


GUIBELINES LAID DOWN BY FCO RULES FOR USE OF THIS UNIT IN THE U.S.A.
(not applicable to other areas). . Use the following procedure to load batteries before using it for the first time.

. NOTICE 5 , ‘ _ BT
This equipment has been tested and found to comply with the limits for a Class B digial devies, L. Shd.c.lhe battery switch on the back of the BN Unit to the REPLACE BATTERIES
pursuai to Part 15 of the FCC Rules. These limits are desigied to provide reasonable protection position.
against harmful interference in a residential installation. This equipment generaies, uses and can “REPLACE BATTERIES™

’ radiaie radio frequency energy and, if not insialled and used in accordance with the insiructions,
may cause narmiul inierference to radio communications. However, there is no guacaiitee that
inteiference will not occur in a particular installation. I this equipment does cause harmiul
interference o radio or television reception, which can be deiermined by twrning ihe equipment

. offand on, the user is encouraged (o try to correct the interference by one or more of the following i (=]
measures: R e )
¢ Reorient or relocate the receiving anienna.
¢ Increase the separation between the equipment and receiver.
¢« Connect the equipment into an outlet on a cireuit different from that to which the reeeiver is _ ) ) .
connecied. 2. While pressing at the points marked (A) in the iliustration. shde the battery
e Consult the dealer or an experienced radio/TV technician for help. compartment cover in the direction indicated by the arrow to remove it.
FCC WARNING (A)
Changes or modifications not expressly approved by the party responsible for compliance could t
void the user's authority to operate the equipment.
’ Proper conneciors must be used for connection to host computer and/or peripherals in order 1
meet BCC emission limits. =\ fe=
- | — i L= N
Mini Cradle.................. BN-10/20 to Windows PC AT 1 __ [ El=ofd
) Modem BW-100 (available some time in the future)........... BN-10/20 to Felephone T onm @?)
Network e
Declaration of Conformity l
Model Number: BN-10/20
Trade Name: CASIO COMPUTER CO., LTD. 3. Load two new batteries, making sure that their positive (+) and negative (-) ends
Responsible party:  CASIO, INC. are facing in the proper directions. :
Address: 570 MT. PLEASANT AVENUE, DOVER, NEW JERSEY 07801
Telephone number: 973-361-5400 T -
‘ ‘ W"; H;'-)ﬁpl.{@
This device complies with Part 15 of the FCC Rules, Operation is subject to the following two 0 BT T o |
conditions: (1) This device may not cause harmful interference, and (2) this device must accept ©
any interference received, including interference that may cause undesived operation. B oo L
- 0
¢ CASIO COMPUTER CO., LTD. assumes no responsibility for any damage or loss resulting
from the use of this manual.
e CASIO COMPUTER CO., LTD. assumes no responsibility for any loss or claims by third
parties which may arise through the use of the BN Unit.
= CASIO COMPUTER CO., LTD. assuntes no responsibility for any damage or loss caused by
deletion of data as a result of malfunction, repairs. ot battery replacement. Be sure to back up
all important data on other media to protect against its loss. ‘

Windows is a registered trademark of Microsolt Corporation.
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4. Taking care not to damage its tabs, replace the battery compartment cover back About the EL backlight (BN-20 only)
St 1 he BinY : . . . . . L
v 5 (S‘.'["l?.ml(' PTR unit fel : NOR VPER AT . o The BN-20 is equipped with an EL backlight that allows cusy viewing of display
. 5. Shde the battery switch back to the NORMAL OPERATION position, contents in a theater, of atywhere else where lighting is dim.
M R &

) « Note, however, that frequent or exiended use of the EL backlight shortens hatiery
Important! : . lite . - »
«  Always make sure the battery switclvis the NORMAL OPERATION at all times,

.
except when loading batteries. The following shows how bucklight use alfects battery life under controlied test
o See “To replace the baiteries™ on page [ for details on replacing batteries. conditions™.

N “ - Backiight Operation Battery Life

6. Press the power on key (BN-10: ON, BN-20: ON/OTT) to tum on power. = perid ,1 y
P . 2 faa i ~105 A SINE St y - g
« This causes the contrast adjustment screen (o appedr. 3 minutes per hous Approximuaicly 65 hous:
15 minutes per hour Approximaicly 35 hours

7. Use the € and B> cursor keys to adjust the contrast of the display, and then press
OK. * Test Conditions

« “Battery Life™ is the number of hoars before battery failure when the unit is fefi
on with 5 minutes of 4 processing operation and 55 minutes of continuous display
only (no processing operation) peir hour in the CONTACTS Mode. plus ihe
backlight operation described below. The above values assume ambient
temperature of 20°C, starting with a fresh set of new batteries.

o 1f nothing appears on the display after you press the power on key, remove the
batteries and then reload them into the BN Unit, making sure you follow proper
procedures. If this does not solve the problem, refer to “Troubleshooting™ on
page 164

) e . s ecceaae Thab Sanre (CHITOK YV 3 7] N . R .- o ’
8. In response to the messuge that appears (L.HILLIx YOUR IIOMI‘, riME « “Backlight Operation” is the number of minutes the backlight is turned on per
SETTING AND CORRECT IT IF NECESSARY!). press OK. This enters the hour during the display only (1o processing operation) period.
CLOCK Mode. ) . . ) « Be sure io use alhaline batteries. Manganese batteries provide very short baitery
9. Check the Home Time setting and make changes if necessary (page 134). life
10. Perform the procedure under “To set the on-screen imessage tanguage” on page
40 to specify the message language you want to use. Important!

« Note that pressing SHIFT and then LIGHT causes the backlight to light and
stay lit as long as you continue to operate the BN Unit, or uniil you press LIGHT
again to turn it off manually. :
Leaving the backlight on for long periods greaily reduces batiery life!
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Read this first!

Be swre 1o read this part of the User's Guide before doing anyiling
else! Tt includes important informaiion that you need o know in
order to use the BN-1Q/BN-20 (hereinafter referred to as the “BN
Unit”) correcily.

Important!
Please keep this User’s Guide and all information handy for future
reference.

Note

The screen shots shown in this User’s Guide may ditfer slightly from
the displays actually produced by your BN Unit.
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Chapter 1 Gettfing Ready
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Make backup copies of important data!
Your BN Unit employs [Tash memory, which makes it possible to store large volumes
of data and fo recall data quickly and easily. Data is retained when power is turned
off and even when batteries go dead, but it can be corrupted or lost entirely due to
operational mistakes or malfunction. Data contents can also be corrupted or lost dae
to strong electrostatic charge, strong impact, or extremes in temperature and humidity.
. All of this means that you should always keep back-up copies of important data by
transferring it to a personal computer or by writing it down somewhere.

Important Precautions

Note the following impottant precautions whenever using your BN Unit.

Never expose the BN Unit to fire.

Avoid temperature extremes. Do not locate the BN Unit in direct sunlight, near a
window, near a heater, etc.

In very low temperatures display response may slow down or fail entirely. T his
condition is temporary and operation should resume under normal temperatures.
Avoid areas subject to excessive moisture, dirt, and dust.

Avoid dropping the BN Unit and otherwise subjecting it to sirong impact.
Never bend or twist the BN Unit.

Never try to take the BN Unit apart.

Do not use a pen, pencil, or other sharp object to press keys.

To clean the exterior of the BN Unit, wipe it with a soft cloth dampened in a
wealk solution of a mild neutral detergent and water. Be sure to wring out any
excess moisture from the cloth before wiping off the BN Unit. Never use benzene,
thinner, or any other volatile agent to clean the unit. Doing so can remove the
figures printed on the case or otherwise damage the case finish.

Never connect any device other than a CASIO specified option to the option
port. Doing so can create the danger of malfunction, fire, and electrical shock.
The contents of this manual are subject to change without notice.

CASIO COMPUTER CO., LTD. assumes no responsibility for any loss or claims
by third pariies that may arise from the use of this product.

-
Data Errors
The BN Unit performs a self-check routine whenever you turn it on. The message
shown below appears if the BN Unit detects a problem with data stored in its memory.

DTS ERROR!
B3 vOU WaHT 10
VIEW DATA
BEFORE RESETIING?
YES [OK)/MG [ESC]

g

I8

y—

Once data is lost due to a data error it cannot be recovered. Data errors are generaily
caused by one of the following problems.

« Interruption of battery power

 Severe electrostatic charge, strong impact, changes in temperature, or changes
in humidity

« Hardware problems

When the above message appears, you can do one of the following:

o Reset after viewing data stored in memory
SPREADSHEET Mode data cannot be recalled after a data error. Also note
that in the case of a severe data error, you may not be able to view other mode
data stored in memory.

e Reset immediately

Continued problems after performing the RESET operation can indicate a serious
hardware problem. Contact your nearest CASIO dealer it problems persist.

Te reset after viewing data

. After the DATA ERROR message appears, press QK (Yes).
. In response to the message that appears (DATA ERROR! CONSULY YOUR

USER’S GUIDE FOR CORRECT PROCEDURE.), press OK.
This enters the CLOCK Mode.

. Now you can enter other modes to recall data and make handwritien copies if

you want.

. After recalling the data you want, perform the RESET operation under “To reset

the BN Unit” on page 18.

it




Chapter T Getting Ready

To reset immediately
[. After the DATA ERROR message appears, press ESC (No).
2. Continue from step 3 under “To reset the BN Unit™ on page 8.

Power Supply
Your BN Unit can be powered by iwo AA-size alkaline balteries (LRO6(AM3)) or
the following optional AC adaptor.

Optional AC Adaptor: AD-A70140
Important!

e Normally the flash memory of the BN Unit retains its data when power is turned
off and even when batteries go dead. Misoperation or other problems, however,

can cause data to become corrupted or lost. Always keep separate copies of

important data.

Low Battery Warning :
The message BATTERIES ARE GETTING WEAK! REPLACE THEM AS
INSTRUCTED IN THE USER’S GUIDE. appears whenever battery power drops
below a certain level. Replace the batteries immediately after this message appears.

Important! )

» 1f you continue using the BN Unit after the fow battery warning message appears,
power may suddenly turn off or the contrast adjustment screen may suddenly
appear. Should this happen, replace batteries immediately.

< Be sure to use alkaline batteries. Manganese baiteries provide very short battery
life.

Battery Precautions

Incorrectly using batteries can cause them to burst or leak, possibly damaging the
interior of the BN -Unit. Note the following precautions.

+ Be sure o use alkaline batteries only to power this BN Unit.

¢ Be sure that the positive (+) side of each battery is facing
in the correct directions.

12

e Never mix batterics of different types.

+ Never mix old batteries and new ones.

> Do not expose batteries to direct heat. let them become shorted. or wry 1o take
them apart.

¢ Remove the baiteries if you do not plan to use the BN Unit for a long time.

e Replace baiteries at least once every | year, no matter how nmuch you use ihe BN
Unit during thai pertod.

= Never try to recharge the batteries that come with the BN 1
Unit. O NS

« Should 2 battery leak, clean out the batiery compariment of the BN Uit
immediately, taking care o avoid letting battery fluid come into direct contact
with your skin. .

Keep batieries out of the reach of small childresn. If swallowed, consuls withi a
phlysician immediately.



Chapter 1 Geting Ready

« Frequent data synchronization using the PC sync for Windows application
that comes with the BN Unit shortens battery life. _

« Frequent data communications using the separately available modem shoriens
baitery life.

+ The batteries that come with the BN Unit may spend considerable time in
transit and on the shelf after being packed at the factory. Because of this, you
may not get the full battery life from these batteries.

To replace the batteries

lmportant!

« Always unplug the AC adaptor from the BN Unit belore replacing batteries.

«  Always make sure the battery switch is the NORMAL OPERATION at ail times,
except when replacing batteries. )

1. Turn off BN Unit power.
. Slide the battery switch on the back of the BN Unit to the REPLACE BATTERIES
position.

o

“REPLACE lS]ATTERlES“

r==\

(@=)

5] @uen
i Fm

3. While pressing at the points marked (A) in the illustration, slide the batiery
compartment cover in the direction indicated by the arrow to remove it.
(A)

i4

4. Remove both of the old batteries.
5. Load two new batteries, making sure that their positive () and negative (=) ends
are facing in the proper directions.

K (R |
OBl T Hoon
(@)

= SJ Jomeny I_‘ il

6. Taking care not to damage its tabs, replace the battery compartment cover back
onto the BN Unit.
7. Slide the battery switch back o the NORMAL OPERATION position.

“NORMAL OPERATION™

8. Press the power on key (BN-10: ON, BN-20: ON/OFF) to turn on power.
« This causes the contrast adjustment screen to appear.

9. Use the € and ¥ cursor keys 1o adjusi the contrast of the display, and then press
OK.

« If nothing appears on the display after you press the power on key, remove the
batteries and then reload them into the BN Unit, making sure you follow proper
procedures.

« I this does not solve the problem, refer to “Troubleshooting” on page 164

10. In response to the message that appears (CHECK YOUR HOME TIME
SETTING AND CORRECT IT IF NECESSARY!), press QK. This enters the
CLOCK Mode.

I'1. Check the Home Time setting and make changes if necessary (page 134).

12. Perform the procedure under “To set the on-screen message language™ on page
40 to specify the language you want to use.
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AC Adaptor

Caution!

Use the AC adaptor only with a power outiet whose voltage matches that marked
on the adaptor. Do not plug the adaptor into an exiension shared by other
appliances. Doing so creates the danger of five and electrical shock.

Use only the AC adaptor model specified for the BN Unit in this manual. Use of
another adaptor creates the danger of fire and efectrical shock.

Do not allow the electrical cord of the AC adaptor Lo become damaged or cracked.
Never modify, sharply bend, twist, or pull on the cord. Do not place heavy objects
on the cord or expose it to heat. Use of a damaged elecirical cord creates the
danger of fire and electrical shock.

Should the electrical cord ever become severely damaged (to the point that wires
are exposed or broken), contact your nearest CASIO dealer about repair or
replacement. Use of a damaged electrical cord creates the danger of fire and
clectrical shock. ‘

Never touch the AC adapior while your hands are wet. Doing so creaies the
danger of electrical shock.

Never pull on the power cord when unplugging the AC adaptor. Doing s0 can
damage the cord and create the danger of fire and electrical shock. Always hold
onto the AC adaptor unit when unplugging it from the wall oulet.

Unplug the AC adaptor from the wall outlet whenever you plan to leave the BN
Unii unattended for very long periods.

After using the BN Unit, turn off power and unplug the AC adaptor tfrom the wall
outlet.

Important!

®

16

Use only the following optionally available AC adaptor model wiih this product:
AD-AT70140.

Use of an AC adaptor model other than that specified above can result in serious
damage to ihe AC adaptor or the BN Unit, or other serious problems.

Always turn off the BN Unit before connecting the AC adaptor.

The AC adaptor may become warm to the touch after very long term use. This is
normal and does not indicate malfunction.

To connect the AC adaptoer

Tmportant!

.

2.

Be sore 1o have batteries loaded in the BN Unii. even when using the AC adanior
unit for power. The BN Unit is designed to disable operation it an afteiupt is
made to operate it under AC adaptor power, while batteries are not loaded or
battery power is low. This is done in order to protect against corruption of memory
contents caused by a sudden drop in power when the AC adaptor by unplugeed
from the BN Unit.

Always unplug the AC adaptor from the BN Unit before replacing baiieries.

Comiiect the AC adaptor into the jack on ihe left side of the BN U fit.

Plug the AC adaptor into a standard household AC outlet.

Turning Power On and Off

After you load batteries, use the following procedure to turn power on and off.

To turn power on and off

L.

°

|88

Press the power on key to turn power on.
If you are using a BN-10 Unit, press ON.
If you are using a BN-20 Unit, press ON/OFF.

. To turn power off, press the power off key.

If you are using a BN-10 Unit, press OFY.
If you are using a BN-20 Unit, press ON/CFF.
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Initial Screen

&

Furning on power displays the last sereen that was on the display when you last

twrned off power.

Auto Power Off

The Auio Power Off {unction automatically turns off power whenever you do noi

. perform any key operation for about 6 minutes. Use the procedure described under
“To turn power on and off” to furn power back on. :
Resetting the Unit
Warning!
The following procedire erases all daia stored in the memaory of the BN Uait. Perform
ihis operation only when you wani (0 delete «ll data and initialize the settings of the
BN Unil.
Rewember - vou should ahways keep copies of importaat data by writing it dowa, or
by transferring it to a personal compuicer:
To reset the BN Unit
1. Press the power on key (BN-10: ON, BN-20: ON/OFT) to turn on power.
7. Use a thin, pointed object o press the RESET button on the back of the BN Unit.
RESET bution
[=5) '
wrEB ‘.""\L'

=37

®

@

(8]

[N
-

This causes the contrast adjusiment screen to appear.

CONTRAST

L

IGHTER

e

If the conirast adjustiment screen does not appear when you press the RESET
button, stide the battery switch to the REPLACE BATTERIES position and
remove the battery compartment cover. Use a thin, pointed object to press ihe P
button and then replace the baitery compartment cover. Slide the battery swilch
back to the NORMAL OPERATION position and then press the RESET bution.

_Use € and B 10 adjust the contrast of the screen, if necessary, and then press

OK.

) THE RESET OPERATION
({2 DELETES AL DATA

) 4 MEMORY! -

€] DO ¥OU WANT TO COMTINUE?
— YES [0K1/H0 [ESC]

I response to the message that appears, press OK to resei the BN Unit and clear
all memory contents, or ESC to abort the reset procedure without doing anything.

. It you pressed OK in the above step, a second coniirmation message appears.

Press QK to reset the BN Unit and clear all memory contents, or ESC to abort
the reset procedure without doing anything.
Pressing OK in the above step starts the actual reset procedure.

19




6. Alter the resel procedure is complete, use the A and & cursor keys to highlighi

the dispiay message language you wani to use.

operation.

Home Time:

World Time:
Daily Alarm:
Sound:
Messuges:
Character inpui:

_ Press OK to complete the procedure. This enters the CLOTK Mode.
. Checek the Home Time setting and make changes if necessary (page 134).
Following are the initial settings of the BN Unit after you perform the RESET

London

JAN/L/1998

AM 12:00

12-hour formai

New York

PM 12:00

Daily Alarm oft, all others on
English ’

CAPS

Your BN Unit is designed to provide you with the most powertul
pocket-compatible personal data processing available, tn a user-
friendly configuration that is simple to use.

Before getiing into actual operationat procedures, take a few momeits
{0 go through the following information to become acquainted with
some of the basic terminology and concepts that we will be using
throughout the rest of this User’s Guide.

General Guide 22
Display Indicators coceens 23
Fields and ftems . 23




Chapter 2 Getting Acquainted

o - . . - T 2 et .

General Guide Display Indicators

The lollowing shows the names uf the various indicators that appear o ihe dispiay
and explains what they mean.

Display

A Data runs off ithe top of the screen. Seroll displayed data by prossing & ¥,
v
&and v,

_— Mode keys SHIFT: Keybourd is shifted between upper-case and fower-case input. The
/ puinctuation marked above the keys in blue can also be input while ihe

heyboard is shified.

CAPS: Keyboard is shifi-locked so all text input is upper-case. All iex inpu s
fower-case when this indicator is not on the display.

Cursor keys

i - ACC: Indicates the ACC key was pressed. While this indicator is on the di
Option port J : |
\/ pressing Z. X, C, V, or B inpuis the accent marked above ithe key.

COMMAND:  Indicates the COMMAND key was pressed, so the next characier
will be interpreted as a command.
< . et that e dienlaved data is the resuli of o seare SO
Y. . dES 1w ST ! S c ras peratt .
AC adaptor SEARCH: Indicates that the displayed data is the vesult o a earch operation
connector 28 Low batlery warning

TSSO
&;\ et P
Ui 0 ’ ~&): Indicates you are currently in the seciet memory area.
3 e

Keyboard W - Daia runs off the bottom of the screen. Scroll displayed data by pressing &
¥, 4 and V.
Mini Cradle Lock
port Fields and Items
In ihe sections that cover the personal data storage functions of the BN Unit, you
will come across the terms field and ifenn.
Batery switch Generally, a field is an area on the screen where you actually input the text. numbers,
P button dates, and iimes you wani 1o store. Some fields, however, provide you with a set of
fixed options {rom which you can choose one.
An item (which is actuaily short for daia ifem) is @ set of specific fields thui forns
the basic unit for the storage of the data you inpui. In the CONTACTS Mode, for
example, you inpui daia into NAME. ADDRESS, and PHONE (H) ficlds. The
complete set of daia for each person makes up an jieim.

RESET button

Opiion lock swiich

22




This chapier provides important general information that you necd
(o know when using your BN Unit. Be sure to read it before trying to
use the BN Unit for the first time.

BVROEES 1o essesesssssesssasaonessesssassasssssssssncmsnesisnessssnensnassssses 20
To eiicr a mode by pressing a mode hey 20

To enter a mode using the Mode Mlent 26

Using the Cursor KeYS i 27

Sereett SOOI corerereecsessrserrrssssinesssssssessssnsnsssssnisssnce 27

Using the Menu Bay ... 27
To execute a command {rom a pull-dowin memt e 28

Backlight Operation (BN-20 Only) v, 29

To turn on the backlight for 15 seconds 29
To leave the backlight on as long as you input dati .o 30
Input Screens .. veevererneseese S0
To move between fIelds oo 30
To move the input cursor inside a field o 30
Inputting Text . 3t
To input leiters and numbers from the keyboard 3
To input upper-case letters ... i
To iemporarily shift the keyboard . el D

To input punctuation
To input accented characters

To input other characters and Symbols .o 32
Other Keys Used for Daia Input ... 33
fnputiing Dates and Times ... . .34
Text Input Tools ....... 3

To seleet 1 BIOCK OF EEXT o 34

To cut a block ol text . JSU TSSOSO RRRPRC K1

To copy a block of text e 3D

To paste text [rom the BUITEr o 30

Tor delete 2 DIOCK OF TEXT 1o 36
fditing Data 36

To edit an itein 30

Draplicating an LEeH v et 37
“To duplicate a data item ...




Chapter 3 General Operations

Modes

In orderto use the powerful features and functions of the BN Unit, you must lirst
enter one ol the following modes.

¢ SCHEDULER

« CONTACTS

+ MEMO

o EXPENSE MANAGER
e SPREADSHEET

° CLOCK

¢ MAIL/FAX®

You can enter a mode by pressing its mode key, or by using the Mode Menu.

An optional modem is required to perform the operations in the MAIL/FAX

Mode. If 2 modem is not connecied to the BN Unit, it will not enter the MAIL/

FAX Mode when you press the MAIL/FAX key or when you select MAIL/FAX

from the Modeé Menu. See the manual that comes with the modem for operating

procedures and other details.

To enter a mode by pressing a mode key

Press one of the mode keys tocated under the BN Unit’s display to enter the
corresponding mode.

To enter a mode using the Mode Menu
1. Press the MENU key to display the Mode Menu.

! MENU

e
Currently selected —] § /
mode icon G¥  SCHEDULER COMTACTS  MEMO

SPREADSHEET  CLOCK

ch

MAILZFAK

. Usethe &, ¥, €, and B cursor keys to select the icon you want.
. Press OK to enter the mode whose icon is selected.

[SS I ]

Important!
o All the examples shown in this User’s Guide use the mode keys to enter modes.

e

Using the Cursor Keys
Use the large round cursor key focated in the upper right corner ol the BN Linil's
keyboard whenever you have to perform any operation that requires movement up,
dowiy, fefi, or right.
In addition to actually moving the input cursor, the cursor key is also used io select
menu bar menus and the commands inside of a menu.
In this User’s Guide, we will use black arrows to indicate which part of ihe cursor
key you should press to move the cursor in a given divection, even though the cursor
key itself 1s not marked with such arvows.

Screen Scrolling

Appearance of 'the & or ¥ indicator on the left side of the display indicates that

data runs off the top or boitom. The following describes how to scroll data.

e Usethe & and W cursor keys to scroll line-by-line.

« Usethe & and ¥ keys to scroll a page, day, or week at a time.

» Note that with most screens, not all of the contents scroll. Only the portion of the
screen that has multiple lines scrolls (such as the DESCRIPTION field of a
SCHEDULER item), while other paris (such as TIME and DATE fields) remain
unchanged.

Using the Menu Bar

The menu bar provides you with a selection of pull-down menus containing
commands that are very simtlar to those found i many desktop compuier
applications.

The availability of the menu bar, the type of pull-down menus 1t contains, and the
contents of the pull-down menus depend on the mode you are in and the type of
operation you are cuirently performing. See the Appendix at the back of this User’s
Guide for a full list of commands that appear in each menu.
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To execute a command {rom a puil-dewn menu * The BN Unit aiso supports use of hot key combinations using the COMMANL
: ‘ key. This means you can press the COMMAND key and inpui aletler  exceute
: ress MENU BAR to display the menu bar. , : _ - y npi E seeuts
! I. Press MENU PID ‘ a pull-down menu command, without actually opening the pull-down meinw. The
Currently selected menu (highlighted) letters thai correspond to cach command can be seei in the pull-dowsn menus.
L (GEW _toi_SEARCH _VIEW _SVETEH_OPTIOH_H— Menu bar _
= i N LHEY T SEARCH TeM__OPTION
I (MEMO Mode) i s _J

gll’;t
2. Use the cursor key (€, B ) 1o move the highlighting to the menu that contains
the command you want to execute. The above menu shows the following hot key combinations.
[HEW (D11 SEARCH__ViEW _SvSIEM__OFTION ] DELETE: COMMAND D
TiE ] ITEM EDIT: COMMAND I
i R ITEM COPY: COMMAND U
gretLIGHT LIST TO SECRET AREA: COMMAND SHIFT S

See the Appendix at the back of this User’s Guide for a comptete list of COMMAND
key combinations.
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Backlight Operation (BN-20 Only)

2 - 3 -~
3. Press & or A to pull down the menu. ] ' i . ‘
! The electro-fuminescent backlight of the BN-20 Unit helps to keep your on-screen

(WEW [0 SCARCH  ViEW  SYSitM GPTioN ) data bright and easy to read at all times. There are two different operations you can
[ ! use (o turn on the backlight. One turns the backlight on for about 15 seconds. while
i _ . the other procedure leaves the bucklight on as long as you keep operating the
Cuirently sclected ! & £
DE keyboard.

command
(highlighted)

@D

[

[

T’ DL
I':?l TEM COPY )

i 10 SECRET AREA @D SHIFT+S

Leaving the bucklight on for long periods gieally reduces batiery life!

