (whem is negative) the specified
date3

Uses the current angle mode—degrees, radians, or grads. To change the angle mode,

press (VENU) (O] (M.

Uses the current argument separator when keying in formulas.

Uses the current date format, DD.MMYYYY, MM.DDYYYY, or YYYY.MMDD. See the
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earlier section Date Formats.

Solver Functions (continued)

Function Description

DDAYS(d1,d2,ca)  The number of days between dalés
andd2.! cal designates the calendaal=1
for the actual calendar, which recognizes
leap yearscal=2 for the 365-day calendar,
which ignores leap yearsal=3 for the 360-
day calendar, which uses 12, 30-day months.

DEG(X) Convertsx in radians to decimal degrees.
EXP(X) Natural antilogarithm;’e

EXPM1() e—1.

FACT(x) Factorial;x is an integero.

FLOW(filename, row The specified cash flow from the
specified cash-flow file. The file name must
be entereavithouta DOS path and file
extension. The CFL extension and the
current path from the Cash Flows application
are assumed.

FPK) Fractional part.

FV(n,i %yr,pv, pmt,p/yrm) TVM function for FV?

G(var) The GET function returns the contents<of

HMS(X) Convertsxin decimal hours (degrees) to
H.MMSS (D.MMSS) format.

HR(x) Convertx in H.MMSS (D.MMSS) format to
decimal format.

IDIV(X,y) Integer part of the quotierty.

IF(con,algl,alg2If conditional expressionoonis true, use
algebraic expressiamgl; otherwise, use
alg2. IF is discussed later in this chapter.

Uses the current date format, DD.MMYYYY, MM.DDYYYY, or YYYY.MMDD. See the

earlier section Date formats.
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See the section The TVM functions later in this chapter.

Solver Functions (continued)

Function Description

INT(X) The greatest integer less than or equal to
INV(X) Reciprocal, IA.

IP(X) Integer part.

ITEM(filename, row,cql  Returns the value of the
designated statistics data (from a .STA file).
If you don’t specify a column, it defaults to

11
1%YR(n,pv,pmt, fv,p/yr,in  TVM function for | %YR?
L(var,alg) The LET function evaluates the algebraic

expressioralg, stores the result ixy and also
returns that result as the value of the L

function.

LENGTH(range Returns the number of worksheet rows in the
given range.

LN(x) Natural (base e) log of

LNP1(x) In (1 +x).

LOG(x) Common (base 10) log a&f

MAX(X,y) Larger ofx andy.

MIN(X,y) Smaller ofx andy.

MOD(x,y) The remainder of the divisiotry; MOD(X,y)
X=yXINT(x+y).

N(i %yr,pv,pmt, fv,p/lyrm)  TVM function for?N.
PERM,Y) Permutations of items takery at a time.

Pl 113.141592653589793 (16 digits).
PMT(n,i %yr,pv,
fv,p/yr,m) TVM function for PMT.

PV(n,i %yr,pmt,
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fv,p/yr,m) TVM function for P¥.
RAD(X) Convertsx in decimal degrees to radians.

filename must be entered without a DOS path and extension. The current path and
standard extension from the application are assumed.
See the section The TVM functions later in this chapter.
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Solver Functions (continued)
Function Description

RADIUS(x,y) Returns polar coordinate radius R giv&ry\
rectangular coordinates.

RAN# or RAND Pseudo-random numbeg.(€1).

RCLCELL (range,row,col  You can specifyow andcol, just
row, or neither. Returns the value of the
designated worksheet cell.

RND(,y) x rounded toy decimal places (wheryf) or to
[yl significant digits (when —36-1). Wherny=16,x is
rounded to number of decimal places given by current
display setting.

S(var) var is a variable; $fr) is used with the IF
function to create a set of function keys from
more than one equation. (S is discussed later
in this chapter.)

SGN() Sign ofx (+1 if x>0, 0 ifx=0, -1 ifx<0).

SIGMA (cv,cl,c2,s,alp Sums values of the algebraic
expressiondlg) for values of the counter
variable €v). cv starts with valuel and is
incremented in steps ef to a final value of
c2. (SIGMA is covered in more detail later in
this chapter.)

SIN(X) Sinel

SIZEC(ilenamg Returns the last flow number in the specified
cash-flow file?

SIZES(ilenamg Returns the number of statistics rows in the
specified statistics-data fife.

Uses the current angle mode—degrees, radians, or grads. To change the angle mode,

press © ®.

filename must be entered without a DOS path and extension. The current path and
standard extension from the application are assumed.
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Solver Functions (continued)

Function Description

SPFV({%,n Future value of a single $1.00 payment;
equivalent to (1#+%-+100}). n is the number
of compounding period$.% is the interest
rate per compounding period, expressed as a
percentage.

SPPV({%,n) Present value of a single $1.00 payment;
equivalent to 1+SPFV6,n). nis the
number of compounding period$% is the
interest rate per compounding pe riod,
expressed as a percentage.

SQK) X

SQRT)

STOCELL(expr, range,row,cQl  You can specifyow, col,
justrow, or neither. Evaluates the expression
and stores the result in the designated
worksheet cell. The worksheet is not
recalculated.

#T (filename, flownum,rojv Group size of the specified cash
flow in the specified cash-flow file.

TAN(X) Tangeng

TRN(X,Y) X is truncated ty decimal places (wheryfy)
or to Y| significant digits (when —36-1). Whery
equals 16x is truncated to the number of decimal
places given by the current display setting.

USFV( %,n) Future value of a uniform series of $1.00
payments; equivalent to (SPR\%,n)-1) +
(1% + 100).n is the number of paymenis%
is the periodic interest rate, expressed as a
percentage.

filename must be entered without a DOS path and extension. The current path and
standard extension from the application are assumed.
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Uses the current angle mode—degrees, radians, or grads. To change the angle mode,

press -

Solver Functions (continued)

Function Description

USPV( %,n) Present value of a uniform series of $1.00
payments; equivalent to USFH\,n) +
SPFV([%,n). nis the number of payments.
% is the periodic interest rate, expressed as a
percentage.

WIDTH(range Returns the number of worksheet columns in
the given range.

XCOORDRR, 4.) x-coordinate of polar coordinates. Uses the
current angle mode—degrees or radians.

YCOORDR, 4.) y-coordinate of polar coordinates. Uses the
current angle mode—degrees or radians.

Typing aids for solver functions

Solver functions may either be typed in or entered with the help
of function keys. For example, when you're entering an
equation and want to use the function PMT, you can press

(argument separators) and parentheses are displayed as well as
the three letters. As you type in the arguments to the function,
use(»] to skip over the commas and parentheses. After

entering the function, pre$ssc] to display the previous set of
function keys.

Here are the function keys in the solve editor that give you
typing aids.

Solve Editor Function Keys
Key Label Description
PTETSS Provides typing aids for RND, IP, FP, ABS, LN,
EXP, LOG, ALOG, SQRT, SQ, INV, TRN,
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LNP1, EXPM1, IDIV, INT, MOD, MIN,
MAX, SGN, SIGMA.

PSS EAN Provides typing aids for PI, SIN, COS, TAN,
ASIN, ACOS, ATAN

PGEESYAN Provides typing aids for DEG, RAD, HR, HMS,
XCOORD, YCOORD, RADIUS, ANGLE,
CTIME, CDATE, DATE, DDAYS.

P Provides typing aids for COMB, PERM, FACT,
RAN#.

T Provides typing aids for N, 1%YR, PV, PMT, FV,
SPFV, SPPV, USFV, USPV.

Provides typing aids for STOCELL, RCLCELL,
CALCCELL, LENGTH, WIDTH, CPCOL,
CPROW, IF, OR, XOR, AND, NOT, S, L, G.

Inserts into the editor the last number or other
operand displayed in the calc line. The
number is inserted in full precision.

- Conditional expressions (IF function)

Equations can include conditional expressions using the IF
function. For example, the Solver accepts the equation:
BOMUS=IF(SALES>3000, 02*¥SALES, 01 #SALES). The two
commas inside the parentheses stand for “THEN” and “OR
ELSE.” According to this equation, SALESs greater than
3000, therBONUSequals .02 SALESotherwise BONUS
equals .01 6ALES

In general, the form of the IF function is:

IF(conditional expressionalgebraic expressionalgebraic
expression

A conditional expression can also be an algebraic expression. If
the algebraic expression evaluates to zero, it is interpreted as
false. Otherwise, true. For example, if A equals — 1 in the
algebraic expression A+1, the expression is false. If A equals
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any other number, the expression is true.
The logical and relational operators that can be used in

conditional expressions are described in the table below:
Operators Used in Conditional Expressions

Logical Operators: NOT, AND, OR, XOR
Relational Operators: > Greater than & < Less than
= Equal to

> = Greater than or equal to
<= Less than or equal to
<> Not equal to

Order of logical operations

Logical operations are done after arithmetic operations
(addition, subtraction, etc.). For example, the expression:
A+1 ORB=5
is true ifA<>-1 and/oB=5. The expression is false only if
A=—1 andB <>5.
When there are two or more, they are done in the order NOT
first, then AND, and finally OR or XOR. Thus, the expression:
A=360 AND B=12 ORA=365
is true ifA equals 360 anB equals 12, or iA equals 365.
Here are several examples of equations using conditional
expressions:
Equation: E=IFi 74 AMD de=15,2%48/6, 254+ 100+C
Meaning: If A is greater than 7 and less than or equal to 15, then
B=(2xA+6)+C. Otherwise, B=(3xA+10)+C.
Equation: 4LUE=FIRST+IFIMHOT FIRST=0,1/FIRST,0]
Meaning: IfFIRST is unequal to 0, then VALUE=FIRST+ (1-+FIRST). If
FIRST=0, then VALUE =FIRST.
Equation: T="/#IF[4=0 %0 E=0 4+E 4FE]
Meaning: T=Wx(A+B) if A or B, but not both, equals 0. Otherwise,
T=WxAxB. In other words,
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When A=0 and B0, T=WxB
When A0 and B=0, T=WxA
When A=0 and B=0, T=0
When A0 and BO, T=WxAxB.

