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management tools that help to keep you on time all the time. In additi
Schedule, Reminder, and To Do tools, you can select from among a vari
different screens to view your appointments on a monthly, weekly, or daily basis.
You can even set alarms to help make sure you never miss an important
appointment or event.

The Scheduler Mode provides you with a selection of powerful sche&

. Entering the Scheduler Mode

On the icon menu beneath the display screen, tepctiedulericon. This enters
the Scheduler Mode and displays the 1-month Calendar screen.
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Now you can maneuver around the Scheduler Mode to input and recall data.

. Inputting New Scheduler Data

This section describes how to input Schedule, To Do, and Reminder data. Note
that a Schedule item can be input as a “single-date” item (an appointment that
starts and ends on the same day) or a “multiple-date” item (an appointment that
spans more than one day). You can input a new multiple-date item witlethe
button or with the calendar screen.
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To input a single-date Schedule item
1. While any Scheduler Mode data screen is on the displaieiap
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2. TapSch

edule

Q] =10 ) Te)

Schedule

+@® @ Data input tool bar

L 200007 4 14cFriz
D Time?

.

E|T|||||||||||||B

® ® Date
® Time bar

« The new Schedule item is automatically assigned the date that was
selected (flashing) on the screen when you tapymsd You can leave
this date as it is or change it. To change the date, tap it and then use the
date keyboard that appears to make any changes you waiNEXap
after you are finished.

3. Input the start time and the end time if you want, and thelNE{T .

Time keyboard;
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Chapter 2 Scheduler

4. Input a Schedule alarm time, if you want.
5. TapNEXT to advance to the description text input screen.
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Text keyboard

6. Input text that describes the item.
After the item is the way you want, t8pveto store it.

In addition to a date, yamustinput description text or a start time. The

PV Unit will refuse to store the item if it does not contain a date plus
description text or a start time.

To input a multiple-date Schedule item with the New button

1. While any Scheduler Mode data screen is on the displaeap
2. TapMulti-date item.
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Date keyboard

The new Schedule item is automatically assigned the date that was
selected (flashing) on the screen when you tapy®ad for both the

start date and end date.

If you drag the stylus across a range of dates in the 1-Month Calendar

screen (page 37), the above screen opens up with the range of dates
specified.
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Tap the date you want to change and then input the year, month, and
day.

TapNEXT to advance to the description text input screen.

Input text that describes the item.

After the item is the way you want it, t8@aveto store it.

Note that youmustinput a start date, end date, and description text. The
PV Unit will refuse to store the item if it does not contain a start date,
end date, and description text.

cous

To input a To Do item
1. While any Scheduler Mode data screen is on the displaielap

2. TapTo Do.
@
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® Date keyboard
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3. Change the priority if you want.
< Anew To Do item is automatically assigned a priority of B. Tap the

priority you want to change to. You can set the priority in this screen or
the following screens where it appears.
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4. If you want to change the category, tap on current category setting.

5. Tapthe
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change to and theNEX{T .

6. Change the due date if you want, and theiNBRKT .

change it.
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The initial due date setting is the date that was selected (flashing) on the
screen when you tappétew. You can leave the initial date as it is or



7. Input an alarm date if you want, and thenN&XT .
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8. Input an alarm time, if you want.

¢ If you input an alarm time, be sure to also input an alarm date. You will
not be able to store the data item if you input an alarm time without an
alarm date.

9. TapNEXT to advance to the description text input screen.

10. Input text that describes the item.

11. After the item is the way you want it, t8pveto store it.

¢ In addition to a due date, yooustinput description text. The PV Unit
will refuse to store the item if does not contain a due date and description
text.

To input a Reminder item

1. While any Scheduler Mode data screen is on the displaielap
2. TapReminder.

Qo EaT=EH D) @ Data input tool bar
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Chapter 2 Scheduler

4.
5.

The new Reminder item is automatically assigned the date that was
selected (flashing) on the screen when you tap{gdas the start date

and end date. You can leave this date as it is or change it. To change the
date, tap it and then use the date keyboard that appears to make any
changes you want. T&fEXT after you are finished. .

Input the start time and end time if you want, and theNEYT .

