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Welcome to Congratulations on your purchase of MemoMaker/Time
8L your p
Time Management! You can now make more effective use of your

Portable PLUS by letting it take over some of your routine
Management tasks, including:

Maintaining a daily “to do” list.

Keeping track of appointments.

n
|
B Taking notes.
B Recording names and addresses.
u

Dialing telephone numbers (if you have a modem).

Since all of this information will be stored in your computer,
you no longer need to carry around an address book, business
cards (or scraps of paper) containing names and addresses, or
a notebook containing lists of things to do or notes you've
taken at a recent meeting.

The Time Management program is designed to be truly porta-
ble. You need a disc drive only if you want to store your lists
on flexible disc. The on-line help messages that are part of
the Time Management program make it easy to use without
this manual. But do take the time to read through this man-
ual. It explains all the features of the Time Management
program, so you can use your time manager to make the most
of your time.
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— 1 Getting Ready to Use
Time Management

R

Starting the 1. If the MemoMaker/Time Management software module

Time is not already installed in your software drawer, follow
the Software Module Installation Instructions. When the

Management module is installed, your P.A.M. screen includes the

Program blocks highlighted below:

| froiic | wanagerd 'bate’ N Gioce. IMCIYRUEN Corfio @ conssall M oer |

f 2 3 4 S5 6 7 8

2. Check the memory setting on the System Configuration
screen. You must have at least 96K in main memory to
run MemoMaker/Time Management. Refer to chapter 4
in Using the Portable PLUS for information about mem-
ory in your computer.

3. Start the program by moving the pointer to

and pressing GfrfEm e ((11)).
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4. When the program is loaded, you'll see the Time Man-
agement introduction screen, followed by the Calendar
screen. The Calendar screen is the main screen in your
time manager.

Calendar screen
[Tive Maragever® ___ — _Today ic Fpril 3, &5 ]

APPOiptmentE Day HEGIL 3, 1383 Things Tc Do
> ay ee
Today’ /‘Mtnents i1 1355 Empty To Do list
ri
oday’s date STPE“{EE
Aooi . Y iSiTHER
ppointments list » 21 22 23 24 25 26 2¢
/ 28 29 3'9//»
Calendar =] """ May 1965
S M T WTITFSS
. / 5 67 8 21611
Things To Do list 12 13 14 15 16 17 18
13 20 21 22 23 24 25
26 2¢ 2€ 29 36 31
Function-key labels = =
FFOINt N N Searc H M
A f2 13 f4 5 f6 f7 8

The date at the top of the screen is the Portable PLUS
system date. You can’t change this date in the Time
Management program. You set the system date using
((#@)) on the main P.A.M. screen. If it is
not today’s date, return to P.AM. by pressing
((18)), change the date and re-enter the Time Manage-
ment program.
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Moving the Inverse
Date Block

Note ]

l&

Selecting a Task

If you press any key other than a function key or cursor key
when the Calendar screen is displayed, the M5™-DOS prompt
A> replaces the Time Management banner across the top of
the screen. This allows you to send MS-DOS commands from
your time manager. For more information about this capabil-
ity, refer to chapter 8.

If you get the prompt accidently, press until you
have deleted all characters after the MS-DOS prompt, then
press (Return). The Time Management banner will return to
the screen.

The inverse block on the calendar indicates the date of the
appointments and things to do that you are viewing. It is also
the date that appears in the various forms, used, for example,
to add appointments or things to do.

Use the cursor keys to move the inverse block from day to
day. Press (Extend char)(Prev) or (Extend char )(Next) to move back-
ward or forward one month at a time. Press to
move the the first day of the month; press to

move to the last day of the month.

Whenever the Calendar screen is displayed, you can move the
inverse block to today’s date by pressing (on the lower
left corner of the keyboard).

Select a task by pressing the appropriate function key. For ex-
ample, to make an entry on the Appointments list, press

(D). Pressing [EHA ((7)) anytime you're us-

ing your time manager provides instructions for the screen
you're viewing,
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Data Files Created
by Time
Management

The Time Management program creates several data files:

B PAM.ALM, containing your Appointments list.

® THM.TDO, containing your Things To Do list.

B THM,MNAM, containing your Name and Address list.

B Notes files, with dates for file names and the extension

CNOT.

|
Moving Around
the Calendar

Several keys have special functions when you are viewing the
Calendar screen. These keys help you move quickly to the
date you want on the calendar.

To move to:

Today

Next day

Previous day

Next week

Previous week

First day of the month
Last day of the month
Next month

Previous month

1-4 Getting Ready to Use Time Management

Press:

Enter

EHGEI
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Filling Out Time  Forms are provided to add entries to lists. Use the typewriter
Management keys and editing keys to fill out the forms. The editing keys
that can be used on the forms are shown below:
~— Forms
If you want to: Press:
Insert a character in the mid- (Extend char)(+ Char), then type
dle of a line your characters. Computer
remains in insert mode until
you press (Extend char )(+ Char)
again.
Delete a line (Extend char)( - Line)
Delete from the cursor to the (Extend char)(CirLine)
end of the line
Erase a character or
(Extend char )( - Char )
Move to a previous field on a or
form or item in a list
S~ Move to the next field on a or or
form or item in a list
These keys are also discussed in your Portable PLUS owner’s
documentation.
|

Using Help The on-line Help screens provide a brief description of how
each function works. Any time you have a question about

how to proceed, or the purpose of a function or screen, press
X975 (7). The Help screen you see describes the last screen

you were using.

When you are finished with Help, press any key to return to
the Time Management function you were last using.
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Exiting Time To leave your time manager, press ((t8)) on the Calen-
Management dar screen. When you exit, the Time Management program
saves all your lists for you.

If you wish to back up your lists on an external disc, use the
P.AM. file manager to copy the following files:

B TM.TDO (Things To Do list)

B TM,NAM (Name and Address list)

® x,NOT (All of the Notes files)

8 PAM.ALM (Appointments list)

Refer to Using the Portable PLUS for information about the file
manager COPY function.

1-6 Getting Ready to Use Time Management



Using Appointments

|
Keeping Track
of Appointments

You'll find keeping track of appointments easy when you use
the Appointments list. With this list, its simple to:

B Find your next appointment. New appointments are added
in chronological order.

B Be on time to meetings. You can set an alarm to ring, if you
want a reminder of your appointment.

B Set repeating appointments. You only need to enter the ap-
pointment once.

B Keep an appointment activity log.

Your appointments are stored in a file called PAM . ALM. This
is the same file your owner’s documentation tells you to cre-
ate to set alarms. If you already have a PAM.ALM file, the
appointments created in your time manager are added to your
file, and your alarms are included in your time manager.*

Appointments remain in PAM.ALM until you delete them, or
store them using ((36)). For more information about
Archive, refer to chapter 7.