Creating function keys for multiple equations (S
function)

The S (solving for) function is used with the IF function to

group equations and to specify the conditions where one or the

other is used. For example, consider these equations for

calculating gross pay:

Wagepay based on an hourly wage: Salarypay based on a
fixed salary plus a 5% sales commission:

WRAY=\WAGE*¥*HRS SLPAY=SALEY+0S*¥SALES
where:
WPAY= gross wage pay.
WAGE= hourly wage.
HRS= hours worked. where:
SLPAY= gross salary pay.
SALRY= the fixed salary.
SALES= sales.

To use the S function, the equations must first be rearranged to
place 0 on one side of each equation:
WRAY-WaGE*HRS=0
SLPAY-SALRY-05%5ALES=0
To create one set of function keys that can be used for either
equation:
IFLSCWPAY ) WRAY -WAGE*¥HRS SLPAY-SALRY -
O5*SALES)=0
IFLS0%'Fiy) tests the condition: Solving for WPAY?
If the condition is true, the expression "/Fi17 "' 5EE¥HES is used.
If the condition is false, the expression SLF&-SaLEY - 05#S4LES is used.
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The =l ending is optional. If it’s omitted, =0 is implied.

The S function appears within the IF function in the conditional
expression. In this case, the conditional expression is true if
you solve foWPAY and false if you solve for anything else.
The algebraic expressions in the IF function are the two
equations, rewritten to gather all the terms on one side of the
equation, so that each expression is equal to 0.

The IF function can be set equal to an expression common to
both equations. For example, the equations+( 10/4)=7
andi)+RE+(10/41=T can be combined 160 =) OF S OF

SLE) E4Y -2 D+RE-TI=-10/4, Note that the Solver uses the
second equation when solving forR, T, or A.

The TVM functions

The five Solver TVM functions allow you to write equations
that do calculations analogous to the calculations done in the
TVM Calculator application:

N( i%yr, pv, pmtfv, plyr, m)
19%YR ( n, pv, pmtfv, plyr, m)
PV ( n, i%yr,pmtfv, plyr, m)
PMT (n, i%yr,pv, fv, plyr, m)
FV( n, i%yr,pv, pmtpl/yr, m)

Each function calculates one TVM value, given the values for

all the others. For example, the first function calculates N (the
total number of payments or compounding periods), given the
annual percentage interest rate, present value, payment amount,
future value, number of payments per year, and the Begin/End
mode.

The parameters of the functions (the contents of the
parentheses) are defined identically (with one exception) to the
TVM application’s variables. The exception is thestands for

the Begin/End moddii=VZ=l). Usem=1 for Begin mode,
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m=0 for End mode.
You can give the parameters any legal variable name; for
example you can us€®AN in place ofpv. Parameters can also
be algebraic expressions. For example, the following equation
calculates the monthly payment for a car loan:
CARPMT=PMT{MOMNTHS IEYR, PRICE-DOWM,0,12,0)

FOMTHS is the number of monthly periods (n).

0% is the down payment.

FRICE is the purchase price.

FRICE-DOVW M is the present value (pv).

The first [ is the final value (fv).

12 is the payments/year (p/yr).

The final 1 specifies End mode.
Notice that”IT isnota variable in the equation—it is the
name of the function.
The Solver TVM variables are not shared with the variables in
the Calculator’'s TVM application. For example, the varidble
%YRin. theCARPMTequation is separate from the TVM
variablel %YR

The summing function (SIGMA)

The SIGMA function provides the ability to do a variety of
summing operations. The function has the form:
SIGMA(counter variablestarting valugending valuestep

size algebraic expression

Thecounter variable takes on a series of values, beginning
with thestarting value, and incrementing according to the
step size, until it passes thending value. For each value of
the counter, thalgebraic expression is evaluated, and the
value is added to the previous value. The function returns the
final summation. The counter variable is not represented by a
function key.

The following equation contains a count@nd two other
variablesX andTHESUM
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THESUM=SIGMALLL1 &1 1¥X)

The countet runs from 1 through 6 in steps of 1—that is, 1, 2,
3,4, 5, 6. For each valuelof x X is calculated and added to
the sum. If you store 3 i and then solve fofHESUM the
Solver calculate$HESUM= 63; thatis,3+6+9 + 12+ 15 +
18.

Examples of solver equations

Simple annual interest

The following equation calculates the amount due for a loan
with simple annual interest, given the duration of the loan.
Both the principal and interest are paid in a lump sum at the
end of the loan period. This LOAN,DAYS equation assumes a
365-day calendar basis.
DEET = LOAMN + LOAM * |9 S 100 * DAYS / 265
where

DEBT = the total owed at the end of the loan period.

LOAN = the original amount (principal) lent.

I % = the annual interest rate as a percent.

DAYS = the number of days of the loan.

If you know the dates for the course of the loan, rather than the
number of days, use this LOAN,DATES equation:
DEET =LOAMN + LOAM * 19 /100 #*
DDAYSIDATEY DATEZ IF(BASIS=265,1,3)) / BASIS
where
DATE1 = the date the loan commences.
DATE?2 = the date the loan ends.

BASIS = 360 for a 360-day basis.
BASIS = 365 for a 365-day basis.

Example: Simple Interest for a Specified Number of Days. You
lend a friend $450 for 60 days, charging 7% simple annual
interest (calculated on a 365-day basis). What is the total
amount he will owe you in 60 days?
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Starting from the solve calc screen for the LOAN,DAYS
equation,

Keys: Description:

4505  Stores loan amount.

7 Stores interest rate.

60 LS E Stores term of loan.
| DEBT | Calculates $455.18 due in 60 days.

Example: Simple Interest From the Dates of the Loan.  On March
26, 1992, you borrow $1,200 from a relative. You promise to
repay the loan, with 8% simple interest (to be calculated on a
365-day basis), on June 12, 1993. How much will you owe?
Starting from the solve calc screen for the LOAN,DATES
equation,

Keys: Description:

1200 %S Stores loan amount.

8 Stores interest rate.

3.26199F: Nkl Stores date of loan (assumes current
date format is MM.DDYYYY).

6.12199FLVisFI Stores repayment date.

K[5s) BASTIS | Stores calendar basis.

[ DEBT | Calculates $1,316.52 to be repaid.

Advance payments (leasing)

Occasionally payments are made in advance, such as in leasing.
Leasing agreements sometimes call for the extra payments to
be made when the transaction is closed. A residual value
(salvage value) can also exist at the end of the normal term.

The following equation named ADV calculates the monthly
payment and the annual yield when one or more payments are
made in advance. It can be modified to accommodate periods
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other than monthly by changing the number 12 to the
appropriate number of payment periods per year.
PHMT=(-PY-FY*(SPPY(ITYRA 2, M)/
CUSPYOTEYRS 2 M- a0+ a0
where

PMT = the monthly payment amount.

PV = the value of the equipment.

FV = the residual value.

I %YR = the annual interest rate as a percent.

N = the total number of payments.

#ADV = the number of advance payments.

Example: Leasing With Advance Payments.  Equipment worth

$750 is leased to you for 12 months. The equipment is assumed
to have no salvage value at the end of the lease. You agree to
make three payments at the time of closing. What is the
monthly payment if the annual interest rate is 10%?

Starting from the solve calc screen for this example’s equation,
Keys: Description:

750 RN

Vi N |
0
<]~ #ADV |
10373 Stores known values.

P Calculates a $64.45 monthly payment.

Discounted notes

A note is a written agreement to pay the buyer of the note a
sum of money plus interest. Notes do not have periodic
coupons, since all interest is paid at maturity. A discounted
note is a note that is purchased below its face value. In the
following two equations, the calendar basis is actual/360. To
find the price given the discount rate, use the following
NOTE,PRICE equation:
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To find the yield given the price (or to find the price given the
yield), use the NOTE,YIELD equation:
YIELD=(RY-PRICE)PRICE*¥ 26000/ DDAYSISETTMAT, 1)
where

PRICE = the purchase price per $100 face value.

YIELD = the yield as an annual percentage.

RV = the redemption value per $100.

DISC = the discount rate as a percent.

SETT = the settlement date (in current date format).

MAT = the maturity date (in current date format).

Example: Price andYield of a Discounted Note.  What are the

price and yield of the following U.S. Treasury Bill: settlement
date July 16, 1991; maturity date December 17,1991; discount
rate 8.7%7? (Assume MM.DDYYYY format.)

Starting from the solve calc screen for the NOTE,PRICE
equation,

Keys: Description:

7.16 199 NEIE N
1217199 WS

N4 DISC
1001/ Stores known values

| PRICE | Calculates a price of $96.28.

Starting from the solve calc screen for the NOTE,YIELD
equation,
| YIELD | Calculates a 9.04% vyield.

Moving average

Moving averages are often used to predict trends in data over
time. In moving average calculations, a specified number of
values are averaged. Each time a new value is acquired, the
oldest is discarded.
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The following Solver equation named MOVAVG calculates the
moving average of data stored in a 1-2-3 worksheet.
MAVG=SIGHALL MAKCT LAST-M+1) LAST,1 RCLCELL
(namel 1)/ HAIMHCLAST M)

where

N = the number of values averaged in each calculation.
LAST = the entry number of the most recent value to be averaged.
name = the range name of the first data cell.