Reminder
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Input an alarm time, if you want.
TapNEXT to advance to the Reminder type screen.
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Tap theV¥ arrow to the right of the Reminder type to display a list of
available types, and tap the one you want to select.

Input the required data for the Reminder type you select, and then tap
NEXT.

See “Reminder Types and Settings” on page 32 for details about
Reminder types and their settings.

If you input data incorrectly (with a Reminder date that does not fall
between the start date and end date, for example), the PV Unit will refuse
to store the data item when you Bgvebelow.
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8. Input text that describes the item.

9. After the item is the way you want it, t8paveto store it.

* In addition to a start date and end date, you must input description text
or a start time. The PV Unit will refuse to store the item if it does not
contain a start date and end date plus description text or a start time.

. Reminder Types and Settings

The following describes each of the Reminder types available and provides details
about the settings required by each.

Daily =
et _@nn || Repeated every day. No additional settings are
required.
Weekly m
ot @rmm || Repeated the same day of the week, each week. Specify
& b the day of the week by tapping its button.
[refr
Buttons Selected day of the week
Monthly 1 =R
ot @mmnr || Repeated the same day of the month, every month.

bate Specify the day of the month by tapping on it in the
calendar.

HEXT
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Important!

Repeated the same day of the week of a specific week
each month. Tap th® arrows next to th&Veek and
Day boxes to display menus of options, and tap the
ones you want to select.

Repeated the same date every year. TajWtrerows
next to theMonth andDate boxes to display menus
of options, and tap the ones you want to select.

Repeated the same day of the week of a specific week
of a specific month each year. Tap Wearrows next

to theMonth, Week, andDay boxes to display menus

of options, and tap the ones you want to select.

» Be sure to correctly specify all of the settings required for the Reminder type

you specify.

. Importing Contacts Data Into a Schedule Item

The following procedure lets you import certain Contacts data entries (fields)
into theDescription of a Schedule item, which provides you with handy reference

information about the person you are planning to meet. The entries (fields) that
are imported depend on whether you are importing Business or Personal data.
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Personal Data Business Data
Name Name
Phone (H) Company
Fax (H) Phone (B)
Mobile Fax (B)
E-mail E-mail
Phone (B) Phone (H)
Fax (B) Fax (H)
Mobile

« Entries (fields) that do not contain any data are skipped (not imported).

To import Contacts data into a Schedule item
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1.

While any Scheduler Mode data screen is on the displajydap-
Appointment.

Input the date, time, and alarm time.

See “To input a single-date Schedule item” on page 26 for details.
Tapping theNEXT button after inputting the above data displays the
following screen.
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Tap on the tab to access either Business or Personal Contacts data, and
then use the index to locate the name whose data you want to import.
Highlight the name whose data you want to import by tapping on it, and
then tap the highlighted name again.

QL] 2 1OE[Eavel Teck] .

Schedule

=c# Jackson Erice
GOODMELL TEXTILE+
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Input any more text you want for the description, and theSaapto

store the item.

The applicable entries (fields) contained in the Contacts item you specify
are imported into the Schedule item. See page 33 for details on which
entries are imported.

You can move the cursor around the imported data and make any changes
in it that you want.

Note that Contacts data can be imported as you are creating a new
Schedule item only. You cannot use this procedure to import into an
existing Schedule item.

35



. Viewing Scheduler Data

The Scheduler Mode provides a variety of screens that you can use to view
Schedule, To Do, and Reminder data. This section describes the various data
recall screens available in the Scheduler Mode, and provides information about
how to navigate between them.

Screen Organization

The screens used for recall in the Scheduler Mode are arranged as shown in
the following table.

