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Welcometo AllTimefor the Palm Computing Platform

Thank you for choosing AllTime!

AllTime is optimized to track time and expenses quickly and easily for maximum profitability. Al Timeis perfect for the
professional, business person, or anyone else who needs to keep track of his or her time, expenses, and mileage.

AllTimeisdesigned for superfast capture of time and expenses as they occur. Later you can use the reports feature to output
your data to the memopad application or TinySheet which can synchronize with Excel on Windows PCs

You now have the power to organize your busy life and more efficiently keep track of your time and expenses!

iambic strivesto make the best businesstool s possible for the Palm Computing platform. We welcome your suggestionsand
comments. Y ou can give us your feedback at http://www.iambic.com/support. If you enjoy the program, please refer us to
your friends and associates. In addition, please take the time to try out our many other iambic solutions for the Palm
Computing platform.

Soecial offer

AllTimeisamember of the TimeReporter time and expense tracking suite of solutions for the Palm Computing connected
organizer. Y our purchase of AllTime comeswith an anytime, full trade- in guarantee. If at any timein the future you would
liketotradeit in for one of the other TimeReporter solutions, iambic will give you credit for the full retail value of AllTime
towards your new purchase. Available from iambic Software are TimeReporter for the Palm Computing Platform which
includes a compl ete desktop Windows application, synchronization functionality, multi-user capability, enterprise level
scalability and configurability. We a so have TimeReporter for Timeslips, the direct synchronization solution for Timeslips
users.

For the latest news and updates on this application and others, please visit our website at http://www.iambic.com.



Getting Sarted

System Requirements
Palm Computing Connected Organi zer
AllTimewill run on al Palm OS Devices running Palm OS 3.5 or higher

AllTime requires 281 KB of space on your handheld device. Plus additional space will be needed for your data which can
vary depending on the amount of data you enter.

Personal Computer

AllTime can be loaded onto a handheld device from any personal computer that has the Palm Install Tool or equivelant.
Because All Time uses the Palm device Memopad to transfer report datato a PC, the only regquirement to transfer datato the
PC isthe Palm Desktop program which comes with the Palm device or for Macintosh users, that comes with the MacPac.

What's on the CDROM or What did | Download?

AllTime
1. The AllTime application (AlITime.prc) for your Palm

2. The AllTime user manual (thisfile)

Demos of Other iambic products for the Handheld Device

Also included on the CDROM are full working demo versions of TimeReporter for the Palm Computing Platform (with
TimeReporter for Windows), TimeReporter for Timeslips, SaleswWarrior, and Agendus. The demo license keys needed to
try these applications can be requested the webpage for that product at http://www.iambic.com

Installing AllITimeto Your Handheld Device

Macintosh
1. From the Palm menu-bar icon, select HotSync Manager

2. Under the HotSync menu, select Install
3. Click on Add to List
4. Find the AllTime.prcfile.

Windows
1. Launch the Palm Install Tool by tapping on Start | Programs | Palm Desktop | Palm Install Tool.

2. Choose your Palm device User name from the drop down list of the install tool. The install tool will queue the appli-
cation for installation to your handheld device on the next hotsync. If you are not sure of your Palm device User name,
tap the HotSync icon on your Palm device. A screen will appear which says, “Welcome, ‘name’”. Thisisthe name
which must appear in the User Name field of the Install Tool. If the correct name is not one of the choices on the drop
down list, then you will need to first HotSync the handheld device to establish the name on the User Name list.

3. Slect the AllTime.prc. Use the Add (browse) button in the install tool to locate this file on the CDROM or your
download folder. Choose the file and click the Install button.

4. Place your Palm Computing connected organizer in the cradle and press the HotSync button.



5. Tap on the AllTimeicon. You should see the AllTime.
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o ST T After you have installed All Time you will see
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Frefs Security  TinySheetd Cancel

Figure 1. Starting AllTime

6. You will now be presented with a user name and user rate screen. The rate is the hourly rate you typically charge,
other more specific rates by clients, projects or tasks can be set later.