* Note for the experienced user: If you have replaced the default command inter-
preter with COMMAND.COM and have set alarms, you risk losing information
on drive A. The alarm system relies on P.A.M. Do not set alarms if you have
replaced PAM. with COMMAND.COM as the default command interpreter.
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All procedures in this chapter start from the Appointments

2 screen. Get to this screen by pressing ((7D) on
the Calendar screen. The Appointments screen looks like this:

Appointments [Tive Manazewer® ____ Frpoinkwerts for fprdl 3. 195 ]
screen

Mo Appointuents

eppeint Doereioe Beppoiot Beprosos IMCEIREA  Reeccice ] <" B2 <

f1 2 3 4 5 6 7 f8

Setting an 1. Press EFEEITIISIN ((11)) on the Appointments screen.
PP

Appointment You'll see the Set Appointment screen.

Set Appointment [ Yine Managewert — — Set Fppoinkwert

screen

Date: !
Time!
Eeep(¥/N):
Text:

epeint I . -_g_Q

1 2 3 fa 5 6 7 8

The text to the left of the vertical bar is displayed on the
Calendar screen Appointments list.

2-2 Using Appointments
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2, Use the typewriter keys to fill out the form. Press
or to move to the next field. Move backwards 2
through the form using or (A). Use
(Back space), (+ Char), (= Char), (=Line), and (Ciriine) to

make corrections.

a. Date: The date provided is the same as the one
highlighted on the Calendar screen. You can use
this date or type a new one using the format
MM/DD/YY. Month and day can be one or two
digits.

b. Time: You can use a 12- or 24-hour clock. Use the
format HH:MM. If you're using a 12-hour clock,
specify morning with an a or afternoon with a p—
for example, 10:42a or 4:10p. Using the 24-hour
clock, these times would be 10:42 and 16:10.

€. Beep(Y-N>: Type ¥ to set an audible alarm for
the appointment. Appointments with an alarm set
are displayed with an asterisk (¥) next to the time.
If you don't specify ¥ or N, the program assumes
no alarm.

d. Text: Up to 60 characters are allowed. Only char-
acters to the left of the vertical bar are displayed on
the Calendar screen Appointments list.

3. Press ((7) to add the appointment to the
list, or ((12)) if you decide not to add the
appointment.

Example. The following screen shows a new appointment
for 10:00 a.m., December 5, 1985. An alarm will ring and a
message of Staff mtg-Rm SESUR will be displayed.

A —
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The appointment looks like this when the inverse date block
on the Calendar screen is on December 5, 1985:

Appointments December 5, 1983 Things To Do
Day #3393 Week #43

16 :00R*Staff mtg-rm SESUR Empty To Do list

Hovember 1985
S M T WTF

(= [T L o
P e
AOM
PN
=@
Nho

=T o]

[5e1o 518, [T )
N -
BWMLNG

1 1
i7 1 2
2 2

T

December 19€5
M T W F
2 4 €
3
7]
7

[N

3 %B 11
23 2
3

[l ]
[
3, [..-]
N
g lo=]
PR
NN
e dm =)

Freeas A te e B0 | Faecodhatonrtd >o < e g <" | ™ |
5

6 7 f8

If your computer is off when an appointment occurs, the ap-
pointment wakes up the computer. Press any key to stop the
alarm. The alarm stops after 10-15 seconds if no key is
pressed.

If you are in an application when the alarm rings, the first
key you hit turns the alarm off, and is also accepted by the
application. When you return to P.A.M. or Time Manage-
ment, the alarms that occurred while you were in the
application are displayed. Up to eight appointments are dis-
played. For example, if 10 alarms occurred, only the last eight
are displayed. After you view the list of alarms, press any key
to return to P.AM. or Time Management.

I
Repeating an
Appointment

2-4 Using Appointments

1. If the appointment you want to repeat is not displayed
in the Appointments list, press ((¥8)) to return
to the Calendar screen. Use the cursor keys to move to
the date of the appointment that you want to repeat,

then press (@).

2. Use the cursor keys to move to the appointment that
you want to repeat.



3. Press fITsiT § ((f4)). The Repeat Appointment
screen appears: 2

Repeat Mara: 3 3
Appointment
Times to repeat: [N

~_- ScCreen
16 :60A* Staff mta-rm SESURA

[ 3Ty [ Feekls § 285, Iebates IMCERREM cta>2 B " 20 ™" B Rereae

f1 f2 3 4 5 6 7 8

4. In response to the prompt, type in the number of times
(up to 99) that you want the appointment to repeat.

5. Press the function key corresponding to the interval to
repeat the appointment:

~ u ((71))—appointment repeats every day for the
number of times you specified in step 4.

u ((12))—appointment repeats on the same day
of the week for the number of times you specified in
step 4.

. ((13))—appointment repeats every other

week for the number of times you specified in step 4.
u ((44))—appointment repeats on the
same date for the number of months you specified in
step 4.
N preErmw@rnEwst ((15))—appointment repeats on the
same day of the week every month for the number of
months you specified in step 4.

= ((38))——appointment repeats on the same date
for the number of years you specified in step 4.

Or press ((1)) if you don’t want to repeat
that appointment.
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Erasing an
Appointment

If the appointment you want to erase is not displayed in

the Appointments list, press ((18)) to return to
the Calendar screen. Use the cursor keys to move to the

date of the appointment that you want to erase, then
press (D).

Use the cursor keys to move to the appointment that
you want to erase.

Press (@).

Confirm the entry to erase by pressing (D),

or press ((12)) if you don’t want to erase
the highlighted appointment.

|
Changing an
Appointment

2-6 Using Appointments

1.

Appointments are changed using the same form you used to
add appointments.

If the appointment you want to change is not displayed
in the Appointments list, press ((18)) to return
to the Calendar screen. Use the cursor keys to move to
the date of the appointment that you want to change,

then press (D).

Use the cursor keys to move to the appointment you
want to change.

Press ((1)). The form is displayed,
filled out for the highlighted appointment.

Use the cursor keys to move to the line you want to
change. Use the typewriter keys—along with the editing
keys (+Char), (= Char), (Back space ), and (CIr Line }—to make
the desired changes.

To save the change, press ((1D)). Press
((12)) to leave the entry as it was.




|
Editing your
Appointments

— List

If you want to delete or change several appointments, you
can use MemoMaker to do it.