Type Screen Name Description
Calendar | *1-Month Calendar | ¢ Calendar of a single month
«2-Month Calendar | « Calendars for two months
« 3-Month Calendar | « Calendar for 17 weeks
Periodic | « Weekly Scheduler | « Overview of Scheduler data fa

=

Schedule a specific week
« Daily Scheduler * Overview of Scheduler data far
a specific day
Schedule | « Schedule Data * Details of an individual
Schedule item
Reminder | « Reminder Data * Details of an individual
Reminder item
* Reminder List « List of all Reminder items
To Do *To Do Data « Details of an individual To Do
item
*To Do List « List of all To Do items

Calendar Screens

Use the calendar screens to quickly locate a specific date and view its
Scheduler data.
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Chapter 2 Scheduler

1-Month Calendar

The 1-Month Calendar for the month that contains the today’s date (as kept
by the PV Unit’s clock) appears first whenever you enter the Scheduler
Mode. Use the 1-Month Calendar screen to select a date for recall ofi
data.
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@ Date jump button (page 47) 2-Month Calendar button

@ Weekly Scheduler buttons @ Indicates AM appointment.

® Highlighted date @ Indicates PM appointment.

@ Selected date (flashing) @@ Today’s date (as kept by the PV
® Data display area Unit's clock)

® Days passed in the year Indicates AM and PM appointment
@ Days remaining in the year or appointment without a time.
Week number for the year @® Multiple-date item

©® Data display tool bar Scroll buttons

To view a date’s Daily Scheduler screen

1. Tap a date to select it. The selected date flashes in the calendar.

2. Tap the flashing date to change to its Daily Scheduler screen.

3. Inthe Daily Scheduler screen, tagcto return to the 1-Month Calendar
screen.

To view the 2-Month Calendar screen

1. Tap the 2-Month Calendar button to switch to the 2-Month Calendar
screen.

2. In the 2-Month Calendar screen, tagc to return to the 1-Month
Calendar screen.
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To view a Weekly Scheduler screen

1. Tap thdw button to the left of the week whose Weekly Scheduler screen

you want to view.

2. Inthe Weekly Scheduler screen, Esggto return to the 1-Month Calendar

screen.

Using the data display area

« This area shows an outline of data input for up to three Scheduler items
input for the currently selected (flashing) date. It shows Schedule, To

Do and Reminder data.

¢ Use the scroll buttons to scroll the data up and down.
« Tapping the highlighted item displays its data screen.

2-Month Calendar
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@ Date jump button (page 47) @
® Highlighted date
® Weekly Scheduler buttons

@ Data display tool bar

® 1-Month Calendar button ®
® Indicates AM appointment.

Indicates PM appointment.
Indicates AM and PM
appointment, appointment without
a time or multiple-date item.
Selected date (flashing)

To view a date’s Daily Scheduler screen

1. Tap a date to select it. The selected date flashes in the calendar.
2. Tap the flashing date to change to its Daily Scheduler screen.
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To view the 1-Month Calendar screen
Tap the 1-Month Calendar button to switch to the 1-Month Calendar screen.

To view a Weekly Scheduler screen

Tap them button to the left of the week whose Weekly Scheduler scre'
you want to view.

3-Month Calendar
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@ Date jump button (page 47) ® Indicates PM appointment.

@ Month numbers @ Indicates AM and PM
® Highlighted date appointment, appointment without
@ Data display tool bar a time or multiple-date item.

® Indicates AM appointment. Selected date (flashing)

To view a date’s Daily Scheduler screen

1. Tap a date to select it. The selected date flashes in the calendar.
2. Tap the flashing date to change to its Daily Scheduler screen.

To view a 1-Month Calendar screen
Tap the month number of a month to view its 1-Month Calendar screen.

Periodic Schedule Screens

The periodic schedule screens give you a quick overview of your scheduled
appointments. You can view all your appointments for a specific day or week.
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Weekly Scheduler Screen

The Weekly Scheduler screen shows you your schedule for an entire week,
including Schedule, To Do, and Reminder items.

Q=) mamal-® @ Date jump button (page 47)
D itzsza/2000Twe) ) @ Highlighted date

® Multiple-date item

B 1 L3l [Mr.Robinzo

@ 8:008~Check Internet @ Date column
. 9:30A~RED meating o
41 B:00F~Dinner with M. @ DeSCprtlon text
o T — ® Data display tool bar
Buziness trip to
Eusiness trip to

@ ®

To view a date’s Daily Scheduler screen

1. Tap a date in the date column to select (highlight) it.

2. Tap the selected date to display its Daily Scheduler screen.
To view an item’s data screen

1. Tap an item to select (highlight) it.

2. Tap the selected item to display its data screen.

Daily Scheduler Screen

The Daily Scheduler screen gives you an overview of Scheduler (Schedule,
Reminder, To Do) items for a particular date, along with a list of all currently
unchecked To Do items.
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@@ = T e ®
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Chapter 2 Scheduler

To shift the time bar

Tap thed andP> scroll buttons to shift the time bar left and right.
The shaded portion in the time bar indicates a period during which an item
is scheduled. Overlapping time bars (schedules) are black.