7. Enter the code. Tap Menu > Options > About > Purchasing > Enter Code as shown in the figure bel ow then enter the
demo code or unlock code you received viaemail or with the package...

Options
Oi| Preferences «R
Purge__. "
Import from Datebook A7
Export to Daotebook i
Reports__. < T
User Information «L

About AllTime

n All rights resarwed

w Sort: w Dates/Time
w Cliant: -

iarnbic

AllTimne

w02
@2003 iarnbic Inc.

Cevicell: PAFOG
Jan 31 2003 12:34:11 build 165

How do | purchase 7 a

“fou can order AlTime now for only
S$39.95

Device ID: PAFCG

To purchase online {fastest):
httpes Swww iarnbicstore.com

To purchase via emnail:
sales@iamnbic.conn

To purchase via fax:
408} TRE-2022

Enter code

Software Registration B

T Please enter ywour code below:
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Figure 2. Entering the AllTime code

Upgrading from version 3
If you are upgrading from version 3, then when running version 4 for the first time you will be asked if you want to Import
& Convert. If you do not import this data now you can do so later from the Menu | Options | Import from AllTime 3 menu
choice. All of thetime, expense, autolog and validation entrieswill be imported. Note: version 3 let you write in validation
items without adding them to thelist, in version 4 al items must be in the validation list. Due to this change al validation
items used on time, expense and autolog entriesin version 3 will be added to the validation lists of version 4.

Version 4 isapaid upgrade, your AllTime v3 unlock code will be imported and allow you to use version 4 for 15 days so
you have time to purchase the upgrade. Also note that the reporting capability is now integrated into All Time.



Overview

AllTime is designed to capture time, expense and autolog entries which can then later be used for billing purposes, reim-
bursement, or general tracking purposes for later review. There are reporting capabilities to help you export the datato the
palm memopad or TinySheet (sold separately) which integrates with Excel during synchronization. If you arelooking for a
solution with automatic synchronization with aWindows application and seaml essintegration check out our more advanced
TimeReporter application.

Entering and Viewing Time, Expense and Autolog entries

Use thetime entry form to record information about what you did and how much time you spent. Y ou can view al your time
entries or just the entries for agiven timeinterval in the summary report view. Expenses entries can be created to track the
expenses incurred, thisis useful because expenses that might have otherwise gone unreported or forgetten can be captured
asthey occur. Autolog entries can be captured as well, these are a special type of expense where you can enter the distance
travelled and information about the purpose of the trip for reimbursement or billing purposes..

mm Auto Log Entry
Y

& Cliant: Global Inc w Type:Hotel T w Type: Mileage
w Project: Merger - ':"E"'t Joe Camnbell w Client: Galleria Corp
- Tazk; 0 eg w Project: Contract Megotiation
Activvity LAty w Tazk: 3 w Tazk: Comnpleting the sale
w Payes - » Account: e

w 5D $ g5.00 Gty 30 + mi 124 403420000

I Plon 273003 113000 - 210 pi

w Duration: [»[0Z]:EIT] &
w Ereal: [+[00]- 00> Total: 255.00 Total: 4603 4034422
—Purpos —Furpose - —Purpas
finish research and meet with 3 nightzin town to finalize the rerger trawvel to office
contract

w principals to discuss

Cancel || Details B'ﬁl Cancel || Details E ﬁ Cancel || Details Bﬁl

Here are completed entries of each type. New clients, projects, and
other validation items can be added on the fly or you can pick one
fromthelist. If you tap in the field and enter a few letters the rest of
the name will be auto-filled for you. Additional fields and values
specific to an entry can be entered on the details or notes screen.

Figure 3. The three entry screens

Reporting capabilities

The Reports functionality also integrates with your PC by putting your individual time, expense, and auto log entries into
the memopad or TinySheet application which then synchronize with your PC. Y ou can then use these files directly, import
them into another application or save them for backup purposes.

Import/Export capability

Y ou can turn events schedul ed in the datebook into time entries or turn time entries into events scheduled in the datebook.

Automatic Backup

The databases used in AllTime are backed up to your PC during hotsync.