1. Start MemoMaker by selecting it on the main P.A.M.
screen.

2. Get the memo FPAM.ALM. All appointments you set are
in this file.

3. Use the MemoMaker editing keys to delete or change
appointments. If you do change any appointments, be
sure that the format matches the format of the other
items in the file.

4. Save the file as PAM. ALM and exit MemoMaker.

|
Printing the
Appointments

~ List

1. Connect your printer to your computer. Refer to your
computer owner’s documentation for instructions on
connecting a printer to your computer.

2. If the appointments you want to print are not displayed

in the Appointments list, press ((18)) to return
to the Calendar screen. Use the cursor keys to move to
the date of the appointments you want to print, then

press (D).
3. Press ((d8)) to print the entire list of ap-

pointments for the date shown.

|
Returning to the
Calendar

Screen

From the Appointments screen, press ((18)) to re-
turn to the Calendar screen.
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Using the Things To Do List

Keeping Track
of Things To Do

If you've ever thought about making a list of everything you
need to do, then doing the important things first, now is a
good time to start.

With your time manager, you can set up a list for every day,
giving each item a priority. The highest priority items are dis-
played at the top of the list, so you know where to start. Once
you complete an item, you mark it complete. Or, if you start
something—but don’t finish—you can mark that item as par-
tially complete. Items that you mark partially complete are
carried to the next day at the top of the list, with priority #.

All of the procedures in this chapter start from the To Do List

screen. Get this screen by pressing ((12)) on the
Calendar screen. The To Do List screen looks like this:

To Do List screen [ Time Managewmert _ To Tio 1ist for December 5, 1385 ]

Empty To De list

f1

I T T M ¢, 0 R R R

f2 3 4 5 6 7 8
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|
Adding an ltem 1. Press EFEEEFT ((71)) on the To Do list screen. The Add

To Do Item screen appears:

A
Add To Do Item
screen

Date: q
Friority:
Fext:

I AN I - R

f1 f2 3 f4 5 6 f7 8

The text to the left of the vertical bar appears on the
Calendar screen Things To Do list.

2. Use the typewriter keys to fill out the form. Press
or to move to the next field. Move backwards

through the form using or (A).

a. Date: The date provided is the same one high-
lighted on the Calendar screen. You can use this
date or type a new one using the format
MM/DD/YY. Month and date can be one or two
digits.

b. Priority: A priority is specified numerically (1
through 9), then alphabetically (A through O). The
highest priority is numeral “1”; the lowest priority is
letter “O”. Items are added to the list with a priority
of numeral “1” if no priority is specified.

€. Text: Up to 60 characters are allowed. Only char-
acters to the left of the vertical bar are displayed on
the Calendar screen Things To Do list.
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3. Press fFEEEETET ((f1)) to add the item to the To Do list
or press BEFgEERY ((12)) if you don’t want to add the
item.

Example. The following form shows a high priority item be-
ing added for the date January 4, 1985 with text
Prepare speech for conference.

Date: !
| Fricrity: |
| Text: m;ﬂ!ﬂﬂﬂ.ﬂﬂﬂﬂﬁ_

This entry looks like this on the January 4, 1985 Calendar
screen:

Arpointments Jaruary 4, 1383 Thinas Te Do
Day %4 Week #1
No Appcintments 1 prepare speech for confer
December 1384

S M T W T F ?

2 3 4 5 6 7 &

316 11 12 13 14 15

1€ 17 12 19 2@ 21 22
23 24 25 26 27 28 23

36 31

Jarnuary 1384
S M T ﬁ T F S
1 2 3 RES

€ 7 & 318 12

13 14 15 16 17 18 19

26 21 22 23 24 25 2¢

27 28 23 3@ 31

H ings N N 65 ue H M
A LT RS TR .- R R R A
1 f2 3 f4 5 6 7 8
|
Erasing an Item 1. Use the cursor keys to move to the item you want to
erase.

2. Press (@).

3. Confirm the entry to erase by pressing g ((1))
or press @Iy ((72)) if you don’t want to erase
the highlighted item.
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Changing an
item

1. Use the cursor keys to move to the item you want to
change.

2., Press ((13)). You'll see the To Do form dis-
played just as you filled it out originaily.

3. Use the cursor keys to move to the line you want to
change. Use the typewriter keys and editing keys—
(+ Char), (= Char), (=Line), (Back space), and (Cir Line )—to

make the desired changes.

4. To save the change, press ((7). Press
2 ((12)) to leave the entry as it was.

Marking Items
Complete or
Partially
Complete

When you complete an item, you should mark it. When you
mark an item complete, the following things happen:

® On the day you mark the item, the priority changes to ¥
and the item moves to the bottom of the list.

B The item is not forwarded to the next day, but remains on
the To Do list for the day when it was completed. You can
use this feature to review your accomplishments because
when you look at past days, you see all items completed
(and partially completed) on the Things To Do list for that
day.

When you mark an item as partially complete, indicating that
you have started the task, but haven't yet finished it, the fol-
lowing changes occur on your To Do list:

B On the day you mark the item, priority changes to F and
the item moves to the bottom of the list, just ahead of com-
pleted items.

® On following days, until you mark the item complete, the
priority is *, and the item is at the top of the list.

® The item also remains on the To Do list for the day it was
partially completed.
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Editing your List

of Things To Do

All other items on the To Do list move forward, day to day,
unchanged.

Marking an Item.

1.
2.

Use the cursor keys to move to the item to mark.

Press ((74)) to mark the item as com-
plete; press ((5)) to mark it as partially 3

complete.

If you want to delete or change several items on your list, you
can use MemoMaker to do it.

1.

2.

Start MemoMaker by selecting it on the main P.AM.
screen.

Get the memo TH.TDO. All your Things To Do are in
this file, including the items that have been completed.

Use the MemoMaker editing keys to delete or change
items. If you do change any item, be sure that the for-
mat matches the other items in the file.

Save the file as TM. TDOD and exit MemoMaker.
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Printing the List 1.
of Things To Do

Make sure your printer is connected. Refer to your
owner’s documentation for information about connect-
ing a printer to your computer.

On the Calendar screen, use the cursor keys to move to
the date of the Things To Do list that you want to print.
Printing the list for a past date prints all items completed
or partially completed on that date.

Press (@)
Press (@®).

The entire list of Things To Do for the date shown is printed.

|

Retu"‘ling to the From the To Do list screen, press ((#8)) to return to
Calendar the Calendar screen.

Screen

3-6 Using the Things To Do List
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4 Taking Notes

The Time Management program makes it convenient to keep

a daily notes file. Press ((13)) on the Calendar screen
to open a MemoMaker file for the date highlighted on the

Calendar:

MemoMaker screen

&S RS ARl B .. 5 R B R

f1 f2 3 4 5 6 7 8

Once you open a Notes file, you're ready to start typing. Re-
fer to Using MemoMaker for information about typing in
MemoMaker.