To turn on the backlight for 15 seconds

Press the LYGHT key to turn on the backlight. The backlight will turn off

4. Use the cursor key (9, A) to move the highlighting to the command you want amomatically after about 15 scconds.
to execute. Pressing LIGHT while the backlight is fit turns it off,

5. Press OK to exccute the command.
* The menu closes and the menu bar is cleared from the display when you execute
a command. )




To leave the backlight on as long as you input data
Press SHIFT and then LIGHT to tura on the backlight. In this case the backlight
will remain on as long as you continue to press keys. 1t turns oft automatically il
you do not perform any key operation for about 15 seconds.

Notes '

« The backlicht will turn off automatically and not turn on when the LIGHT key is
pressed wl;ile data communicaiion operation is in progress.

o The backlight may also suddenly turn off and fail to turn
battery power is 10w,

back on whenever

Input Screens
AR input screen is any screen that has a cursor for data input., regardless of whotl.ier
you are inputting new data or editing existing data. The following pl’ocx:}ltll‘?s def.scrlbe
how to move between fields, and how to move the cursor inside of a tield in the
SCHEDULER, CONTACTS, MEMO, and EXPENSE MANAGER Modes.

To move between fields
Use the TAB key to jump forward to the next field, and SHIFT TAB to jump back
to the previous field.

Important! . . ‘ .
o It is important to remember that data you input 1nf0 2 field is not actually siored
in memory until you store the entire item by pressing OK.

To move the input cursor inside a field
The input cursor is a small blinking vertical line that shows where the next chm:z\ctr:r
will be input when you press a key. Use the cursor keys to move the cursor left and
right. If the field contains more than one line, you can use the & and W cursor
kc;yf; to move up and dowi.
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Inputiing Text
This section tells you how to input the feters, numbers and symbols that make up
text data. :
This section covers general input procedures only: You will also find informatiion
related o data input in the sections that describe operations for cach mode.

Note
¢ The text input procedures described in this secion apply boih to nput of new
data and to editing of data.

To input letiers and numbers from the keyboard

Press the key marked with the letter or number you want {6 input.

To input upper-case letters

Press CAPS to toggle the keyboard between uppei-case and lower-case input. The

indicator CAPS is on the left side of the display while the keyboard is shifi-locked

for uppei-case inpui.

s The upper-case/lower-case setting you make with the CAPS key remains in effect
until you change it.

« The shifi-lock operation using CAPS affects the letter keys only. tt does not shiift
the number keys.

To temporarily shift the keyboard
Press SHIFT to temporarily shiit the keyboard between upper-case and lower-case
fetters. The indicator SHIFT is on the left side of the display while the keyboard is
shified.
« 1 the keyboard is shift-locked for upper-case input (CAPS indicator on the
display), pressing SHIFT shifts to lower-case for the next input. If the keyboard
is set for Jower-case input (no CAPS indicator), pressing SHIFT changes o
upper-case for the next key mput.
< With SHIFT. the keyboard remains shifted for input of one chaiacter only. As
soon as you input one character, the keybeard swiiches back to the siatus set by
the CAPS key.
Note that pressing SHIFT also shifts the other keys allowing input of ihe
punctuation symbols marked above them m blue.

B
it
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To input punctuation

Keyboard keys are provided {or the most commonly used punctuation: comma,
period, slash. Other punctuation can be mput by pressing SHIFT and then the key
over which the destred punctuation symbol is macked in blue.

To input acceunted characters

Press the ACC key to input the accents marked above the keyboard keys shown

below.

(Z1 00TV (B)

The indicator ACC is on the left side of the display when the keyboard s set

input accents. I you change your mind about inpuiting an accented character, press

ACC again to clear the ACC indicator.

Here are a few examnples to give you an idea of how to use the ACC key to input

accented characters.
ACC B SHIFT N
ACC VYV O &

e The ACC indicator is cleared automatically when you press a character key.

To input other characters and symbeols

22

Pressing the SYMIBOL key displays a menu of symbols.

C & G 3

oy B MEMOG EDIT
s BN

SYMBOL
Mo =[BT =
HEEE

180

Vo]

=
B

o
I
B
=

L

{
T
|
i
™
i
&

EEIEFEE

ERES

1o 18]

|1
-

& =] =) 4 |+
i =

&

<.

T
3 ]“’ 2

After the menu 15 displayed, use the cursor keys to select the symbol you want fo
mpui, and then press OK.

¢ The symbol menu is cleared automatically when you press QK.

e To close the symbol nienu without inputting anything, press ESC.

Other Keys Used for Data Input

This section describes wer of other keys ¢ ! al i
5 ¢ seribes a number of othe Keys that perform spectal functions durine
data inpuot. o

DEL

" e b Ieleiee the olarae N

This Key deleies the character at the CUITENE CUrsor position and sEils aif el
the [l Aaver o 0583 i oo et

to the left over to filf in the space. o

BS

Thic (lalatre ¢ SR AT T iSO U COR + . .
This deletes the charcter nnmedintely o the left of the current cursor pos

Siy t
A

siudts all characters to the left over to fiil in the space

F’]x‘css this key to insert a “newline” character () inside of a data field. Ne
characters are shown on it YOu are g a it 5 50
char: ~l‘us ‘.un .sho\\.n o-niy when youw are inputting and editing daia, but not w
you are normally viewing data afier recalling it. Remiember, thoush, thai newline
VIR T v o 3, A o araetere M : s o .
characters are counted as characters when caleulating memory capacity

R Y capacity.

TAB

. Prc..s;smg TAB normally causes the Impui cursor (o jump o the next nput feid
while SHIFT TAB jumps back to the previous input field )

o ¥ —~ 3 B} ooy ot o \.~: o ram b L ; -
In Ehe MEMOQ Mode you can sei one tab stop o ndent text. Pressing TAB in the
MEMO Mode causes the cursor fo Jump o the b siop. ) )

ESC

This key cancels the operation that is currently in progress and returns to the sercen
ithat was .:;i']own before you entered the current operation. You can think of the K50
Key as a kind of “interrupt key.” o
OK

Press th.xs .key. when you want 1o execuie a command operaiion, or (o store the data
you are inputling into memory. 1i is important to remember that none of the duma you
arc mputting is actually stored in memory until you press OK




Inputting Dates and Times
Use the TAB key to move the input cursor to a time or date field and then use the
nuinber keys to input the ime or date you want. The following rules always apply
for time and date input.

Tine

« The BN Unit does not accept illegal inputs (25 for the hour, 64 for the minuies).

e Use the same time format (12-hour or 24-hour) that you select in the CLOCK
Mode. ’

* When you are using the [2-hour format, press A to specify “am”™ (morning) or P
to specity “pm” (aftérnoon, cvening).

« Whenever the input cursor is located inside of a time field. you can use <€ and
B (0 move between the hour and minutes digits.

Date

» Dates can be input in the range of 1901 through 2099.

« The BN Unit does not accept illegal inputs (35 for the day, 14 for the month).

» Use the same date format that you select as your date format in the CLOCK
Mode. ’

< Whenever the input cursor is located inside of a date field, you can use € and B
to move between the year, month, and day digits.

Text Input Tools
A collection of text editing tools helps to make data input and editing quicker and
simpler.

To select a block of text

1. Move the cursor to either the beginning or the end of the block of text that you
want to select.

2. Press SHIFT and then use the cursor keys to move the cursor, selecting text as
you do. ’ )

e Pressing the & or W cursor key moves the cursor to the previous or next line of
text, selecting everything between the previous cursor position and the new cursor
position.
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e The range of text that is selected by the above operation becomes hichiichted.

BUSINESS

¢ If you make a mistake and go too far, you can move the cursor in the OpPPosite
direction, which unhighlights text.

o Afier selecting a block of text you can cut, copy, or delete it.

e To deselect the block of text without performing any operation on it, press ESC.

= I you press a letter, number, or symbol key while text is selected (hightighted),
the text is deselected (highlighting turns off) and the corvesponding characier is
input at the current cursor location.

To cut a block of text

I. Select the block of text you want to cut.

- Use the menu bar to select the EDIT menu’s CUT command.

» The block of text is cleared from the screen and stored in a buffer.

* Any data previously in the buffer is replaced by the daia you cut.

* The text remains in the buffer until you perform another cat or copy operation.

 The buffer can hold up to 2,048 characters.

* You can use the PASTE command to paste the contents of the buffer in another
location.

oo

To copy a block of text

I. Select the block of text you want to copy.

2. Use the menu bar to select the EDIT menu’s COPY command.

* A copy of the block of text is siored in a buffer.

¢ Any data previously in the buffer is replaced by the daia you copy.

¢ The text remains in the buffer until you perform another cut or copy operation.

¢ The buffer can hold up to 2,048 characters.

* You can use the PASTE command io paste the contents of the buffer in another
location.
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e e S

To paste text from the buffer
1. Move the 1nput cursot to location where you want to paste the text.
9. Use the menu bar to select (he EDIT menu’s PASTE command.
o The text stored in the builer is inserted at the cuirent input cursor location.
o i you execute the PASTE command while textis selecied (highlighted), the text
is deselected (highlighting tugs off) and the text from the buffer is pasted at the
current cursor location.

1o delete a block of text
| Select the biock of text you want o delete.
9. Press DEL to delete the block of text.

Editing Data
The following describes general data editing procedures. These procedures apply to
all modes except the SPREADSHEET Mode. See the part of this User’s Guide that
covers the SPREADSHEET Mode for details on editing its data.

To edit an item
_ Enter the mode whose data you want to edit.

=

_ Select the item you want to edit.

N —

details on how to recall an itent.
3. Use the menu bar to select the EDIT menu’s ITEM EDIT command.
« This causes the cursor to appear.
4. Use the input procedures described earlier in this section to edit the daia.
5. After you are finished, press QK to store your changes.
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See the sections of this User’s Guide that describe operations for each mode for

Duplicating an ltem
O.t(ul lz\ d:ltg iem is suml:\r {0 anciher one we have already tuput. The following
procedure lets you duplicate an existing data itemi. which you can then edit o create
a new iten, - ‘

To duplicate a data item
I Enter the mode whose data you want to duplicage.
2. Select the item you want to duplicate.
Y ~ aleed o e v orhienlaving | 3 I
+ You can select an item by displaying its data screen or by highlighting iin alisi
screei. eETE

_ Use the menu bar to select the EDIT menw’s YTEM COPY commund
= A copy of l‘l.'xe original item appears, with the cursor biinking in its first field
ready for editing. ) o

4. Use the input procedures described earlier in this section to make any changes in
the data thai you want. - T
. After you are finished, press OK o store the item.

N

[$%]
~




This chaptet tells you how to make a number of general setiings Lo
configure your BN Unit to your needs. Halso tells you how o check

on how much memory is left for storage of data.

440

Basic Settings

To set the on-screen message language 40

To turn the key inpui tone on and off ... e 40

TFo adjust diSplay CONMPAST .o 41
Memory Status 41
To check MEMOrY SEUHUS Lo 41
Memory Management T ¥
42

To perform menory management ...
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Basic Settings

Use the following procedures to configure the hardware features of the BN Unit.

To set the on-screen message language

[SSERIN]

(%)

_ Press MENU BAR 1o display the menu bar.

. Use P to highlight SYSTEM, and then press V.

CUse ¥ o highlight LANGUAGE, vnd then press OK.

4. In the dialog box'that appears, use W and A to select the language you want o

use.

 Press OK to resister your setting and close the dialog box.
< J P o

Pressing ESC in the above siep closes the dialog box without changing anything.

To turn the key input tone on and off

[PSI NS

4

L4

. Press MENU BAR to display the menu bar.

. Use B 10 highlighi SYSTEM, and then press V.

_Use ¥ (o highlight SOUND, and then press OK.

. In the dialog box that appears, use ¥ (0 select KEY TONE.

The selected seiting is the one whose on or off setting appears as .

_Use 4 and B o turn the key input tone on and off.
6.

Press OK to register your setting and close the dialog box.

Pressing ESC in the above step closes the dialog box without changing anything.
Turning on the key input tone causes the BN Unit to beep any time one of its
keyboard keys is pressed.

To adjust display contrast
|, Press MENU BAR to display the menu bar.

|8

‘03

=

[

_Use P 0 highlight SYSTEM, and thea press 9.
_ Use ¥ to highlight CONTRAST, and then press OK.
. In the dialog box that appears. press 4 (0 make the scieen lighter, and B oo

make it darker.

. After you are finished making the setiing, press OK or ESC to close the dialog

box.

. P
Memory Status
You can use the following procedure at any time to check the current staius of BN
Unit meinory.

To check memory staius

I
2.
3.

4.

Press MENU BAR to display the menu bar.
Use B (0 highlight SYSTEM, and then press .
Use ¥ to highlight CAPACITY, and then press OK.

e B4 MEMO LISt

e
CaAPACIT Y

Nz 3040 S0 B0 T @0 30 um

—39—19

K.

Memory used Remaining memory

Press ESC to close the dialog box.

41
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Memory Management
The memory of your BN Unit is designed to make your normal data input and recall
operations as quick and efficient as possible. Afier repeated storage and deletion of
data, however, you may find that you are unable to store new data, even after you
have deleted some data rom memory. When this happens, you need to perform the
following “memory management” procedure, which cleans up and rearranges unuscd
memory to make it available for siorage of more data.

Note

» When you need to perform memory management depends entirely how ofien
you deleie data from memory and store new data. The more you delete and store,
the sooner you will need to perform the memory management procedure.

To perform memory management
| Bxecute the SYSTEM menu’s MEMORY MANAGEMENT command.

L& June 1998 [T
iy S i HIIH TUE § WEL: STHLY i - FRT
iHarn [ i)
e [ — e T
. {7y THIS OPERATION MAY Tal

By 1 Fh. & LONG TIME TO PERFORM.

= ¢ E DO YOU WANT TO CONTINUE?

YES [OKI/MO [E8C]

2. In the dialog box that appears, press OK to start memory management or E5C o
close the dialog box without doing anything.

a2

« The following diatoe box appears after you press OK to start memory
management.

1998
TOET TR
1

THIY
7

PERFORMING MEMORY
MAHAGEMEN 1

TO STOP, PRESSESC)

« You can press ESC at any time (o stop the memory managemeil procedure.

o,
V5]




The SCHEDULER Made provides you with asclection of powerful schedule
management tools that help to keep you on time all the time. In addiGon
SCHEDULE. TO DO, and REMINDER list tools, you can select from
among a variety of dilferentscreens o view your appoiniments on a monihly.
weekly, or daily basis. You can even set alarms (o help make sure you never

jniss an important appotatment or event.

Enicring the SCHEDULER Mode
inputting New SCHEDULER Data

To input single-date SCHEDULL UL e

To input multiple-date SCHEDULE daa ..

To input TO DO datat e

To check and uncheek TO DO items

About TO DO item checkboxes

To input REMINDER daia

REMINDER Type Dialog Box .

About REMINDER Types o

SCHEDULER Mode Alarms

“To turn SCHEDULER Mode alarms on and 01 e 54

Recalling SCHEDULER Data . e 55

Screen Organization . 35

Calendar Screens ...

Periodic Schedule Screens ..

SCHEDULE Data Screen ...

TO DO Scieens oo

REMINDER Screens ...

Deleting SCHEDULER Data

To delete one item using DEL

To delete one item using the BELETE command .

To delete SCHEDULER datit oo -05

. Specifying ihe Calendar Format
: To specily the calendar TOFMAL e 05
Dute Highlighting o6

To hightight or unhighlight a single date .

To highlight multiple dates oo

T To unhighlight multiple-dates o
Managing TO DO Categories

To assign a name 1o a TO DO category

To change @ CAUCROY NIME oo |

Jumping o a Specific Date .

To JUMP 10 @ SPECHIC UE oo ¢ |

Jumping Between Dales that Contain Daia

To jump to the next date ihat contains data

Seurching for SCHEDULER Daia

To search for SCIEDULER Uit oo
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Entering the SCHEDULER Mode

Press SCHEDULER to enter the SCHEDULER Mode. When you do, the Monthly

Calendar screen appears on the display.

3 JURE 1420
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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 appointinent
that starts and ends on the same day) or a “multiple-date item” (an appointment that
spans more than one day). Also, you can change to a different data type (SCHEDULE,
TO DO, REMINDER) while inputiing data.

To input single-date SCHEDULE data

46

1. In the SCHEDULER Mode, execute the NEW menu’s SCHEDULE command.

@
|
lm‘ [ 70DO %[ REMINDER
2 p—
®—
@) —{2L—DaTE_ [ 1998/ /15 Tad | TME | +H—®
@)_‘EL ALARM TIME_|

® Alarm time
® Appoiniment time
(start and end times)

@ Data type indicaior
® Cursor

® Description text field
@ Appointment date

7

- Ioput text to desceribe the, SCHEDULE itenn.
Note that you mssi input description text or a start time. Vhe BN Unit wili refuse
to store the item when you press O below 1171t does not contain any description
text or a start time. .
You can inpul up to 2,046 characiers for the description texi. The BN Uit stops
accepting further input after 2. 046th characier for the descripiion.

- Press TAB to advance (o the DATLE field, and then input the daice of the appointinicnt,
The BN Unit automatically inputs the date of the item ihat was on the isplay
when you executed the NEW menu’s SCHEDULE command. You can eave
ihis daic as i is or change it to a different one.

- Press TAB (o advance (o the TIME {ieid and then input the time of the appeiniment.
You can input either a start thne only, or a start time and end time.

- Press TAB to advance to the ALARM TIME field. and then input an afarm e,
Il you did not input an appointment time inio ihe TIME ficld, pressing TAD hoere
Jumps to the data type indicator.

You don’t have to input an alaiin time if you do not want to set an alarm,
If you input an alanm time and then change your mind, you can clear the time by
pressing DEL.

. Press OK 1o store the item.
After the item is stored, the SCHEDULE Data screen for the newly input item is
displayed.
Before pressing O in the above step. you can press TAB or SHIFT TAR ©
move between fields and make further changes in the data before storing it
Note that pressing TAB from the ALARM TIME ficld or SHIFF TAB from the
DESCRIPTION ficld selects the date type indicator, You can press <€ and B
while the data type indicator is selecied to change to a different data typic.
You can press OK to stove an item regaidess of the location of the cursor, as long
as the item contains description text or a start Hime.

Eve
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To input multiple-date SCHEDULE data

48

1. Inthe SCHEDULER Mode, execute the OPTION menu’s MULTY-DATE ITEM
command. )

@
[}
B YR uscnéuuu N
I PNDESCRIPTION
3) —|
® Ta
e START DATE | 19987 17 1 10U =@
“f’ END DATE | 1998/ i/ 1 THU —H—(5)

@ St date

@ Data type indicator
® End date

@ Cursor
®) Description text field
2. Input text to describe the SCHEDULE item.
e Note that you must input description text. The BN Unit will refuse to store the
item when you press OK below if it does not contain any description texi.
¢ You can input up to 2,040 characters for the description text. The BN Unit stops
accepting furthier input after 2,046th character for the description.
. Press TAB to advance to the START DATE lield, and then input the start date of
the appointment.
o The BN Unit automatically inputs the date of the item that was on the display
when you executed the OPTION menw’s MULTI-DATE {TEM command. You
can leave this date as it is or change it to a different one.

(U8}

4. Press TAB to advance to the END DATE field, and then input the end date of the
appointment.

5. Press OK to store the item. .

e After the item is stored, the SCHEDULE Data screen for the newly input iten is
displayed.

To input TO DO data

L

S

9%}

ook

- Press TAB to advance (o the DUE DATE field, and then input the
The BN Unit automatically inputs the date of the item that was on (he disploy

I the SCHEDULER Mode, execute the NEW meau's 10O B3O COMN i

(@ —f%

3 —at

‘\ |95/ 3/ L TR | PRIORITY JA [ 0H— (7
(5) I | SCARM T | (8
& — iV |FUTINESS

@ Data type indicator
@ Cursor

(3 Description texi field
@ Bue daie

@ Alarm date
©) Catenory
) Priority

@ Alarm tie

- dnput text o describe the TO DO jiem,

Note that you siust input description text. The BN Unit wilf refuse to stoce the
flem wien you press OK below if it does not coniain any deseription texg, )
You can input up to 2,046 characiers for the descr ptiog text. The BN
accepting further input after 2,046th character {or the deseri ption.

Ui stops

due dute,

when you executed the NEW nienu’s TO DO command. You can leave this due
as 1t is or change it  a different one.

- Press TAB to advaitce (o the PRIORITY field.
- Use the € and B cursor keys (o set the priority of the item o A, B
- Press TAB 0 advance (0 the ALARM DATE field. and then input the aharn duie

or .
of the item.

7 . el e ot o - 3

You can skip this step if you do not want to set an alarin,
[ you input an alarm date and then change your mind, you
pressing DY,

can clear ihe duie by

. Press TAB (0 advance to the ALARM T1 ME field, and then inputan alurm i,

I you did not input an alarm date into the ALAR M DATE ficld, pressioe TAR
here jumps (o the CATEGORY field. ‘ )

 you input an alarm time and then change your mind. you can clear ihe wiar by
pressing DEL, .

49



@ Press TAB to advanee to (he CATEGORY field.

9. Use the & and W keys to select a calegery. and then press OK.
e You can edit category mumes using the procedure O PAge 03.
10, Press OK to store the tiem.

o After the item is stoved, the TO DO Data screet for the newly nput iem is

displayed.

« The BN Unitwi

fext. .

. Before pressing OK in the above step, you can press TABR or SHIFT TAB to

move between fields and make further changes i1 the data before storing it.

+ Note that pressing TAB from the CATEGORY field of SHIFT TAR from the
DESCRIPTION ficld selects the data type indicator. You can press 4 and P
while the data type indicator iy selected to change tod different daia type.

You can press OK to store an iem regardiess of the location of the cursor, as long

.5 the item contains description text.

1f refuse o store 21O DO iiem that does not have any description

&

To check and uncheck T O DO items
1. Select the TO DO item you want to check or uncheck.
« You cansclectaTO DO item by displaying its data screen, or by highlighting the
item in the TO DO List, Daily Schedule, or Weekly Schedule screen.
9 Execute the OPTION men ws CHECK ITEM command to toggle the item staius

between checked and pnchecked.

About TO DO item checkboxes

The checkbox of a TO DO item indicales the status of that item, as shown below.

1 Unchecked

An unchecked item is onc ihat is still not complete, and whose due date has not yel

heen reached.

& Checked

A checked item is one that has been completed.

B Pending
A pending item is one that is still not completed, but whose due date has afready
passed.
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o input REMINDIER data

b

02

G.

o

In the SCHEDULER Mode, execui -
o SCHEDULER Mode., execuie the MEW menu’s REMINBISR commnn:

a

. |
[5CHED U 5| 19 DO |“m
T

T tau/ 1705 TRy | T | —H—G)
| T M )

&) Alarm i

(6) REMINDER time

. (start and end tines)

(7 REMINDER type indicaior

(D Data type indicuior
& Cursor
(3) Description text field

@ REMINDER date

_laput text to describe the REMINDER iem
WA S R vt bemamrn b st .
Note th}fg you risi input description text or a stait time The BN Uit will reft
{0 store the iteim whe ess OR i cor .
tore the item when you press O below if it does not contain any description
text or a start tme. Y e
E OO 7 A g g ¥ i 1 M
You can mput up to 2,046 characters for the descripiton text The BN Usit siops
Jom I e e : ) ~L g Stops
accepting further input afier 2,046th character {or the description .

- Press TAR o advance (o the DATE field, and then nput the REMINDER dig
The BN Unit avtomatically inputs the date of the item that \r‘\/:‘i on the IL‘e .
’\"\'l}&n you executed the NEW menu’s REMINDER cot.szm:u"(i Y’«\ 1 LU;PN
this date as it is or change it to a different one. e TR e

: Seace A iy e . et ~ D el
Press TAD to advance to the TIME field, and then inpui the REMINDER iime

You can input either a start time only, or a start itme and end time

.P.A,SS F ooy o " o iy the 2T
“fa, : TA:.) {oh "ld\/‘mu, (0 the ALARM TIME ficld, and then input an alarm time
I you did not Tput 4 REMINDER time inio the TIME field, pressing TAB h*':r:

junips to the REMINDER type. E S

Jioty e eleii Hie crer i F

‘;[w can skip this step if you do not want to set an alarmt.

you input an alarm time and then change ot
. n change your mind, you can clear the aiar b
o y , you can clear the alarm by

E;ll'ess TAB to display the REMINDER type dialog box

. 3'_\ ;- 1 e Ncl IZYA — » 3 i :.