Getting Sarted

Creating validation items

Validation items are the individua clients, projects, tasks, accounts, payees, types, vehicles, currencies that you use when
creating your time, expense or autolog entries.

Each validation item has some of al of the following fields. The code is used for entering an optional a phanumeric code.
Therateisfor the hourly rate that this client will be charged if billed by the client rate. The rate ruleisfor selecting which,
of many possible rates, isto be used on time entries with this client. If onerateis always used for this client then you can
set therateruleto CLIENT, otherwiseif thisclient is billed at different rates depending on the task then select TASK to be
the rate rule. On each time entry in the details screen you can always edit the rate for that particular entry. See the section
later in this manual called Rate Rule for more information on this topic.

Mew Edit RYTITE Options

Validation List  Client

I Validation Lists AV Marie w Code
""" 00 ABC Constructi AEC Construction 10220
[ 1008 Carnpus Catering 10400
[ 10030 ABY Constructi Corporate Inco allerie Carmpbell 11080
2.5 Lakezpur Develop 10500
[ 300 Campus Cateri Contract Lowvely Poals 10600
[ 4:00 Gallerie Capita San Joze Dance 12000
i Smith, Estate of 10750
&:00 South Yalley Auto 10900
i Trurnan, Estate o 10800
w Client: w
Go To:

Creating Time Entries

Tap on a client name
to edit it or tap New
to create a New Cli-
ent. Usethecontrol in
the upper right cor-
ner to select which
validation list you
want.

Validation List  Client

Marne w Code

Edit Client

Marne: ABC Construction

Code: 10220

Fate: v5.00
Rate Rule: w Client

Private: [0

“isual representation of the
— duration, you can also tap and E' 12\ 10D
. = 1 11]
drag to enter a duration. E dT_ 2 10
nd Time: 3 15
- 4 | |20
5 | e
A& Client: AR Construction - 6 =20
w Project: Corporate Income Tax 7 35
Frep & 40
L || * Activity: - 10 o0
U B LT R ST p |0k ) (cancel] [11_s] 55
w Duration: [+ [04]: :Eil‘ ;
i Break: [w]00]-[300w] ¥ 52 Timer - tap to togale an and off
Urpo:
Initial preparatir] I—" Tap to increase/decrease the
(K Cancal) (Derats ) 5] selected value.
| ———+ [eletes the entry
l ¥ EditMiew the notes
Time Entry Details
O Reported
O Status #1 [ Private
O Status #2
O Status #3
O Status a4
O status #5 Rate, defaults to the rate from the

Eilling: = Charge
Rate: = User
100,00

Tatal: 4:15

:

Total is the duration minus the break

field specifed in the rate rule for
this client (set on PC).

Amount: 425.00 ——— Armount is the total time multiplied
by the rate.



Use the time entry form to record information about what you did and how much time you spent. Tap on the field name to
see alist of validation items of that type or start writing in a name and the rest will be auto-filled for you.Y ou can view all
your time entries or just the entries for agiven timeinterval in thelist, day or crosstab view. To edit atime entry tap on it
in any of the views

Time entries can also be created by importing meetings from the datebook, to do this tap on Menu | Options | Import from
Datebook. Then put a check next to each meeting you want to import then tap Import. Time entries can be exported to the
Datebook as well with the Menu | Options | Export to Datebook.

Creating Expense Entries

Expense entries are used for capturing expenses that you incur in the course of doing your work such as travel, lodging,
meals, parking, fuel, entertaining clients, etc. These can berecorded along with all of the related information asthe expenses
occur, this can be very helpful because the details can be recorded at the time which can be much easier than trying to back
track later to make sure you accounted for everything.

Thefields uniqueto expense entries are the currency selector, thisiswhere you can select which currency you paid inif you
want AllTime to handle the currency conversion for you. Y ou can add or edit the currency list and exchange ratesin the
Menu | View | Validation Lists | Currency screen. The line to the right of the currency selecter isfor entering the expense
amount. The quantity field can be used if multiple items were purchased for the same price. In the details screen theisa
reciept and reimbursable checkbox which you can check if it applies. Split expenses are also supported, thisisafeaturein
which you can create one expense entry that has items with different types. This can be useful for a hotel bill which could
have lodging, meals, entertainment, phone bills, etc and isall combined together and paid to one payee. To use this feature
tap on the line for type then tap on the icon that appearsto the right of that line.