Example: Moving Average. Calculate a three-month moving
average for the number of units manufactured during the first

half of the year. Manufacturing volumes were:
January  February March April May June

4400 5360 2900 3670 4040 3200

If you want to preserve the current worksheet, save it to a file
before you erase it.

Keys: Description:

125 Starts 1-2-3.

Erases the worksheet and moves to cell
Al.

RNCVOL Creates the range name VOL for
cell Al.

Names first cell of data range.
4400(v]

5360(v]

2900(v]

3670(v]

4040(v]

3200(v] Enters data.
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(»)Displays Solve Catalog and
highlights bottom of equation list. If the

Solve Catalog screen is not displayed, press
one or more times.

Now type the MOVAVG equation, substitutin@L for name

and press({9]) to display the solve calc screen. Then,

Keys: Description:

3PS stores number of points.

3T Stores entry number of last entry to be averaged.

Calculates an average of 4,220.00 for months 1,
2, and 3.

4 BRI “Moves” LASTdown one entry.

Calculates an average of 3,976.67 for months 2,
3, and 4.

5 AL “Moves” LASTdown one entry.

Calculates an average of 3,536.67 for months 3,
4, and 5.

6 T TNl Calculates an average of 3,636.67

for months 4, 5, and 6.

Simulating a toss of dice

The Solver random number function RAN# can simulate the
toss of one or more six-sided dice. The equation
TOSS=IPLRAM®*E+1)

generates integers in the range 1 through 6. Similarly,
TOSS=IPIRAM¥SE+1 JHIPIRAMNF£E+1] )

simulates the toss of two dice and gives the sum of both.

Type the equation for the appropriate number of dice and press ((F9)).
Press JELEEIM as many times as desired to see the results of the tosses.

Page 276



Distance between two locations

The following Solver equation calculates the approximate
statute miles between two places, given their longitudes and
latitudes. The longitudes and latitudes are entered in degrees-
minutes-seconds format (D.MMSS); South Latitude and East
Longitude are negative numbers. The Calculator must be in
Degrees mode.

¥SIMCHRILT2))+COS(HRILT 1 1)*
COSCHRILTZ))*COS(HRILGT -HRILGZ1))
where

LG1, LT1 = the longitude and latitude of the first place.
LG2, LT2 = the longitude and latitude of the second place.

Example: Calculating the Distance BetweenTwo Places.  Find the
statute miles between Philadelphia, Pennsylvania (40°35'N,
75°10'W) and Corvallis, Oregon (44°35’'N, 123°16'W).

If the RAD or GRAD annunciator is displayed, prégs~u]

(0] and select Degrees angle mode.

Starting from the solve calc screen for this example’s equation,

Page 277



Keys: Description:

40.350EL N
75. 100 F Stores latitude and longitude for Phil-
adelphia.

44 35EEEZINN
123. 160 P Stores latitude and longitude for
Corvallis.

PEEELYNTE Calculates the distance to be 2,425.31 statute
miles.

Finding several solutions to an equation

Example: Solving A Cubic Equation. ~ The equation3-5x2 = 10x -
z can have more than one solutionXomhe Solver can find
each solution or root using function plotting. The procedure
below shows one way to do this.

You'll plot this equation for a particular value of

Select to display the Solve Catalog. If necessary, press one

or more times.

Type :"Z-5#:"2=10%:-z into the solve editor and press (F10).

Press ((F9)) to enter the expression into the equation list and
display function key labels for x and z.

Type 20 and press M ((F3)) to assign the value 20 to z.
Press to display the Solve Catalog

Press ((F10)) to display the function plotting screen.
Press (D] to set the function-plotting conditions to initial values.

Press ((F3)) to auto-plot the equation. YMIN and YMAX will be

chosen to ensure that the curve is shown on the screen.

Function plotting accepts both equations and expressions, but it converts
equations into expressions before plotting by subtracting the right side of
the equation from the left side. So the graph you see is actually a plot of x° -
5x% - 10x + 20 against values of x.

Your screen should look like this:
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Function Flotting 111593 9:85 am

-58

-188

-5 []
o] Help | Z-Box | Z-In ] Z-Out W Center] (X.¥) ] ] Auto QN Solve | |

Press ((F4)) to zoom out five times and to show the curve crossing
the x-axis three times (to show the three x-values where the expression
equals zero).

Start the definition of a zoom box by moving the cursor to the upper-left corner
of an imaginary box that includes all three x-axis crossings (all three roots).
To move the cursor by jumps, press an arrow key. To move the cursor by
individual dots (pixels) on the screen, press and hold while pressing
an arrow key.

Press 22123 ((F2)) to fix this upper-left corner.

Move the cursor to locate the lower-right corner of the zoom box. Your screen
should look something like this:

Function Flotting 111593 9:87 am

-258

—28 (]
o] Help | Z-Box | Z-In ] Z-Out W Centerl ¢x.¥> | ] Auto QN Solve | ]

Press 2= 3 again to enlarge the boxed area to full-screen size.
Move the cursor near the left root. Your screen should look something like this:
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Function Flotting 111593 9:88 am

—2.5 2.5
o] Help | Z-Box | Z-In ] Z-Out W Center] (X.¥) ] ] Auto QN Solve | |

Press [SPACEBAR]. You'll see the root: x = —-2.44

Find the other two roots in a similar way—move the cursor near each root and
press [SPACEBAR]. You'll see each of these roots displayed in turn:
x =134
x=6.10

Press to return to the Solve Catalog.

Creating solver files on a PC or another editor

An equation list may be created using an editor outside of the
Solve application. Each name/equation line entry is bounded by
curly brackets. The vertical line (presg~] (\]) is used to
separate the name from the equation. If the line entry consists
of a name only, the vertical line follows the name. If the line
entry consists of an equation only, no vertical line is used.
Consider the following to be the contents of a word processor
or editor file. This file defines four lines of an equation list.
{Graph®1 " 3-5%x"2-1 D¥x+z}

{Mote Price}

fy==sini= )}

{Graph®2x " d-E0%x " 3-5395%x " 2-1 770% -1 656}

When this file is retrieved or inserted into the equation list, the
four added lines will look like this:

Graph¥1 W E-DERT2-10% x4z

Maote Price

y ==inlx)
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Graph®2  "d-60%:x 3-595%:x"2-1T70%x-1656

Function plotting

The Solver’s function plotting lets you draw a graph and
determine roots of an equation or mathematical expression.
You can autoscale the graph so the curve is sure to appear in
the display. You can also zoom in and zoom out to see more
detailed or wider views of the graph, and you can display the
coordinates of any point on the graph. The general procedures
below are followed by an example that demonstrates the power
and flexibility of Calculator function plotting.

To draw a graph:

Highlight an equation in the Solve Catalog.

Press ((F19).
Press (D) to set the plot conditions to their initial values. Or, if you

know the range of interest, enter values for XMIN and XMAX—use
IETTETIN ((75) and IESTES3M ((F6))-

Press (Auto) to draw the graph.

When you first use function plotting, the graph boundaries and

the resolution have these values:
XMIN = -5.00
XMAX = 5.00
YMIN = -3.00
YMAX = 3.00
RES = 112.00

Step 3 above resets the plot conditions to these initial values.
Another approach to steps 3 and 4 is to set XMIN, XMAX,

YMIN, and YMAX yourself and preilEF=0 ([F4)).

To zoom in (to view a smaller region of the graph in
more detail):

Do one of the following:
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Press(<> ) MIEZ=T ((73)) or IEZ=ZM one or more
times. Each press ¢k |13 zooms in by a factor

of 5 and autoscales the y-axis. Each press of
A zooms in on both axes by a factor of 5.

Press(x] IFA&E1 to zoom in just the x-axis, or pregss
ST to zoom in just the y-axis.

Use an x, y zoom box.
Use the arrow keys to move the cursor to one corner of the area
you wish to expand.
PresqIZT Tl ((F2)).
Move the cursor to the diagonally opposite corner.
Press [FZ2-1-2 3 again to enlarge the defined area to fill the entire screen.
Use an x, autoscale-y zoom box.
Move the cursor horizontally to an x-value that defines one end
of the x-range you want to expand.
Pres@ZTr Il ((F2)).
Move the cursor horizontally to an x-value that defines the

other end of the x-range you want to expand.
Press (|22 to enlarge the defined x-range to fill the entire screen

and autoscale the y-axis.
To zoom out (to view a larger region of the graph in
less detail):

Use ((F4)) or EEAEETEN to zoom out just
like you usellFAZE{SI to zoom in.

To display the coordinates of any point on the
screen:

PresglEFE2 one or more times untiloord is displayed

in the upper left corner of the display (coordinate mode is

active).

Use the arrow keys or shifted arrow keys (hold down and press the arrow
keys repeatedly) to select the point you want. Then read on the screen the
coordinates of that point.

To display a function’s value for any point on the
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curve:

Press JIEFEPMM one or more times until Trace is displayed in the upper left
corner of the display (trace mode is active).

Use the arrow keys or shifted arrow keys (hold down and press [»] or («]
repeatedly) to display the x-value you want. Then read on the screen the
corresponding function value.

To digitize a point’s coordinates (to display the coordinates with

full accuracy):
Move the cursor to the desired x-value, y-value, or point.
Do one of the following (the display will not change):

Presgx] to digitize the x-value.

PresgY] (ENTER] to digitize the y-value.
Press both and (Y] (ENTER), in turn, to digitize a point.

The coordinate or coordinates will be entered into the calculator’s history
stack. If you enter the x-coordinate first, the x-value will be in level 1 and
the y-value in the calc line. To view these values, use or press
to start the Math application.