" u & ‘md Vo sdhq 4 REMINDER type, and then inpui a value from 1 o 6
f§ 5pu,1iz/ how many times you want (o REMINDER iten to repeat

. Press OK to regisier the REMINDER type and return to the data input screen.

(&3
L
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e s———_—_ e s —
C I e 1he e o -
). Puj.s.x (,)K- to .xl.mu the itenm. . - o ) ) ) Setting Description -
o Afier the iten is stored, the REMINDER Data screen for the newly input ienns S - - - o
displayed. . REPEATS How many times the REMINDER tiem should repead peforsitis
o The BN Unit will refuse to store a REMINDER ifem that does net have any — cleared automatically. This selling is made by you. ;
deseription wxt or a start e, PERIOD The daie up (o which the REMINDER ftem is in oifeet, This scitne |
. Belore pressing OK in the above step, you cain piess TAB or SHIFT TAB to is mn.de antomatically in accordance with the date you mput inte e |
. R . N . . i e DYATE Deld s REDE - . e i
move between fields and make further changes in the data before storng it ?E“i“ “[““ s DATE ficld and the REPEATS you specify for ihe |
« Note that pressing TAB from the REMINDER TYPE field or SHIFT TAB from \]?M'NDER item. Though f‘h‘: REMINDER ilem no longer appear, |
the DESCRIPTION field selects the data type indicator. You can press < and P - aficr this daie, its data remains stored in memory uniil you deleis i,
while ihe daia type indicator is selected to change 1o a different data type. MONTH The '“‘"_"“‘ ihe REMINDER appears each year. This seting i il N
+ You can press OK tostore an item regardless of the location of the cursor, as tong z'\ui'mmmcully in accordance with the daie you input inte the duta l
45 the item contains description textor a sttt time. itlcin’s DATE field.
DATE The date the REMINDER appears cach month or year. This s;-:uir::w\‘
REMINDER Type Dialog Box ie made antomatically in accordance with the date you input into e |
data item’s DATE [icld. ‘
Tt ‘ - - . - . i
WEEK The week of the month the REMINDER appcars. This setiing is !

1398718/ 6 TUE

ONWEEKLY
@MONTHLY 1

|REMINDERCTYPE

The REMINDER type dialog box appears during input of REMIN DER data. Pressing
TAB expands the REMINDER type dialog box s0 more detailed settings can be
made.

The following table shows the meaning of each item that can appear
of the REMINDER type dialog box. The actual contents of the right side of the
dialog box depends on (he reminder type you selectin the left side of the dialog box.

in the right side

made automatically in accordance with the date you input into the
data item’s DATE field.

Day of the Week

I

The duy.oi‘ the week the REMINDER appears each week, month. or
year. This setting is made automatically in accordance with the daie
you input into the data jtem’s DATE field.

Important!

Oy

« Remember that multiple REMINDER items input using the REPEATS sctiing

are separate,

individual items. This means that i you later need to delete inen.

they must be deleted one by one.

[y
(&)
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About REMIN DER Types
The fotlowing describes how cuch REMINDE 2 type works.

Reminder repeated every day.

DALY
WEEKLY Reminder epeated same day of the week cach week

Reminder repeated same day of the mont

MONTHLY 1
MONTHLY 2

Reminder repeated same day of the week of a8

mointhi.

YEARLY 1 Reminder repeated (he sume date cach year
VEARLY 2 Reminder repeated ¢he sume day of the week ol 2

a specifie month each year

SCHEDULER Mode Alarms
When you sct an alarm time for a
alarm sounds for abou
i also specified for the data item. You can stop
pressing any key.

Note the following important poi

o Alarms may fail o sound when battery power is [oW.

. if the alarm time 18 reached for a data item stored in the secret

message CHECK THE SECRET MEMORY AR
In this case you must enter the secret MEmMory area 0

To turn SCHEDULER Mode alarms on and off

. Execute thie QYSTEM menu’s SOUND command.

ln the dialog box that appears, Use ¥ and &

o The selected settis

CUse 4

4. Press OK 10 register your seting

pressing ESCin {he above step closes the dinlog box wit

turns

2

and B o twim the alarms on and oft.
and close the dialog box.

w

« The above procedure
on and off.

¢ 20 seconds when the alarm time is reache
(he atarm after it starts 1O sound by

1g iy the one whose on or off setiing appedr

all SCHEDULE, TO DO, and R

i each month.

pecitic week cach

specific week ol

SCHEDULE. TO DO, ar REMINDER item, a

4 on the date that

nts when using SCHEDULER Mode alarms.

memory ared, the

At appears on the display.
gee what the alarm is for

to select ALARM.

G as B

hout changing anyihing

EMINDER atarn

Recalling SCHEDULER Data
S;LI SCHEDULER Muade provides a variely ol screens Uit you cai
e e oV v SCH b Qi y¢ ait
‘i:',:”,d!)ULb“ o DO.. and REMINDER data. This section describes the v
data recall sereens available in the SCHEDULER l '
about how 1o navigaie between them.

use 1o recall

Mode. and provides inford

Sereen Organization
The sereens used for recall in “HE i
cereens used Tor recall in the SCHEDULER Mode are wrang :
foliowing table. YULER Mode are arranged as shown it lhe

\ fype Sereen Name

T

S

Description

Al huistielb i
. PRI Slonddag {
Monthiy Calendar | ° One-montih calendar

e G-ivionth Calendar | ©

| Calendar

Six calendars

I
Periodic « Daily 5¢ i
Schedule s Overvie “appoinimenti i
3 Overview ol appoinimenis on & speciiic day

S.l)‘lx s ‘I\:; APRS TRV S H r* 1
- chedule | Weekly Schedule | = Overview ol appoinimenis ina specific week
SC HEIJULE_;'_ » SCHEDULE Daita | ¢ Details of an individual SCHEDULE item
TO . i i - —
rO DO TO D({) Dj““ » Details of an individual TC DO itein
- « TO PO List o List of all TO DO iicms
D ey o | - .
REMINDER SE,M!NDEE D.alz; o Details of an individual REMINDER itcin
o REMINDER List | ° List of all REMINDER itiems -




Calendar Screens

56

Use the calendar sereens o quickly locate a specific dute o cecall its SCHEDULER

data.

Monthly Calendar Sereen

The Monthly C

Mode. Use the Monthly

@ Days passed in the year
@ Days remaining in the year
@ Week number for the year

alenday screei appears first w

Calendar screen to select a date for

@& @

@D®® Q)

@ Multiple-date indicator @ Time bar
(black bars indicate appointments)

(i) Date cwsor

® Highlighted date
®) Current dute

(as kept in the CLOCK Mode)

« and P move the date cursor left and 1t ¢ht.

A and ¥ move the

date cursor up and down.

4 and ; seroll from monih to mouih.
QK switches to the Daily Schedule for the date where the date cursor 15 currendly

located.
The current date (as

data, TO DO daty, R

henever you enter the SCHEDULER

cecall of its data.

@ Number of appointments scheduled
® Number of TO DO jtems
® Number of REMINDER items

(currently selected daie)

kept in the CLOCK Mode) 1s indicated by a heavy black
frame around the date.

The initial seven characters of up to two SCHEDULER
each date. If there are more than two, data1s sorted in the

EMINDER data.

items are displayed for
sequence: SCHEDULE

Chapter 5 SCHEDULER

G-Month Calendar bereen

The 6-Month f’fulcnd;x‘ sereen provides you with a full half year of catendars fro
which you can select the one you want. o e
To display the 6-Monih Calendar screen, enier the SCHEDULER Mode w
ovecute the VIEW menu’s 6-MONTH command. T

— Curreitly

selected monih

« To change buck to the Monthly Calenday screen from the G-Month Calendar
sepeen, execute the VIEW menu’s 1-MONTH command. o

* f B A and ¥ change the month selection in the corresponding direction

« 4 changes to the previous six months, white w chaages 10 the ;‘Z)Uow ;
monihs. i A o

o QK displays the Monthly Calendar for the currently selected month.

4

Periodic Schedule Screens

The 'pei‘ludl.c schedule screens give you a quick averview of your scheduled
appointments. You can view all your appointments for a specific day or week

Daily Schiedule Screen

‘”‘hc ailv "“ “he ORE TV ES 5 A N 3 3

N Daily ‘.id‘mdule screen gives you an overview of your appointments, TO DO

items, and REMINDER items for a particular day.

lzo display the Daily Sehedule sereen, select the date you want to view on the Moaifily
alemidar eei e ! A Ll of R ~ 3 ™ o

Calendar screen and then press OK. fnstead of pressmg OX, you can aiso execole

the VIEW menu’s DAILY command.
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®—F ®
& —is i
©— J— )
€)
@ |
- \\ - ’
@ i
(1 Highlighting @ Alarm indicator
~ (currently selected item) @) Priority
® Time bar @ Checkbox
(black bars indicate appointiments) (@ REMINDER type indicators
(@ Days passed in the year ) Descriptions
@ Days remaining in the year (@ SCHEDULE area
® Week number for the year @ TO DO area
® Start and end times (i REMINDER area
The Daily Schedule screen is divided into three areas for each of the SCHEDULER
data types: SCHEDULE, TO DO, REMINDER.
TAB moves the highlighting between data type areas (SCHEDULE, TO DO.
REMINDER).

& and W move the highlighting between items within a data type area
(SCHEDULE, TO DO, REMINDER).

Double booking of the same time between two different appointiments causes the
black bars in the time bar to overlap. The overlapped portions appear in a lighter
shade. ,
The description shows only the amount of text that can {it within the single line
of space provided. The entire description field can be viewed in the data screen.
In the case of a SCHEDULE item that extends over multiple dates, the start and
end dates are shown in the Daily Schedule screen in place of the start and end
times.

OK switches to the data screen for the currently highlighted data type
(SCHEDULE, TO DO, REMINDER).

ESC returns to the Monthly Calendar screen.

Y . y 1 !
Weekly Schiedule Seroen

e Weet Ky Schoduie sereon shiows YO

SCHEDULE. TG DO, aine! REMINDER ficms,
o display the Woeekly Sehedule Sereen. exeeuie
cormiiand.

o sehedi

/

Umpivr § C §E@U!E“

i TOran eadlie werk ncindine
e VIEW mengs WK Y

SIRPINECH
]
3

-— 14

)

|
L[]

]
(0N @

(D Duys passed in the year

® Curre itly selecied day

@) Days rem: lining in the year @ REMINDER indicaic
(3 Week aumber for the year a0 Checkbox e
MUV ReCK A

@) Current week

(&) Highlighted date

) SCHEDULE E indicator
71O DO indicator

The week that is initially drxplayul n the Weekly

an Alarm indicaior

@ Appoinuments

@ Mutiiple-date indicaior
D First fine ui deseription

Schedute screen is thie one thai

contains the date whose data is selecied when you execule the WERK LY

conumand.
Oaly the starting time is shown for SCHEDULE

TAR advances to the next day, while SRITT TAR moves buck o ihe

LMJI

lLL"H‘s

e previcus

& Jumps to the previous week, while ¥ ¥ jumps io the following weel

OK changes to the data screen (SCHEDULE, 1
currently highlichted item.
ESC returns to the Monthly Calendar screen.

'O DO, RH/HND;-I"{, for the
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S

B —— —

SCHEDULE Data Sereen

The SCHEDULE Data screen shows currently stored

€3 SCHEDULE DATA
., DESCRIPTION
At

@ Deseription text ficld

@ Appointment date

+ The & and ¥ indict
{ext runs off the top or bottom
« ESC returns to the D

60

SCHEDULE items.

@) Alarm time

@ Appointment time
wors appear on the {eft side of the display when description
of the screein.

aily Schedule screen.

7O DO Sereens
The (wo TO DO screens show currently stored TO DO items. The TO RO D
TR R - ; ] DR A i
cereen shows Tull details of cacts item, while the TO DO List s o collection of ‘
A O N N ., 1 - e R
fine summaries of TO DO items that can be used for quick location ol o specii
< i SECCHT

e,

TO DO Daia Sereen

Lo5mo bo BATA
iy DESCRIPTION
Ty sudi

&

) —
Grit
) R - .
(2:; DUE DATE [19987 1/15 80U | PRIORITY 4B - —k7)
(9 :‘.L:\RM DATE[1997/12/21 WED | ALARM THAE 108 4 — '8
@J)— = CHIEGORY |BURINESS \")
g1—- CHECK  |B 1998/ 1715 THU
;
i i
® )

(rD Description texi field (5 Checkbox
(@) Due date ®) Check date

@ Alarm daie D Priovity

@ Category ® Alarm time

« The & and“v indicators appear on the leftside of the display when deserption
fexi runs ofl the top or bottom of the screen. o

o YSC returns fo the Daily Schedule screen.

61
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TO DO List Sereen

To display the TO 0 List sereeri, oXe

cute the YIEW menu’s TODO £1S7T command,
@ @ '

R NN

G ® @ W @

(7 All items

@ Unchecked and pending items only
() Checked items only

40 Priovity A items only

@ Priocity B items only

@ Priority C items aily

® Due daie

@ Description text field

@) Curyentiy selecied item
(highlighted)

@) Catepory

@ Checkboxes

) Priority

(®) Data filter indicaiors

A and ¥ move the highlighting for itern selection up and down.

@

« 44 and B move the highlighting for data filter scteciion left and right.
o TAB changes the calegory-

o Tltems are displayed in chronological order according to the due daie.

. OK changes to the TO DO Data screen for the cuirently highlighted item.

o ESC returns to the Daily Schedulte screen.

REMINDER Screens
The two REMINDER screens
REMINDER Data screen shows f
List is a collection of one-iing sunumne
used for quick location of a specific item.

show cucrently stored REMINDER items. The
ull details of each item, while the REMINDER
wies of REMINDER data ttems that can b

62
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REMINDER Data Screen

ifz‘ G REMIMGER DATA
-, DESCRIPTION
@ cing
Tﬂ
@—3 i
@ [Tt |96 izl —H— @)
3 T EE@DER (YPE |6 —H— (5}

() REMINDER time
® REMINDER type indicaior

(@) Description text field
(2) REMINDER date
(3 Alarm time

+ The . eyt T P
rhe A an?‘V indicators appear on the lefi side of the display when deseripe
text runs off the top or bottom of the screen o e
SO s - . .
o TS returns to the Daily Schedule screen.

REMINDIER List Screen
To display the REMINDER List screen, exccute he ’
fo iy the 2 List screen, execute the VIEW menu’s REMINDER

i hg QUREMINDER LIST
@ —e=
1 =L==1598 TINE

Staft mecting
GYH

Chinese £iass
WENOIR

m REMINDER year
(2) REMINDER daie
@ REMINDER time

({!:) REMINDER type indicaioy

&) Description texi feld

(© Currently selected iiens
(highlighicd)

. Y] 13 ee A H
REMINDER items are stored in chronological order.
° & i 4 > > Wi ot ¥ i N .
E? and ¥ move the highlighting for item sclection up and down
L NEY; V(S T oy e
1‘( changes to the REMINDER Data screen for the curvently high
e > CCPREE 7 M g o ‘ 1“:‘ :
RSC veiurns o the Daily Schedule screen. "
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7o delete SCHEDULER data

Fhe procedures in In the SCHEDULER Mode, execute the BDEEC menu’s DELETE conviund

Mode. The follo In the dialog box that appears, use A and 9 o specily the type of dat

SCHEDULER Maode. want (o delete. and then press QK. S
» The dialog box lets you select one of the following: il

Deleting SCHEDULER Data
this seetion can be used o delete data stoved in the SCHEDULER i
wing s a list of delete procedures that are available in the 2.

All SCHEDULE data (SCHEDULE DATA TTEMS)
Checked TO DO items only (DONE DATA ITEMS)
ALTO DO items (ALL TO DO DATA)

Afl REMINDER items (REMINDER DATA)

All SCHEDULER data (ALL SCHEDULER DATA)

o Deleting one item with the DEL key
« Deleting one item with the DELETE command
¢ Deleting all SCHEDU LI data

« Deleting checked TO DO items only

o Deleitng all TO DO items

« Deleting all REMINDER items ,
« Deleting all SCHEDULER daia 3. In the final confirmation dialog box that appears, press O (Lo defete the daty or
ESC (o close the diatog box without deleting anything). »
To delete one item using DEL : _
Specifying the Calendar Yormat

1. In the SCHEDULER Mode, select the ifem you want to delete.
Saturday or Moy

You can select an item by displaying its data screen, oF by highlighting the iten Use the following proceduse to specily either Sunday through

throngh Sunday as the catendar format.

in the Daily Sehednle, Weekly Schedule, or list screea.
9. Press DEL. No‘;‘c\ ;thul'llhe ‘i;oz!'mzlt i/ml specify is upplied tothe | -month calendar, G-month calendar,
s - . . ) , and Weekly Schedule screeq.
2. 1n the confirmation dialog box that appears, press O (to delete the data) or BEC ly Schedule screen
(io close the dinlog box without deleting anything). ) i
To specify the calendar format |
o delete one ifen using the DELETE connmand i While the Monthly Calendar screen is on the display, execute the OPTLON mend’s ‘
» CALENDAR FORMAT command.

i to delete.
by highlighting the iten

| In the SCHEDULER Mode, select the item you wan
« You can select an item by displaying its data screen, oF

in the Daily Schedule, Weekly Schedule, or list screcil.
Cuirently

the EDIT meng’s DELETE command. -urenty,
and ¥ 10 select SINGLE DATA TLEM selected format

L Gy JUME 1198
- S M TG, L MED
H i

@ [SRUN] -7 [FAT)
B O IMON] - [EUN]

. Execute

In the dialog box that appears, use A
and then press OK.

4. Tn the confirmation dialog box that app

~ (1o close the dinlog box without deleting anything).

cars, Press OK (1o delete the dat) of S(

7 Use A and F to select the format you wantto usc.
3. Press Ok

[+
(8]
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Date Hi(rl}ll(;l}'tll‘lg . i o A Press SPAC i\‘ (0t aole i chiighih ne forihe cures iy s

or offl

seteeted i

» A date can be hightighted to specify it as a holiday or some other special-event. You
can highlight dates one-by-one, or you can specily highliehting for certain days of
the week over a specific period.

o Yot s e P bl ad )
You can fpee 'l-y highdiphiing for more i cine diy of the woel
2 diy of e woek,

gl
1938 L

- MULTISMONTH S IGHT
iﬂwm (19976 ] vo [eesm |

fu\‘f MO ISR WED THMU OFRI Say
TE Y fmed 03 L) f 3 pesy-liy Fheblivhiing

PRESS (SPACL] TO SELECT/DESELECT [f-
= r - '__ Ui o

To highlight or unhighlight a single date

_ In the Monthly Calendar, move the daie cursor to the date you want tol uﬂhlmnl

or unhighlight.
2. Press TAR to ioggle date highlighting on and off at the current date cursor position,

"To highlight multiple dates
. 1n the SCHEDULER Mode, execuie the OPTION menu’s MULTIPLE
HIGHLIGHT command.

Highlighting tuied off

6. After you are £
>, A ¢ {inished maki ing your day «
ay ol the w ol e ‘o
“"”'\itl lh(_ﬂ] ¥ Ly e week speC i L(_,J‘{vo“..,‘ piess €8F

o

JUNE 1948 L1657 15T 25
i & : N
= WULTI-HONTH HIGHLIGHT fo unhighlight multiple dates

\m 19987 6 70 L 1. In ihe SC}"iED!JLER r\/i()d(i execnie Et‘ik:‘ (}viyﬁ-‘i(}N menys i}N"‘E;}‘{“?} | feiag
ey i FIGH gy

suN  MOM TUE WED THU FRL SAT commiand. R . whawd g
L0163 [ S T S S S G T S
PRESS (SPACE] TO SELECT/DESELECT

g

1908

FULT-MONTH UHHIGHLIG I'! ¥

2. Input the starting date and the cading daie of the period for which you w: ant the

h:ghhghhnD applied.
3. Press TAB. & et
&I—f 2 e0n Rav SRR SN "
INE 1996 1657197 251 — s
T

A 9

MULTI-MONTH HIGHLIGHT

FROM [19%7 6| TO

SR MOM TUE WED THU PRI SAT
T i1e¢3E1¢02¥@01E31L013
PRESS (SPACE] TO SELECT/DESELECT

2. Input the starting and the ending yeair and momh of ihe
want the unhighiighting applied.

Press OK.

e period for which vou

BEN)

Seclected day —i
~of the week

3 JUNE 1998
X T T S T S T
} e 3 HEd H

1,! H‘g REMOVE ALL WATE HIGHLIGHTS?

4. Usc 4 and B to select a day of the week.
YES (011710 [ESCY &)

l”“l(.,(,) rmation & il aps > Q (SR (}E 0 E]? "E‘ Ul ] i..;.)
( (nh " “() Llu‘() bO\ li H ll Jears, Pl SN { (1 uniy il ) O HL
o (, ose thb dl«.ll()u bO Wltll()lﬂ Unhl 'hh”hun“ dﬂyi“_li.»;’ .

.
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Managing TO DO Categories
TO DO data categories let you group TO DO data according to ype. You can set up

three difterent categories for your TO DO data.

To assign a pame 10 8 TO DO category

| While the TO DO Data screen or TO DO List screen 1s o0 {he display. execute the

GPTION menu’s CATHGORIES command.

p— ] (T E——— OAIE
CATEGORIES

. DUSINESS

(CATEGORY ! through CAT EGORY 3) to which

o

_ Use TAB to select the category

you want to assign a namne.
« The foliowing are the defanit names for each category: CATEGORY | =

BUSINESS, CATEGORY 2 = PERSONAL, CATEGORY 3 = FREE. You can

use the default names as they are or you can change them 1o other names if you
wail.

3. After selecting a category, input the name you want to assign it.

You can input up {0 12 characters for a calegory name.

4. After you finish naming categories, press OK to register the names.

To change a category pame

1. While the TO DO Data scr
OPTION menu’s CATEGORIES command.

 Use TAB to select the category whose name you want to change.

 After selecting a category, input its new name.

_ After you finish paming categories, press QK to register the names.

een or TO DO List screen is on the display, execute the

(2]

NGESY)

63

Jumping to a Specific Date

You can use the foltowi oced i
1 et use the folfowing procedure Lo display the caten ‘
Yo ‘ o procediure (o display the calendar el the neonta i coniam
the dale you specity. S

To jump o a specific date

1 Exccute the OPTION menu’s SPRCIFIC DAY conurand.

!I‘_\‘.‘-S/ll/ i3] E

) Fas ot S oy b
2. Input the date you want to jump (o, and then press QK.

Jumping Between Dates that Contain Data
T h? [:()llowing procedures let you jump (o the next future or past date thai contains
data in the 1-month Calendar or Weekly Schedule screen. - R

Y > o
To jump to the next date that coniains data
/ile i il Cale ay OF )
Z?I;!E::]e{ {-month Calendar or Weekly Schedule screen is on ihe display, exccute
> ;A ) e AT L P o AN s
Iu; ' CH menu’s NEX l. command (o jump to the next future date that contains
da ';[ or PREV command to jump to the next past date that contains daia
{(:,e n:umif\l%e DlAfA' I'I;EM NOT FOUND! appeacs when there is no data stored
-any of the dates 1 the divection you are trying o J o cleat
ed are trying to jump. Press any key to clear
the message. : s ke to
o If the next data is part of a muli '
ata is pa a multi-day item, the above oper tions jump ¢ il
. . em, ‘ herations juim he fies
date of the item. ‘ jump o fe
?t the cuuemlyj displayed date is inside of a multi-day iteny, execuiing PREY
J’:lli.l][)b to the u‘rr;! day of the multi-day iten, while NEEXT jumps (0 the next
future day outside of the multi-day item that contains data . -

)]
©




B ———— =)

K —— B "

Searching for SCHEDULER atn
SCHBDULER data you weant. Note that

U s the fOHO\-\’iHQ 11'(‘:(‘(.‘»(‘[!1‘0 1 focaie the
©
tooks for {he text yOU .\‘pCC:ﬂ’y in the (j‘CSC‘.'i;)YiUR i!c’!(t\ of

the scarch operation
SCHEDULE. TO DO, and REMINDER data fems.

search for CCHEDULER data
i o the SCH ERULER Muode, exe
5 Ip the dintog o thal appears, use
Lcler seuren RICEEN!
fnitind chavacter cearch checks only if
feld matches the characiers you specity.
atches anywhere

o
e the suARCH eies FIND command.
e @ and B oweys o specity cither il
AL or gencral search (G ENERAL).

the initiad charaeter of ihe deseriplion

!
ch

&

. General search checks for m within the deseription field.
press TAB to move 1o the text specification {icid. ’

. Inputup o 372 characters of text as
press TAB to move to the data yp
ify the data type you waiil 10 search.

o]

your search specification.

=N

e specification.

A

~ Use the cursor Keys {o spee
7. Press OK to start the search.
o All the dataitems containing text ihal maiches your specili

sEARCH indicator tit on the

o

cution appear i List

sereen, with the left side of the display.

@) Alarm indicator
(3) Description
@) Daic

ange to'its dat

D Daia type indicators
(S = SCHEDULE, T =10 DO,
R= REMINDER)

- Now you can select the item you want and ch 4 sereen 1o view ifs

contents.