Expense Entry I

w Type: Hotel T — Enter the total or amount of

> Client: RBL Construction each item if multiple items

bl LI Corporate Income Tax .
Prep of the same price

¥ Task: purchased.
- Us§ 59,95 Jorty 3 =— # Cluantity - the number of
Total: 269.35 1 iterms purchased at this price
=Furpos
accornodations whils wigiting client] Total - amount times the
Cancel || Details |0|T quantltj,r
——————+ [ieletes the entry
l ¥ Edit"iew the notes
Expense Entry Details

[ Reported on August repart
O Status #1 O Frivate
O Status #2
B Status #3
O Status #4
O Status #5
B Receipt
[ Reimburseable

Figure 4. Creating Expense Entries

Creating Autolog Entries
Entries of thistype are useful for tracking the distancetravelled, if using apersonal car for businessthisishelpful in keeping
track the exact number of miles for reimbursement. If using a company car this can still be useful for tracking purposes to
know the purposes the vehicles are being used for. The fields unique to this type of entry are the distance and start and end



odometer values. Y ou can enter the distance and the odometer controls will be updated or you can use a combination of the
start odometer and miles field to set the distance travelled.

Auto Log Entry

w Tvpe: Mileage -
w Client: AEC Conztruction I
w Project: Corporate Income Tax
Frep §
: bl Tap on the adometer style

contrals to set the starnt and

- mi 7.0 032095 i
_ | end odometer settings ar

Ho3z1320] _
;Purl:llnts — enter the distance trawvelled
PAYELIR ANCILGM SIS 208 an the line to the left.
ICl:lnl:eI Details |||
——+ [eletes the entry
l ¥ Edit*iew the notes

Auto Entry Details
® Reported w August exp)

B Status #1 O Frivate
O Status #2
O 5Status #3
O Status #4
O Status #5

Figure 5. Creating Expense Entries

Creating entriesfrom templates

Templates are pre-configured sets of validation items that you can use to creating time, expense or autolog entries quickly.
To create atemplate you'll need to create a entries that uses the validation itemsthen tap Menu | Create Template or graffiti

shortcut W, then name the template and tap OK.

To create entries from templ ates tap on the New button and select one of the optionsthat is“from Template” then select the
template. Note: Autolog, Time and Expense templates are separate since each has fields specific to that entry type.
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Viewing your entries

List View
Edit View Options |
Thisview is available for time, expense and autolog Mews Tirne Entry ~H
entries. It shows one row for each entry and can be Mew Expense Entry 1
filtered by date range and/or and validation item. Mew HutoLog Entry ) 1
You can also sort by date or any other field. Thefil- v Today
tering capabilities of this view are especially impor- Du — —
tant when you are generating a report. 2/28 Gallerie Carmpbell 1:35
/28 ABC Construction ]
8/28 ABC Construction 4:15

. w Sort: w Dates/Time
=elect: Time, Expense - Cliant

or Auto Log view ——y

[® Tirne
[%Expenze
[EAuto Lag

i Tirne from Termplate
2 Expense from Termnplate
S Auto Log fram Template

Figure 6. TheList View

Day View
Theqayvie\Nisavai!abIefor timgentries, this _ _ i Select Day of
view is useful for seeing gaps of time that you may Edit View Options | Waek to Vi
need to create time entries for. Mew Time Entry «H BER IO WIEW

Mew Expense Entry 1
Mew Auto Log Entry 1 l

Aug 29, 02 K| SI".'1T|WEF S|y

Time Client Project
[ 2:00 ABC Constructi
10:05
10:30 ABC Constructi Corparate Inco
[ s
[ 300 Carnpus Cateri Contract
[ 4:00 Gallerie Capita
jgeci
£:00

w Client: -
Select View ——[EE (> ew)