To solve for the roots of a function graphically:

Do one of the following:
Move the cursor to an XVAR value close to a root (where the

curve crosses the x-axis). This locates an initial guess for
the root. Often, zooming out helps to find all roots.
(Optional for cases where the root is not as easily found.)
PresdFA2:=I=7 3 to mark (x) the first guess, then move
the cursor to another XVAR value to define a second
guess. These two guesses should be on either side of the

expected location of the root.

Press to display the value of the root. If a “questionable solution” is
found (a gap, pole, etc.), a message is displayed to that effect followed by
the “root” on the top line.

Repeat the last two steps to solve for any additional roots.

To find the coordinates of an extremum (maximum or
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minimum):

An extremum is a point on a graph where the sign of the
curve’s first derivative changes (where a graph shows a local
maximum or minimum). This procedure shows you how to
zoom in repeatedly on the area containing the extremum until
your measurement of its coordinates achieves the desired
accuracy.
If the extremum is not already visible, zoom out (press

IFZGEIT) until it’s visible on the graph.
Press JIEFEPMM one or more times to select trace mode.
Move the cursor to the point of the extremum to display its coordinates.
Define a tight “x, autoscale y zoom box” around the extremum by moving the

cursor just to the left of the extremum and pressing 2123 and then
moving cursor horizontally just to the right of the extremum and pressing

()3 The smaller the x-range containing the extremum, the
greater zoom you'’ll create.
Move the cursor to the point of the extremum.

If these coordinates show the accuracy you want, you can
move the coordinates of the extremum to the Calculator
stack by pressingx) (ENTER] (ENTER]—see the earlier
procedure “To digitize a point’s coordinates (to display the
coordinates with full accuracy):”.

If you want more accurate coordinates, zoom in again (repeat
steps 5 and 6) until they are accurate enough.

If the number of places used to display the coordinates prevents
you from seeing the accuracy you want, you can usually show
between 6 and 8 decimal places for each coordinate, depending
on the sign of the mantissa and exponent. (0]

and set the Number Format to Scientific and the Number of
Digits to 6, 7, or 8, and then redraw.

Example: Finding the Roots of an Equation. ~ This example

shows how to find graphically the two roots of the equation

+ 10x = 75.
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Keys: Description:

Displays the Solve Catalog screen. If
it's not displayed, preggsc] one or more
times.

) (»]  Ensures the highlight is at the end of the
equation field.

X (~]) 2 (+) 10 (x] (The(~] key is(&>] (F].)

X (=] 75 Enters the equation.
Enters and highlights the equation in the Solve
Catalog.
F10 Displays the function plotting screen.
(D) Initializes the function plotting data. The plot-
variable is x.
Plots the equation as the expressign)xX2

(+]) 10 (x] x (-] 75. Note that the equation is
converted to an expression by subtracting the
right side from the left.

The minimum and maximum x-values (the

left and right boundaries) are those specified
by XMIN and XMAX in the function
plotting screen. The minimum and maximum
y-values (the bottom and top boundaries) are
chosen by the Auto function to ensure that
the curve is displayed on the screen.

ESC Returns to the function plotting screen. This
screen shows that Auto set these values:
YMIN = -105 and YMAX = 5.

BT ((F4))  Redraws the graph.
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111593 8H:51 am

-5 []
| _Help | Z-Box ] Z-In_ | Z-Out W Center] (X.¥3 ] | Auto QN Solve | |

Zooms out and autoscales the y-axis in one

operation. The range covered by the x-axis is
increased by 5 times, and the y-axis range is
automatically chosen (autoscaled) to ensure
that the curve appears on the screen. Both
roots are now shown (where the curve
crosses the x-axis).

(«] (8 times) Moves the cursor to an x-value near the left root.

The cursor position now locates an initial
guess for this root. The initial guess is
determined only by the x-value of the
cursor’s position, so there’s no need to move
the cursor to a y-value close to zero.

Function Flotting 111593 8:52 am

—28 []
| _Help | Z-Box ] Z-In_ | Z-Out W Center] (X.¥3 ] | Auto QN Solve | |

Solves for the left root and displays its value, —

15.
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(»] (11 timesMoves the cursor to locate an initial guess for the
right root.

Solves for the right root and displays its value, 5.

How function plotting works

When a function is plotted, evenly spaced values of the plot
variable are connected by straight lines. The number of these
plotted points is determined by RES (resolution), the plot
boundaries are given by XMIN, XMAX, YMIN, and YMAX,
and the plot variable is given by XVAR. These values are
shown in the screen that displays plot conditions.

A RES value of 10 means that the XVAR values between
XMIN and XMAX are divided into 10 equal parts. If XMIN is
-50 and XMAX is +50, the function would be plotted for x-
values of -50, -40, -30, . . . +40, and +50, and each of these
plotted points would be connected by straight lines to produce
the graph.

Selecting the expression to plot

Every graph is a plot of a function versus an independent
variable (the XVAR value). You select a function or an

equation to plot (the current equation) from the Solver’s
equation list. If you plot an equation of the form y = f(x), the
function f(x) is plotted. If you plot an equation of the form
expression = expression (suchxas 10x = 5x% + 75), the
Calculator automatically changes it into a single expression (no
equal sign) byubtracting the right side of the equation from

the left sidg)® + 10x - 5% - 75). The value of this expression is
then plotted against XVAR.

This table shows examples of how equations would be
converted to expressions by function plotting, and what choices
you would have for the independent variable, XVAR.
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Expression or Equation in Equation List What's Plotted as y-value XVAR
Choices

y =sin(x) sin(x) s

sin(x) sin(x) X

(PPS¥% LxW)/9 = COST (from previous example) (PPE¥%W)/9 —COST PPSY, L, W, COST
(PPSY¥L*W)/9 (PPS¥L%xW)/9 PPSY, L, W

Ify is selected as XVAR, the plot is y = sin(x), which is a straight line since sin(x) is a
constant.

Setting the plot conditions

Function plotting uses two screens, one that shows plot
conditions and one that shows the graph. You set the plot
conditions first when you prellEZEE from the Solve
Catalog. The function keys provided are described in the
following table.

Function Keys Active in the Function Plotting and Plot Conditions
Screen

Key Label Description

Sets the upper and lower boundaries of the graph
(YMAX and YMIN) to ensure that the curve
will appear in the display, then draws the
graph of the current equation. Using
((F3]) is generally the easiest
way to begin plotting an equation.

ST W  Draws the graph of the current equation using the
values of the variables described below in
this table.

PEEETTAN  Defines the left boundary of the graph; the
minimum X-axis value or XMIN. To change
this value, type the value and press
EEE ((5).

PSS @N  Defines the right boundary of the graph; the
maximum Xx-axis value or XMAX. To change
this value, type the value and press

IESEEIN ((Fe))-
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PEETETI  Defines the lower boundary of the graph; the
minimum y-axis value or YMIN. To change
this value, type the value and press
().

PETTEY 3  Defines the upper boundary of the graph; the
maximum y-axis value or YMAX. To change
this value, type the value and press
—vuax ()}

Specifies the independent variable. Pressing
cycles through the equation’s
variables, specifying each in turn as the
independent variable.

PEEE  Determines the resolution; the number of XVAR
values for which the function is plotted.
Larger values of RES provides greater
accuracy but the graph is drawn more slowly.
To change this value, type the value and
pressSEEEII ((F10)). RES is ignored
when plotting statistics data with a linear
model.

Interacting with the graph

Once the graph is drawn , you can use specially defined keys to
zoom in, zoom out, define a part of the graph to enlarge, find
the function’s roots, and perform other operations. These
special keys and their actions are described in the following
table.

Keys Active in the Function Plotting and Interactive
Graphics Screen

Keys Description

(&), vJ,
(«], (»] Moves graphics cursor around the
graph by jumps.
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(&])(@a), (][] (&5])(«) (£&=)(») Moves the graphics

cursor around the graph by individual dots
(pixels).

(CTRL)+({a] (CTRL])+(V¥] (CTRL])+ (<] [CTRL]+[»] Pans the
graph in the direction of the arrow.

P Zooms in by a factor of 5.

Zooms out by a factor of 5.

(< )IEEEEW Zoomss in by a factor of 5 and autoscales the
y-axis.

Zooms out by a factor of 5 and autoscales the
y-axis.

Centers the graph at the graphics cursor
position.

Centers the graph at the graphics cursor
position and autoscales the y-axis.

Keys Active in the Function Plotting and Interactive Graphics Screen
(continued)

Keys Description

PSRRI Press once to set a mark (x) that remains when the
cursor is moved. This mark defines one
corner of a zoom box or the first of two
guesses for a root. Move the cursor and press
it again to enlarge to full screen the portion
of the graph defined by the cursor position
and the mark. If, after setting the mark and
moving the cursor, you pre§ss |l
P, it enlarges to full screen the x-axis
portion of the graph defined by the cursor
position and the mark and then autoscales the
y-axis.
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or (SPACEBAR]  Solves for a root using either one

or two guesses chosen as follows: The first
guess is provided by the XVAR value of the
cursor’s position wher{SPACEBAR] pressed.

For two guesses the first is provided by the
XVAR value of a mark (x), produced at the
cursor’s position whellFA=I5 0 is

pressed. The second guess is provided by the
XVAR value of the cursor’s position when

IS pressed.

PEFE9 When pressed repeatedly, rotates through three
graph display modes: Standard mode,
showing labeled axes only. Coordinate mode,
where the coordinates of the cursor position
are displayed as the cursor moves throughout
the interactive graphics screen. Trace mode,
where the cursor traces the function as you
press(»] and(«], and the value of the
function is displayed for each cursor position
(for each XVAR-value)

Keys Active in the Function Plotting and Interactive
Graphics Screen (continued)

Keys Description
ESC Exits the graph and displays the Function Plotting
screen.

(ENTER] or [ENTER] Enters the x-value of the cursor’s
position into the calc line. To exit the graph
and view the calc line, pre§ssc].