. Press BSCio clear the list of found items and £

eturn to the Daily Schedule screel

The CONTACTS Mode is the casy way {0 oreanize. store, and
manage all your business and pcr;‘ona}' conmc‘:‘l dzuj'? F: Aiblﬁ-d'ni
provided for name, address, phone number, fax nu;;berL i“{ ‘“’1
address, and move. Business data is grouped under cmplo | uLx_ ‘.lm'l*
so you have instant ai-a-glance access 1o information onycve;jia::g

n yone

who works for the same employer. {
}
1

Entering the CONTACTS MOAE coeeereacaraans 72

CONTACTS Daia Types and Screen Formats o 72

CONTACTS LIST Formals oo 72
O e Fomils s . ;
Changing Between Data Types e 77
'i‘o «,hang«_ between data types using the initial screen 77
B e e een PERSONALand ‘
BUSINESS data using the VIEW menu oooeeee 71 1
Inputting New CONTACTS Data ... 77 ‘
To input CONTACTS datit o /77 ‘
. 1 CONTACTS U |
Recalling CONTACTS Data e 79 1
To recall CONTACTS datit oo ‘79
Deleting CONTACTS Data e 79
To delete one item using DEL 75‘
To delete one item using the BELETE communai ................ "(j)
B O ONTACTS d oot t:()
..................................... O
Searching for CONTACTS Data ... &1
. - ase 1

To search for CONTACTS datit e 31




Eatering the CONTACTS Mode
| Press CONTACTS to enter the CONTACTS Mode. When you ¢

selection menu appears.

lo. a data type |

Currently selectec

 PERSOMAL |

Tt i STes
data type

ata you want to VieW.
of duia you selected.

Use 4 and B 0 highlight and select the type of d

CONTACTS LIST for the type

7
3. Press OK to display the

CONTACTS Data Types and Screen Formats

TACTS Mode daa: BUSINESS and PERSONAL. The
e identical for both BUSINESS and
hat appears in the
npul screen and

are two types of CON
and their names al’
difference is the type of data t
fields that appear in thei

There
pumber of input ficlds
PERSONAL data. The ounly
CONTACTS LIST and the seguence of the

ihe data screett.

CONTACTS LIST Formats
The format of the CONTACTS LIST depends
enter the CONTACTS Mode.

on the data type you qelect when you

Chapter 6 CONTALTS

BUSINESS CONTACTS 1ASY

[}

[y T o l

Ll CONTACTS DUSINESS

S EMPLOYEE & tarit SHE (1
) SOOTWILL TESTIE L_bHIon €2
(2) — o

[€))
(M Data type indicaior NE

Vi catoi @ Employer headings and personal

) Selected item
names
@) Gusiness phone nurabers

o AT individieits v . ; p
Al individuals who have the saime data in ihe BMPLOYER field are grouped
PL 4 are grouped

under the employer’s nane.

s Bmployer headings are in alph
under each employer name.

o A am.d ¥ move the highliehting (selection) up and down

. l‘npull'tmg a letter, munb"er, or symbol causes the ‘nighiigh(in.g to jump to the next
;x;]f i(:]}sl)t:t ‘n.lmc whose first character most closely matches the character assigned

o ¥ and 4 scroll the list serecn by screen.

. OK“displa,\/s ihe data screen of ihe currently selected item

« FSC returns to the initial CONTACTS Mode scieeit. o

abetical sequence, and personal names are sorted

73

72
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e

| PERSONAL CONTACTS LIST

-
]
s WAME
. Eraerson Jack
(2)— “THOMAS.

@ Daia type indicator
@) Selected item

o Personal names @
. A and ¥ move the highlighting {

o fnputtinga letier, number, of symbol
. character most clos

naie whose firs

€

o ESC returns to th

ALL DATA CONTACTS LIST

(D) Data type ndicator
®) Selected item
@ Data type indicalor
(E'o:BUSlN [SS, P=PERSON AL)

74

e

CONTACTS PERSOHAL
- ] [ PHOME ()
Bk 2

are in alphabetical sequence.

celection) up and down.
causes the 1
hes the characier you input.
¥ and 2 geroll the list screen by scieen.
O displays the data screen of the currently
¢ initial CONTACTS

® @

e —————

=3
25-634

(3 Personal names
@) Home phone pumbers

highlighting (0 jump o the next

selected iten.
Mode screen.

@ Personal names
(& Phone numbers

o This €

PR B

sonal n

o The NUME

rems) or o phon

. i i ivy
: %. and ¥ aiove the bighh
LT 0 A ceroll ite .
I and 2 scroll e Hist sereen by 5

s 3 dinplays the datas

.

o S petums Lo the et

Dats Sereen Formals

The for

el PRERS / [ i
and | ERSONAL, dein bt the segu
]

The following list ¢

SCTCENS.

vt OF i il soree ten s (GRS Ui L8 \
o th cen depends >
l o il 1M )')(‘ YOu 8 “( CLwld

e mubers (Cor PERSONAL enss).

PRV
sefoot S iy 1 i
feciiony up andd dowin

seen of the currently selected ftem

s uppear for both BUSH

i-

ithes all the O

ss phone rumbers (For BUSTNE

ield Name

Deseription

I\l A [\"E

Nz J S e, - B
Jame of the persen whose data is contained in ihe i

PHONE (M)

Home phone number

PHONI (B)

e nece b
Business phone number

FAX (H)

Home fax number

FAX (B)

Business {ax nunber

MOBILE

Cell phone or pager number

ADDRESS (M)

Home address

E-MAILL

e-mail address

EMPLOYER

Eployer name

ADDRESS (B)

) L i
Business address

DEPARTMENT

Departiment or seck ;
tment or section where ihe persoin
! tion where the person works

POSITION

Position of the person within the company

L NOTE

Additional fwies or details
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BUSINESS Pata Screen

(1) Data iype indicator
@) Field numes
(@) Daia

° ; and 2 jump to the nextitem. ‘
e The M and W indicators appear ont
11 the € - bottom of the screeh.

cun oft the top Ot b e en.
YNT, sereen.
« LESC refurns to {he CONTACT q LIST sei

he left side o

PERSOMNAL Data Screen

[ the display when fist items

@) Data type indicator
@ Field names
@) Data

6

o ¥ and A jump to the next iten.

e The A and ¥ indicators appear on the lefi side of the display when st ders
run off the fop or bottom of the screen.

o RSO returns o the CONTACTS LIST screen,

Changing Between Data Types

There are two methods that you can use to change between daie 1ypes i

CONTACTS Mode.

To change between data types using the initial screen
I Press BESC to return o the CONTACTS Mode initial sercen.

: RS

« From a data screen press BSC twice, and from a C ONTACTS LIST press Hsd

onee to return to the initist screen.

9 Use 4 and B o select the data type you want and then press Ok
To switeh between PERSONAL and BUSINESS data using the VIEW menu
L In the CONTACTS Mode. pull down the menu bar’s VIEW menu and highlight
the data type to which you waiil to change.
7. Press OK to change (o the selected data type.

Inputting New CONTACTS Data
This section describes how to input new CONTACTS daia. Note that the daia you
inpui and the procedure you tse to input it is the same for both BUSINESS and
PERSONAL data.

To input CONTACTS data

i Press CONTACTS (o enter the CONTACTS Mode.

7 Use 4 and B (0 select either BUSINESS or PERSONAL as the data type, and
then press QK.
The data type you select should match the type of data you are going to 1npul.

®

77
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4 Brecole the NITYY menu s MW DATA conimaiid.

\
@) Cursor
() Data type indicator
(@) 1nput field names
« The above sample screen shows the field sequence ror BUSINESS data. See
; page 76 for the PERSONAL data ficld sequence.
| « Note that the NEW menu’s NEW DATA command is disabled if you select ALL
| A the data type in step 2, above.
4. Input data for each of the fields.
| . Note that you nist input NAME data for a PERSON AL ttem, and EMPLOYER
and NAME data for a BUSINESS item. The BN Unit will refuse to store ihe ttem
{ when you press OK below if it does not contain the minimal requived data.
‘ o Press TAB to advance to the next field, or SHIFT TAB to move back to the
| previous field.
« You can inputup to 2,036 characters for cach CONTACTS data item (total of all
data nput in all the ficlds of a daia iten). The BN Unit stops accepting further
; text input after the 2 036th character.
% 5. After you finish inpuiing all (he data that you want, press OK to stoie it
- o After the item is stored, the CONTACTS Data screen {or the newly input itein is

displayed.
« You can press
long as the ite

O to store an item resardless of the location of the Cursor, N

m contains the minimal required data.

78

Recalling CONTACTS Data

Use the procedure descri i
;¢ the procedure described below io recall the CC

N,
z
=
-~
—

3
N

data you wunt.

o recall CONTACTS data
I. Press CONTACTS
e b L}f‘w to cater the CONTACTS Mode.
- Use and B 1o select either BUSINESS. PERSONAL or ALL {
e s 01 : ONAL or ALL as the daiw type.
Use A h A )
. Us ai ighii
¢ e AL .4 und ¥ 1o highlight the iiem in the displayed CONTACTS
select the one you wani, e dplaged CORTRETE
- inputting a letter, number
”;m :ll lq\u. number. or symbot on the keyboard jumps (o the stent
vhose mitial characier P ; ps 1o Hie ety et
A 3 In;l il characier most closely matches the one you input ne
. e i ‘ S Z npuL,
4 “MA move the highlighting (selection) up and dowi o
‘ - g o) ut W GOWIL
¥ and & scroll the tist screen by screen

‘oY

4. Press G displ: letai
o Wi ] OK o display the detailed daia screen for the selecied ien
Viile a data screen is displayed. you can us 4 PO ot
A played. you can use v and & to scroll beiween tien:
ssing BSC returns to the CONTACTS LIST sc . o e
S LIST screen.

A v L . rsn ! i
Deleting CONTACTS Data
The procedures in this seciio
Mm{;c - «.Ilm l[_n.» section can be used to delete data stoved in the CONTACTS
tode. > followine is a list of stored i the COMLAC S
@ list of delete procedures that are available in th

CONTACTS Mode.

« Deleting one item with the DEL key

+ Deleting one itewm with the DELE’&‘JE continand
. Deleting all BUSINESS data e
o Deleting all PERSONAL daia

« Deleting all CONTACTS data

fo delete one item using DEL
I in the ACTS -
e CONTACTS Mode, select the iiem you want o deleie

o VY . B
You can select an tem by displaying i
ct o y displaying iis data ser i

e ] playmg s data screen - by highliehti i ;

ihe CONTACTS LIST screen. ata screen or by highlighting the item i

. Press DEL.

. 1n the confirmation i

the confirmation dialog box that appears, press QK (io lelet

ppeais, press QK delete th

E’}(/ ( (8 RO N N i { [ < t =1
U OHe [hL di \l()‘ H
E t)Ll 2 Y DX \Vlll out (lL eiing anvyining)

o

TR )
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To delete one item using tie DELETE command

{. Inthe CONTACTS Mode, select the item you want to LlCh‘i‘u;‘. o ‘ !
sereen or by highlighting the itein

3

o You can select an iten by displaying its data
ihe CONTACTS LIST screen.

DIT menu’s DELETE command. -
A and ¥ o select SINGLE DATA YTEM

. Bxecute the B
1 the diatog box that appeas. Use
and then press CK.

PRI

LW COWTACTS

C‘?\ Ol 1O DELETE THE DATA fTEM?
{

= VES [OKI/MO ESCY |

Gearching for CONTACTS Data

Use the following procedure to Jocate the CONTACTS data you want. The following
deseribes the types of data searches you can perform in the CONTACTS Mode.

Initial Character Search
Tnitial character search checks oaly i the initial characters of the ficid maiches the
characters you specity. The field that s checked by initial character search depends

on the type of date that is displayed when you exccuic the FIND command.

. Executing FIND while PERSONAL or A L1 daia is displayed searches the NAME
ficld of that data.

« Execuiing FIND while BUSINESS data is displayed searches the EM PLOYER
field of BUSINESS daia.

General Search
General search cheeks for maiches anywhere within 2if ihe data in the CONTACTS
Mode.

4. In the dialog box that appears, press OXK (to delete the data) or ESC (to close the 1o search for CONTACTS data

dialog box without deleting anything).

To delete CONTACTS data
1. In the CONTACTS Mode, execuie the DIt mevnu’s; DELETE cmnnuu.ld.
9 1u the dialog box that appears, use A and ¥ toselect the delete operatloi you
want to perform and then press OK. .

. The dialog box lets you select one of the following:
All BUSINESS data
‘All PERSONAL data
All CONTACTS data

3. In the confirmation diatog box that appears, press *
ESC (to close the dialog box without deleting anyihing).

ess OK (io delete the daia)

80

1. In the CONTACTS Mode, execuie the SEARCH menu’s FIND command.

o 1f you are going to perform an initial character séarch, make sure that the data on
the screen when you execute the FIND comimand matches the data you waii to
search for.

_In the dialog box that appears, use the 4 and B keys o specify either intiial
character search (INITEAL) or general search ( GENERAL).

Press TAB to move to the text specification field.

. Tnput up to 32 characters of iext as your search specification.

. Press OK to start the search.

All the data items containing matches appear in 2 list screen, with the SEARCH
indicator lit on the left side of the display.

« Now you can select the item you want and change to its data screen (o view its

g

W e o

°

contents.
« Press ESC to clear the list of found items and retuin to the CONTACTS LIST

SCreei.
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The MEMO Mode works much like a basic word processor. it lets
you store files that « contain up to 2,048 characters of text for later
recall using one of a variety of “powerful sczugh tools.
Entering the MEMO MOode i 84
MEMO Screen Formats ... reveeerersasssnssisaeresenerns O
Taputting MEMO DAt e
To input new MEEIMIO LD et e
Recalling @ SO overveecccrssmerenissses e siscascinssnmininse 86
To recall a memo ... 80
Deleting MEMO Daa e 87
To delete one memo using DEL 87
To delete-one memo using ihe DELETE command ... 87
To delete all MEMO data 87
Changing the Appearance of the MEMO Sereen ... 88
To change the MEMO screen FONT <ot eeeeeaee e e emnnese s 88
- ) To turn the MEMO display’s lines on and off oo 89
To turn the full screen display on and off
: Using Tabs . .
~ T et 2 1aD STOP oo
i i To indent Memo X1 oo ereeereneees

Rearranging the Sequence of Stored Memos .o 0

To rearrange the sequence of stored MEMOS e 91
Searching for MEMO Data reeereeveaierersenvenees I2

To scarch for MEMO data Q2
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Entering the MEMO Mode
Press MEMO to enter the MEMO Mode. When you do a list of memo titles appeary
on the display.

Memwo tides

LSt

£ Mo

Now you can select the name of the memo you want to view and then press QK to

display its full text.

MEMO Screen Formats
The MEMO Mode has three different screen formats: the LIST screen, the DATA .
screen, and the EDIT screen. The current screen format is indicated in the upper feft!
corner of the screen.

LIST Screen

Memo tiles

i— Cunently
selected memo
(highlighted)

I AURAN l B

@umrm

The LIST scieen is a list of the names of all memos currently stored in memory.

o 4 and ¥ scroil the LIST scieen a page at a time,

< A and W move the highlighting line-by-line.

= O displays the DATA screen of the memo whose title is highlighted (selecicd)

in the L1ST screen.

84

DATA Sereen

i

femo Text —|

T

©r

The DATA H(.ILL 0 shows the wext data contained within a speeific memo.
< £ and ¥ seroll between memos siored in memory.

* A and ¥ scroll line-by-line.

o ESC returns to the LIST screen.

BDIT Sereen

Eﬁ HEMO EDIT

—y il Ehat ¢Yitters 35 uol yoll The pen 1 wightie

thaw the sword.Talie vour fun where ¥oi can Hng

1t Gather ve rosehuds wkiles vou Wi Mai\e Tay
Grakiile the sun shines Ta

T s W
Cursor ——H1

The EDIT screen is for input of new data and for editing of existing data.

Inputting MEMO Data

Lets say you want to input the following text into 2 memo named “DIRECTIONS ™

North on Main Street.
Right at the intersection in f
d-story building on the left.

st of City Hall,

85
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To input new MEMO data
1. Press MEMO to ener the MEMO Mode and display its LIST sereei.
« The LIST screen shows the titles of all memos currently stored in memory.

« You can continue with the next step from the LIST screen or from an existing

memo’s DATA screen.

Execute the NEW menu’s NEW DATA command.
. Input the text of the memo.

[SR I R

appear in the LIST screen as the memo’s titie.
« You can use the EDIT menu's CUT, COPY, and PASTE commands w
| ‘ inputting data.’ ’

« You can input up to 2,048 characters of text for each memo. The BN Unit stops

accepting further text input after the 2.048th character.

4. After the text is the way you want it, press OK to siore it.

sereen by pressing ESC.

Notes

o Pressing ESC before pressing OK to store the data clears the inpuf screen without

saving anything.
| . e You cannot save a memo that does not contain any text.

‘ i Recalling 2 Memo

Use following procedure {0 recall a memo.

To recall a memo
|. Eater the MEMO Mode and display its LIST screen.

3. Press OK to display the DATA screen of the selected meno.

86

As you input the memo text, keep in mind that the first line of the memo will

o After the memo textis saved, the screen changes to the DATA format (no cursor).
« Now you can perform other input or recall operations, oF return 10 the LIST

2. Use &, ¥, 4. and ¥ to highlight the title of the memo you want to recall.
’.‘)

peleting MEMO Data

The procedures in this section can be used to delete data stored in the MEMO Mode
The following is a list of delete procedures that are available in the MEMO Mude
« Deleting one memo with the DEL key

« Deleting one memo with the DELETE command
+ Deleting all MEMO data

'fo delete one memo using DEL
i In the MEMO Mode, select the memo you wait to delete.
« Youcan sclect a memo by displaying its data screen or by highlighting the memo
in the LIST screen.
. Press DEL.
1 the confirmation dialog box that appears, press OK
ESC (o close the dialog box without deleting anything

[

(to delete the meno) of
\
).

T delete one memo using the DELETE command
I, in the MEMO Mode, select the memo you want to delete.
« Youcan select a memo by displaying its data screen ot by highlighting the meno
in the LIST screen.
_ BExecute the EDIT menw’s DELETE command.
_In the dialog box that appears, use & and ¥ to select SINGLE DATA ITEM
and then press OK.
4. 1n the dialog box that appears, press OK (to delete the memo) or ESC (to close
the dialog box without deleting anything).

[SSINES)

To delete all MEMO data
1. In the MEMO Mode, execuie the EDIT menu’s DELETE command.
_tu the dialog box that appears, use 4 and W 10 select ALL DATA ITENMS, and
then press OKL
_In the confirmation dialog box that appears, press O (1o delete the data) or 2
(to close the dialog box without deleting anything).

19
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Chapter 7 MEMO

Changing the Appearance of the MEMO Screen
The MEMO Mode includes a variety of functions that fet you change the appearance
of the DATA screein.

To change the MEMO screen font

I, In the MEMO Mode, execute the OPTION menu's FONT command.

+ You can perform this operation from either the LIST screen or the DATA screen.
. In the dialog box that appears. usc A and ¥ to select the font you want o use.
_ Press OK to register your selection and close the dialog box.

(VSRS ]

Tixed width

L B ME
}

walo
FaoE e, Oui ot the

Proportional width

L E{ MEMO DATA
o 1L that ylitters is 7ot gold. The pei is intghti
T an fhe sword.dake vouy fuw Where YoOW Gan

"6 Gaber ve Tosehuds while Fou
sun shinesMany a it ke
“drops make a showerlfloodl.He
Tiio Tiares xaill Gatch weither.Grasp
en't need (0 show oif.stl
an o ail hwmperte

) o1 put 0|

=

=

 The font seiting you make affects all data in the MEMO Mode.
« You cannot mix two different fonts within the same item.
e« You can only change the display font for a stored memo. You cannot change the

font while inputting or editing data.
« Note that font size changes are applied to the DATA screen only. They do not

affect the LIST screen.

38

¥

To turn the MEMO display’s lines on and off

{ In the MEMO Mode, execute the OPTION menu’s LINTS commuand.
2. In the dialog box ihat appears, use & and ¥ (o turn the lines o and ofl.
3. Press OK o register your selection and close the dicdog box.

To turn the fall screen display on and off
(. 1n the MEMO Mode, execute the VIEW menu’s FULL SCREEN command.

« As can be seen above, the (ull screen area of the BN Unit is used for display of

memo fext.

2 To return to the standard MEMO Mode view, press ESC.

Using Tabs
The BN Unit lets you set a single tab stop for quick and easy indenting of memo
text. During data input and editing, the cursor jumps to the tab stop whenever you
press the TAB key.

Note

« Pressing the TAB key actually inserts a series of spaces between the current
cursor position and the tab stop. If your tab stop is set t0 5, pressing TAB while
the cursor is al the left margin inpuis five spaces. When deleting o TAB key
operation in this case, you must delete all five spaces. When moving the cuisor
across 2 TAD key operation in this case, you must press the cursor kegl (4 or B
depending on the direction) five times.
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To set a tab stop
. While in the MEMO Mode, execute the OPTION menu’s TAB STOP command.
L MEMO usT
i TITLE

TAL STOP

TAB STOP:

rFE— 5}—‘{

2

. Input a value that represents the tab stop position, which is the number of spaces
from the left margin of the memo text.

3. Press OK to register the setting.

« You can have only one tab stop setting at any time in the MEMO Mode. This

‘*.M,,,

S

means the tab stop is applied to all memos, and that you cannot make setiings for |

mdividual memos.

To indent memo text
1. While inpuiting or editing text, move the cursor to the beginning of the line you
want to indent.
. Press TAB to indent the line up to the tab stop.
The above procedure assumes that you have already set a tab stop.

[ o

°

Rearranging the Sequence of Stored Memos
Memos are normally stored in memory in the same sequence they are input. The
following procedure lets you move memos around to arrange them in the sequence
that is most convenient for you.

90

T

To rear
l.

L

-ange the sequence of stored memos
In the MEMO Mode, display the LIST screen.

In this example we will move the memo titled “MEETING ON THE PROJECT
OF PURCHASING?” from the line 3 to line | in the LIST screen.

2. Highlight the title of the memo you want to move.
3.

Execute the OPTION menu’s MOVE command.

L& MEMO LIST |

& TITLE
MERTING ON THE FROJECT OF PORCHASING. o - &

] MOVE

MOVE THE MEMO TO THE LOCATION ABOVE
THE CURRENTLY HIGHLIGHTS MEMO MAME?
]

—95—33

MEETING OH THE PROJECT OF PURCHAS

. Use the A and ¥ cursor keys and the 4 and ¥ keys to move the highlighting

50 it is located at the memo title above which you want to insert the memo whose
title you selected in step 2.

. In the confirmation dialog box that appears, press OK (to move the data) or ESC

(to close the dialog box without moving anything).
Since the memo is moved o the location above the memo title you select in step
4, it is impossible to move a memo to the last (bottom) line of the LIST screen.

o1




Searching for MEMO Data

Use the following procedure to find the MEMO data you want.

To search for MEMO data
1 In the MEMO Mode. exceute the SEARCH menu’s FIND command. !
2 in the dinlog box that appears. use the < and B keys to specily cither iniiial
character scarch (INITIAL) or general search (G ENERAL).

« lnitial character search chiecks only if the initial chacacters of the memio matches
the characters you specify.

« General search checks for matches anywhere within the memo. :

3. Press TAB to move to the text specilication fietd.

4. Inpui up to 32 characters of text as your search specification.

5. Press OK to start the search.

« All the memos containing text that matches your specification appear in a list
sereen, with the SEARCH indicator lit on the left side of the display.

+ Now you can select the memo you want and change fo its data screen to VIew ifs
contents. 1,

« Press ESC to clear the list of found memos and return to the LIST screen. ;

i
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The EXPENSE MANAGER is like having your own personal boekkeeper
along with you wherever you o, After you set up the aceounts you need.
you input transaction data as it oceurs. Later, you can catcolate periodic
totals for each individuai account or for all accounts. Your EXPENSE
MANAGER even helps you reconcile your accounts against prinied
siatements. 1t°s the easy way (o keep tiack of your finances day by day.

How to Use the EXPENSE MANAGER Mode . 94
Mancuvering Around ihe EXPENSE MANAGER Mode o 9!

Entering the EXPENSE MANAGER Mode e 96

Soting Up am ACCOUNT ceeeieiimi sttt 96
TO SCLUP & NCW ACCOUNT 1ocnieiieit et 96

Inpuiting Transaction Data .. . 97
TO INPUL IANSACTHON A et 97

Transferring Moeney Between Accounts 49
o transter Mmoney DELWCELH ACCOUNLS 1o 99
Money Transfer Result o
Money Transter Account Types .o

Reeailing TXPEMNSE MANAGER Ds 102
TO recall GECOUNT UALA L.eeviicreee et 102
To recall UENSACHON AL oot 103

Calcuiating Periodic Totals
To calvulute a periodic ol
Periodic Total Caleulation Screens ...

Deleting EXPENSE MANAGER Dalil v 106

To delete one account using BELL 100

To delete one transaction using DEL, .. .. 106
To delete one account using the BELETE command . 107
To delete one transaction using the BELETE conunand . L 107
To delete EXPENSE MANAGER data L 107

Searching for RXPENSE MANAGER Bata i 108

To search Tor EXPENSE MANAGER data by date .. e 108
To search Tor EXPENSE MANAGER data by iext . D)
Managing Kxpense Types... : 114
TO CIeate an XPEINSE TYPC ittt 110

To cedit an expense type
To delete an expense type using BEE, .
fo delete an expense type using the BELETE command e 1

To delete all user expense type data 12
Copying an ACCOUNE i tiniaens s e 112
TO COPY A ACCOUNL .ot 12
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expenses with the EXPENSE M ANAGER Mode.

2

Set tup your accounts.

Bank. credit cards, cash on hand, eic.