[ Tirne
[ Expanse
[ Auto Log

sm Tirme from Termnplate
2% Expense from Template
S Auto Log from Termnmplate

Figure 7. The Day view



Cross-Tab view

This view is available for time entries, it shows Edit View Options ] ociect Day of
thethetotal s of time entries for the selected day New Time Entry ~H YWeek to Wiew
and week. And also shows overall totals for the New Expense Entry 71 I

current day and week. Mew Auto LogEntry 1 l

CFITITTED
Client Froject Wed | Week
ABC Constr Deposition 208 Eas
AR Constr Corporate 415 T15
Carnpus Ca Contract 1:00; w00
Gallerie Ca Merger 1388 335
Lowely Po Corporate a0 &0

o e— oo

23EE

Select Date :
w Client: -

Select View ——
i

o
]+ 7

[ Tirne
[ Expanse
[ Auto Log

\iﬂ;Time fram Template

2% Expense from Template
S Auto Log from Termnmplate

Figure 8. The Cross-Tab view

Rate Rule

Each time you create a new client, you can set the rate rule to user, client/project or activity. After arate rule has been set,
the next time you create atime entry, alltime will automatically usethe rate rule that you specified. Rates, per hour, arethen
multiplied by the amount of time enteres and are applied to the particular client for reporting.

Toedit theraterulefor current clients, tap the Menu button | View | Client List. Next tap on the client to changethe rate rule.
Using the Rate Rule

User

Create aclient called “ Coffee House”, and set the rate rule to user. Next, create atime entry of any type for Coffee House.
The user rate you entered when you first installed Al Time, or entered at the Menu | Options | Edit User Info will be applied
to the time entry.

Client/Project
Create aClient called “ Donut House”, set the rate rule to Client/Project and enter arate. Next, create anew time entry with
the Client “Donut House”. Thisentry will now reflect the rate that you just entered for the rate rule.

Note: In the case of the Client/Project rate rule, projects with rates will always take precidence.
Activity

Createanew client called “Bagel House” and set therateruleto activity. Next, create anew time entry with theclient “Bagel
House” and select an activity. The rate for this activity will be applied to thistime entry

Tap the time span on the entry (which isthe field immediately below “ Activity”) to bring up the Set Time picker. Pick start
and end times by highlighting the start time and end time button. The pop-up choices let you adjust time in 5 minute inter-
vals. Select No Time, if you don’t need to track thisinformation.
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Notes

The Notesfield is an 4 kilobyte text field where you can enter notes that are too long to fit in the 255 character purpose
fields. Notes can more fully describe and identify the entry. The Notes field is an excellent place to use text shortcuts.
Tapping the Note button expands the note areato full screen.

E Dizcuszed the unusually Hgh - .
receivables and resolved to take g Time, Expense & Auto log entries
larger sample and check for proper have a notes field that is limited

cut offin the sales cycle, only by the system memory
Click thisicon on the Reviewed the afficer loan and

. . discugsed ways to distribute the loan
\S/lilPeWto bring up a notes out to get it off the books,

Prepared a tire table for completion
of the staternents and gawve

Done acceptsand closes Increase or decrease the

thenote ——————®»f Done [ Delete | [ |.ﬂ.|ﬁ;|<_ font size here

Delete the note text only,
not the entire entry

Figure 9. Notes section of an entry.

Creating Reports

The Reports functionality isfor exporting your time, expense and autol og entries to other programs. Whilein the List view
you can apply whichever filters then tap Menu | Options | Reports or graffiti shortcut M to open the Report creation screen.
Here you can select the type of report, if TinySheet isinstalled you can select it the other option isthe memopad. TinySheet
is a spreadsheet application for your Palm that is developed by iambic. This application can synchronize directly with MS
Excel on aWindows PC. In this Reports screen you can title the report, select the format, and include headers. The headers
are the labels for each field. Note: There is an additional filter on this screen, the Include filter which lets you select if you
want to report only unreported entries, reported entries or dl entries. The action field is for marking the entries as reported
or deleting them or leaving them asis. If you choose to send the report data to the memopad the report may need to be split
in multiple pieces since the memopad hotsync conduit islimited to memos of 4 kilobytes. Using the TinySheet optionisone
way to put all the report data in one file without having to piece the data back together on the PC.