The Time Management program assigns a name to the file,
although the file doesn’t actually exist until you exit

MemoMaker and save the file. The file name assigned reflects
the date on the Calendar when the Notes file was opened.
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When you're finished typing, exit MemoMaker and save the
file.

1. Return to the main MemoMaker screen.
2. Press ((#)) to return to your time
manager.

3. If you have changed or added to the notes file, you will
be asked if you want to save the changes. Press

((®) to save the changes or
((18)) to discard the changes.

If you get into MemoMaker accidently, exit by pressing
((38)). You will be returned to your time

manager.
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Using the Name and
Address List

Keeping Track The Time Management program provides a record of up to

of Names and 100 names in an electronic address book. The Name and Ad-
dress screen displays the name and one telephone number for

Addresses each entry. You can use Time Management’s auto dial feature
to dial any of the phone numbers on the list, if your computer
is connected to a modem and phone line.

Note | The Time Management program enables you to auto dial us-
“ﬂ ing a modem. The Federal Communications Commission

requires specific procedures for installation and operation of

equipment that uses public communications lines. These pro-

cedures are described in the owner’s manual for your modem.

All procedures in this chapter start from the Name and Ad-
dress List screen. Get to this screen by pressing

((#8)) on the Calendar screen. The Name and
Address List screen looks like this:

Name and Address Time Management ——  Fame ard Fddress Lis® ————— ]
List screen

Empty Hame and Rddress List

B T T R o0 A AR RS S

fl f2 3 4 5 6 7 8
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Adding a Name 1. Select ((1)) on the Name and Address List

screen. The Add Name to List screen appears:

Add Name to List [ Tive Management ____ Fdd Wame te [ist
screen

Last Hame:
First Nawme:
CoMpany
Address:
Clt?:
State:

Zifp Code:
Fhone #1:
Fhone #2:
Kotes:

A AN I - N G

1 f2 3 f4 5 6 f7 8

2. Use the typewriter keys to fill out the form. Press
or to move to the next field. Use or

to return to a field.

If you plan to have a modem dial the phone number for
you, you may need to include one or more codes in your
phone numbers. The only codes you may need to in-
clude are those characters that indicate a pause, or pulse
or tone dialing, if required by your telephone system.
Refer to your modem owner’s manual for information
about these codes. All other codes are sent by the pro-
gram. If you have a phone system that uses # and * for
special dialing features, you can also include these in the
phone number. All characters that the modem can’t un-
derstand are ignored. Refer to page 5-5 for more
information about using a modem.

3. Press ((7)) to add this name to the Name and
Address List. The list is sorted using the last name, then
first name. Or press if you don’t want to add
this name to your list.
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Example. This form adds Tom W. Cook to the Name and
Address list. His address is 4995 Blackberry Rd., Corvallis,
Oregon 97330. Tom’s work number is 111-1111 and his
home number is 111-2222. His birthday is May 19. The “9” in
front of the home number accesses an outside telephone line.
For the modem in this example, the comma (,) after the “9”
causes a wait of about 1 second—allowing time to access the
outside line.

Last HMame:
First Hame:
Company :
Hidress:
Z]t%:
State:

2ip Code:
Fhone #1:
Fhone #2:
Hotes:

5

Mo R'5a 0 1 2 DecPed 0 B ™" 0 |

f1 f2 3 4 5 6 7 f8

This entry looks like this on the Name and Address list:

[ Toae B hoee Dovie- 1 BafB¥Sel ™ Frisse B B

f1 f2 3 f4 5 6 f7 8
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Viewing an Press ((13)) to “look up” an entry and get the
Entry address, an alternate phone number, and view any notes you

may have stored with the name.

|
Erasing an Entry 1. Use the cursor keys to move to the name to erase.

2. Press (@).
3. Confirm the name to delete by pressing

((f1)), or press ((G2)) if you don’t want to
erase the highlighted name.

|
Changing an 1. Use the cursor keys to move to the name to change.
Entry 2. Press (@).

3. Use the cursor keys to move to the line you want to edit.

4. Make the desired changes.

5. Save the changes by pressing ((1D)); leave
the entry as it was by pressing (G2)).

Note A Do not use MemoMaker to look at your name and address
L file. The lines are too long for MemoMaker, causing each en-
try to be broken up.
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Dialing a Phone
Number

Connecting an External
Modem

Modems supported by Hewlett-Packard for use with your
time manager include the optional built-in modem and the
Hayes Smartmodem™. The Time Management program sends
Hayes modem commands to external modems connected
through the serial port or through the HP 82164A HP-IL/RS-
232-C Interface. If your external modem does not understand
Hayes commands, you cannot use it to dial the phone num-
bers in your address list.

Before continuing, be sure to read through the procedures re-
quired by the FCC to connect your computer to a public
communications line. These procedures are in the owner’s
manual for your modem.

Connecting the Portable PLUS to a Telephone. Follow
the instructions in your modem owner’s manual for connect-
ing the computer and modem.

Connect your modem to the telephone using a duplex jack
and one extra cable. If you didn’t get these items with your
modem, you can purchase both from an electronics or tele-
phone supply store.
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Connecting an Internal
Modem

1. Plug the duplex jack into the telephone.

2. Connect one cable to your modem jack and to one of the
plug-ins on the duplex jack.

3. Connect the cable coming from the wall jack to the other
plug-in on the duplex jack.

Setting Up your Computer.

1. In the P AM. System Configuration screen, set the
Datacom Interface field to match the modem inter-
face you are using. If you have the optional built-in
modem, set this field to Modem. If you are using a
modem connected to the Serial port, set this field to
Serial. If your modem is connected through the
HP 82164A HP-IL/RS-232-C Interface, set this field to
HP 82154A.

2. In the P.AM. Datacom Configuration screen, be sure the
Transmission Rate (BF3) field matches your
modem. If you are using the built-in modem, all default
settings are correct, so you don’t need to do anything on
this screen. If you are using a modem connected to the
serial port, change the Transmission Rate in the
Serial column; if you are using a modem connected to
the HP 82164A HP-IL/RS-232-C Interface, change the
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Transmission Rate in the HP 82164A column. The
default settings are correct for the rest of the fields. For
example, set this field to 1288 if you are using the
Hayes Smartmodem.

To dial.

1. Use the cursor keys to move to the name you want to
dial and press ((®).
2. Both telephone numbers for the name are displayed.

Press (D) or EMETLIER (D).
Press ((18)) if you don’t want to dial either

number.