. Input your transaction data.

How to Use the EXPENSE MANAGER Mode

The following is a general overview of the steps required to keep track of your

Detailed records of bank, cash, and credit card transactions
Transfer of funds between accounts

. Calculate periodic totals.
. Edit your transaction data.

. Recall transaction and account data.
Account and fransaction data recall when required

Transaction data editing as required

_ Delete account and transaction data.

Deletion of data when it is no longer needed

. Manage your expense type names.

Expense type name addition, editing, and deletion

as required

The following sections describe how to accomplish all of the above steps.

Maneuvering Around the EXPENSE MANAGER Mode

The following shows how to maneuver between the various displays available in ?
the EXPENSE MANAGER Mode. These screens and their contents are explained
in detail in the following sections. !

Account List Screen

94

ACCOUNT

DESCRIPTION |

10

AL BALANCE

3.017.50

i Currently

selected account

« This is the screen that appears when you first enter the EXPENSE MANAGER
Mode.

You can also display this screen at any time by executing the VIEW menu’s
ACCOUNT LIST command while in the EXPENSE MANAGER Mode.

o Usethe & and ¥ cursor keys to move the highlighting up and down.

Press OK to display the Transaction List screen for the cu}rently selected account.

Transaction List Screen

— Currently sclecied

12X1 JTAXT I -23.00
TICKET Entertainment [N £3.00 transaction
WERT HOPPING N -£4.00

Use the & and V¥ cursor keys to move the highlighting up and down.

Press OK to display the Transaction Data screen for the currently selected
transaction.

e Press ESC to return to the Account List screen.

Transaction Data Screen

HJ—_,. ) EXPENSE  TRANMSACTION ZXV CARD
— DATE}1998/06/18

T PAVEE | WEST COART

N

AMOLINT 8400

4444444 MBER
EXP TYPE | SHODPING
VPE | CHARG
ou . CLEARED |HOT CLEARED

HOTE

s Press ESC io return to the Transaction List screen.
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Entering the EXPENSE MANAGER Mode
Press EXPENSE to enter the EXPENSE MANAGER Mode. When you do, the

Account List screen appears on the display.

L ENPENSE ACCOUNT

A AN | ver |
bﬁil

s

TOTAL BALAHCE

301754

Now you can maneuver around the EXPENSE MANAGER Mode to input aid

recall data.

Setting Up an Account

This section details how 1o sei up a new

account. Note that you cannot edit the data

for an existing account. You can only create a totally new account, copy ai account
under a different name, and delete existing accounts.

To set up a new account

1. 1a the EXPENSE MANAGER Mode, execute the VIEW menu’s ACCOUNT
LIST or ACCOUNT DATA command.
2. Next, execute the NEW menu’s NIEW DATA command.

@

TCIENPEHSE  ACCOUNT
(2)—' ey NAME

T‘ LSCRIPTION

v'—.“

2

|

@ Cursor
@) Currently selected licld
(3 Currently sclected account type

96

@) Account name field
&) Description text field
® Account type

3. Input up to 15 characters for the nmue of the account.

= Input the name of your credit card compary, bank, cte.

< Note that you must input an account name. Otherwise the BN Unit will cefuse to
store the account data when you press the O key.

4. Press TAB o advance o the DESCRIPTION ficld, and then input up 1o 40
characiers io describe the account.
= You can skip this step if you want.

A

_ Press TAB (o advance to the TYPE setting. and then use the cursor 4 and B
keys to imove the highlighting to the account type designation you want to assign
to the account.

6. Press OK (o store the account data.

« You can press OK (o store account data regardless of the locaiion of the cursor,

as long as the account data includes acceunt name data.

o When you creaie a new account, iis name is automatically added io the expense

type selection menu that appears when you are inpuiting transaction data.

» The BN Unit will refuse to siore any new account whose name is ideniical to @

previously existing account. hn this case, you must either use a different name for

your new account, or delete the account whose name you want to use.

Inputting Transaction Data

Ouce you have your accounis set up, you can siart inputiing transaction data and
keep track of your daily expenses.

To input transaction daia
I, In the EXPENSE MANAGER Mode Account List screen, highlight the account
whose (ransaction you want to input, and then press OK to display the uccount’s
Transaction List screen.
s You could also perform the next step from the Transaction Data screen.
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transaction amount.
You can have up to two digits to the right of the decimal place.

Press TAB to advance to the NUMBER field, and then input up to 6 characters
for the number 1f you want.
You can input a check number, bill number, or any other reference number here.

. Press TAB to advance to the EXP TYPE field.

_ Press the W cursor key to display a menu of available expense types and accounts.
Next, use W and 4 to highlight the one you wani to select.
Instead of selecting an expense type from the menu, you can input a new expense
type name from the keyboard. If you do, that expense type is automatically added
to the expense type menu.

2. Bxecute the NEW menu’s NEW DATA command. 8
@ .
|
ion 3 DRPENSE _TRANSACTICH ZXY CARD 9.
= DATE[1998/01701 @
T’ﬂfmﬁ L @
Ly EMOURE] 00 “H-@
e ©
1 -~ @
CLEAREDINOT CLEARED 4l ® : 0
G HOTE ©) : 10.
. : .
@ Account name ©® Expense type flicld .
@ Transaction date field @ Transaction type field i
@ Payee field ® Transaction status field :
@ Transaction amount field ©® Notes field ; 1
® Reference number field : 0
» . , ! 13
The BN Unit automatically inputs the current date as the transaction date. You X
can leave this date as it is or change to a different date.
. Input up to 40 characters for the PAYEE field. .
_ Press TAB to advance to the AMOUNT field, and then input up to 8 digits for the
Ll

. Press O o register the selected expensce type or BSC (o close the expense iype

menu without selecting anything.
It you input an expense type on the keyboard, you can skip this step.

Press TAB to advance to the TYPE field. and then use <€ and ¥ io highlight the
transaction type you want (o specily.

Make sure that you specily the transaction type correctly. The specification you
make here affects how the transaction amount is used (whether it is added or
subtracted) when calculating other totals.

Press TAB to advance to the CLEARED field. and then use ¥ and A to select
a status from the drop-down menu ihat appears.

NOT CLEARED indicates that a payment still has not cleared yei.

CLEARED indicates that a payment has cleared.

RECONCILED indicates that a payment has been duly reported by a siatement
and cross checked by you.

. Press OK to register the selected status.
. Press TAB to advance to the NOTE field, and then input note iext it you want.
. Press OK to store the item.

After the item is stored, the Transaction Data screen for the newly input item is
displayed.

Before pressing OK in the above step, you can press TAB or SHIFT TAB 1o
move between fields and make further changes in the data before storing it.
You can press OK (o store an item regardless of the location of the cursor, as
long as the item contains DATE and AMOUNT data.

- Transferring Money Between Accounts

The ability to transfer money between two different accounts makes it possible to
record the following types of transfers.

Transfer of funds from your bank account to cash
Payment of a credit card bill from your bank account
Cash advances from your credit card to your bank account or cash

To transfer money between accounts

‘ Example: Payment of a credit card bill from a bank account.

1.

In the EXPENSE MANAGER Mode Account List screen, highlight either of the
accounts involved in the transfer and then press OK to display the account’s .
Transaction List screen.

In our example, you could select either the applicable credit caid account or the
bank account.

You could also perform the next step from the Transaction Data screen.

98
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Execute the NEW menu’s NEW DATA command.
. Input the applicable daia for the PAY Fl AMOUNT, and NUMBER.

See the procedure uinder ™To input fransaction data” for details on how to inpug
the above data.

 Press TAB to advance to the EXPTYPE field.
_ Press the ¥ cursor key to display 2 menu of available expense types and accounts,

B

Next. use & and 4 to highlight (he other account involved in the transfer.

If you sclected the applicable credit card account in step 1 of our example, you
would specify the applicable bank account here.

Note that we strongly recommend that you select the account name by highlighting
it in the expense type and account menu. Though it is possible to specify the
pame of an existing account by inputting it on the keyboard, you must input the
account name EXACTLY as it appears in the menu. If you input a nanie that does

" ot match any of the account names in the menu, the BN Unit will create & new

0.

expense type using the name you input.

Press OK to register the account or ESC to close the expense type menu without
selecting anything.

_ Press TAB to advance to the TYPE fieid, and then use <4 and B o highlight the

gransaction type you want to specify.

Make sure that you specily the transaction type correcily. The specification you
make here affects how the transaction amount is used (whether it is added or
subtracted) when calculating other totals.

If you selected a credit card account in step 1 and a bank account in step 5 of our
example, you should specily PAYMENT here. If you selected a bank account in

step 1 and a credit card account in step 5, you should specify WITHDRAWAL -

heie.

. Input the applicable information for the CLEARED and NOTE fields.
See the procedure under “To input (ransaction data” for details on how to input
the above data.

. Press OK to store the item.

Money Fransfer Result

Whenever you transter money from one account to another, the data you inpul for
one of the accounts {(Account A) i used to aatomaiically crenic an Cilli'i_\,' it l.: ;siilg’r’
aceourt {Account B). The foliowing table shows how the contents of /\cuzrni.B-;;
data is generated. o

Field Countents
DATE Saime as input for Account A
v PAYEE Same as aput for Account A
AMOUNT Same as inpui for Account A
NUMBER None
EXPENSE TYPE Nie of Account A v

TYPH Onposite of Account A TYPE (sce table below)
CLEARED . NOT CLEARED

NOTE <TRANSFER>

Money Transfer Account Types

Proper bookkeeping requires that an entry on one side of the ledger (an increase)
must be accompanied by a corresponding opposite entry on ihe other side of ihe
ledger (adecrease). This ensures thai the toials of both >;idei~; of the ledger are identicut
and your books are in balance. ) o
The EXPENSE MANACGER ensures that your books are always balanced by
automatically selecting the appropriate TYPE entry when you transier money i’z‘onjn
oln.e f\.cclmmt (Account A) to anciher {Account B). The following table shows how
this is done. )

Account A Account B3 TOTAL ARIGUNT

BANK CREDIT CARD| CASH
BANIC [WITHDRAWAL (-) DEPOSIT (+) PAYMENT (+)| IN (+) | Decreuse (=)
DEPOSIT (+) | WITHDRAWAL () | CHARGE (-) |OUT ()| Increase (+)
CREDIT| CHARGE(-) DEPOSIT (+) PAYMENT (+)| IN (+) | Decrease (—)
CARD PAYMENT (+) | WITHDRAWAL (=) | CHARGE (=) |QUT ()| tncrease (+)
CASH OUT ) DEPOSIT (+) PAYMENT (+) | IN (+) | Decrease ()
IN (+) WITHDRAWAL (=) | CHARGE (=) [OUT (=) Increase (+)
101
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Recalling EXPENSE MANAGER Data

Use the procedures described in this section 10 recall ]
- — ot " ,
After you recall data you cait edit it (fransaction data onty

account and transaction data.
). delete it, or duplicaie it.

To recall account data

. {. In the EXPENSE MANAGER Mode, execute the VIEW menu’s ACCOUNT
3 ol M%)
DATA command,
} T CIENPENSE | ACCOUNT 5
e . NAME KD 5
| T”""ﬁ‘é?&:&wnm
\
|
‘ -

ﬁHﬁ

(® Account type

ame )
@ Account nam @ Account balance

® Descriptions

v - account.
2. Use 4 and ¥ to change to another acc

102

1

To recall transaction data
1. While the Account List screen is on the display, use & and ¥ 1, weleat the
. SCICC
account whose transactions you want to recall.
2. Press OK to display the Transaction List screen for the selected aceount

H%.E;J EXPENSE  TRAHSACT I-ON

SHOPPING

) ]
i T
@ ®
® Account name
® Transaction dates
® Payees
@ Expense types

Transaction status indicators
(N=NOT CLEARED,
C=CLEARED,
R=RECONCILED)

® Transaction amounis

@ Account balance

Currently selected transaction

To return to the Account List screen, press ESC.
Use A and ¥ to move the highlighting up and down.
Use 4 and ¥ to scroll the list a page at a time.

L]

8]

3. Press OK to view the details of the highlighted transaction.

A €3 EXPENSE

DATE
PAYEE

TRANSACTION

1996706/10
WEST COAST

ZXY CARD|

AMOUNT
HUMBER
ENP TYPE

TYPE
CLEARED
HOTE

24.00

SHOPPING
CHARGI
NOT CL

ARED

FH 39— 1Y

e See the procedure under

“Inpuiting Transaction Data” for full details on the
Transaction Data screen.

4. To return to the Transaction List screen, press ESC.

103
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Calculating Periodic Totals
This section describes how o caleulate total for a specific period you specily. Yoy
can caleulate a periodic total for a specific account or for all accounts.

To calculate a periodic total
1. In the EXPENSE MANAGER Mode, execute the OPTION menu’s PERIOD
TOTAL command.

ACCOUHT
T aver I necropniced | Trii adOf

PERIOD TOTAL
@ THIS ACCOUNT  (J8LL ACCOUNTS

FROM 0
[Cosrnsoy ] ~ [199emiser | fpee
TCTAL BALAHCE U]

2. Use the cursor @ and P keys to specify whether you want to calculate the tofal
for the current account or for all accounts.

—

s The current account is the one whose data was selected in the screen from which
you executed the PERIOD TOTAL command.

Starting Seveei Curreit Account
Account List

Account Data

Account whose name is highlighted

Account whose data is displayed
Account to which the transactions belong

Transaction List

Account to which the transaction data belongs

Transaction Data

|
E
|

[

. Press TAB to move down 1o the date specification boxes.
4. Taput the starting date and ending date of the period for which you want to calculate |
atotal. f
. Press OK to start the caleulation.

v

{
I
i
i

104 ' t

« Hthe total amount in either sereen is longer than 12 digits. the
gits.

Peviodic Total Caleulation Sereens

Caleutation of w periodic tofal pr "

. ulation of w periodic tofal produces oite of the sereens shown below. The Bxp,

F9/ iy oevinae Y - ] NN ' N R o
; pesereen s produced when you caleulage o periadic total for a S s

AR/ > the Ace i LOPEOTE 1O e . o

while the Account seieen is produced when you calcufaie

accounts. o

eific accoug,

a pertodic total for )

Expense Type Screen

D —

=l

@ Total amounts for each expense
type

@ Expense iypes
@ Period
@ Total amount for this account

" SCH- Afinecd ov Sy A -1 7
: rll:ll‘ er-de l;n(."d expense type entries are also shown indlividually,
1e total of all transaciions for which an expense type is not defined is shown

under the title “OTHER.”

Account Screen

Gy B PERIOG YOTAL

1998/01/01~ 1995705701}

Tq IU.A;‘U: AMOUNT S16L504
e . =

@ Account names

- @ Total amount for all acconmi-
® Period al amount for all accounis

@ Total amounts for ecach account

amonnd ix veplaced

by asterisks and the message AMOUNT IS TOO LONG appears in place of the

period dates.
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i ine EXPENSE MANAGER Data ‘ To delete one account using the DELETE command
Deleting E L VIAINE ate ) BV pEN G TR Movls bt b . e
es in this section can be used to delete data stored in the EXPENSE I In the EXPENSE MANAGER [\'/]()LiL.,'.‘at!C‘LL the account you want m'd:k‘*w.
The 1),-occflllltb 1}1\13&» ? o vit;“ i< a li~x‘l' of delete procedures that are available in < You czm_.«;-:lcct an aceount by displaying, its data screen or by highlighting ihe
MANAGER MOL[LN:ﬁGYL‘)R(l:I e ai account in the Account List screen.
. the EXPENSE MA =R Mode. . ~ R ]
. ith the DEL key 2. Execuic the EDYT menu’s DELETE command.
© Deletia onenecoun’ i 'l(llL [heJDE\I )l"cy 3. In the dialog box that appears, use & and ¥ 0 sclect ONE ACCOUNT and
« Deleting one transaction with + & i then press QK
Y . , - with the DELETE command ! Hen press .
¢ Deleting one dCC()Ul‘ﬁ.'\-\'ﬂh Fhi(' ?Efﬁgg;";gﬂ;lomm’md 4. 1n the confirmation dialog box that appears. press OK (1o delete the account) or
* Deleting o;mle_transz\qlon !wt't ! Hleo . s'pe(:iﬁz date { ESC (to close the dialog box without deleting anything).
| « Deleting all transaction data up o a sy ¢
| . o Deleting all transaction data . U wine the DT BT o o
| . Deleting all EXPENSE MANAGER data T'o delete one transaction using the DELETE command
| € . e BEX PR = A e o woleet e framenef: want o delein
: e 6. vou can also delete user-defined expense types, as described Lo In the EXPENSE M/\NAGER M.ouu .x.dc ct the transaction you want to delete.
| In addition to the above, you can als , ii() * You can select a transaction by displaying its duia screen or by highiighting the
| ‘@ ino Fypence Tvpes” aoe J. . . ~ . . = eE <
i under “Managing Expense Types™ on page transaction in the Transaction List screen.
. 2. Execute the EDIT menu’s DELETE command
account using DEL - i : - e
To delete one : SE MAI‘gJAGEP Mode, select the account you want to deleie. 3. In the dialog box that appears. use & and ¥ (o select ONE TRANSACTIORN
1. In the EXPENSE v Mode, ) ' v hiohliahtine tl and then press QK.
. alect an ac : isplaying its data screen or by highlighting the ! 7 ) ) )
* "You can select an account ‘by displaying ) 4. When the confirmation dialog box that appears, press OK (io deleie the
account in the Account List screen. transaction) or LSC (1o close the dialog box without deleting anything).
2. Press DEL. . » U, ) ~
3. In the confirmation dialog box that appears, press OK (to delete the account) ot To delete EXPENSE MANAGER data
| e e ot e ¢ wi ting anything). - e N e g
| ESC (1o close the dialog box without deleting any L In the EXPENSE MANAGER Mode, exceute the EBIT menu’s DELETE
: ~ command
tr_,; To delete one transaction using DEL : ) 2. In the dialog box that appears, use & and ¥ to specily the type of daia you
| 1. 1n the EXPENSE MANAGER Mode, select the transaction you want (o delete. waiit to delete and then press QK.
g . - 4 . robkliohits Y ~ . o N .
‘} « You can select a transaction by displaying its data screen or by highlighting the = The dialog box lets you select one of the following:
| transaction in the Transaction List screen. All transaction data up to a ;x'pemiz%' L'ZIEC‘ (REI:VIOVE TRANSACTION)
| All transaction data (ALE TRANSACTIONS
2. Press DEL. ' SXPENSE MA ER data (ALL DATA ITEMS
2. Press -onfirmation dialog box that appears, press OK (to delete the transaction) . A],E EXPENSE MA NA'G"P Fi it (f‘*L! lD{U/\. ITEMS) . i
3. In the confirmation dialog box that ¢ | ’“ 1o anything) ; ¢ The dialog box also provides an item {or deleting an expense type. See page t11
! or ESC (to close the dlaiog box without deleting anything) ; for details on deleting expense types.
‘ 3. I you specified delfete all transaction data up 1o a specific date, input the date up
| . to which you want to delete data.
) Y ‘ 4. In the final confirmation dialog box that appears, press OK ((o delete the daia) or
;7‘ H
;

; ESC (1o close the dialog box without deleting anything).

' , | 107
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Searching for EXPENSE MANAGER Data
Use the following procedure o locate the BXPENSE MANAGER data you wast,
You can specilly cither a daie or text to be scarch for.

To search for DYXPENSE MANAGER data by date

[

]
(SREN

1

wn

108

Iin the EXPENSE MANAGER Muode, exceule the SEARCH meny’s FINGD
commuand.

. In the dialog box that appears, use the € and B keys to specity BY DATE.
 Pross TAB to move to (he date specification field.

. Input the date whose data you want to recall.

. Press OK to start the search.

All the data items with a date eniry that matches the one you specily appear in a
List ccreen, with the SEARCH indicator lit on the left side of the display.

)

1
oo 7 EXPENSE 1992/01/05
e @
- £ ACCOUMT PAYVEE [ _155.004{— ©)
@) —5— 7 CARD DID R 2000
1 LUNCH T
[O5
W
gl‘::-
|‘{T=
® @ ®

B Transaction amounts
(@ Total amounts for date you
specified

@ Date you specified

@ Account names

® Payees

@ Transaction status indicators

Now you can select the item you want and change to its data screen to view iis
contents.

Press ESC to clear the list of found items and return to the screen that was on the
display when you executed the FIND command.

i

i
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To search for EXPENSE MANAGER data by text

[

tn the BEXPENST MANAGER Mode. execuie the SEARCH menw’s FIND
command.

~n the dinfog box that appears, use the € and B keys (o specily FOR TEXT
. Press TAB to move to the text field. ' l ‘ o
4. Input ihe fexi you want to scarch for whose data you want to recall,

. Press OK to start the search. )

A ~ ol e . i st thyn aic e i CF M M
All the dL'lu items with fext ihat maiches the one vou specify appear in o List
screen, with the SEARCH indicator lit on the lefi side of the dispiay.
1(10)502![{'({11 operuiion‘!(7(35(5 vior maiches anywhere in the PAYEE, NUMBER.
EXP TYPE, und NOTE ficlds.

&
— )
gt BINMER]
(2) __g-i—_u . wu.uu — (6}
e
. B .
a

@ @ ®

@ Transaction staius indicators
(5 Transaction amounis
® Total amounts for iext you specified

@@ Text you specified
@ Account names
@ Payees

Now you can select the item you want and change to iis data screen (o view ifs
contents.

D oo INA oy S hear s liet ~F £ H .

Press ESC to clear the list of found items and return to the screen th
display when you executed the FIND command.

ai was onihe
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o —Y
6. Press OK to creale the expense type or KSC (o close the dialog box wiihout
g, q 1 . 1
Managing Expense fypes ecify swtm‘mg an_\/l.hmg )
\ B}J Unit comes with a selection of built-irt expense types thal you can spectty + Before storing the expense type, you can use TAB to move between the two
ou . fons You can use these as they are, of you can create you own settings and make any changes you want.
for your transactions. YOt C4H = VPE field setiing should be .

expense types. You ¢ )
anytime you use your expeinse type. e
The following procedures describe how fo add,
o Therc is no real fimit on the number of e

To create an expense type
{. In the EXPENSE MANAGER

an even speeily what the default?

dit, and delete expense types.
e ereate. as 10N ¢
xpense types you can create, as long a

memory is available.

Mode, execute the OPTION menu’s EXPENSE

TYPE command.

9 Execuie the NEW menu’s NEW DATA g‘ommand.

110

« The specilication

. Input up

A ENDENEE A T
El?—p—tf‘ EAPLHOE TVPL I
:r_. e ae r e oL

EMSE TYPE

*4,560.50

ant to assi he expense
(o 15 characters for the name thai you want to assign o the exj

type. ) o
The name you assign here is ihe
you are inputting transaction data.

wit to the default TYPE setiing. _
her the default TYPE setting should be a decrease

one that appears in the expense type menu when

 Press TAB to move do
Use 4 and B to specity whet
or increase. o "

' e yeed for the TY PE setiing depends on the ty :

e actual name used for the TY o account Where
e THDRAWAL (decrease) or DEPOSIT (uuu,am,')im 1
) for a credit card

pe of account wheie

are | tine data: Wi '
you are inputting - : SPOS
bank account, CHARGE (decrease) o1 1/\?{ MENT (ln(:,lba,t
account, OUT (decrease) or IN (increase) tor a c.z.\sh dc‘(,?un . L TYPE
: N you make here determines which of the two avat ; le o
fi ¢ this expense type s inputting
setiines is selected first whenever you select this expense type while ing
settmngs Is : ’

transaction data.

You can also create a new expense type during transaction daia input. See the

procedure under “To input transaciion data”™ for details.

To edit an expense {ype

6.

. Inthe EXPENSE MAN/—\GER Mode, execute the OPTION menu’s EXPRNSE

1

TYPE comumand.

. In the expense type menu that appears, use A and F o highlight the naine of

the expense type that you want to edit.

. Press MENU BAR io display the menu bar.
. Execute the EDIT menu’s ITEM EDIT command.
. In the dialog box that appears, make any changes in the expense type name and

defavle TYPE setring that you want. Use TAB to move between the expense type
name and default TYPE setting.
Afier making your changes, press QK o store them.

To delete an expense type using DEL

[n the EXPENSE MANAGER Mode, execute the GPTION menu’s EXPENST
TYPE command.

. In the expense type menu that appears, use & and ¥ to highlight the name of

the expense type that you want to delete.

. Press DEL.

. In the confirmation dialog box that appears, press OK to delete the highlighted

expense type or ESC to close the dialog box without deleting anything.

To delete an expense type using the DELETE command

S

(o8]

N

In the EXPENSE MANAGER Mode, execute the OPTION menu’s HEPERNST
TYPE command.

. In the expense type menu that appears, use A and ¥ to highlight the name of

the expense type that you wait to delefe.

. Press MIENU BAR o display the menu bar.
4. Execute the EDIT menu’s BELETE command.
. In the confirmation dialog box that appears, press O (o delete the highlighied

expense type or ESC to close the dinlog box without deleting anyihing.