Enters the y-value of the cursor’s position into the
calc line. To exit the graph and view the calc
line, pressgEsc).

(ENTER) (ENTER) Enters both the x-value and the y-
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value of the cursor’s position into the history
stack. If you enter the x-coordinate first, the
x-value will be in level 1 and the y-value in
the calc line. To view these values,

or start the Math application to see the
history stack.
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20
Configuring and
customizing the calculator

Configuration options

To see the Calculator Options menu, pgss(MENU] (O].

To change the Number Format:

When you presgvienu] (O] (N], you see four choices for how

numbers are displayed in the calc line.

Format: Description:

Fixed Point Sets the displayed number of digits to the right of
the decimal point to a fixed number. That
number is set by the Number of Digits
option.

Scientific  Displays numbers in scientific notation. For
example, 13,246.5798 is displayed as
1.325e4,

Engineering Displays numbers in engineering notation. For
example, 13,246.5789 is displayed as

e | = F

All Displays numbers to their full precision.

The Number of Digits field lets you specify the number of
digits to be displayed to the right of the decimal point for Fixed
Point format.

Regardless of the way numbers are displayed, the Calculator
stores most numbers to their full precision.
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To change the Calculator Modes:

When you presveNu] (O] (M], you see the choices for
affecting Calculator modes of operation.

Angle Mode Angles interpreted as Degrees, Radians, or
Grads.

Operation Mode Gives you two choices for the syntax for
entering calculations: RPN or conventional
Algebraic.

Show Stack If you select this check box, the current stack
is always displayed in Arithmetic, Custom,
and Math.

Show Registers If you select this check box, the storage

registers are always displayed in Arithmetic
and Custom.

To change the Startup Application:
Within the Calculator presseNu] (O] (s].

Use (v] to select your new Startup application.

Press (F10).

When you quit and then restart the Calculator, you see the
“Startup” application. Also, when no menu is displayed and
you presgEsc], you return to your Startup application.

Creating your custom calculator application

You can create a “Custom” Calculator application by assigning
functions or applications to a set of function keys.

To create your Custom application:
Within the Calculator press (0] (<)

Tab to the function key you want to define.

Use (v] to select the function you want to assign to that function key.
Shortcut: Try typing the first letter of the function you want; repeat that
letter until your function is displayed.

Repeat steps 2 and 3 for other function keys.
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Press to save and start your Custom application.

To start your Custom application from another
application:

Press(f) ).
To make Custom your Startup Application:
Press (17) (©] &)

Use (v] to highlight Custom (it’s near the bottom of the list) and press [Fi0).
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21
The setup utility

The Setup utility establishes these settings for your
palmtop PC:

Battery type and recharging (s&ppendix Bor information).
Printer configuration (see chapter 28 for information).
Date, time, and their formats.

Volume and screen contrast.

Memory allocation.

International Default Settings (currency symbols, etc.).
Character sorting order (for applications other than 1-2-3).
1-2-3 sorting order (collating sequence).

Topcard display (or other customized image).

To start Setup pregg..] (s] (or (CTRL]+(=])).

rMemory——7m8 8 M Printer: HP LaserdJet
Sustem RAM: B36
RAM Disk: 392 Coml Port Power in DOS: On
~ Power
Source: Adapter Main Battery Tupe: Alkaline (single use)

E 1/4 1/2 374 F
e ——

Backup bhatteru: OK

|_Help [Time/DulPrinter] Owner | Batterul |

This display shows

The current division of RAM between system RAM and RAM
disk.

The battery status.

The current printer type.

The status of Com1-port power when DOS is open.

Setting the date and time
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The current date and time setting establishes the current date
and time throughout the palmtop. The format settings, however,
do not affect 1-2-3 except in the printing of headers and
footers. (1-2-3 has its own commands for format settings.)

To set the current date:

In Setup, presiny) (] (D).
Tab to the Current Date and edit the highlighted date using the same format to
show the new date (you can drop leading zeros).

Press

The datalelimiters (punctuation between numerals) can be
any one of these: hyphen, slash, space, colon, period, or
comma. The current date can be in any year from 1980 through
2099. You can specify years 1980 through 2079 by their last
two digits—for example, 1993 can be entered as 93. To specify
years 2080 through 2099, you must enter all four digits.

To set the date format:

In Setup, presfvenu] (O] (D].

Tab to the [1ate Format list box.

Arrow to your format choice (see the table below). Not all choices are
displayed at the same time. Arrow to scroll the complete list.

Press (Fi0).
The following table shows the available format options, each

including an example date of August 14, 1994.
Date Formats

Format Example Format Example
DD-MMM-YY  14-AUG-94 YY-MM-DD 94-08-14
DD-MMM 14-AUG MM/DD 08/14
MMM-YY AUG-94 DD/MM 14/08
MM/DD/YY 08/14/94 DD.MM 14.08
DD/MM/YY 14/08/94 MM-DD 8-14

DD.MM.YY 14.08.94
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To set the current time:

In Setup, presviny) () (D).
Tab to the Current Time and edit the highlighted time using the same format to
show the new time (you can drop leading zeros).

Press (F10].

The timedelimiters (punctuation between numerals) can be
any one of these: hyphen, slash, space, colon, period, comma,
orhms.

To set the time format:

In Setup, presfvenu] (O] (D].

Tab to the Tirne Format list box.

Arrow to your format choice (see the table below). Not all choices are
displayed at the same time. Arrow to scroll the complete list.

Press (F10).
The following table shows the available format options, each

including an example time of 2:03:07 pm.
Time Formats

Format Example Format Example
HH:MM:SS 02:03:07 pm HH,MM,SS 14,03,07
(AM/PM) HHhMMmSSs 14h03mO07s
HH:MM 02:03 pm HH:MM 14:03
(AM/PM) HH.MM 14.03
HH:MM:SS 14:03:07 HH,MM 14,03
HH.MM.SS 14.03.07 HHhMMm 14h03m

Specifying audio volume and display intensity

To adjust the audio volume:

In Setup, presfvENu] (O] [s].

Tab to “'olurnie,

Press (»] to increase or (4] to decrease volume. As you change volume, a beep
sounds to demonstrate that volume.

Press (Fi0).
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To adjust the display contrast from any application:

To darken: PresgoN]+(+]
To lighten: Pres§oN]+(-].
To invert light and dark: PregenN]+(/].

Allocating memory between system RAM and
the RAM disk

The Setup utility enables you to change the allocation of built-

in RAM (memory) between the System RAM and the RAM

disk.

System RAM is workspace memory used by applications, the
Clipboard, and DOS.

TheRAM disk (drive C) is used by your palmtop to save files

just as a hard disk is used in a desktop PC.

Guidelines for Choosing a System RAM/Ram Disk

Division

If you can’t open additional applications because you have run
out of memory, either close unused applications or increase
system RAM.

If you can’t save additional files in drive C (RAM disk) created

by your applications, either delete unneeded files or increase

RAM disk.

To change RAM memory allocation between system
and disk:

Presqg..] to close all open applications.

Press O &

Tab to I“1=rnoriy,

Press (»] and [«] to change allocation (in kilobytes). You can’t decrease RAM
disk allocation under what is required to store files currently on disk.

Press (or to cancel).
Allocating memory within system RAM

The Setup utility enables you to allocate System RAM among
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general workspace, the Clipboard, static data, and DOS. Your
palmtop was shipped with these default memory values (with
the remainder of System RAM left over for general
workspace):

Clipboard: 4K

Static data: 10K

DOS: 96K

Clipboard system RAM is the RAM used by the Clipboard

to store information. If you get an insufficient memory message
when you use the Clipboard, either reduce the size of what you
are putting in the Clipboard, or increase the amount of
Clipboard system RAM.

Static data system RAM is the RAM used by some System-
Manager compliant applications you can add to your palmtop
that run like built-in applications. Do not change the static
RAM value unless you load a System-Manager compliant
program that states it needs a different amount of static RAM,
or you find that the loaded program can’t run when you switch
back to it.

DOS system RAM is the RAM available for use by DOS and
DOS applications when you run DOS from the Applications
Manager. If you set DOS system RAM to 200K bytes of
memory, for example, and then prégs] (D) to open DOS,

the System Manager first checks to see if 200K is free. If 200K
is available, it launches DOS. Then when you attempt to run
your DOS application, it will run successfully if it requires no
more than 200K. If you set this number too high, you may not
be able to get a DOS prompt, or other applications may not
have enough remaining memory to run.

To allocate system RAM for Clipboard, static data,
and DOS:

From Setup, pres@iEeny) (@) [3) (78).
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Tab to the text box for the type of system RAM you want to change.
Type a number of kilobytes within the limits shown.
Repeat steps 2 and 3 to change other memory allocations.

Press (or to cancel).

Changing country defaults, punctuation,
currency, and code page settings

In Setup, prespveNU] (O] (1] to see the International dialog
box:

International

Punctuation Country Keybhoard:
[United States B English
Currency DatesTime Formats:
Sumbol: MM/DD/YY
W Prefix HH:MM AM~PM
Decimal Point (.) ) Suffix
Argument Separator (.) _pog Code Page
Thousands Separator (,) ’7(:) 858 @ 437

Tab to the field you want to change.

Use the arrow keys select the setting you want. (You must type in the desired
currency symbol.)

Repeat for other fields.

Press (or to cancel).

Here is some relevant information about the International
settings:

As you select a country, the defaults for punctuation, date and
time formats, currency symbol plus prefix/suffix, character sort
order (for applications other than 1-2-3), and the available
choices for DOS code page are chosen to agree with those used
in the selected country. (You can still change individual settings
if you like.)