3. Pick up the telephone receiver when you are instructed:

[ Tive Maragement ————  ———T§al Fhepe ]
Fhone #1: 111-1111
Fhone #2: 3.111-2222
Oialing: 111-1111

*ick up her:

roe =fencne <A | Baeeeerd 0 B B

f1 f2 3 f4 5 6 7 8

Note A Do not pick up the receiver before you are instructed. With
"ﬂ some phone systems, you will get a wrong number if the re-
ceiver is not in place when the modem dials the number.

Be sure to press immediately. Pressing in-

structs your computer to disconnect its circuitry from the
phone line, improving the quality of the connection.
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|
Printing the List 1. Connect your printer to your computer. Refer to the

computer owner’s documentation for instructions on
conecting a printer to your computer.

2. Press ((¥6)); the list is printed in the follow-
ing format:

Name & Address List

Name: Cook, Tom W.
Company:
Address: 4395 Blackberryg Rd.
City-sState: Corvallis, Oregon 97334
Phone #1: 111-1111
Phone #2: 9,111-2222
Note: Bir thday-May 13
5
|
Returning to the From the Name and Address List screen, press |
Calendar ((18)) to return to the Calendar screen.
Screen
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Searching your Lists

Searching The Time Management program allows you to search for a
word or phrase (called a keyword) up to 20 characters long, in
the Name and Address List, the Notes files, the Appointments
list, or the Things To Do list. If you don’t specify a keyword,
Search finds the first entry in the list you are searching.

All procedures in this chapter start from the Search screen.
Get to this screen by pressing ((15)), on the Calendar
screen. The Search screen looks like this:

Search screen [ Tive Maragemer® — — — — — ——%earch —_ ____________— — ]
Start search on: i'iﬁi-
Search for:

epceant.] Te e I Retee namevcoriiaerecd 0 0 = B> <

4] 2 3 f4 15 6 7 8

The search begins on the date shown on the Search screen.
To start the search on a different date, move the cursor up to
the date and type a new date over the date shown.
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Searching the
Appointments
List or Things
To Do List

Change the start search date, if necessary. Do this by
pressing to move to the date field, then typing over
the date. If the new date is shorter than the current date,
be sure to delete the extra characters.

Type the keyword after the Search for prompt.

Press (@), or (@), to
search through the Appointments or Things To Do lists.

If a match is found, the entry is displayed.

Press ((7)), to continue searching for the
next match, or press ((12)) if you don't

want to search for another occurrance of the keyword.

Searching your
Notes

6-2 Searching your Lists

1.

When searching Notes files, your time manager searches for-
ward for one year from the start date. Only the Notes files on
drive A are searched.

Change the start search date, if necessary. Do this by
pressing to move to the date field, then typing over
the date. If the new date is shorter than the current date,
be sure to delete the extra characters.

Type the keyword after the Search for prompt.

Press ((1]3)). If a match is found, the
Notes file name for that day is displayed.

Press ((13)), to view the Notes file containing the
keyword. If you don’t want to view the Notes, press

(@), or (@).

To continue searching after viewing a Notes file, press

((®), then ((®). The same

keyword is used.



Searching your 1.
Name and

~— Address List "

3.

4.

Type the keyword after the Search for prompt. You
can search for characters in any field of the Name and
Address list.

Press ((#). If a match is found, the
name containing the match is displayed.

Press ((7)) to continue searching for the next
match, or ((2)) if you dont want to

search for another occurrance of the keyword.

If you have a modem connected, press () to
dial one of the phone numbers for the name currently
displayed. For more information about using a modem
to dial your phone numbers, refer to page 5-5.

]
Returning to the From the Search screen, press ((#8)) to return to the
Calendar Calendar screen.
N
Screen
A
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Archive screen

Saving Old Lists of Appoint-
ments and Things To Do

The lists of Appointments and Things To Do can each contain
200 entries. The Time Management program reminds you to
store, or archive, a list when it contains 175 entries. Once a
list is full, you must store before you can add anything more
to the list. You can store these lists in your computer on drive
A, or on a flexible disc.

The Time Management program puts all of your appoint-
ments in one file (the PAM . ALM file), sorted by date. It puts
all of your things to do in one file (the TM.TDO file), sorted
by date completed or partially completed, except for today’s
list, which is sorted by priority.

When you decide to save your lists, the program stores all
entries, prior to the date you specify, in the file name you
supply. It then deletes the entries from the master list.

Press ((38)) on the Calendar screen.

[ Tive Maragemerd ——— ——  — frchive ]
frchive prior to: i'ﬁii-
Archive file name:

RER S I o R S

f1 2 3 f4 5 6 7 8
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4.

The archive file will contain all entries on the specified
list prior to the date shown. To change the archive file
date, press to move to the Archive prior to
line and type a new date over the date shown. If the
new date is shorter than the current date, be sure to de-
lete the extra characters.

Type a file name for the archive file. The file can be
stored on drive A or on an external drive. For example,
type 87-85 . ALM to save a list of old alarms for July of
1985 on drive A. Type C:B7-85 . ALM to save the same
list on drive C.

Press ((]1)) to store the entries in the
Appointments list, or ((12)) to store the

entries in the To Do list.

There are several ways to view the contents of an ar-
chive file:

B MemoMaker or another editor—Go into your editor
and call up the archive file that you wish to view.

® The Print command in the P.A.M. File Manager.
B The DOS command, TYPE file name.

One easy way to organize your lists is to store your lists on a
monthly basis. Using file names that are meaningful makes it
easy to identify the file contents without viewing the file.

From the Archive screen, press ((#8)) to return to
the Calendar screen.
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Sending MS-DOS Commands
_ or Starting Programs from
Time Management

L}

Using the Included in the Time Management program is the ability to

Command send MS-DOS commands without exiting the program. You
can look at a directory using DIR, or call up the File Manager

Interpreter program by typing fmgr* You can run any program in your

computer or on disc without leaving your time manager.
When you finish using the other program, you return to your
time manager, instead of to P.AM.

If you get the MS-DOS prompt accidently, use to
move the cursor back to the prompt, then press (Return). If

you press with characters after the prompt, that’s fine.
The chances are that MS-DOS won'’t understand the string of
characters and will generate the following message:

~—
Ead command or file name
Press any key to return to your time manager.
- * The file manager program is the same as the File Manager available in P.A.M.

The screens look the same, and it is used in the same way. Refer to Using the
Portable PLUS for information about the P.AM. File Manager.
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Sending an MS- You send an MS-DOS command by typing the command

DOS Command when the Calendar screen is displayed. The MS-DOS prompt
appears as soon as you press any key other than a function
key or cursor control key. The keys you press show up after
the prompt. If you make an error while typing an MS-DOS
command, use to return to the error, then type the
command correctly.