ERE
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| To delete all user expense type data

[ in the EXPENSE MANAGER Mode. execute the EDIT menu's DELETE

! command. . -
specl’ SER B DN et 1
9 in the dialog box that appears. use A and ¥ o speetly USKER EXPENSE
TYPE and then press OK. ) o
Y 3 In the final confirmation dinjog box that appears, press OK (1o delete the data) o1
ESC (1o close the dialog box withoui deleting anything).
% Copying an Account
| B : e . ey Jayp « Sfervent ng c. e
| You can use the procedure below 1o copy i account uﬁndes a dll}uuﬁ n '.m‘Li Note
‘l thai copying an account also copies all of that account’s transactions as Well.
o
| | MNote . .
’ o [fcopying an account causes available memory capacity to pecome full, the copy
operation is not performed.
To copy an account
| 2 1, select the account sant to copy.
| 1. In the EXPENSE MANAGER Mode, :S(.ll.‘(,l the account yolu want $ ‘1? e
o You can select an account by displaying 1ts daia screen or by highlighting the
account in the Account List screen.
| 2. Execute the OPTION menu’s SAVE ACCOUNT AS comn}mnd. L
| « This causes the Account Data screen to appear for changing the name of the
\l; account.
i: 3. Change the account namne. . ‘
| 4 Press OK to store the copy of the account under 1ts n‘ew~munf,. | .
o The result of this operation is to have two accounts with identical contents undet
§ two different names,
[
{
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The SPREADSHEET Mode provides you with basic spreadshect
capabilities on the’go. in addition o the ability to create your wn
spreadsheets from scrateh, a selection of five built-in templates help
you to create useful spreadsheet upplications quickly and casily.

Entering the SPREADSHEERT Mode.
Spreadshect Basics v
To open a spreadshect ...
To change the active cell

To select a range of cells 16
Inputiing Data into a Cell 137
General Input Rules o 117
Cell References ..o iy

Mathematical Expressions .
Special Cell Functions ..........

To open a Spreadsheel o B2 2
To save a newly created spreadsheet .o
To save a previously saved spreadsheet
To exii a spreadsheet ...
Editing SPREADSHERT Data.
To edit the contents of a cell o
To inpui completely new cell data o
To change the name of a spreadsheet .
Deleting SPREADSHERT Data
To delete Cell Qatit i
To delete one spreadsheet using DEL
To delete one spreadsheet using the DEL

To deleie all spreadsheets o 125
Cut, Copy, and Paste . . 125
TO CUL CIT UL vt 125

To copy cell data
To paste cell data
Copying a Relative Cell Reference..

Copying an Absolute or Mixed Cell Reference .o 127
Spreadsheet Errovs . veereee 127
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Entering the SPREADSHEET Mode
Press SPREADSHEET (o enter the SPREADSHEET Mode. When you do the
Spreadshect List screen appears on the display.

FE‘: [l SPREAUSHEET
- SHEET HAME Sizt

—4

Bra..

3

| |
; i
| |
Spreadshect names Spreadshect sizes
(The maximum capacity of a single
spreadshect is approximaiely 32KB.)

+  Spreadsheet names are listed in the sequence that the spreadsheets were created.

Spreadsheet Basics
With the BN Ugit, you can open up a blank spreadsheet, a spreadsheet whose data
you have recalled from an existing file (page 122), or a spreadsheet created by one
of the following built-in templates.

« Check Register
» Mileage Log
= Bill Splitter
o Currency Conversion
(You must input current exchange rate data before using the Currency
Conversion template.)
»  Balance Sheet
The following sections use a newly created blank spreadsheet to describe basic
spreadsheet operations. See the other sections of this chapter for Tull details on
using other SPREADSHEET mode features.

114

2

To open a spreadsheet
1. While the Spreadsheet List screen is on the display, execute the NEW menu’s
NEW SHEET command.

B SPREADSHEET

599

BALANCE
SHEET

TIRE
CURRENCY
COMY,

@ Built-iri template icons
(@ Blank spreadsheet icon
@) Currently selected template

This is the Template Sefection Screen.

_ Usethecursor 4, B, &, and ¥ keys to select the icon for the type of spreadsheet

you want to open, and then press OK.

Select the FREE SHEET icon if you want to open a blank spreadsheet.

The FREE SHEET icon is always selected first whenever you display the
Template Selection Screen.

To return to the Spreadsheet List screen without selecting a template, press ESC.

See the other sections in this chapter for details on how to input, save, and recall
spreadsheet data.
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The spreadsheet sereen

iy @2 )
= S ! S
e T ———— pr—————
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@ Active celt
(5 Row numbers
(6 Cells

) Active cell reference

@) tnput fickd

3) Column names

o Columus are nomed psing the letters of the alphabet, and rows are pumbcied
sequentinily.

o A celliseforred (o uski
qame and oW pumber. T

wde up of the cell’s coluian
cell reference of the upper left cetlin
16 lower right cell is Bl
The active celtis

1o its cell refercnce, which is ms
his mearns that the
the above spreﬂdshcet s A, and the cell reference of il
+ The active cell is the one that is currently selected for input.
indicated by highlighting, and by the active cell reterence.

To change the active cell
Use the cursor keys 1o move the active cell
You can also scroli the spreadsheet a page

cell you want.
.
.

selection frame to the
af o lime using w and

To select a range of cells
| Use the cursor keys 16 o

located at one of the corners o
5 Press the SHIFT key aad ten use the cussor keys 1o o

ve the active cel selection frame 10 d cell that wilt be

£ the block of cells you want o select.
ve the active cell selection

{rame.

o As the active cell moves, any cells in passes ghrough remain selected.
orm affects the enfire range of cells.

s, press BSC.

~Now any operation you et
i without changing their contems

o To deselect the range of cel

(%)

i

|

r

i‘
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Luportant!

« N L1 ey . .
You can select o raoee of cells to delore their ;
s te defcre thelr contents or to copy iheir i
: QP T ot

‘- ;
inte o selecied mmnoe ol cetls

You cannol inpat daia o the keybow

Inputting Data wito a Cell

Ve ~ oyl T 4 oo e MY 3 ST 10 N ETad
0 FCUHGEY 2N '4' 3 (SRR R W it reo LR sLlele L ¥ -
g SeR (RN JESETRNS 4
y FATARE BTN SIaN e ;
SEES RENUSSI | el t !
1 4 ! Or RS A S0 BN Gt FRERLS

l‘l]'”h N "i. 1(_“. S IR TR Y . i } «i N | ‘
Qe Rianc \)' CHSIOTE RO SPTdauba L afsGr contamns ! 1 f A o
L cU S DLNN GCtate i I i
et

ne thal wre svailable,

e peygrrentie oot y
n ilre various cotl fancts

There are a4 nuniber of
¢ are a4 ndmber ol generad mles that vou should be famii
YOU SDOUWNT D r i dr w i‘)(‘i"\“"‘ AR
) TS VO
. - Al

to actualiy inpui data.

General bnput Rudes

< Anything you enter

: o you enter on the keyboard is i ;

T ye ' {et \Zu the keyboard s input o the spreadsheet’s active cel
You can input up o 2:4 characters into cuch cell preaulshheet’s active et

. Mixino fext and o, - -
.r lixing text and nwnbers nside of the sanie cell canses everything i '
Miine et and ¢ > cell canses everything in the cetlio
» Do net manually input comi |
o i :.nu:.._l) 'mpm commas as separators inside values. Doing so i £
correct display of calcelution results. Use the OPTION m COMBA
ith conet U ' : Use the menu’s COMR
ommand [C (LN on autonalic COmma separaiorn i COMRIA
PRI P 2 e L

Cell Beferences

The term cell refer
ne B2rm ¢ ference means catline th
L e reference means catling the conients of one cell into another cell. T
nit supports three types of cell ref ‘ b { ised.
. f s three types of cell references: reflafiv ol ]
§ Lot suppare U : . ces: relative, absoluie, and piixe
cell reference is relative i B
.W crence iy relafive, absolute, ormixed does not ma
i the result it normally prod o =N xed does not make any difference
0 LC tslilu{‘l normally produces. The cell reference type matiers : ﬂ) s}“‘-‘”{-‘*
contents of the cell are copied and th ] ¢ Lype matiers only wien the
conents o Tr,‘u.[l are copied and then pasted in another location Because of i ”
e OWIHIY SNOWS 5 RRCRIT ¥ . ot
act du‘ . - hows only how o nput cell references. For full details on how "
et during cut, copy. and paste operati - RS
o cut, copy. and paste operations, see "Cut, Copy. and Pasie™ ¢ 125
, Copy. and Paste”™ on pi

Relative Celi References
As IS name sugges i
s its pame sugoests, a relative cell refer i
it sugocsts, a relative cell reference is one that references a cell in refati
: g esacell inreiation

C ih whieie -_(.'L« FCISenee s HGN U V = L
- - BROC Y L i
(18] € (,CH i Naic I\IOlL lh(, 1 ¥ 5\)\ JENG CRAMG

es.
Relative Cell Reference Meaning
Al _ Contents of cell Al
AbAH Con i A
LI Contents of cells At through ALO
AT o . . =
AbEL Contents o cells Al through B
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Absolute Cell References

An absolute cell reference is one that references a specific cell, no matter where it iy
located 1n relation to the cell where the reference is made. A reference is mide
absolute by inserting a dollar sign in front of its column name and row number,
Note the following examples.

Absolute Cell Reference Meaning
$ASI Contents of cell Al. Boih column ($A) and row ($1)
. references are absolute.
FASLSASIO Contents of cells AT through A10. All column and row
references aie absolute.
SAS1SESI Contents of cells Al through El. All column and row
references are absolute.

Mixed Cell References
A mixed cell reference is one in which one component (column name or row number)
is relative, and the other component is absolute. Note the following examples.

Mixed Cell Reference : Meaning
$A1 Contents of cell Al. Column reference ($A) is absolute,
but row reference (1) is relative.
ASL Contents of cell Al. Column reference (A) is relative,
but row reference ($1) is absolute.

Mathematical Expressions

You can set up a cell to perform arithmetic operations (addition, subtraction,

multiplication, division) and other usetul functions such as SUM, MIN, and COUNT.

You can also set up parentheses operations to ensure that operations are performed

in the proper sequence.

o Inputting a mathematical expression causes its result to be displayed in the cell.
The mathematical expression itself is not shown except in the input field.

» The results of mathematical operations are normally displayed in the cell flush
right.

o If the result of a mathematical expresston is longer than the cell that contains it.
the contents of the cell change to a string of # marks. This is to tell you that the
cell contains a value, but the value cannot be displayed. If this happens, try making
the cell wider (page 120).
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* Inputan asterisk (=) as the multiplication sigin. The x> symbol will not work for
muitiplication. o

* Input aslash (/) as the division sign. The "+ symbol will not work for divisien
J v b iyl

To input a maihematical expression

1. Make the cell where you want to | fie mat i i
\ : youwant to input the mathematical expression the et
cell.

2. Press SYMB isplay the symbol men i
Press SYI ()L. to display the symbol menu, select =, and ihen press Qi o
mput an equals sion.

* Inputting an equals sign as the first character indicates that what follows is o
mathematical expression. .

¢ Spreadsheet functions can be nput quickly and easily with the symbol menu

2 -1 M N
3. Input the mathematical expression.

4 Prece o Hhe e PN
4. Press QK 1o store the mathematical expression in the celi

Examiples

The following are some examples of the iihoretie o .

; ving are some examples of the withmetic expressions ihat can be input
mto cells,

Cell Contents Displayed Resuit

=(14+2)*(3+4) 2]

=(Al+B5)*2 Result of expression using cell contenis
=SUM(A:D3) Suim of cells Al throueh DS

=]+2-3 0 )

=5A$1+R2 Caoitents of cell AT + Conients of cell B2
=MAX(AL:DS) Maximuim value of those in cells Al throush D5
=MIN(A 1:D3) Minimum value of those in cells Al ihmu;fh 05
=AVE(A1:D5) Average of values in cells Al throush D3 -
=COUNT(AL:DS)|  Number of values in specified uu':g;

=ABS(AD Abseluie value of value in specified cdi ‘}

Note
 Any blank cell in the range specified for the AVE function is considered ro have
a value of zero.
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Text
Text (letters and numbers) €an be input into the active
the BN Units keyboard.

« Input made up entirely of numbe
pumeric value. inclusion olcvenar
or syimbol) causes ihe input to be treated as text.

+ Text is normally aligned in the celt flush left, w

cell by entering the fetters on

i (including a decimal point) is treated a5 a
single non-numeric character (alpha-characicr

hile numbers are aligned Tush
right. _

e i atexi string is longer than the cell that contains it, the extra text is allowed fo
extend into the next cell to the right in the spreadsheet display, as long as the
neighboring cetl does not contain any data. If it does, the excess characters are
cut oft in the spreadsheet display.

o If an input value is longer than the cell that contains it, the contents of the cell
change to a siring of # marks. This is to tell you that the cell contains a value, but
the value cainnot be displayed. If this happens, try making the cell wider.

« 1f the first character in the cell is an equals sign, the text is considered to be part
of a mathematical expressioi.

. To input a value or mathematical expression as a char:
the value or symbol.

acter, input a space before

Special Cell Functions
This section describes
of your spreadsheets.

the special cell functions you can use to control the appearance

Cell Width

Use the following procedure to change the width of a specific cell.

1. Make the cell whose width you want to change the active cell.

7 BExecuie the OPTION menu’s WIDTH command.

3. In the dialog box that appears, use the cursor keys to select the cell width you
want to use: 4, 6, 8, 10, 12, 14.

A, Press OK to regisier your selection and close the dialog box.
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Comma
Values are normally displayed wi
“ > normally displayed with commas every three digits. Use the followi
l!’a‘)\tt‘ ure (o wm the conumas on and oft for the entire spreadsheet e
Vhile a spreadsheet is on t i . ¢ OPTION me
: a spreadsheet is on the display. exccuie the T
‘ ¢ display. exceuie ihe OF nenu’s I
Wi a y OPTION menu’s COMMA
. In the diatog box that appears
. Ot;.u;\ box that appears, use & and ¥ to select ON or OFF
K (o register your selection and close ihe dintog box

L) 1N

Nuntber of Decimal Places
Values are nonmally displayed wi i
€S are noi nml.{y displayed with two decimal places. Use the following procedure
to change the decimal place setting for a specific colunmn s e
1. Make any cell inside th y : i place
. inside the column whose decin
: 1 se decimal place you want to che ¢
Male uny mc‘l place you want to change the
7 FRyecnie N 4y N
;’. Execute the OPTION menu’s DECIMAL POINT command
In the dialog box thi 7 1o select cut
3. ! a box that appears, use & an [ T
= ppears, e and ¥ 1o select cut off, two decimzi
places, or unlimiied. ol o decimd
4. Press QK to register your selection and close the dialog box

Insert
Use the f ing procedure to i
e xle iollownﬁ.pmu,dmg {0 insert one or more row or column into a spreadsheet
. Make any cell inside the row or colun i s new row or
i : uinn where you want to insert a new ro
column the active cell. ’ ‘ et e rower

9 Bveenie the 4% * -
2 : xecute the OPTION menu’s INSERT command
3. In the dialog box that appears A 4 :
alog bos: appears, use & and io select insert column or i

i an {0 select insert column or iusert
A oo I sy b b g . +
L. Press OK to register your selection and close the diatog box
Delete

Use the f ing procedure {o ¢

,[ /;l‘!e following procedure (o delete one or more row or column from a spreadsheet

e e 4 aspreaasnect.

. Make ‘m): cell inside the row or column you wart to deleie the "ciiw: cell

' " - R e R g [ALORS — .
. Execute the OPTION menu’s DELETE command

[n the dialog box thai  to e
. - dinlog box that appears, use & and 9 select de

o anc to sclect delete coluimi or delete
4. Press OK io register your selection and close the dialog box

PR BN I




i

BUGRES

Chapter 9 SPREADSHEET

Opening, Saving, and Exiting Spreadsheets
Use the following procedures to open a spreadsheet that is already stored in memory,
to store a spreadsheet alter you make changes to it, and o exita spreadsheet.

To open a spreadsheet

T SPREADSHEET
i SHEET HAME SIEE
T’. FRSEAS §7 Lt Selecied
BATBNCE SHEET 53 RS
e \:n:fx( GUARTITY 364 spreadsheet
. . . . . A , v
1. While the Spreadsheet List screen is on the display, use 4., V.42, and v o

select (highlight) the name of the spreadsheet you want to open.

_ Press OK to open the spreadsheet whose name is selected.. .
Depending on how much data it contains, it may take considerable time to open
a spreadsheet. '

L

To save a newly created spreadsheet
1. After inputting data into the spreadsheet, press OK.
2. In the dialog box that appears, input up to 16 characters as the name that you

want to give to the spreadsheet. . . '
_ Press OK to save the spreadsheet or ESC to close the dialog box without saving

anything.

|93

To save a previously saved spreadsheet
1. After inputting new data or changing the existing data in the spreadsheet, press

2. fl)‘glfhe dialog box that appears, change the existing name of the spreadsheet or
leave the existing name as it is. . o

« Inputting a new name leaves the original spreadsheet unchanged u nder its existing
name, and saves the changed spreadsheet under the new name.

o Leaving the existing name as it is replaces the original data with the changed

spreadsheet.
3. Press OK to save the spreadsheet or ESC to close the dialog box without saving
anything.

122
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To exit a spreadshect

1. Press ESC to exit a spreadsheet and return to the Spreadsheet List screei.

+ If there are unsaved changes in the spreadsheet, pressing ESC displays a dizlog
box that asks if you want to save the spreadsheet before exiting it. Enter a name
and press OK if you want to save the spreadsheet, or press ESC to exit the
spreadsheel without saving anything.

Editing SPREADSHEET Data

This section explains how o edit the contents of a spreadshect’s cells and how to
change the name of a spreadsheet without opening it.

Note that you can change the contents of a cell by editing its exisiing contents or by
inputting completely new data.

To edit the contents of a cell

1. Open the spreadsheet whose contents you want to edit.

2. Use the cursor keys to make the cell whose contents you want to edit the active
cell.

3. Execute the EDIT menu’s EDIT command.

°

This displays the current contents of the cell in the input field, along with the
cursor:

4. Change the contents of the input field.
5. After you are finished, press OK to store the new cell contents.

To input completely new cell data

1. Open the spreadsheet whose contents you want to edit. »

2. Use the cursor keys to make the cell whose contents you want to edit the active
cell.

3. Input the new data.

« Inputting new data replaces any data that was previously in the cell.

4. After you are finished, press OK to store the new cell contents.
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To change the name of a spreatdisheet
- . LW R
I in the Spreadsheet List screci iy A% 4 and v tohighlightthe spreadsheet
pame you want to change
Execute the EDIT menu’s RENAME ITEM command.
hat appears, input up to 10 characters as the new

£l

in the name input dialog box t

a)

name Tor the ~preadsheet
4. After you input the name, press OKXi
dialog box without changing anything.

o register the new name or ESC o close the

Deleting SPREADSHEET Data
The procedures in this section can
SPREADSHEET Mode. The following is o list of delete procedures that are available
in the SPREADSHEET Mode. .

be used to delete data stored in the

o Deleting data in the cells of a spreadsheet

« Deleting onc spreadsheet with the DEL Key

« Deleting one spreadsheet with the DELETE command
o Deleting all spreadsheets

To delete cell data

. Open the spreadsheet whose cell data you want to delete.

Make a single celf the active cell or select a range of cells.

_ Press the DEL key to delete the data in the cells you selected in step 2.

. Note that the above procedure deletes the data in the selected cell or cells as soon
as you press DEL. There is pot warning message.

W N =

To delete one spreadsheet using DEL
1. In the Spreadsheet List screen, select the name of the spreadsheet you want to
delete.
. Press DEL.
I the confirmation diaiog box that
or ESC (1o close the diatog box without deleting anything).

[SSIN N

appears, press OK (to deleie the spreadsheet)
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To delefe one spreadsheet using the DELETE connnnd

1. In the Spreadsbeet List screen, select the name of the spreadshect you win

H N
delete.

C[xecute the EDIY menw’s DELETE command.
e dintog box that appears, use A and W to select SINGLE DATA IT

_ Press OK (o register your selection and close the dialog box.
o T . 1 T ; P - 7 = .
In the confirmation dialog box that appears. press OK (o delete the spreadstieet)
or BSC (1o close the dialog box without defeting anything).

[ SR B BN

To delete all spreadsheets
. In the Spreadsheet List screen, execute the EDIT menu's DELETE command.
_In the dialog box that appears, use A and ¥ to select ALL DATA ITEMS,
. Press OK to register your selection and ciose the dialog box.
In the final confirmation diaiog box that appears, press OK (to delete ull the
spreadsheets) or ESC (to close the dialog box without deleting apything).

SIS

L
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Cut, Copy, and Paste
This section describes how to use the CUT, COPY, and PASTE commands in the
SPREADSHEET Mode. With these commands, cell references are trcated differently
depending on whether they are elative or absolute references. ’

Note
« Cells that are cut or copied in the SPREADSHEET Mode cannot be pasted in
another mode.

To cut cell data

I. Open the spreadsheet whosc cell data you want to cut.

2. Make a single cell the active cell or select a range of cells.

1. Execute the EDIT menu’s CUT command.

e The cell data is cleared from the screen and stored in a buffer.
The buffer can hold up to 2,048 bytes.

o

e You can use the PASTY, command to paste the contents of the buiter in anotl
location.

« When you paste a cell that has been cui, any vatues or references inside the cell
do not change and all refercnces o the cut and pasted cell continue (o reference
the celi at its original location.

125
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To copy cell data

L) P —

Open the spreadsheet whose cell data you want to copy.

Make a single cell the active cell or select a range of cells.

 Execute the EDIT menu’s COPY command. '

The cell data is copied into a bulfer and the original cell data remains on the

screen.

« The buffer can hold up to 2,043 bytes.

« You can use the PASTE command to paste the contents of the bulfer in another

location.

To paste cell data

| Make a single cell or a range of cell where you want to paste the data the active
cell.

2 Execute the EDIT menu’s PASTE command.

Copying a Relative Cell Reference
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With a relative cell reference, the cell reference changes automatically to maintain
the same relationship between the calling cell and the cell being called.

Note the following example.

__( —A2+B2+C24D2_ L
(2 |

........ T _=B5+C54D5+ES )

B

As you can see in the above, the cell references are relative to their location, and so
they change automatically whenever the expression is moved using a copy and paste

operation.

Copying an Absolute or Mixed Cell Reference

Since absolute cell references are “ubsolute.” they remain the same even when the
expression is moved by copy and paste. With mixed cell references, the absolute
part remains the same, while the relative part changes according to the location of
the expression.

Note the following example.

\ PASTE

CSSAS2+$B5+D$2+E5 )|

As you can see, any column name or row number preceded by a dollar sign remains
the same. Any relative column or row references change automatically when the
expression is moved.

Spreadsheet Errors

The message #ERR appears inside of a cell anytime any one of the {cllowing
operations is aitempted with the cell.

 Division by zero

o Any mathematical operation that produces a value that is longer than 12 digits

« Any mathematical operation in which a cell references itself’

« Insertion of a row or any other operation that causes the lengih of an expression
to exceed 24 characiers '

» Reterencing of a cell that is located outside of the spreadsheet or a cell that no
longer exists

Notes :

e When a cell in which the #ERR message is displayed is referenced from another
cell, the value of the #ERR cell is always zero.

e Calculations that involve a range of cells are performed starting from the upper
left cell and ending with the lower right cell. The amount of time it takes to
complete such a calculation depends on whether the cells contain mathematical
expressions or values.
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Your BN Unit lets you set up a secret memory area that keeps your
data sate and secure under a password you specify. After you enter
the secret memory area you can enier the SCHEDULER,
CONTACTS, MEMO, and EXPENSE MANAGER modes and
perform any operations you want in those modes. The only difference
is that you have to enter the secret memory area before recalling,
editing or deleting any data you input there.

Creating a New Secret Memory Area v unnsces: 136

To create a NEW SECIEl MEMOTY AFEL oot 130
Using the Secret Memory Area 130
To enter an existing secret memory area .. 131
To exit the secret memory area ... 13
To change your password ... 13
. To transfer data from the open memory area to the secet
P Ta) A =X WU BN 131
To transier data from the secrel memory area to the open
132
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Chapter 10 Secret Function

Important!
« All of the operations described in this chapter can be performed in the

SCHEDULER, CONTACTS, MEMO or EXPENSE MANAGER Mode ouly.
Nothing happens when you press the SECRET key in any other mode.

« You can have only one secret memory area at any one time.

o All secret data for all modes is stored in the same secret memory area, regardless
of what mode you were in when you created the secret memory area.

« Make sure you do not forget your password! There is no way to look up a password
i you foreet it. You will have to reset the BN Unit and clear all its memory
contents in order to clear a forgotten. password and create a new secret memory
area.

Creating a New Secret Memory Area

Use the following procedure to create a new secret memory area. Note that this
operation can be performed only if there is no secret memory area already in existence
in memory.

To create a new secret imemory area

1. While in one of the modes whose data can be stored in a secret memory area,
press SECRET.

2. In the new password dialog box that appears, input up to 16 characters for the

password you want to use.

. Press OK to register your password.

« Registering a password creates and immediately enters your secret memory area.

+ The ~@ symbol on the left side of the display indicates that you are currently in
the secret memory area. This symbol is not shown when you are in the open
memory area.

)

Using the Secret Memory Area

130

The following describes the operations you can perform after you create a secret
memory area. It describes how to enter and exit the secret memory area, how 1o
change your password, and how to transfer data between the secret and open memory

- areas.

—

To enter an existing secret memory area

(WA I i)

%

While in one of the modes whose data can be stored in a secret meniory arei,

press SECRET.

. In the password input dialog box thai appears, input the correct password.
. Press OK.

The password input dialog box reappears il your input does not maich the
registered password. Try inpuiting the password again or press ESC 1o closce the
password input dialog box.

To exit the secret memory area

I.