Scheduler Area .

¢ This area shows the current date’s six Scheduler (Schedule, Reminder,
To Do) items.

¢ Changing to a different date causes the data in the Scheduler area to be
replaced with the Scheduler data of the new date.

¢ You cannot check or change the priority of a To Do data item in the
Scheduler area.

To Do Area

e This area shows the four unchecked To Do items.

* You cannot use this screen to change the checked/unchecked status.

< The data in this area remains the same, even if you change to a different
date.

* You can check a To Do data item in the To Do area by tapping its check
box. As soon as you do, the data item disappears from the To Do area
(though it remains stored in the To Do Mode).

* You can change the priority of a To Do data item in the To Do area by
taping on its current priority setting to cycle it in the following sequence:
Afi Bfi Cfi A etc.

To view an item’s data screen

1. Tap an item to select (highlight) it.
2. Tap the selected item to display its data screen.
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Schedule Data Screen

The Schedule data screen shows the details of a selected Schedule item.

Schedule Data Screen (Single-Date)

@ Start time (and end time)
@ Data display tool bar

® Date

@ Alarm time

® Description

() [View ] 2] 5] Edit | Hew |[Tools] +
Schadule
Ll Jul/14/2000cFriz
11:=00arn =~ 4=00pm
& 10:00am
-#RED rmeeting 4
L

OB ©

« TappingEscgoes to the Daily Scheduler screen.

Schedule Data Screen (Multiple-Date)

afEEE e @ @ Datadisplay tool bar
Schedule | @ Start date
:?:ﬂheﬁe&nnnﬁue) ® End date

n @ Description

Date ¢

JulS 22200005510

=c*Business trip te China =
L

® @O

« TappingEscgoes to the Daily Scheduler screen.

Reminder Screens

The two Reminder screens show currently stored Reminder items. The
Reminder data screen shows full details of each item, while the Reminder

list is a collection of one-line summaries of Reminder data items that can be
used for quick location of a specific item.
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Reminder List Screen
Qe )Tkl @ @ Reminder dates

Reminder

2000 6. 26| Check stock p
2000 E-29 |00 Chinese Class
2000 1 1B Pay rent
2000 1 3|00 Check stock pric
2000 1 E|0W Chinese Class
2000 1 0|00 Check stock pric
2000~ 1 3(EE| Wedding annivers
2000 1 3|00 Chinese Class
2000 1 3|00 Chinese Class
2000 1 10 Check stock pric
2000 120 |00 Chinese Class
2000 120 |00 Chinese Class
2000 N-24 |0 Check stlock Pric

©®@ ®

To view a Reminder data screen

1. Inthe Reminder list screen, tap a Reminder item to select (highlight) it.
2. Tap the selected item again to display its data screen.

@ Reminder types
® Descriptions
@ Data display tool bar

Reminder Data Screen

Qe F 5 F ] e Tee) - (D ® Data display tool bar
Reminder . ® ® Reminder date
Bl —— 1 ® @ Start time (and end time)
££:W+|L @ @ Alarm time
= Medding anniversary ——@ @ Reminder type

® @ Description

¢ TappingEscreturns to the Reminder list screen.

To Do Screens

The two To Do screens show currently stored To Do items. The To Do data
screen shows full details of each item, while the To Do list is a collection of

one-line summaries of To Do items that can be used for quick location of a
specific item.
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To Do List Screen

44
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[To Do _n ® Check boxes

:ﬁ Submit_sales Feport -::_® @ Priorities
o T @ Alarm indicator
® ® Display item buttons
@ ® Data display tool bar

@ Descriptions

®- o

To specify the display category

1. Tap the display category box to open a menu of categories.

2. Tap the category whose data you want to display.

To specify the display item type

Tap the display item button that corresponds to the type of items you want

to display.
(O] Unchecked items only
Checked items only
(A | Priority Aitems only
Priority B items only
[C_| Priority C items only
All items

To check and uncheck items

Tap the check box of an item to toggle it between being checked and

unchecked.