Example. Suppose you want to use the DIR command to
look at the directory of drive A. Press d. The Time Manage-
ment screen looks like this:

A>d
Appointments April 3, 1385 Things Te Do
Day #33 Week #1Y4 -
Ho Appcintments - * Write command chapter
 Reril 1385 _  _ |1 prepare speech for confer
Finish typing dir—press ir.
A>dir
Arrointments April 3, 1383 Thinas Teo Do
- Day #33 Week =14
Ho Appointuents - # Write command chapter
CRApril 1385 _  _ |1 prepare speech for confer
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Press (Return). You see the directory of drive A:

Uclume in drive A has no label
Directory of R:\

MEMOMRKR EXE Y6266 4-22-83 18:3Ea
FAM MNU 42 1-03-80 8:e4p
HELF TXT 8293 4-26-83 10:31p
MESSRGES TXT 4e2 4-21-85 g:1Ep

LM e 3 1-893-86 J:26p
STARTUF EMI 3% 3-21-85 1:15p
MEMO TFL 256 §-22-84 3:66a
MMROM EXE 46338 4-21-85 £:36p
™ TDO 14 4-26-£5 8:53a
™ COM 35uEY $4-22-85 12:39p
™ LP 6443 4-22-85 18:34a
1-3-g6 1-69-£0 T:olp

NOT 27
12 File(s) 5126 bytes free

Note that the message at the bottom of the screen prompts
you to press any key to return to Time Management, not re-
turn to PA.M. When you want to return to P.A.M., you must
do so through your time manager.

|
Running a
Program

To run a program from your time manager, type the MS-DOS
command that starts the program. When you exit the pro-
gram, you return to time manager.

Example. Suppose you are using Time Management and
want to run MemoMaker, but you don’t want to create a
notes file. Type memomak r —the MS-DOS command to start
MemoMaker— (Return). You'll see the main MemoMaker
screen. You can now use MemoMaker to do whatever you
wish. When you are finished with MemoMaker and have
saved your file, press ((18)) to return to your

time manager.
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Reference Guide to the

N—
Function-Key Labels
.}

This chapter lists the Time Management program function-

key labels in alphabetical order. Each entry tells:

B what screen the function-key label is on.

W jts position on the screen ((f1)-(8)).

B what task it performs.

W a page you can refer to for information about using the

function.

on the To Do List screen and the
Add To Do Item screen. Use
when you want to add something to

~ your Things To Do list. Refer to page 3-

2.

on the Name and Address List
screen and the Add Name to List
screen. Use when you want
to add a name to your Name and Ad-
dress list. Refer to page 5-2.
on the Calendar screen. Use
when you want to set,
erase, or repeat an appointment, or
print your Appointment list for the day.
Refer to chapter 2.

on the Calendar screen. Use
when you want to store your
Appointments list or To Do list in your
archives. Refer to chapter 7.
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Arthive Anpolnt

Archive To Do

Lhange Aopoint.

Chande [ten

Chande/View
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on the Archive screen. Use
PfEneeTE ey after filling out the
archive form for storing your Appoint-
ments list. Refer to page 7-2.

on the Archive screen. Use
e after filling out the ar-
chive form for storing your To Do list.
Refer to page 7-2

on the Repeat Appointment screen.
Use EPpyg® when you want an ap-
pointment to repeat every other week.
Refer to page 2-5.

on Appointments, To Do List, Name
and Address List, Search and Archive
screens. Use FEFTEFYE to return to the
main Calendar screen.

@ on the Appointments screen. Use
¥HTTREI to change an appoint-
ment Refer to page 2-6.

on the To Do List screen. Use
BIETITERE to change an item in your
To Do list. Refer to page 3-4.

on the Name and Address screen.
Use EREEI¥EETT to change or view an
entry in your Name and Address list.
Refer to page 5-4.

on the Repeat Appointment screen.
Use § when you want an appoint-
ment to repeat every day. Refer to page
2-5.

on the Name and Address screen,
and Search Name and Address list
screen after the entry is found. Use
B3 to tell your computer to display
the two phone numbers so you can se-
lect the number you want your modem
to dial. Refer to page 5-7.




Dial Phone 41

Dial Phone #2

Don’1 Add

Don’l Change

Don’t Diai

on the Dial Phone screen. Use
when you are using a
modem to dial and you want to dial the
first displayed number. Refer to page
5-7.

on the Dial Phone screen. Use
when you are using a
modem to dial and you want to dial the
second displayed number. Refer to 5-7.

on the Search screen. Use

when you have found an
item and don’t want to search any
more. Refer to pages 6-2 and 6-3.

on the Add To Do Item screen and
the Add Name to List screen. Use
when you don’t want to add
the new to do item or new name to
your list. Refer to page 3-3 for the To
Do List, or page 5-2 for the Name and
Address list.

on the Change Appointment screen,
Change To Do Item screen and Change
Name and Address List Entry screen.
Use when you don’t
want to change the appointment, to do
item or name on the screen. Refer to
page 2-6 for appointments, page 3-4 for
To Do list and page 5-4 for Name and
Address list.

on the Dial Phone screen. Use
when you don’t want your
modem to dial one of the phone num-
bers listed on the screen. Refer to page
5-7.
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Don’t Repeat
Don‘t Set

Erase Name

Exit
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on the Erase Appointment screen,

the Erase To Do List screen and Erase
Name and Address List screen. Use

to indicate that you do not
want to erase the appointment, to do

item, or name that is highlighted. Refer
to page 2-6 for appointments, page 3-3
for To Do list, or page 5-4 for the Name
and Address list.

on the Repeat Appointment screen.
Use when you don't
want the appointment on the screen to
repeat. Refer to page 2-5.

on the Set Appointment screen. Use
when you don’t want to set
an appointment. Refer to page 2-3.

on the Appointments screen. Use
when you want to
erase an appointment. Refer to page 2-
6.

on the To Do List screen. Use
when you want to erase an
item on the To Do list. Refer to page 3-
3.

on the Name and Address List
screen. Use when you want
to erase an entry on the Name and Ad-
dress list. Refer to page 5-4.

on the Calendar screen. Use
when you want to return to the P.AM.
screen. Refer to page 1-6

on the Search screen. Use

when searching has found
the keyword, but not the occurrance
you want. Refer to pages 6-2 and 6-3.

on most screens. Use [EER] when
you want to know how to proceed. Re-
fer to page 1-5.