L1

L

While in the secret memory area (@ symbol displayed), press the SECRET
key.

. In the dialog box that appears, use A and W to select TO OPEN AREA.
. Press OK.

The BN Unit returns to the open memory area, so the -~ symbol disappears
from the display.

Te change your password

D) N

. Enter the secret memory area.
. Press SECRET.
. In the dialog box that appears, use & and ¥ to select PASSWORD EDIT, and

then press OK.

4. In the next dialog box that appears, input the new paésword and then press OK to

register it.
To close the password input dialog box without changing anything, press ESC.

To transfer data from the open memory area to the secret memory area

. Enter the mode whose data you want to transfer to the secret memory area.
. Select the data item you want to transfer.

You can select a data item by highlighting its name on the mode’s list screen or
by displaying the data screen that contains the data item.

See the chapters of this User’s Guide that cover the SCHEDULER, CONTACTS,
MEMO, and EXPENSE MANAGER modes for details on using their list and
data screens.
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« Note that with the EXPENSE MANAGER Mode. you cun transfer data onldy
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while the Account List or Account Daia screen is on the display.

When you transfer an account, all of the transaction data in that account ix also
transierred.

Exceute the EBIT mene’s PO SECRET AREA ¢ smmand.

1n the dialog box that appears, input the password (o enter the seeret memory
area, and then press OK. '
T the confirmation dinlog box that appears, press OK (o transfer the data or ESC
(o close the dialog box without translereing anything. _

The above step enfers the secret memory arca with the data iten: you transferred
on the display.

In the EXPENSE MANAGER Mode, a warning dialog box appears if an account
with the same name already exists in the memory area to which you are
transferring. Press ESC to clear the dialog box and return to the open memary
arca screen you started from in step 2.

To transfer data from the secret memory area to the spen memory area

132

i

2

i

Eater the secret memory area.
Enter the mode whose data you want to transfer to the open memory area.

» Select the data item you want to transfer.

You can select a data item by highlighting its name on the mode’s list screen or
by displaying the data screen that contains the data item.

See the chapters of this User’s Guide that cover the SCHEDULER, CONTACTS,
MEMO, and EXPENSE MANAGER modes for details on using their list and
data screens.

Note that with the EXPENSE MANAGER mode, you can transfer data only
while the Account List or Account Data screen is on the display.

Execute the EDIT menw’s TO OPEN AREA command.

_In the confirmation dialog box that appears. press OK o transfer the data or ESC
to close the dialog box without fransferring anything.
The BN Unit remains in the open memory area with the data item you transferred
on the display. :
[n the EXPENSE MANAGER Mode, a warning dialog box appears if an account
with the same name already exists in the memory area to which you are
transferring. Press ESC to clear the dialog box.

The dual thue capabilitics of the CLOCK Mode let you keep track
of the time simultancously in two time zones. You can select from
among the BN Unit’s buili-in time zones. Settings can be made (o
control time format, daytight saving time, and more.

Entering the CLOCK Mode 134

Selecting a Time Zone . . veeseses 134
TO SEIECT @ ZONE 1ot 134

Setting the Home Time , corcrenee 135
To set your Home Time and daie o 136

Other CLOCK Mode SCHings oo 1306

To switch between siandard time and daylight saving time 137
To select a date TOMMQE .o 138

Using the Daily ALarin .. 138
Fo set an alarin GiNe oo
To tura the Daily Alarm on and offf




Chapter 11 CLOCK Mode

Entering the CLOCK Mode

Press CLOCK to enter the CLOCK Mode. When you do. an initial dual clock
~ screen appears, which shows the current time in your Home Time zone and a World

Time zone.

SHOME

Lowuden
4/MAR/ 1998 [WED)

©
29 19

OWORLD
New York
4/MAR/1993 [WED]

@ Home Time clock
@ World Time clock
@ City name

Selecting a Time Zone

You can select a Home Time zone for the place where you pormally work and live,
and a second World Time zone for simultaneous time keeping in two locations on

the globe.

i
r
i
|
|
\
i
\
\

To select a zone
1. In the CLOCK Mode, execute the EDIT menu’s CITY command.

SIHOME
London

4 SAAR 710006 fUIED

CITY

@ FOR HOME TIME
(O FOR WORLD TIME

A B

' 134

2. Use A or ¥ to move the highlighting to FORHOME TIME or FOR WORLD

TIME., and then press OK.

FOR HOME TIME

@ London

» Los Angeles

I,

o
2z
o
=44
aE

=g
2
gz
ZEF
=)
=
g
o

LA T

0 Managua
) Manraus

5555

[

[ L L L
PSS S
SesEesed

=222 -1

—— DST indicator

3. Use A and W to select the name of the city you want to use as your Home Time

city or World Time city.

city names.

DN

t. Press OK to register your selection.

Setting the Home Time

Use the following procedure to set the time and date for your Home Time. The
times for all other time zones are calculated based on your Home Time setting.
o You can set the date within the range of January 1, 1901 through December 31,

2099.

The DST indicator shows which cities for which daylight saving time is turned
on. See page 137 for details on turning daylight saving time on and off.

Press 4 and ¥ to scroll the list of cily names page by page.
To jump to a city name, input the letter that the name begins with.
See the Appendix at the back of this User’s Guide for a complete list of available
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Chapter 11 CLOCK Mode

To set your Home Time and date

1 tn the CLOCK Mode, execute the EDIT menu’'s HOME TIME SETTING

i~

4.

conmmand.

. SUHOME

— Currentiy selecied
setting (flashing)

1995/ 3/ 4 [WED] o
)

N

_ Use € and B 1o move the selection (flashing) between the hour, minutes, year,

menih, and day.

. While a seiting is flashing, input the number you want to change it to.

If you are using the 12-hour time format, be sure to press the keyboard’s A key to
indicate “am” or P key for “pm”.

After you are finished making the seitings you want, press OK to store them.
Pressing OK resets the seconds count o “007.

Other CLOCK Mode Settings
The following procedures describe how to make other settings that help you configure
the CLOCK Mode suit your needs.

To switch between 12-howr and 24-hour time formats

I the CLOCK Mode, execute the EDIT menu’s 12/24-FORMAT command.
+ Executing the above command toggles the time format between [2-hour and 24-

136

hour.

W

o

r

Note that you can make separate settings for your Home Time and World Time.

Turning on daylight saving time causes the standard time to be advanced by one

hour.

Note that daytight saving time cannot be turned on for GMT.

To switch between standard tfime and daylight saving time
[. 1n the CLOCK Mode, execute the EDIT menu’s DST command.

T

HOME -

Lowdoun

4 SLAG FI000 T

DSy

HOME TIME @ ON CIOFF
WORLD fiME  IOH @OFF

57

4/MAR/ 1998 [WED]

. ljse 4 and B to tum daylight saving time for your Home Time on and of?.
. Press W 1o select the World Time setting.
. Use 4 and B 10 tum daylight saving time for the World Time on and off.
. After making the settings you want, press OK to register them.

SHOME

London
/MR 1998 [WED)

— Daylight saving

New vork

4/MAR/1998 [WED]

time indicaior




Chapter 11 CLOCK Mode

To select a date format
1. 1n the CLOCK Mode, execute the EDIT menu’s DATE FORMAT command.

%::;.
&
S|

ZIHOME
Lowdon _
DATE FORMAT :
1 MONTH/DAY/YEAR
@ DAY /MOMTH/YEAR
T VEAR/MONTH/DAY

— Currently
selected formati

. Use A and ¥ to select the date format you want to use.

. Press OK to register your setting.
The date format you select with the above procedure is applied anytime a date
appears on the display of the BN Unit.

[SE 3N (S

Using the Daily Alarm
You can set an alarm time to cause an alarm to sound whenever that time is reached
in your Home Time city.

To set an alarm time
i. In the CLOCK Mode, exccute the EDIT menu’s ALARM TIME command.

SHOME & 1B 08AM-i— Alarm time
London
/MAR/ 1998 [WED)

9:34 56 am

3

19

Hew York
$/MAR/ 1990 [WED]

2. Input the hour and minutes of the alarm time you want to set.
Use @ and P to move the selection (flashing) between the hour and minutes.

et A 5
L)

3. If you are using the 12-hour time format, be sure to press the keyboard's A key to
indicate “am” or P key for “pm”.

138

4. After you set the alarm time you want, press OK (o store it.

CIHOME R 16:00AM
% Londoun i Alar T diceaioy
=== R 1098 [ED) ) Alarm on indicaioi

b .
. 56,

Ji’“‘i“i"

WORLD
New York
/MR 1998 [WEDD

¢« The above procedure automatically turns cn the Daily Alarm.
* Whenever the alarm time is reached while the Daily Alarm is on, 2 buzzer sounds
for about 20 seconds or until you press any of the BN Unit’s keys.

To turn the Daily Alarm on and off
I, Execuie the SYSTEM menu’s SOUND command.
. Inthe dialog box that appears, use ¥ to select DAILY.
The selected setting is the one whose on or ofl setting appears as i@,

[ge]

. Use € and B to turn the alarm on and oft.
. Press OK o register your setting and close the dialog box.
Pressing ESC in the above step closes the dialog box without changing anything.

e o
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The Pop-Up Tools of the BN Unit provide you with histand acee

a calculator and clock, whenever you need then.

Pop-Up Tool Avallabiity o ioicriecicroncercnenen. 142

Using the Caleulaior. v 142

To display the caleutalor oo 142
Caleulator Keys IRTTRRR [T -3
To perform caleulations ... EUROUNRRRT RV fbd
To perform consiant caleulations ... e 145
To correct entries during calenlations o 115
About caleulalion eimors ... s e 1415
To clear an evior. -6

Using the Clock Window .., F6
To display the clock window . RE




Chapter 12 Pop-Up Tools

Pop-Up Tool Availability
Pressing the POP-UP TOOL key displays the Pop-Up Tool dialog box only while
any of the screens listed below are on the display.
s LIST Screen
« DATA Screen
< Data Input Screen (new data or editing)

Pop-Up Tools are not available under any of the following conditions.

«  While the menu bar is displayed

«  While a dialog box is displayed

« While the Dual Window is displayed

- While the Mode Menu is on the display

« While the data type selection menu in the CONTACTS Mode is on the display
o 1n the SPREADSHEET Mode

« In the CLOCK Mode

Important!
« You can use only one Pop-Up Tool at a time. This means the calculator will not

appear while the clock is on the screen and vice versa.

Using the Calculator
The calculator provides you with a 12-digit calculator that can perform normal
numeric calculations.

To display the caleulator
[. Press POP-UP TOOL to display the Pop-Up Tool dialog box.

e B MEMO ust_____

T‘ FOP-UP TOOL
e}
et

CLOCK

739

2. Use 4 to select the CAL icon, and then press OK.

142 -

o e T .
3. Alter you are finished using the calculator, you can clear it from the display by
pressing ESC. o

Calculator Keys

The following shows the BN Unit keys that you use when operating the calenluior

The markings shown below appear ubove keyboard keys in omngci o

e Use the number keys to input values. ) )

o Press e {0 input a decimal point,

s MC clears calculator memory.

» MR recalls calcutator memory contents.

° M- subiracts the currently displayed value from memory coutents. Pressing M—
in place of = at the end of a calculation subtracts its results from memeory co niens

e M- adds the currently displayed value to memory contents. Pressing M-+ in p]z'-cﬁI
of = at the end of a calculation adds its results to memory contents: .

e Press +, —, %, and + to input the corresponding arithmetic operation.

+ =executes the calculation and displays its resulis.

» AC clears the caleulator (except the calculator memory).

= Cclears a value if you have not yet entered the operator following that value

* Use V™ for square root calculaitons. ) o

« Use % for percent calculations.
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Chapter 12 Pop-Up Tools

To perform calculations

534 123 -63 =
963 X (23 -50) =
(56 %3 -89)+52+63=

1234567890 x 741852 =

[
i

r\—) (S8}
T ox
2

N

I

i
e
n
:
-
|83
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i
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o
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19X
Il
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12% of 1500

Percentage of 660 against 880
15% add-on of 2500

25% c!iscount of 3500

What will the selling price and
profit be when the purchasing price
of an item is $480 and the profit
rate to the selling price is 25%?

If you made $80 last week and
$100 this week, what is the
percent increase?

80 x9 =720
—-) 50 %6 =300

- E]()1
B -96 U
50..»[5]&)@5.2
.()“SE}
1567890(%]741852(=)
30=IsE)
23(+) (] 12(=)
45(=]
78(=]
5.6(=)(=]7(=]
2=
12(x])(x)2:3(=)
45(=)
9.6(%)()45(=]
78(=)
1500(%]12(%]
660(=)880(%)
2500(%]15(%) (+]
3500(%)25(%) (=]
480(+])25(%])
=

100(=)80(%]

o800
50(x]6(m-)

113,
=31'779.

78.1923076923
E 915.866658332
915.866658332

(

8.6602540378
K+ 35.
K+ G8.
K+ 101.
K- i
K- -3.6
K x 27.6
K x 54,
K+ 4.6875
=+ 8.125
186.
5.
2°875.
2°625.
640.
160.
25.

M =720. 720.
M = 420. 300.
M = 480. 00,
M

20x3= 60 20(x]3(m] |
480 MR =480. 480,
144

To perform constant calculations
1. Display the Pop-Up Tool calculator.
2. Input the first value of the operaiion, press an arithinetic operator key iwice, and
then input the second value of the aperation,
* You can perform a constant calculation using +. —, x, or +.
The first value you input (the one to the left of the arithmetic operator) is the one
that will be used as the constant.

+  Pressing an arithimetic operator key twice causes the indicator X to appear on the
display to indicate that a constant calculation is being performed.

3. Press = to display the result of the operation.

« Inputting 4 x x 2 = would produce a result of 8.

4. Press = again to multiply the result by the constant.

®

Pressing = again with the example shown under step 3 would produce a resuli of
32 (8 x 4).

Each subsequent press of = multiplies the last result obtained by the consiani.
Continuing with the above example, pressing = would produce the following
results: = (28 (32 x 4), =512 (128 x 4), =2048 (512 x 4), and so on.

To correct entries during calculations
» If you enter a wrong value, press C to clear the value and then input the correct

one.

= If you press the wrong arithmetic key (+, —, %, +), simply press the coivect

arithmetic key before inputting anything else.

About calculation errors

An error indicator appears on the display and further calculation becomes impossible
whenever an error occurs.

gpn ELMEO LSt

—. TITLE :
- —
0
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. Chapter 12 Pop-Up Tools
Any of the following conditions produces an error. 2. Use B 1o select the CLOCK icon, and then press OK
« Whenever the number of digits in the mantissa of an intermediate or final result ' o
exceeds 12, ' jgra B MEMO LSy
« Whenever the number of digits in the mantissa of a value in caleulator memory b TaLE
exceeds 12 digits. In ihis case, the BN Unit automatically retains the Jast value T T
stored that did not exceed 12 digits. X i I 20r0cT/1902 13O
+ Division by zero | T‘: 51034 B |
o+ Attempting to calculate the square root of a negative value B R =
q
To clear an error
Press C to clear an evror and continue with the same calculation from the point 3. You can clear the clock from the display by pressing ESC.
immediately before the error occurred. o The date and time that appear in the clock window match the time being kepi by
the BN Unit’s built in clock. T

To clear the entire calculation and start again, press AC.

Using the Clock Window
Selecting the CLOCK icon from the Pop-Up Tool dialog box displays a smaltclock |
window that shows the current date aund time.

To display the clock window
[ Press POP-UP TOOL to display the Pop-Up Tool dialog box.

oy (24 MEMO st

)

POP-UP 1001

__iij,ﬁ_

[Eraet
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The Dual Window of the BN Unit is a kind of multi-topic clipboard
that can hold copies of data until you need them for look up or pasting.
The Dual Window displays clipboard data using one of three different
window formats: a Clipboard List window, a Clipboard Data window
and a Field Deiail window.

le
o
o
-

Clipbsard Window Formats

1551
)

Using Bual Window ClipboardS.. e 1

To view Dual Window clipboard contents . 152
To copy data (6 a Dual Window clipboard . 152
To paste data from a Dual Window clipboard . 1583
To deleie a Clipboard List window item .. 153




Chapter 13 Dual Window

Importa ut!

« All of the operations described in this chapter can be performed in the
SCHEDULER. CONTACTS. MEMO, EXPENSE MANAGER. MAIL, and FAX
modes only. Nothing happens when you press the DUAL WINDOW key in any
other mode.

o In the MAIL and FAX modes, you can only display and paste Dual Window
clipboard data. You cannot copy data to the Dual Window clipboard.

« The total capacity of data stored in the Dual Window clipboards is 2,048 bytes
(approximately 2 kbytes).

Clipboard Window Formats

The following describes the three different window formats that you can use to
view Dual Window clipboard data, and the various operations that are available
with each.

Clipboard List Window

The Clipboard List window shows just the title of each of the items stored in & Dual
Window clipboard. It appears whenever you open the Dual Window by pressing
DUAL WINDOW.

Dual Window data titles

T & MEMO DATS
Salﬂs weeting
Hevied meeiinyg

H— Cuirenily
selected data title

%—‘@‘i’

F; )
Dzst: 1lmt01 s meetm 0]
M

Shareholders w
Meeting for promoii
Accounting deparime |

E—?Bealel meating Lo

« & oand V seroll the highlighting for selecting an item up and down.
o 4 and ¥ scroll the window contents a page at a time.

»  Data titles show up to 28 characters.

+ DEL deletes the currently selected item from the list.

+ OK displays the Clipboard Data window for the sefected item.

Tmportant!

« The Dual Window clipboard becomes full when the Clipboard List window
containg 50 data titles. To store more data, you have to delete one or more of the
existing fiems to make room.

Clipboard Data Window

The Clipboard Data window shows up to 27 characiers of data for cach field under
a Clipboard List title. [t appears when you press OK while the Clipboard List window
is open.

Poinier (selecied field)

o The pointer shows the cuirently selecied ficld of data.

o A and ¥ scroll the pointer up and down.

o 2 and ¥ scrofl the window coatents one duta item at a time.

+ The Clipboard Data window displays 27 characters for cach field.

« OK pastes the data of the currently seiected field at the point where the cursor
vas located when you pressed DUAL WINDOW.

+ ESC returns to the Clipboard List window.

Fiekd Detail Window

The Field Detait window shows all of the data contained in a ficld, with up 10 28
characters per line. It appears when you press B while the Clipbourd Data window
is open.

Ef MEMO DATY

i3 for, Frometicnal acil

H— Ficld data

Reviess meeiing
Products meetiny
m};n.mmal neeting  fo..
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Chapter 13 Dual Window

o & and 'V scroll the data up and down.

o 4 and ¥ scroll the window conients a page at a time.

» OK pastes the data of the field at the point where the cursor was located when
you pressed DUAL WINDOW.

o ESC returns to the Clipboard Data window.

Using Dual Window Clipboards
The following procedures describe how to use Dual Window clipboards in the
SCHEDULER, CONTACTS, MEMO, EXPENSE MANAGER, MAIL, and FAX
modes. They describe how to view Dual Window clipboard contents, how to copy
data to a Dual Window clipboard, and how to paste data from a Dual Window
clipboard.

Important!
« In the MAIL and FAX modes, you can only display and pasie Dual Window
clipboard data. You cannot copy data to the Dual Window clipboard.

To view Dual Window clipboard contents

1. Anytime in the SCHEDULER, CONTACTS, MEMO, EXPENSE MANAGER,
MAIL or FAX Mode, press DUAL WINDOW to display the Clipboard List
window. -
Use &, V¥, ﬁ, and ; to highlight the title of the item in the list that contains the
data you want to view.
. Press OK to display the Clipboard Data window for the currently selected item.
.Use A, V¥, 4. and ; to move the pointer to the field you want.
. Press P to display the Field Detail window for the currently selected field.
. Use ESC to return to the Clipboard Data window and Clipboard List window.
. Press ESC again to close the Clipboard List window.
To close Dual Window (regardless of the window format), press DUAL
WINDOW.

4

e QO AW

To copy data to a Dual Window clipboard

t. In the SCHEDULER, CONTACTS, MEMO, or EXPENSE MANAGER Mode,
select the item whose data you want to copy.

* You can select an item by displaying its data screen or by highlighting it in a list
screen.

« Note that you can copy data to a Dual Window clipboard only while you are
recalling mode data. You cannot copy data while inputting mode data.

152

2. Press COMMAND and then DUAL WINDOW o copy the selected data to a
Dual Window clipboard.

= The Clipboard List window appeais at this time with ibe title ol the newly copicd
data highlighted at the bottom.

-

o i) COMTACTS
iy NAME

w

m

Ly
)

L

e To switch to the Clipboard Data window, press OK.

3. Press BESC to close the Clipboard List.

To paste data from a Dual Window clipboard
I, While nputiing or editing data in the SCHEDULER, CONTACTS. MEMO,
EXPENSE MANAGER. MAIL or FAX Mode, move the cursor to the field
the input screen where you want to paste the Duaf Window clipboard daia.
2. Press DUAE WINDOW to display the Clipboard List window.
3. Use &, V.4 and ¥ 10 highlight the title thai contains the data you want o
paste.
4. Press OK to display the Clipboard Data window for the cusrently sefected daia
title.
5. Use AL, W .4 sud ¥ o move the potater to the field whose data you want 1o
pasie.
o I you want to view all of the data in the field before pasting it, you can press B
to display the Field Detail window.

i
ol

6. Press O to paste the selected field’s data at the cursor position.

To delete a Clipboard List window item
1. While the Clipboard List window is open, use A, ¥, 4. and v. 0 highifieht

the title of the item you want to delete.

2. Press DEL to delete the sefected item.
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Data communication capabilities let you transfer data between a BN
Unit and a personal computer. You can perforit data comm anication
operations in the SCHEDULER, CONTACTS. MEMO, EXPENSE
MANAGER. and SPREADSHEET modes.

Data Communication

156




Data Communication

You can exchange data between your BN Unit and a personal computer using PC

syne for Windows. This provides the data communication capabilities illustrated

below.

» See the manuat that comes with PC sync for Windows for details on connecting
to a computer and setting up for communication.

txchanging Data with Another BN Unit

BN Unit Personal Computer BN Unit

B Importing Data from Another CASIO Digiial Diary Model

Personal Computer CASIO Digital Diary

Optionally available cable

« PC sync for Windows cannot be used to send data from your computer to another
CASIO Digital Diary model.

« See the manual that comes with PC sync for Windows for a list of supported
CASIO Digital Diary models, required PC system configuration and cable
requirements.

Note
o If an imporied spreadsheet has more than 32kb of data, anything over 32kb is
automatically deleted.

j
}
1
|
{

This chapter containg technical informaiion to which you can refer

when required.
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Storage Capacity

The 2-Mbyte memory capacity of the BN-20 (1-Mbyte for the BN-10) includes a
1.499,1306-byic uscr area (687.104-byte for the BN-10). The following shows
examples of what this means for the storage ol data in each mode.

SCHEDULER
Approximately 23,424 items (10,736 for the BN- 10y with 20-character description

Approximately 11,7 12 items (5,368 Tor the BN-10) with 50-characier description

CONTACTS :
Approximately 23.424 iterms (10,736 for the BN-10), under the following conditions.
$-character name
10-character home phone number
[O-character home fax number
20-character home address

Approximately 7,808 items (3,578 for the BN-10), under the following conditions.
8-character name
10-character business phone number
10-character business fax number
40-character business address
20-character employer name
20-character departiment
20-character position

MEMO
Approximaiely 1,377 items (631 for the BN-10), 1,024-character memos.

EXPENSE MANAGER
Approximately 11,711 items (5,367 for the BN-10), under the following conditions.

One 5-character account name
10-character payee name per fransaction
Expense type set

Auto Sort Sequence

The following table shows the sequence used for alphabetical data sorts.

[ |(space)| 34 | A |07 b l1ool U 133) A |loo|
2 ! 35 B 68 ¢ 101 A 134 O 167 }
3 " w6l leo | da |ro2| B |35 NOj168|
4 # 1371 D |70 e 103 1 136 U {160 4+
5 $ 38 E |71 e el o (37| E o] 4
6l o |30l F |72 ¢ [tos] U [138] ¢ |7l 4
7 & |40 G |73 holoe| A 139 A 172 J
8 41 H |74 i 107 B |140] @ |173 l
9 ( 42 I 75 i 108] 1 141 | 174| Fr
10 ) ] 76 K ool O w2 9 |175] <«
11 44 | K |77 | o] O |143] ¢ 176 | —
12 + |45 L |78 m |11l i 144 i | 177 v
13 . 461 M |79 no L2l & |i4s| & | 178§
14| - |47 N 380 o | 113] ¢é 146 1 179 T
15 . 48| O | 8l p | 114] 1471 & 1go| T
16 / 49 P |82 I BN IO B 3 T I8 63 )
17| o |50] Q |83 v el o 49| a (182 -
18 i 51 R |8 s 1117 & 150 o |183| ¥
9| 2 |52) S 85 t 11gl & 151 A |184] ®
2010 3 53| T |86 u 119 3 1521 i |185) «
71 4 541 U |87 v 1ol o 153 w |186] ¥
22 5 ss 1 v lge ]l w121 u |1s4] ¢ 187 ©
23 6 56 | W |89 < |122| a 155 & 188 m
24| T 571 X |90 y 123 & |1s6| ¢ 189} 9
25 3 581 Y |9l z 124 1 157 £ |90 D
201 9 |59 Z2 |92 t 1250 6 158 ¥ |19 '
27 : 60 [ 93 ' 126 a |[159] € [192] b
28 : 61 \ 94 } 127 4 |1eo] ® 1931 b
2| < |62 1 95 ~ |18 A 1ot} ¢ 94|y
3 = |63 - 96 | A li2e|l B |e2| x |195| Y
31 > 64| — |97 E|130] 1 163 + 196 -
32 7 65 . 98 i 31| O |1e4| = |197 !
330 @ |66 a 99 | O 20 0 165 °
159
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Error Messages

THAT ALARM TIME IS ALREADY PASSED!