This table shows how to type various currency symbols.
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How to Display Currency Symbols
Keystrokes Currency Symbol

Press(<x) $
Press(FN) (V] £
Press(FN] ¥
Press(iN] (E) ¢
Press(FN] f

In order for new punctuation and currency settings to take
effect in 1-2-3, you must quit 1-2-3 and then restart it. Also,
the settings in any 123.CNF file present at startup take
precedence over the settings made here.

Changes you make in the International dialog box using Setup

affect only System Manager Applications. They do not affect

applications that you run from the DOS prompt. To make
changes in these settings that affect both System Maaader

DOS applications, make the changes using the special DOS

command KEYBEZ. SeAppendix Dfor information on

KEYBEZ.

The Punctuation setting establishes the symbols used by the
Calculator and the default symbols used by 1-2-3.

The table below describes the punctuation symbols you can

choose from.

Punctuation Symbols

Combination Examples Decimal Point Argument Separator  Thousands Separator

., space
, . space
. ; space
, ; space

23
2,3
23
2,3
2.3
2,3
23
2,3

@PMT(B1,B2/12,B3)
@PMT(B1.B2/12.B3)
@PMT(B1;B2/12;B3)
@PMT(B1;B2/12;B3)
@PMT(B1,B2/12,B3)
@PMT(B1.B2/12.B3)
@PMT(B1;B2/12;B3)
@PMT(B1;B2/12;B3)

1,234
1.234
1,234
1.234
1234
1234
1234
1234

If a DOS application requires a code page different than the
default for your country, you can select the other option in
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the DOS Code Page field.
A code page change does not affect a DOS task that is already
open. A change becomes effective when you open DOS after
you make the change.

Specifying the sorting order for Lotus 1-2-3

The Sort command specifies the sorting order—called the
collating sequenee-used in 1-2-3 by the /Data Sort command.

To change the 1-2-3 sorting order:
In Setup, press (O] (1] (the number 1).

Arrow to the sorting order you want.

Press (Fi0).

Specifying a topcard or picture display

The Topcard appears whenever you quit all applications.
You can create a monochrome graphics image (a picture) to
appear in place of the Topcard if you have PC graphics
software that uses the .PCX file format. A picture will appear
instead of the Topcard whenever you quit all applications.

To fill out a new Topcard:

In Setup, press (9] (O]

Tab to and fill out your I"arne, Title, and Cormpanu.

Check or uncheck the Show Picture box (use the ) depending on
whether or not you want the default picture to surround your Topcard
information.

Press (or press to cancel).
To display your new Topcard, quit all open applications (press
)

To substitute a customized graphic image for the

Topcard:

Create the desired image in a .PCX graphics file on a PC. To fill the display, the
.PCX file should contain a monochrome image (single plane) that is 640

pixels by 200 pixels. If it’s larger, the pixels beyond the 640 by 200 frame
will not be displayed. If it’s smaller, a portion of the display will be blank.
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Transfer the file to your palmtop (for example to the C:|_DAT directory).
Press to start the Setup utility.

Press (MENU) (0] (0] (78}
Type or highlight the path and name of your FLY¥ file.

Press (Fi0).
If necessary, press + (5] to place a check in the Show Picture box.

Press (F10).

To display your new picture, quit all open applications (press
L)

To remove your graphic image and restore the Topcard:

In Setup press (@] (0
Press (Fs].
Tab to the Liirei:torizs list box, arrow to [, and press [ENTER).

Arrow to _=''S and press [ENTER].
Press + (F) and arrow to TOFCARDFPLE,

Press G}

To confirm that you have the default Topcard back, quit all applications.

Closing Com1 to save power

You can save battery power when DOS is open by disabling/
closing Com1 when you're not using it. However, if you use a
DOS communications program, make sure the serial port is
enabled/open.)

From Setup, pressieNu] (O] (Options Communications-
Port).

Clear the checkbox Eniable Cornl Fortin [0S (tab to the field and press
(SPACEBAR), if necessary).
Press @.
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22
The Filer and File

Management

In your palmtop PC, data is saved in electronic files just like in
any PC. The plug-in card slot is designated drive A and the
internal RAM disk (analogous to a PC hard disk) is designated
drive C. One difference, however, between your palmtop and
most PCs is that the palmtaptomatically saves files in most
applications as you worK his is true for all applications

except 1-2-3, the Memo Editor, and the Calculator. In these
applications you must go through a saving process to save your
data.

The built-in applications use DOS file-naming conventions.
MS-DOS in the palmtop is described in chapter 25.

The application that enables you to manage your files—in other
words to copy, delete, and otherwise organize them—is the
Filer. Pres§o] to start the Filer. If yodo nothave a card

plugged in, you should see a listing of your root directory (C:\)
similar to the following screen. If yalo have a card plugged

in, you'll see a split screen with the root directory on one side
and a directory for the card on the other. For more information
seeUsing the split screenear the end of this chapter.
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Cive, = | Local

1S : 1les: 1 H B85 H H .85 ree on DisK: 3 AL G
| _Help | Copu ] Move JFilterl Goto |Remote] Split | Uiew J Tree |Connect]

The Root Directory on Drive C

Among its many files, the root directory also lists at least one
subdirectory, DAT (marked[:IF*). _DAT contains many
configuration files, such as the file for the printer settings, and
will also contain files you create as you use your palmtop.

Do not delete or rename the _DAT directory.

Take care of your data

You should take care of the data on your palmtop like you

would on any PC. Here are some helpful suggestions:

Close (Quit) applications when you're finished using them.

One approach is to quit all open applications and return to the

initial display (Topcard) at the end of each day.

Back up your data files regularly by copying them to a memory
card or, if you have the Connectivity Pack, to a PC. Backing
up is covered later in this chapter.

Carry an extra set of AA batteries so that you can replace your
batteries as soon as the low-battery warning is displayed. If
your batteries die while files are open, you could lose data.

Change the backup batteag soon as possibédter you see the
low backup battery warning message.

Close (Quit) all applications and turn off the palmtop before

changing batteries.
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Working with files

The Filer is your file manager—it lists directories and the files
in those directories. You can use these lists to copy, move,
delete, rename, and print files.

Example: Making a Directory for 1-2-3 Files.  Create the
subdirectory C:\123 for your 1-2-3 worksheet files.

Keys: Description:

=) Starts the Filer and opens a dialog box
for creating a directory

c:\ Sets the path.

123 Names and creates the subdirectory.

(D)  Starts 1-2-3 and selects the

default settings screen.

(D) c:\123 Makes the new 123 directory the
default for new 1-2-3 files.

Updates the 1-2-3 configuration file so that
C:\123 remains the default directory in future
1-2-3 sessions.

Q] (O] Quits the 1-2-3 menu and returns to the Filer.

To copy or move a file or directory:
In the Filer, use the arrow keys to highlight the name of the file or subdirectory.
As a shortcut, just start typing its name.

Press (copy) or (move).
Type the new file or directory name. If you specify a path with subdirectories
that don’t exist, the Filer will ask if you want them created. Respond by

pressing (OK) or (Cancel).
Press to perform the operation, or press to cancel.

To delete a file or directory:
Do not delete the _DAT directory.
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In the Filer, highlight the name of the file or subdirectory you want to delete.
When you delete a directory, any files or directories it contains are also

deleted.

Press (DEL).
Press to perform the deletion, or press to cancel.

To attempt to recover deleted files or directories:

In the Filer, display the directory list that contained the deleted
files or directories.
Press (u].

Type a file specification for the files or directories you want to recover. The ?
and * wildcards are allowed. To see all candidates for Undelete, accept *.*
as the undelete-file specification.

Tab to the File Type option box and arrow to your choice.

Press (F10).

File and directory names are displayed with * replacing the first characters.
Arrow to highlight one of the files or directories you want to undelete and

press [ENTER].
The name of the highlighted file or directory is displayed. Type the character

that should replace the * and press to attempt recovery. A message
will report the success or failure of your attempt.

Press (Fi0).

To rename a file or directory:
In the Filer, highlight the name of the file or directory to rename.

Press )
Type a new file or directory name and press (F10).

To view the contents of text (ASCII) files:

In the Filer, highlight the file name and pr¢ss).

Use arrow keys, HOME, END, PGUR and PGDN to view
every part of the file.

To return to the directory display, press or (ESC].

To run an executable file:
Files with file name extensions of .EXE, .COM, or .BAT are
executable files.

In the Filer’s Directory List view, highlight the name of the executable file you
want to run.

Press .
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To search for text in a file:

In the Filer, display the directory containing the file to search.
Press (0] (E)-

In the Text Search text box, type the text you want to find.
Select the files to search in one of these ways:

To search all files in the directory, prgss] to display the
Text Search Results dialog box.

To search a particular file or set of files, préss] and edit
the offered file name (*.*) to define the file or files you
want to search (you can use the wildcards * and ?). Then
press(Fio] to display the Text Search Results dialog box.

In the Text Search Results dialog box, arrow to the file you want to see and

press (F8].

To view another file containing the search text, press then repeat step 5.

To end the search, press (F10].

To select (tag) multiple files and/or subdirectories:

You can tag several files and directories to do multiple copies,

moves, deletes, and prints all at once.
In the Filer, highlight a file or directory and press [SPACEBAR].

Repeat step 1 as often as you want.

To de-select, highlight the file or directory and press (SPACEBAR].

You can also uspveNU] (O] (T) (Options Tag) to select the
currently highlighted file or directory, all files and directories

above or below the highlight, and all files and subdirectories in
the directory. If you select None, all files and directories will be
de-selected.

Viewing a directory

In the Filer you can switch betweelrde List view and a
Directory Tree view (shows no file names) by pressiftg].
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C is the current drive.

\ (following C:) is the root directory.

_dat is the current directory.

C\_dat is the path to the current directory
**is the designator for all files in _dat.