Mark Complete
Mark Partial
Monthly (Date)

Monthiy (Day)
Name & fAddress

Pranl Appoint.

on the To Do List screen. Use
when you complete an
item on the To Do list. Refer to page 3-
5.

on the To Do list screen. Use
when you work on an
item but do not complete it. Refer to
page 3-5.

on the Repeat Appointment screen.
Use when you want an
appointment to repeat on the same date
every month. Refer to page 2-5.

on the Repeat Appointment screen.
Use when you want an
appointment to repeat on the same day
of the week every month. Refer to page
2-6.

on the Calendar screen. Use
when you want to add,
erase, change, or view a name, use a
modem to dial a phone number, or
print your Name and Address list. Refer
to chapter 5.

on the Search screen when a match
is found in a Notes file. Use when
you want to look at the Notes file con-
taining the keyword. Refer to page 6-2.

on the Calendar screen. Use
when you want to go into MemoMaker
to take notes. Refer to chapter 4.

on the Appointment screen. Use
when you want to
print your list of appointments for the
date highlighted on your calendar. Refer
to page 2-7.
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Prant List

Repeatl Appoint.

Search Appoint.

Sesarch Namelfdr

Search Noles

9-6 Reference Guide to the Function-Key Labels

on the To Do List screen and the
Name and Address List screen. Use
when you want to print
your To Do list for the date highlighted
on your calendar or your Address list.
Refer to page 3-5 for the To Do list and
page 5-8 for the Name and Address list.

on the Appointments screen. Use
when you want to
have an appointment repeat daily,
weekly, biweekly, monthly by date,
monthly by day, or yearly. Refer to page
2-5.

on the Change Appointment screen,
Change To Do Item screen, and Change
Name and Address List Entry screen.
Use when you want to
make the changes you indicated in the
appointment, to do item, or name and
address on the screen. Refer to page 2-6
for appointments, page 3-4 for To Do
list and page 5-4 for Name and Address
list.

on the Calendar screen. Use
when you want to search your lists or
your notes. Refer to chapter 6.

on the Search screen. Use

when you want to
search your complete list of appoint-
ments for a specific appointment. Refer
to page 6-2.

on the Search screen. Use
T TEE when you want to

search your Name and Address list for
a specific entry. Refer to page 6-3.

on the Search screen. Use
when you want to search
your notes. Refer to page 6-2.



Search To Do

Set Appoint.

Things To Do

Yes Erase

on the Search screen. Use
when you want to search
your To Do list. Refer to page 6-2.

on the Appointments screen and on
the Set Appointment screen. Use

when you want to set an
appointment. Refer to page 2-2.

on the Calendar screen. Use
when you want to add,
erase or change an item, when you
want to mark an item as complete or
partially complete, or when you want to
print your To Do list for the day. Refer
to chapter 3.

on the Repeat Appointment screen.
Use when you want an ap-
pointment to repeat every week. Refer
to page 2-5.

on the Repeat Appointment screen.
Use when you want an ap-
pointment to repeat every year. Refer to
page 2-6.

on the Erase Appointments screen,
the Erase To Do list screen and the
Erase Name and Address screen. Use
when you do want to erase
the appointment, to do item or name
that is highlighted. Refer to page 2-6
for appointments, page 3-3 for To Do
list, or page 5-4 for Name and Address
list.
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Error Messages

]
Message

Message

Appointment file contains invalid dates or
times,

Condition: An entry in the PAM. ALM file has a date or time
that cannot be understood by the computer. Time Manage-
ment won't let you enter an incorrect date or time, so if you
get this message, either you added entries to PAM.ALM di-
rectly using MemoMaker, or your files have become garbled.

Remedy: Use MemoMaker to look at PAM. ARLM, Check that
all dates and times are valid—for example, no date of Febru-
ary 31, or time of 25:66—and are in the proper format. Date
format is MM/DD/YY; time format is HH:MM, using the twenty-
four hour clock. a and p are not used in PAM . ALK to indicate
a.m. or p.m. If the file is not readable, delete the file, and
enter your appointments again.

Approaching maximum number of appointments,
Please archive soon.

Approaching maximum humber of things to do.
Please archive soon.

Condition: The program generates this warning when your
Appointments list or Things To Do list contains 175 items.

Remedy: You can delete unwanted items from the appropri-
ate list, or you can store some of the list. Use Archive to store
part of your Appointments list or Things To Do list. Refer to
chapter 7 for information about Archive.

Error Messages A-1




Message

A-2 Error Messages

Approaching maximum number of names,

Condition: The program generates this warning when your
Names list contains 75 items.

Remedy: Delete outdated items from the Names list.

Bad command or file name

Condition: This message appears when MS-DOS, the op-
erating system of your computer, can’t understand the
command sent. You can send MS-DOS commands directly
from Time Management by typing the command when the
Calendar screen is displayed.

Remedy: Press any key to return to your time manager and
continue with your work.

Can't create archive file,

Condition 1: You don’t have enough room on drive A to cre-
ate the archive file.

Remedy 1: Delete some files from drive A to create more
room, or change the memory configuration in the P.A.M. Sys-
tem Configuration screen.

Condition 2: You don’t have enough room on the disc in the
disc drive to hold the file.

Remedy 2: Use a new disc.
Condition 3: The external disc is write protected.

Remedy 3: Remove the write-protection on the disc.



Message

Message

Message

Could not create Appointment file.

Could not create Hame & Address file,
Could not create To Do List file,

Condition: The computer does not have sufficient room on
drive A to create these files.

Remedy: Change the memory configuration in the PAM.
System Configuration screen, or delete some files from drive
A.

Error writing to Appointment file,
Data lost.
Error writing to archive file., Data lost,

Error writing to Name & Address file,
Data lost,

Error writing To Do list file., Data lost.,

Condition: An error occured during writing to a file. The in-
tegrity of the files on drive A is questionable.

Remedy: You can’t recover the data that has already been
lost. Exit Time Management, save your files on an external
disc, and reformat drive A.

Error writing to printer., Please check
printer and then press any key,.

Condition: Can't write to the printer because the printer is
not properly connected, out of paper, or some other printer
error condition.

Remedy: Check the printer to be sure it is properly con-
nected, turned on and has paper. You may need to press the
reset button on the printer.
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Message

Message

Message

A-4 Error Messages

Invalid date.

Condition: The date you entered on the Add To Do List
screen is not a valid date—such as 2/31—or is in a format
that the program does not recognize.

Remedy: Be sure the date is valid. Be sure the format of the
date is MM/DD/YY. Month and day can be one or two digits,
as appropriate. For example, December 14, 1985 would be en-
tered as 12/14/85. February 2, 1986 would be entered as
2/2/86.

Invalid date or time.