Cause: The time you are trying to set for
an alarm s already passed.

Action: This is merely a warmning message
that appears tor about one second. Alter
that. the dialog box closes and the data is
stored without the alarm.

THAT ALARM TIME IS ALREADY USED!

Cause: The time you are setting foir an
alarm is already used.

Action: Change the alarm time o one that
is not yet used.

1000 ALARMS ARI

CALREADY SET!

Cause: The maximum altowable timit of
100 alarms are already set.

Action: Wail until some of the existing
alarms are used, or delete alurms you do
not need to make rooim for new ones.

CHECK THE SECRET MEMORY AREA!

Cause: An alarm time has been reached
for secret memory arca data.

Action: Enter the secret memory arca (o
view details about the alarm.

ACCOUNT DATA CANNOT BE MODIFED!

Cause: This message appears whenever
you create a new account.

Action: This is a reminder message, 50 1o
action by you is required.

THIS TRANSACTION CAUSES THE
TO BE EX

TOTAL LIMIT OF THIS ACCOUNT
CEEDED! '

Cause: The (ransaction you are registering
will cause the total amount for the account
where the transaction is being registered to
exceed the allowable limit of 12 digiis (11

Action: Make the amount smaller or
divided it between two or more
transactions.

digits for pegative value).

TO BE EX

THIS TRANSACTION CAUSES THE TOTAL LIMIT OF THE OTHER ACCOUNT

CREDED!

Cause: The transfer ol money between
accounts you are registering will cause the
total aimount for the account to which the
money is being transferred o exceed the
allowable Timit of 12 digits (11 digits for
negative value).

Acction: Make the amount smaller or
divide i between two or moie accounts.

DUAL WINDOW CLIPBOARD IS TULL! DULETE i"ﬁ‘EMS YOU NO LONGER

NEED TO MAKE R

GONM FOR MORE.

Cause: You are trying (o copy daia to the
Dual Window clipboard while it is already
full.

Action: Delete Dual Window clipboaid
data you no longer need to make room for
new data.

160

WRONG PASSWORD!

Cause: The password you input while
trying t enter the secret memory area does
not maich the password thai is registered.

Action: Input the correct pussword.

DATA TTEM NOT FOUND!

Cause: None of the data in memory
matches the characters you specified for a
search operation.

Action: Check the characiers yvou spectiiced
to make sure you did not make a misiahe,
or try searching {or different characters.

MENMORY

IS FULL!

Cause: You are trying to input data while
memory is alveady tull.

Action: First try performing ihe nemory
management opeiration Lo see il more
memoiy can be made available. If this
message still appears, it means that
memory is really full. Delete data you no

longer need o make room for moic data.

CELLS IN THE RANGE YOU ARE DELETING CONTAIN DATA.
DELETE THEM ANYWAY?

Cause: Some of the cells in a range you
are deleting in the SPREADSHEET Mode
contain data.

Action: Press OK o delete the cells and
the data they contain, or press £SC o
close the dialog box without deletine
anyihing. }

THIS OPERATION WILL PUSH SOME DATA OUTSIDE THE SPREADSHERT.
CONTINUE?

Cause: The SPREADSHEET Mode
operation you are performing will canse
some of the cells of the spreadshect o be
pushed outside the range of the
spreadsheet. This causes the data in ihe
cells to be deleted.

Action: Press OK (0 go ahead with ihe
operation, or BSC (o close the didlos box
withoui doing anything.

SPREADSHELT IS TOO BIG!

Cause: The spreadsheet you are working
with in the SPREADSHEET Mode is
larger than the allowable maximum,

Action: Reduce the amount of data
contained in the spreadsheet or divide the
data between two or more spreadsheets,
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THE RESET OPERATION DELETES ALL DATA IN MEMORY!
DO YOU WANT TO CONTINUE?

Cause: You are about (o perform the
RESET operation, which deletes all data
stored in memory and returns all settings
to their initial defaults.

Action: Press OK to perform the RESET
operation and delete all data, or ESC to
close the dialog box without defeting
anything. '

THE NEXTSTEP STARTS DATA

DELETION AND UNI'T RESET!

OK TO CONTINUE?

Cause: This is the final warning before
execution of the RESET operation, which
deletes all data stored in memory and
returns all settings to their initial defaults.

Action: Press OK (o execute the RESET
operation and delete all data, or ESC to
close the dialog box without deleting
anything.

CHECK YOUR HOME TIME SETTING AND CORRECT IT IF NECESSARY!

Cause: This message appears after an
operation that can atlect your Home Time
settings.

Action: Since all alarms and other
timekeeping related operations are based
on your Home Time, be sure to check it
and make corrections as necessary
whenever this message appears.

DATA ERROR! DO YOU WANT TO VIEW THE DATA BEFORE RESETTING?

Cause: A data error requires that you
perform the RESET operation, which
deletes all data stored in memory and
returns all settings to their initial defaults.

Action: Press OK to close the dialog box.
You can then recall data stored in memory
to make written copies before it is cleared
by the RESET operation. Press ESC to go
immediately into to the RESET operation,
which will delete all data stored in
memory.

DATA ERROR! CONSULT YOUR

USER’'S GUIDE FOR CORRECT

PROCEDURE.

Cause: An internal daia error has
corrupted memory data.

Action: See puge (1 of this User’s Guide
for the correct procedure.

BATTERIES ARE GETTING WEAK! REPLACE THEM AS INSTRUCTED IN
THE USER’S GUIDE.

Cause: Battery power is getting weak.

Action: Replaces baiteries as explained on
page 14 of this User’s Guide.
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ANACCOUNT WITH THE SAME NAMIE ALREADY EXISTS!

Cause: An account moved between the
secet memory arey and open memory arei
and open memory area has the same nane
as an account that already exists in the
memory arca being moved to.

Action: Make a copy of the account being
moved and give iUa name that is differest
from the accounts in the memory arca you
are moving it to.

A TRANSACTION CANNOT BE PERFORMED WITHIN THE SAME
ACCOUNT!

Cause: The account you selected in the
EXPENSE TYPE ficld is the same account
for which you are inputting transaction
daia.

Action: Select something else {or the
EXPENSE TYPE field. '

163




Chapter 158 Technical Reference

o Troubleshooting | Display Contrast

P Z
_— S i : Problens: Display is totally biack,
j (3 J -

} ower supply Possibie Cause

Recommended Action

; Problem: Nothing appears on the display when power is turned on. Adjost display contrast (page 413,

Display contrasi is wo dark.

Possible Causes Recommended Actions
. The battery switch on the back of the I. Slide the battery switch to NORMAL 3
wnit is set to REPLACE BATTERIES, OPERATION. B Operation
2. Batiery power is low. 2. Replace batteries (page 14). Problem: Nothing happens when Keys are pressed.
3. Display contrast is too light. 3. Adjust display contrast (page <41).

Possible Causes

Reconunended Actions
1. Battery power is fow.

Problent: The BN Unit does not operate normally after batteries are replaced.

. Replace batieries (page 14).
Possible Cause Recommended Action 2. Exposure of the BN Unii v some 2. Press the  bution and then the RESET
. Problem with BN Unit operational seitings | Perform the following procedure. external condition is interfering with button. See procedure above.
; 1. Slide the battery switch to the proper operation.

- ~p B A SRIE o] . "
REPLACE BATTERIES position, and rast adjustment screen suddenly appears,
remove the battery compartment cover, = e

2. Use a thin, poinied object to press the P Battery power is low R‘ i’m“;“:l‘ ed Action y

insi : : 5 iow. eplace baiteries (page 14).
' bution inside the battery compartment. ! eplace batteries (page 14)
I 3

Problem: Power suddenly turas off or cont
Possible Cause ‘

o

i any of the above does not restore
| your BN Unit to normal operation,

contact your nearest CASIO dealer {or
servicing.

(O8]

. Replace the battery compartment cover,
and slide the battery switch back o
NORMAL OPERATION.

4. Use a thin, pointed object to press the
RESET button on the back of the unit.
See “To reset the BN Unit” for details
on the reset procedure.

; 5. After adjusting the display contrast and

: confirming that a message is visible on

the screen, press BSC to clear the

message.
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Specitications

Model: BN-10/BN-20

Main Modes:

SCHEDULER (SCHEDULE, TO DO, REMINDER); CONTACTS: MEMO:
EXPENSE MANAGER; SPREADSHEET; CLOCK (Home Time. World Time):

Pop-Up Tool (Calculaior, Clock)

Data storage:

Storage and recall of SCHEDULE, T 0O DO, REMINDER, CONTACTS, MEMO.
EXPENSE data; calendar display: secret memory arci. editing; memory status
display

Clock:
World Time; SCHEDULE alarm; TO DO alarm; REMINDER alarm; Daily Alarm;
accuracy under normal temperatures: 43 seconds per day

Calculations:
12-digit arithmetic calculations; arithmetic constants (+/—/x/+); independent memory;
percentages; square roots; 24-digit approximations; other mixed calculations

General:
Display: 319 x 160 dots
Memory capacity: 1MB (BN-10)
2MB (BN-20)
Main component: LSI
Power supply: Two AA-size alkaline batteries (Type: LR6 (AM3)) or optional
AD-A70140 AC adaptor

i
1

Battery life: (Ambient Temperature: 20°C)
BN-10: « Approximately 100 hours of continuous display only in the
CONTACTS Mode
« Approximately 80 hours with 55 minutes of continuous display only
and 5 minutes of processing operation per hour in the CONTACTS
Mode
. Approximately 500 minutes, continuous, connection of optional fax
modem
Approximately 106 hours of continuous display only in the
CONTACTS Mode
«  Approximately 80 hours with 55 minutes of continuous display only
and 5 minutes of processing operation per hour in the CONTACTS
Mode
o Approximately 65 hours with 55 minuies of continuous display only
and 5 minutes of processing operation per hour in the CONTACTS
Mode. plus 3 minutes of backlight operation per hour during
continuous display only period
« Approximately 500 minues, continuous connection of optional fax
modem
Power consumiption: 0.6W
Auto power off: Approximately 6 minutes afier last key operation
Operating temperature: 0°C ~ 40°C (32°F ~ 104°F)
Dimensions:
Unfolded: 11H x 167W x 162.5D mm CGls"H X 6°/5"W X 6*/s"D)
Folded: 22H x [67W x 88D mm (f"H x 6°/5"W x 3'1,"D)
Weight: :
BN-10: Approximately 270 g (9.5 oz) including batteries
BN-20: Approximately 275 g (9.7 oz) including batteries

BN-20:
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City Name List

. Time " ‘Time Time
City Name City Name City Name
) Difference Hy NARE hitterence Y RANE piterence
Abidjan + 0:00 | Brisbane +10:00 | Franklugt + 1:00
Abu Dhabi 4+ 4:00 | Broken Hill + 9:30 | Freetown + 0:00
Acapuico — 6:00 | Brusscls + 1:00 . e
Accra + 000 | Buchasest + 2:00 é"‘” o
Addis Ababa + 3:00 | Budapest + 1:00 (:mf\f“ * 100
Adelaide 530 | Buenos Aiwes | — 3o | GEorsetown - &
e 1. Guam +10:00
Aden + 3:00 Caire © 20 | Guatemal: 600
Al Manamah + 300 |00 t uatemala -
L ) Calcutia + 5:30
Algiers + 1:00 O . Hamiburg + 1:00
o Y anberra +10:00 <
Alice Springs + 9:30 . Hannover + 1:00
i Cape Town + 2:00 ;
Armman + 2:00 | O Hanoi + 7:00
L .. Caracas — 4:00 oy
Amsterdam + 1:00 o Havana — 5:00
o N Casablanca + 0:00 .
Anchorage - 8:00 i . Helena — 7:00
T ) Cayenne — 3:6C o
Andorra + 00 S ; Helsinki + 2:00
o PN Chatham Island | +12:45 i . e
Ankara + 2:00 . . Hermosillo - 7:00
o . . Cheyenne - 7:00
Aniananarivo + 3:00 . Hone Kong + 8:00
. o Chicago - 6:00 e =
Asuncion — 4:00 o . Honolulu —10:00
X Cincinnali — 5:00 N
Athens + 2:00 c Housion - 6:00
) py Cleveland — 5:00
Atlanta — 5:00 z P -
Sl 400 Colombo + 6:00 Indianapolis - 5:00
Auckiand +12:00 ~ ! )
o ; Conakry + 0:00 | Istanbul + 2:00
Azores - 100
Copenliagen + 1:00 e ” P
Ba J fad a 3:0(‘ lacksonviie — O
Jllg} ‘ K. l . ) Dakar + 0:00 | Jakarta + 7:00
Baltimore - 5:00
Anekok : Daltas - 6:00 | Jeddah + 3:00
Bangkok + 700} S seus 200 A o
Barcelona + 100 \dmwt‘“h b Jerusaleim + 2:00
. . Dar es Salaam + 3:00 | Johannesburg + 2:00
Basel + 1:00 . i =
. Darwin + O30
Beirut + 2:00 . z.2 Kabul 4 430
) . Delhi + 5:30 b -
Belgrade + 1:00 Sver 7. Kampala + 2:00
A ] Denver — 7:60
Bergen + 100 e c. Kansas City - 6:00
Lo ) Petroit - 5:00 !
Berlin + 1:00 Karachi + 5:00
I Dhaka + 6:00 dle "
Birmingham - 6:00 : : Kathmandu + 5:45
Lo 600 Dubai + 4:00 :

Bismarck 6:00 1 1y bl + 000 | Khabarovsk +10:00
Bogota 50 | oo EUBY b + 2:00
S o Dusseldorf + 1:00 ~hartoum £
Boise - 7:00 Kingston - 5:00
Bonn + 1:00 | Edmonton — 7:00 | Kinshasa + 1:00
Boston = 5:00 : Kuala Lompur |+ 8:00

o ;s Cernando de _ 9. alo pu 3:0
Brasilia - 3:00 “;\‘]] ?d(‘)_ ,dL 200 Kuwait + 3:00
Brazzaville 4 1:00 | Noronha

Fort Worth — 6:00 | LaPaz — 4:00
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City Name .'Al‘ime Cily Namie Time My Noyme Tiwme
Difierence . Difference City Name Difference
Lagos + 1:00 | New York - 5:00 San Jose — 6:00
L%IS Palmas + 0:00 | Niamey + 1:00 San Juan — 400
Lflongwc + 2:00 | Norfolk — 5:00 | San Salvador — 6:00
Lima — 5:00 | Norfolk Island +11:30 | Sanaa + 3:00
Lisbon + 0:00 | Noumea +11:00 | Sania Fe — 7:00
Lome + 0:00 . antiae A
London + 0:00 Oklahoma City | — 6:00 S.mu Lo - 400
- Omaha ~ 6:00 Santo Domingo|  — 4:00
Los Angeles - 8:00 Os : Sao Paulo — 3:00
Luanda + 1:00 slo + 100 ol ie e
. | Ouawa _ s | oentle - $:00
Lusaka + 2:00 - Seoul - 9:00
Luxembourg + 1:00 | Panama ~ 5:00 | Shanghai + 8:00
Madrid + 1:00 Papeele —i0:00 | Singapore + 8:00
Managua - 6:00 Paramaribo — 3:00 | Sofia + 2:00
Manaus _ 400 Paris + 1:06 | StPetersburg + 3:00
Manila + 8:00 Peking (Beijing)| + 8:00 Stockholm + 1:00
Mapuio + 2:00 Perth + 8:00 | Sydney +10:00
Philacde T o,
Marseille + 1:00 ;)imd_ddlljljm - '):OO Taipei + 8:00
Melbourne L1000 | Phwom Penb b TO0 oy 5
; Phoenix — 700 ampi - 5:00
Memphis - 6:00 . ’ : Tesucigalp: .
Pittsburel 5-00 egucigalpa — 6:00
Mexico City - 6:00 Sburgh - Tehran 3:3

fai Port Louis + 4:00 N + 3:30
Miami - 5:00 . Tijuana 3:

: Port Moresby | +10:00 | o - 8:00
Midway —11:00 b T Tokyo 9.

. Port au Prince - 5:00 Yo + 9:00
Milan + 1:00 b «

: v Port of Spain — 4:00 Toronto - 5:00
Milwaukee - 6:00 Porila {l < \,': 00 Tripoti + 2:00
Minneapolis — 600 | ortand - Tunis + 1

Prague 1:00 ‘“ v 1:00
Mogadishu + 3:00 dete r .
Monrovia £ 0:00 | Quito Z 500 | aneouver - 8:00
Montevideo — 3:00 — - Vienna + 100
Montreal — 500 Reykjavik + 0:00 | Vientiane + 7:00
Moscow + 3:90 E:;.iﬁf“me'm :r 3,88 Warsaw + 1:00
Mum.huy + 5:30 Rm;)e . ~I : 00 Washington,D.C. | - 5:00
Munich + 1:00 . Wellingion +12:00
Muscat + 4:00 | Saint Louis ~ 6:00 | Winnipeg — 6:00

. .0 Salt Lake Ci - T
Nadi +12:00 ‘;‘IH l_: City ] 7100 Yangon + 6:30
Nairobi + 3:00 | Salzbure + 1:00 , . :

g, = ; Yaounde + 1:00
[\IZ\ShVi”e _ 6()0 San /-\l'l!OHIO — (')()0 N
Nassau — 500 San Diego — 8:00 | Zurich + 100
New Orleans — 6:00 San Francisco - 8:00
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Command Reference

The following is an alphabetical list of all commands that are available using the
menu bar. It also includes the COMMAND key operations that can be used to
execute commands without displaying the menu bar.
Note that this list contains all commands for alf modes and screens. Not all of the
commands appear in every mede or for every screen.

NEW Menu

SIBVE YK - COMMAND N
This CONTACTS, MEMO, EXPENSE MANAGER Mode command creates a
new data item.

ML iDHY - COMMAND N
This SPREADSHEET Mode command opens the Template Selection Screen for
specification of a spreadsheet type.

INOYERYEINIG - COMMAND R
This SCHEDULER Mode command creaies 2 new REMINDER daia item.

EEignang - COMMAND N
This SCHEDULER Mode command creates a new SCHEDULE data item.

§yeHse] - COMMAND T
This SCHEDULER Mode command creaies a new TO DO data item.

EDIT Menu

This CLOCK Mode command switches timekeeping between 12-hour (00:01am

0 l] S‘)pm) and ?4 hour (00:01 to 23:59) format.

This CLOCK Mode command displays the alarm time so you can set it setting.

This CLOCK Mode command displays a dialog box for selecting a Home Time

or World Time city.

[§8j5% - COMMAND C ;
Copics text selected on the display screen, without deleting the text on the screen.
The text is copied to a buiter, replacing any text that was originally in the buffer,
The PASTE command can be used to input copied text at the current cursor

EBDIT Menu

This CLOCK Maode command displays a dialog box for turning daylight saving
tinie (sumer time) on and off for the Home lnm or World Time.

PIIBHIR - COMMAND D

Opens a dialog box for selection of the range of items (such as single data item,
all data items in a mode, cie.) 10 be deleted.

IIE8 - COMMAND Q
This SPREADSHEET Mode command displays

the current contents of a cell in
can be edited.

the inpui he!d whuL they ¢

Creates a duplicate copy of a data item and apens 2 window for editing of the

duplicate data.

Changes to the editing screen for the current data item, which can be used o
change the contenis of the data item.

This SPREADSHEET Mode command opens » dialog box that allows in putofa

new name for the uuumly selected «pluc sheet.

Mf)vel {hc uuzenUy open dala item from the secret memory arca to the open
mmn(‘ly area.

4 — COMMAND SHIFTS

(‘\/Iuvck th Luuemly open data itern from the open memory area to the secret
MEnory awea.

location.

[el868 - COMMAND X

Cuts text selected on the display screen, deleting the text on the screen. The texi
is copied to a butler, replacing any text that was originally in the buffer. The

PASTE command can be ased to input cut text at the curvent cursor location.
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BERTY - COMMAND ¢
Displays a dialog box tor selection of a data search type (nitial characier search
or general search).

b gl — COMMAND B
This SCHEDULER Mode commuand causes the date cursor of the {-month Calendar
or Weekly Schedule screen to jump to the next future date that contains data.

SEARCH Menu

JE% - COMMAND Y
This SCHEDULER Mode commuand causes the dute cursor of the T-month Calendar
or Weekly Schedule screen to jump to the next past date that contains data.

PRV (eInak:E — COMMAND 3
This SCHEDULER Mode command displays the calendar for a single month,

[ EE] - COMMAND 4
This SCHEDULER Mode command displays six months of calendars.

SYSTEM Menu

HEBE — COMMAND SHIFT 3

i i
Displays a d iafog box that shows how much memoiy is uscd and how nuely i

xull avi nldl»k

......

Dtspl‘xy\ adiaiog box for seleciing the Tanguw 1ge Lo use for display (o on-sereen

H!L\\d“t\

tree up moie

LOMMAND SHIFT O

Dzsp!uys adiatog box for turning alarms and the key input tone on and off,

XSS 0NN - COMMAND 1

Thns EXPENSE MANAGER Mode command displays the Account Data screen.
: N — COMMAND 2
Thu L‘XPEN Sb MANAC:ER Mode Lommand displays the Account List screen.

NEH - COMMAND 3
This CONTACTS Mode command displays the All Data Contacts List screen.

VIEW Menu

BIRTES - COMMAND 1
This CONTACTS Mode command displays the Business Contacts List screen.

Brving - COMMAND 1
This SCHEDULER Mode commaid displays the Daily Schedule screen.

FULL SCREEN ROV TN |
This MEMO Mode command expands ihe display area of the screen 50 more
niemo text can be viewed.

EEEE[ONENE - COMMAND 2
This CONTACTS Mode command displays the Personal Contacts List screen.
ENEIRIOEHE Y - COMMAND 6

This SCHEDULER Mode command displays the REMINDER List screen.

EVEEIENIEIE - COMMAND 5

OPTION Menu

This SCI lEDULFR Mock comumud dxspl ays the TO DO List screen.

- COMMAND SHIFT D

’l hl\ SCrlLDU! ! R Mom‘ wmmund displays a dialog box for selecting the fornai

Saturday).

of the calendar (i\/'ond ay through Sunday or Sunday through
' ; i — COMMAND SHIFT U

a TO DO category.

T‘h!s bC‘! IEDULER Mode command opens a dialog box that you can use to edi

[EETREITHYE - COMMAND M

This SCHEDULER Mode command checks and unchecks TO DO iiems.

(EONTATEY - COMMAND SHIFT K

This SPREADSHEET command displays a di: alog hox for turming 3-digit conmmas

Im numbeis on and oli for the entire spreadsheet.

e - COMMAND SHIFT J

"Ih] S SE RLAD‘)HLET Mode command displays u dialog box for sélectine the

number of decimal places for numeric values.

RAIRSED] - COMMAND K

This SPREADSHEET Mode command dis plays a dialog box

more rows or columns from the spieadsheet.

for deleting one oy

IRSUNRIBEES - COMMAND SHIFT &

This EXPENSE MANAGER Mode connmand opens a dialog box for creating

YOUs OWIE expense types.

Thl § SCHFDULLR Mmk tomumnd displays the Weekly Schedule screen.
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QPTION Menu

B AEhEYE - COMMAND J
This MEMO Made command displays a dialog box lor switching the mema text
font between fixed widih and proportional width.

BRIl — COMMAND I
T hns QPRLAD% IEET Mode command displays a dialog box for inserting oie or
more rows or cofumnis into a spreadsheet.

OGN - COMMAND SHIFT L
This MEMO Mode commund opens a dialog box for turning display lines on and
off.

BN - COMMAND SHIFT W
This MEMO Mode command opens a dialog box for rearranging the sequence of
memo names in the LIST screen.

ARSI NE gl - COMMAND O
This SCHEDULER Mode command displays an input screen for nput of a

| multiple-date SCHEDULE item.

EEIEEETgRE e viteiiy - COMMAND SHIFT H

This SCHEDULER Mode conymand displays a dialog box for specitying a period
for highlighting specific days of the week.

EORUETReYINY - COMMAND SHIFT P

This EXPENSE MANAGER Mode command displays a dialog box for specifying
whether you want to calculate the total for the current account or for all accounts,
and for specifying the period for which you want to calculate the total. '

BTN RG] - COMMAND SHIFT B

This EXPENSE MANAGER Mode command creates a duplicate of the currently
display account. You can change the name of the duplicate to create a new account,
but you cannot change the contents of the account. Note that duplicating an account
also creates duplicate copies of all the transactions under the original account.

Duphc ated tr dn\adion«' can be deleted il you want.
i THI( 4 — COMMAND L

Tlu SCHEDULER Mode command opens a dialog box for inputting a date to
jump to that date.

FUERIEE - COMMAND SHIFT T
This MEMO Mode comimand opens a dialog box for setting the tab stop for
inputting memo ftext.

AERTEIESIeEiE ~ COMMAND SHIFT ¥
This SCHEDULER Mode command opens a dialog box for unhighlighting dates.

I - COMMAND W
This SPREADSHEET Mode command opens a dialog box for specifying the
width of 2 column.
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