Subdirectories of _dat. Dates of creation.

[ JFivedl __ File Lisk  83/83/94 3:31 am

_‘C:\ dat s, | | [ Local
.. ‘UiE" e s
GAMES <DIR> B2-260-94 11:32a
STOCKS <DIRY az2-12-94 9:48a
appmgr dat G, /3b a1-07-94 1:27p
calc eny 1,929 B2-11-94 4:17p
ccmail ini 718 ?1—%4—?3 ?:15p
memo env 7 -19- : a
setup env 6,363 A1-07-94 9:13a
tripl1-94 doc 372 B1-19-94 9:16a
. e85 SI . 4 ¥
Split View Tree ICoy E

D LEiles: 7 e abgtes: 15.459 | 5
% Copy Move Filter Goto Hemote

Current file. File size in bytes. Times of creation.

File List View

Subdirectory  These dots mean NASDAQ

of G\ contains one or more subdirectories.
| Filed | Directory Tree 93/83/94  3:29 am
C:\=| L% | Local
. | AViep Upd
_DAT
— GAMES
ES
— ananH_j
— ASE
meTe T Cova T hove Commeet

Subdirectories of STOCKS.

Directory T ree View

You can als®ync the view to combine both the File List and
Directory Tree views in one split screen. To Sync (or Unsync)

the view, presgrs].
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Tree view of C:\_dat directory. List view of C:\_dat directory.

Filer Directory Tree 83/83/94 3:34 am
C:x_dat™=.= | Local C:»_dat == I Local
mm_ . AView Upid
GAMES <DIR>

STOCKS STOCKS <DIR>
—— NYSE appmgr dat 8,736
—— NASDAQ cale eny 1,929
—— DAILY ccmail ini 718

—— WEEKLY filer env 165

— ASE memo env 206
setup env 6,363

tripl1-94 doc 372

Sync View

To display a subset of the current directory:

Press(F4).

Using the wildcards ? and ¥ specify the current directory’s files you want
displayed. For example, the file specification *.T*T specifies all files in the
directory with the .TXT extension.

Press (F10]. The subset you choose will remain until you change it or quit the
Filer.

To display a complete directory listing when viewing
a subset:

Press(F4] (Fs].
To choose the way files are sorted in a directory
listing:

In the Filer, presgmiNU] (O] (5] to display the file sorting
choices.
Fill out the dialog box. Press if you need help with the fields.

Press (Fi0).

Changing the current directory

To reach a higher-level directory:
Either presgesc],
Or highlighta'/iew Lipa and pres$ENTER].
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To reach a lower-level directory:

Highlight the subdirectory name.
Press [ENTER].

To display any other directory or drive:

In the Filer, pres$rs).
Or, presgEesc] to display the drive list. Then highlight the drive

and pres$ENTER].

Using plug-in memory cards

Drive A holds plug-in memory cards.

Caution

Turn the palmtop off before inserting or removing any plug-in memory
card. Otherwise, the information on the card may be lost.

To format a plug-in memory card:

Many memory cards come preformatted—for example HP
Flash Disk cards—but if you find you need to format a memory

card, follow the procedure here.

Ensure that no program is running in MS-DOS. If a DOS program is running, a
card cannot be formatted.

Turn off the palmtop, insert the memory card, and turn on the palmtop.

In the Filer, press (0] (CJ. You will lose the present contents of your

memory card when you complete the next step.

Press (Fi0).

To copy (back up) a file to a memory card (drive A):

With the Filer closed and the palmtop off, insert the card.
Press (=)

Highlight the file on drive C (left side of the screen) that you want to copy to A.
If you want to copy the file into a subdirectory on drive A, open the
subdirectory:

Presq»] to switch the highlight bar to drive A.
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Highlight the subdirectory to open and préssrer].
Presq «] to move back to drive C.
Press to copy the file to A using the same file name.

Backing up a directory’s files

You can back up a directory to a plug-in memory card or to a
PC using the Connectivity Pack. Install the card or the
Connectivity Pack before backing up.

To back up a directory’s files to a new or existing
directory:

In the Filer, display the listing of the directory whose files you want to back up.
The directory name and its path will be displayed at the top left of your
screen.

Press )

Type a path and name of a new or existing directory that will contain your
backup. This path could be to a memory card or, if you have the
Connectivity Pack and use LapLink Remote Access, to a PC. Do not end
the text you type in the To: text box with a *.

Press and highlight to select either &1 directories and files or Files anlu,

Optional: Tab to and select [lndificd filez only and/or Dwerwirite exizting
files,

Press (Fi0).

If any directories in the path do not now exist, you’ll be asked if you want to

create them. Press (F10].

Directories and file name extensions used by
palmtop applications

The following table will help you identify files that belong to
specific applications. Most applications automatically give a

file a specific extension when the file is saved, and most files
are by default saved in the C:\_DAT directory.
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Standard File Name Extensions
Application File Name Extension File Use

Appt Book ADB Appointment books

cc:Mail ADE cc:Mail Local Address Book update
cc:Mail ATT cc:Mail message attachment
1-2-3 BAK Backup worksheets

Datacomm CAP Capture files

cc:Mail CCM cc:Mail inbox

Calculator CFL Cash flow lists

Datacomm CTF Character translation files
Datacomm DCF Configuration files

Memo Editor DOC Memos and Quicken print files
Many App’s ENV Environment files

Calculator EQN Solver equation lists

App. Mgr. EXM Sys. mgr. compliant prgms.
Filer FCF Configuration files

cc:Mall FLD cc:Mail folders

DOS FON Format files, related to KIT files
Database GDB Databases

cc:Mail IDX cc:Mail address book index
DOS KIT Keyboard Information Table files
Datacomm LCF Script files

System Macros MAC Macro sets (1-10 macros)
cc:Mail MSG cc:Mail messages

Note Taker NDB Notes

Setup PCF Printer configuration files
Setup PCX Topcard graphics

Phone Book PDB Phone books

1-2-3 PIC Graphs

1-2-3 PRN Print or text files

Calculator STA Statistics lists

Pocket Quicken PDT Pocket Quicken data files
1-2-3 WK1 Worksheets

World Time WDB Worldtime files
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Using the split screen

The split screen (two-window) display makes file transfer and
backup much easier. You highlight the file in one window and
display the destination directory in the other window. Then
press two keys to complete the transfer. You don't have to
remember or type the path and file name.

If there is a plug-in card in drive A, a split screen displays
when you open the Filer for the first time. The left window
displays the root directory C:\ and the right window shows A:\.

To switch between split and full screen display:

In the Filer, pres§F7].
To move the highlight between split windows:

Presq»] or («].
To copy or move files and directories using a split
screen:

In the Filer, pres$§r7] to display a split screen.

In the window containing the highlight, make the destination directory current.
The directory’s path will display at the top left of the screen; for instance,
C:h_dath¥ %,

Use (») or (4] to place the highlight in the other window.

Highlight or tag the files or directories to copy or move. The figure below shows
how your screen might look at this point if you were copying

PICTURE2.PCX from drive A to the directory C:\_DAT.
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C:n_daty=. = | Local | A:\picturesis. .= | Local
. AView Upi - AView Upa
ccmail ini 718 picturel pcx 2,118
compusry def 528
dowjones dcf 628 opcar PCX .
filer eny 165 topscar pcx 9,173
genie def 628
mei def 628
setup env 6,363

irs: H 1les: 4 Hytes: ;b Butes bree on IsK: 459, Hab
| _Help | Copy | Move |Filter ll Goto |RKemote] Full | Uiew J Tree JCommect]

Press either (copy) or (move). The destination defaults to the current
path in the other window.

Press (Fi0).
You can use the above procedure for operations between your

palmtop PC and a desktop PC using the Connectivity Pack.
Using an IR transfer, you can copy or move files and directories
between two palmtops or between your palmtop and another
PC equipped with IR capability.

Transferring files between your HP 200LX and
another computer

You can copy and move files and directories between your HP

200LX and another computer in several ways:

Using a memory card compatible with both computers. Both
computers must accept PCMCIA 2.0 memory cards. You
copy or move from one computer to a memory card, then
insert that card into the other computer and copy or move
from card to computer.

Using a serial cable and Datacomm (see chapter 26).

Using the Connectivity Pack (see thennectivity Pack User’s
Guide.

Using an IR connection.
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Transferring files using an IR connection

Your palmtop includes an IR port that enables you to perform
most of the file and directory operations described in this
chapter. Only the undelete command is unavailable during IR
communication. No cable or additional software is required.
The following steps are required for IR communication:

Configure each computer for IR communication.
Position the two computers for IR communication.
Establish IR communication for file and directory transfer.

These steps are covered by the following procedures.
To configure an HP 200LX for IR communication:

From the Filer, presvenu] (R].

Arrow to the baud rate supported by the two computers:

» For HP 200LX to HP 95LX IR communication, use 2400
baud.

* For HP 200LX to HP 200LX IR communication, use
57,600 baud.

Tab to Interface and arrow to Infrared.

Press + (5] to reach the Zerver [“lode option box and highlight Eriablzd on
the HP 200LX chosen to be the server (the unit you won’t work from).

Press (F10].

To position the two computers for IR communication:

Place the two computers with their infrared ports directly
opposite each other and separated by about 1%z inches, as
shown in the figure below. Thdient (the computer you'll
operate) should face you so you can operate it conveniently.
The infrared port is lined up with the third row of keys,
counting from the top (the third row contains fh¢ (8], and

(9] keys).
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000000000000 0O00O0O0000a00a
OO0OC—o0000000 (
Client Server —
X0 e

To transfer files and directories by IR between two
palmtops:

Once the two palmtops are configured and positioned, do the

following on the client:

Press to establish IR communication between both palmtops. If you see
only one window in the display, press to see the split screen. The left
window (“Remote”) shows the server directory list. The right window
(“Local”) shows the client directory list (the one you are working at). If you
have trouble establishing the connection, start Datacomm ( ) on
both computers, then return to the client’s Filer and press again.