Condition: The date or time you entered on the Add Ap-
pointment screen is not a valid date or time—such as 2/31 or
25:45a—or is in a format that the program does not
recognize.

Remedy: Be sure the date and time are valid. Be sure the
format of the date is MM/DD/YY. Month and day can be one
or two digits, as appropriate. For example, December 14, 1985
would be entered as 12/14/85. February 2, 1986 would be
entered as 2/2/86.

Be sure the format of the time is HH:MM. For example, 2:45
p.m. is entered as 2:45p or 14:45 on the 24 hour clock. You
must include the colon between the hour and minutes. Do not
include a space between the time on the 12 hour clock and
the a or p for morning or afternoon.

Invalid priority,

Condition: Priority entered on the Add To Do Item or
Change To Do Item screen is not appropriate.

Remedy: Priority you enter must be 1 through 9 or A
through O (uppercase letters only). Any other priority is not
acceptable.



Mame & RAddress List is full,
No further entries may be added,

Condition: Your Name list has 100 entries. No further en-
tries can be made.

Remedy: Delete the outdated entries on the list.

Name & Address List requires a name,

Condition: You attempted to add an entry to the Name and
Address list with the Last Name field empty.

Remedy: Type a name in the Last Name field.
Not enough free space onh drive A: to add
entry, ®

Condition: Drive A does not have sufficient space to accept
another appointment, thing to do or name.

Remedy: Return to P.A.M. and change your memory con-
figuration so you have more room on drive A, and/or delete
some files.

Qut of raoom. Archive and try again,

Condition: You attempted to set or repeat an appointment,
or add an item to the To Do list, causing the list to reach its
limit of 200 entries.

Remedy: Archive some of your list (refer to chapter 7) or de-
lete items from your list if you don’t want the items saved in
a file.
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A-6 Error Messages

Printer not ready.
Condition: Your computer can’t find the printer.

Remedy: Be sure the printer is properly connected and is
turned on. Be sure the P.A.M. System Configuration screen
printer settings match your printer and printer interface, so
that the computer knows the printer is there.

To Do file contains an illegal date.

Condition: An entry in the TM. TDO file has a date that can-
not be understood by the computer. Time Management won't
let you enter an incorrect date so if you get this message, ei-
ther you have added entries to TM. TDO directly using
MemoMaker, or your files have become garbled.

Remedy: Use MemoMaker to look at TM. TDO. Check that
all dates are valid—for example, no date of February 31—and
are in the proper format. Date format is MM/DD/YY. If the file
is not readable, delete the file, and enter your To Do items
again.
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A D
A>, 1-3 Data files, 1-4
Add Name to List screen, 5-2 Datacom Configuration screen, 5-6
Add To Do Item screen, 3-2 Datacom Interface field, 5-6
Adding Date, 1-2
appointment, 2-2 thru 2-4 Date format, 2-3, 3-2, A-1, A-4, A-6
name, 5-2 Dialing a phone number, §-7, 6-3
thing to do, 3-2 DIR, 8-1, 8-2
Alarm, 2-3 thru 2-4 Duplex jack, 5-5, 5-6
Appointments, chapter 2
changing, 2-6 E
editing, 2-7
erasing, 2-6 Editing keys, 1-5
printing, 2-7 Editing
repeating, 2-4 thru 2-5 appointments, 2-7
setting, 2-2 thru 2-4 things to do, 3-8
- Appointments screen, 2-2 Erasing
Archive, chapter 7, A-1, A-5 appointment, 2-6
Archive screen, 7-1 name, 5-4
thing to do, 3-3
B Exiting
MemoMaker, 4-2
Built-in modem, 5-5, 5-6 Time Management, 1-6
C F
Calendar screen, 1-2 Federal Communications Commission, 5-1, 5-5
moving around, 1-4 File Manager program, 8-1
returning to, 2-7, 3-6, 5-8, 6-3, 7-2 fmar, see File Manager program
Changing Forms, filling out, 1-5
appointment, 2-6
name, 5-4

thing to do, 3-4
Command interpreter, 8-1
COMMAND.COM, 2-1
Completed things to do, 3-4 thru 3-5
Connecting to telephone, 8-5 thru 5-6
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Hayes Smartmodem, 5-5, 5-7
Help, 1-3, 1-5
HP 82164A HP-IL/RS-232-C Interface, 5-5, 5-6

Inverse date block, 1-3

Keyword, 6-1

MemoMaker, 2-7, 3-5, 4-1 thru 4-2, 5-4, 7-2, 8-3
Memory to run program, 1-1
Modem, 5-2

built-in, 5-5, 5-6

codes or commands, 5-2, 5-5

external, 5-5

Hayes Smartmodem, 5-5, 5-6
MS-DOS

getting rid of prompt, 1-3, 8-1

prompt, 1-3

running a program, 8-3

sending commands, 1-3, 8-2

Name and Address List, chapter 5
adding, 5-2
changing, 5-4
erasing, 5-4
viewing, 5-4
Name and Address List screen, 5-1
Notes files, 1-4
Notes file names, 4-1

«NOT, 1-4, 1-6
PAM.ALM, 1-4, 1-6, 2.1, 2-7, 7-1, A-1
Partially complete Things To Do, 3-4 thru 3-5
Printing

appointments, 2-7

names and addresses, 5-8

things to do, 3-6
Priority, 3-1, 3-2, 3-4, A-4

Repeat Appointment screen, 2-5
Repeating an appointment, 2-4 thru 2-5
Running a program, 8-3

S

Saving appointments, things to do, chapter 7
Search date, 6-1
Search screen, 6-1
Searching, chapter 6

appointments, 6-2

name and address, 6-3

notes, 6-2

things to do, 6-2
Selecting a task, 1-3
Serial port, 5-5, 5-6
Set Appointment screen, 2-2
Setting an appointment, 2-2 thru 2-4
Starting other programs, 8-3
Starting Time Management, 1-1 thru 1-2
System Configuration screen, 5-6
System date, 1-2



T

Taking Notes, chapter 4
Telephone
connecting computer to, §-5 thru 5-6
) receiver, picking up, 5-7
~— Things To Do, chapter 3
adding, 3-2
changing, 3-4
completed, 3-4 thru 3-5
editing, 3-5
erasing, 3-3
partially complete, 3-4 thru 3-8
printing, 3-6
Time format, 2-3, A-1, A-4
TM.NAN, 1-4, 1-6
TM.TDO, 1-4, 1-6, 3-5, 7-1, A-6
To Do List screen, 3-1
TYPE command, 7-2

Vv

Viewing
archive file, 7-2
name entry, 5-4
notes file, 6-2

-3
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