¢ The check boxes of all unchecked data items whose due dates are passed
are replaced by exclamation poi(is).

To change the priority of an item
Tap the current priority of an item to cycle it in the following sequence:
Afi Bfi Cfi A, etc.

To view a To Do data screen

1. Inthe To Do list screen, tap a To Do item to select (highlight) it.
2. Tap the selected item again to display its data screen.
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To Do Data Screen

€ [P 2] ¥ Edi | Taw | [Teoiz] @
To|De @
(2 & AT/ 7770000 1> [

A Businesz

= Juls 147 20006F viy
Ll 120000 Med)
A 9=30am
= Subrnit sales reports .

©EIG

To check and uncheck the item

@ Priority

@ Check box

® Description .
@ Data display tool bar

® Date checked

® Category

@ Due date

Alarm date
®@ Alarm time

Tap the check box to toggle it between being checked and unchecked. The

date checked is added automatically.

* The check boxes of all unchecked data items whose due dates are passed

are replaced by exclamation poi(is).

To change the priority

Tap the current priority to cycle it in the following sequence:

Afi Bfi Cfi A, etc.

B Date Highlighting

You can highlight dates on the 1-Month or 2-Month Calendar screen to specify

them as holidays or other special events.

To highlight dates

1. While the 1-Month Calendar or 2-Month Calendar is on the display, tap
the Menu Bar icon to display the menu bar, and then @ggtion —

Highlight.

QI W WSl TorE]
Highlight E2]
SU Mo TU WE TH FRS#

S H
2731465 6[7]¢8
9::107i11 (12 {13.i14:i15
16 {i7-i8 119 (20..21 72
23 1247125 {26 127.:28 129
30131

45



4.

You can switch between the 1-Month Calendar and 2-Month Calendar
at any time during the following steps.

Tap the individual dates you want to highlight, or drag the stylus across
the range of dates you want to highlight.

If you make a mistake and highlight the wrong date, simply tap or drag
across it to unhighlight.

If you want to highlight dates in other months, tap the tool bar’s
<« () and» (P>) buttons to change months, and repeat step 2.
You can highlight dates only within the year that contains the month
where the date cursor was located when you started this procedure.

After all date highlighting is the way you want it, @aveto store it.

To unhighlight dates

46

1.

While the 1-Month Calendar or 2-Month Calendar is on the display, tap
the Menu Bar icon to display the menu bar, and then @ggtion —
Unhighlight.

Specify the start month and end month of the period whose dates you
want to unhighlight.

Note that you can unhighlight dates for a range of months only. You
cannot unhighlight individual dates.

After the dates are the way you want them Fap

In response to the message that appeargetp unhighlight all dates
in the range you specified bio to close the dialog box without doing
anythinng.
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. Jumping to a Specific Date

You can use the following procedure while the Calendar, Daily Scheduler, or
Weekly Scheduler screen is on the display to select a date and display its d

1. While the 1-Month Calendar, 2-Month Calendar, 3-Month Calenda
Weekly Scheduler screen, or Daily Scheduler screen is on the display,
tap the date jump button.
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2. Input the date to which you want to jump, and therNBEKT .
« The screen that appears next depends on what type of screen you started
from in step 1 above.

Starting from: Jumps to:
Calendar Screen Month that contains the specified
date, which is flashing in the
calendar

Daily Scheduler Screen Daily Scheduler screen for the
specified date

Weekly Scheduler Screen | Weekly Scheduler Screen for the
week that contains the specified

date, which is highlighted on the

screen
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. Renaming To Do Categories

Use the following procedure to change the name of a To Do category.
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1.
2.

3.

In the To Do Mode, display the list screen or a data screen.
Tap theMenu Bar icon to display the menu bar, and then@gtion —

Name edit
Type in the names you want to assign to the categories, and then tap

Saveto save them.
You can input up to 14 characters for each category name.
Category names revert to their preset defaults whenever the PV Unit is

reset.