Display the listing for the destination directory (where you want to put the
files).

Highlight the source file that you want to copy or move and select it (press
). You can select more than one file.

Press (Copy) or (Move).
The dialog box should show the destination directory name. If not, type the

path and name of the destination directory.
Do not type ‘ as the final character.

Press (F10).
Press to break the IR connection.

Page 318



To switch a window between local and remote directory

displays:

The Filer will not display two remote directories
simultaneously.

PresgFe]. The Local/Remote indicator at the top-left of the
window indicates whether the displayed directories are local or
remote.

To turn an IR connection off:

When you're not using it, be sure to turn off IR to conserve
battery power.
PresgFi0) (disconnect). When no connection is actiyey] is

EhigldiConnect }

Transferring files between an HP 100LX and an HP
200LX

HP 100LX files share the same format as HP 200LX files.
Therefore, the procedures in this chapter that cover transferring
files between HP 200LX’s also apply to transferring files
between an HP 100LX and an HP 200LX.

Transferring files between an HP 95LX and an HP
200LX

You can transfer ASCII files between an HP 95LX and an HP
200LX in either direction. You can also transfer HP 95LX
Appointment Book and Phone Book files to an HP 200LX. You
cannot use HP 200LX Appointment and Phone Book files on
the HP 95LX.

About HP 95LX appt book and phone book files
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When you open for the first time a transferred HP 95LX
Appointment or Phone Book file, the HP 200LX senses the HP
95LX file format and automatically starts a translation process.
You are prompted to give a name to translate the file to—fill
out the Translate dialog box and préss]. Note that HP

95LX Appointment and Phone book files have the extensions
ABK and .PBK, while HP 200LX Appointment and Phone
book files have the extensions .ADB and .PDB.

To configure an HP 95LX for IR communication:

From the Filer, presgvenu] (R] 0] (Q] (Q) (Remote-
Set Config Interface 3(Infrared) Quit Quit).

Note

Do not copy the C:|\_DAT directory between the HP 95LX and the HP
200LX. There are files of the same names that would be copied over and
lost. Instead, copy just those individual files that you want.

To transfer files and directories by IR between an HP
95LX and an HP 200LX:

Note that a copy or move operation for an HP 95LX
Appointment Book to an HP 200LX will take 1 to 3 minutes

for a book of average size. An average Phone Book should take
less than a minute.

Configure and position the HP 95LX and HP 200LX as

described.

On the HP 200LX, press to establish IR communication. If you see only
one window in the display, press to see the split screen. The left
window (“Remote”) shows the HP 95LX’s directory list. The right window
(“Local”) shows the HP 200LX’s directory list. If you have trouble
establishing the connection, start Datacomm on both computers, then
return to the HP 200LX Filer and press again.

Display the listing for the destination directory (where you want to put the
files).

Highlight the source file that you want to copy or move and select it (press

SPACEBAR]). You can select more than one file.
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Press (Copy) or (Move).

The dialog box should show the destination directory name. If not, type the
path and name of the destination directory. Do not type “ as the final
character.

Press (Fi0).
Press to break the IR connection.
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System macros

The System Macros application enables you to record
keystrokes for repetitive tasks. When you want to perform this
task again, you can run your macro program and let it “press”
the keys for you.

When you create a macro, you assign it to one of the function
keys(F1]) through(Fio]. To run a macro, you pre§sv] plus

the function key to which the macro was assigned. You can run
a system macro from the Topcard display or from any
application except DOS or System Macros.

Creating system macros

A macro can contain a maximum of 255 keystrokes. To
overcome this limit se€reating macros that execute other
macroslater in this chapter.

To create a system macro from the System Macro
application:

Presqg..] to open System Macros.

Arrow to the function key you want your macro assigned to.

Press to initiate macro recording. You are automatically switched
back to your previous application.

Press the keys that constitute your macro. As each key is pressed, a low beep
indicates the key is recorded.

End macro recording by pressing + (Fn), where
is any function key, regardless of whether or not a macro is assigned to
it.

To enter an optional description or name for your macro, press from the
System Macros application, then type your description in the Description
text box.

Press (F10).
To create a system macro while displaying each key
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symbol:
Press to open System Macros.

Arrow to the function key you want your macro assigned to.

Press

Optional: type a name or description for your macro.

Tab to the Contents dialog box. This box contains symbols for the keys you
want your macro to execute.

Press the text keys or generate the symbols for other keys in the order you want
your macro to “press” them. To generate those symbols, press then the
key or key combination that normally would produce the operation you
want your macro to perform. If you know the symbol, you can type the
operation rather than have generate it for you. If you’re not sure if you
need to use to generate the symbol (rather than press the key directly),
use , since it always works. For instance, pressing displays
1Flenuy,

Press (F10).

To create a system macro from another application:

From any application except System Macros and DOS, hold down and
(FN), and then press the function key you want your macro assigned to. A
two-tone beep, the first low, the second high, indicates the start of macro
recording.

Press the keys that constitute your macro. As each key is pressed, a low-tone
beep indicates the key is recorded.

End macro recording by pressing + and a function key.

To enter an optional description or name for your macro, press (M.
Highlight the macro, then press and type your description in the
Description text box. Then press (F10).

To run a system macro:

You cannot run a system macro from within DOS or the Sy-
stem Macros application.

PresqFN] followed by the function key that the System Macro
is assigned to.

To edit a system macro:
Presqg..] to open System Macros.

Highlight the macro you want to edit.
Press

Edit the description and contents of your macro. If you don’t know a key
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symbol for a non-text key, press (F¢), then press the non-text key. The
palmtop will enter the symbol for you.

To save your editing changes, press [F10). Do not press to save changes
because it is used as a text key in the Contents box.

Creating macros that execute other macros

You can chain macros together to overcome the 255 keystroke
macro size limit. To do this, make the last step of your macro
execute a second macro. The second macro could end by
executing a third macro, and so on. Your only limit is the
amount of RAM disk memory.

To instruct a macro to run another macro:
Within System Macros highlight a function key and press (E].

Create or edit your macro.
At the end of the macro (press END) press (Chain).

Select the macro to chain to.

Press (F10).

]
Caution

If you chain to another file of macros, be sure the macro set you’re
chaining from is saved (press (5)). Otherwise, when you chain

from an unsaved set of macros, they will be lost.

]
Note

When a macro chains to another macro in another file, that other file
becomes the current file. Therefore, the macro represented by (F1),
for example, is now a different macro.

Saving and opening sets of system macros

The System Macro application will automatically save up to 10
macros. If you want to save more than 10, you need to save the
first set of up to 10 in a file. Only RAM disk size limits the
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number of sets of macros you can save in files.

To save a set of macros:

In the System Macros application, préssNu] (F] (A].

Type a file name. The file name extension .MAC is added automatically. The
file will be saved in the C:|_DAT directory.

Press (F10].

If you add macros to a set that has already been saved, you can
save this new version of the same set by pregsiagu]

(s].

Use (MENU] (O] to open an existing file of macros.
Use(MENU] to open a new blank set of macros.

Clearing (deleting) system macros

To clear a single system macro:

In the System Macros application, highlight the macro you
want to delete.
Press (F10).

If you have saved this macro set, save this new version (if you want) under the

same name by pressing (s)
To delete a saved set of Saved macros, use the Filer to delete
the file.

System macros and Lotus 1-2-3

You can write and run a System Macro while in the 1-2-3
application.

You can cause a System Macro to execute a 1-2-3 macro.

You cannotcause a 1-2-3 macro to execute a System Macro,

since there is no 1-2-3 macro instruction for this action.

This first example below shows how to write a System Macro

that starts a 1-2-3 macro.
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System macros examples

Example: Writing a Macro that Starts a 1-2-3 Macro.

You want to start 1-2-3 and execute a 1-2-3 macro from other
applications. Assuming the 1-2-3 macro is assigned to
(ALT]J+(A], you follow these steps to write this system macro.

Display the Topcard or open any application except System Macros or DOS.

Press to start recording (assuming has no macro already
assigned to it).

Press +(A].
Press + to stop recording.
Now, when you presgN](F1] from another application, 1-2-3

will start and execute theLT]+(A) 1-2-3 macro.
Example: Printing Today’s Appointments from the Appointment

Book

At the start of each day you want to have a printed list of your
appointments. You can execute this macro to print this list,
provided these conditions exist:

No Appointment Book record is open.

Your printer is turned on.

Create this macro as follows:
Display the Topcard or open any application except System Macros or DOS.

Press + to start recording (assuming has no macro already
assigned to it).

Press (O] () (A +([H) (A +(0) (A + (1) (ALT) + (P]

(Fi0)
Press + to stop recording.
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Managing your applications

This chapter tells you how to

Add applications to your palmtop.

Start, quit, and delete application programs.
Manage memory in your palmtop.

Installing applications

There are two types of applications you can add to your

palmtop:

A DOS application that runs under MS-DOS 5.0 on a

computer equipped with a CGA monittwstalling DOS

applicationsis found in chapter 25.

A System-Manager-compliant (SMC) application that

operates like one of the built-in applications—you can start it

from any other application, and switch between it and other

applications without closing it. These special applications are

being developed by a number of vendors specifically for the HP

200LX. System-Manager-compliant applications developed for

the HP 100LX will also run in the HP 200LX..

To install an HP 200LX-type (SMC) application:

Plug in or copy the program files:

+ If the application is on a memory card, turn off your
palmtop and then insert the card into the plug-in slot (drive
A).
* If t