w» Today
331 Alpha Consulting 235

i Merno Pad
Title:| Tinysheet
Include:; = Unreported
Action: = Mone

( Create Report :] I: Cancel :l

Figure 10. Reports Screen

If you choose to send the Report data to TinySheet then on the next hotsync the datawill bein an Excel file on your PC, see
the TinySheet Manager on your PC for the location of thefile. If you choose to send the report data to the memopad then
see the section labelled Getting Report Data from the Memopad on page 15.
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Backing up your data

The databases used in AllTime are backed up to your PC during hotsync as long as the Palm system conduit is set to

Handheld Overwrites Desktop (default setting). If you change this setting to Desktop Overwrites or Do Nothing the normal
backup process of the hotsync will be prevented.

Preferences

In this screen you can set whether timers can be toggled on and off by tapping on theright columnin thelist view. Y ou can
also set what type of record to create when tapping on an empty linein thelist view. New in this version is the preference
for high resolution, this option will only appear if your Palm device supports high resolution or high density (ie Sony Clie,
Tungsten or other OS 5 device with high density support). This allows the list, cross-tab and day views to fit more entries
on each screen so you can see more of your data without having to scroll the screen.

Purge

Select Purge from the Options menu. Thisoption will delete all entriesin the category you selected prior to the date selected.
A purge cannot be undone Y ou can a so delete entries individually, by tapping the garbage icon.

Mew Edit View mm

[i| Preferences R

“z| Configuration -5
User Information L
Purge___ ~E
Import from Datebook ~Z
Export to Datebook -~
Reports._. -~
About Al Time
w Sort: w Dates/Time 2135

w Cliant: -

B : (> Hew | EY &[] (> fil ]

w Today
Date |+ Client | Arnount|
2% Global Ine 2:40

Purge Timne

@ Delete all + Time

dated prior to:

Delete all entries by date and type by select-

ing Purge from the Options Menu

Figure 11. Purge function.

Delete Record

Delete this Record 7
{Cannot Undo}

Deleteindividual entries
fromthe delete icon
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Getting Report data from the Memopad

To view the report that transferred to the PC after your last hotsync, open the Palm desktop and tap the Memo button icon
at thefar left of the screen. This accessesthe PAlm memo list. Thisisalist of all the memos/reportsyou have. Tap the report
memo that you created on the memo pad list and you will be able to see the report in the memo window to the right. If you
did not give your report atitle, it will appear on the list as “Untitled”

_ioix

File Edit WYiew Tools HobSync Help

= §| & 7 o |!ﬁ |IJ£'I"r i) | User: [Tungsten T j

[ Category: |f-'«ll j Sort By: Iﬂlphahetical j
1.
o 2 1 Thedatainthe
Date Memo 11 _|Unfl|E':| "I reportisin
" | Client Time - this view.
Eﬂ Sl S UnmEd T |Date LCurrency Amount Units Yalue Typ
Address Four'WaystoEnjer Test  Linfiled - e Client,Project Task Payee Account, P

Handheld B asics IUnfiled = urpose Hereis our
ﬂ Mavigator Button Tips trfited """ 1730/03, 5225 3.0, 24675 Hotel iambit, report

Power Tips Unfled= | AllTime, Testing James Visa Just the

ToDo purpose,Some notes

p 1/30/03,,82.25 3.0 246.75 Hotel iambic,

I! AllTime Testing James Visa Just the
Memo pUrposez,

Expense 4 | M Private:

) Mew Mema | Edit Mema... |
2
‘Mata Pad Liat Large loans I Small lcons l ﬁt‘[[maym
Ready lofs A

Figure 12. Palm desktop-Memo list with Reports

Moving the Report from the Palm Desktop to other applications

Admittedly the report is not going to be much use to you in the Palm Desktop application, so you need to get the report out
and into a spreadsheet or other application.

Soreadsheets

There are anumber of waysto get the report data out of the Palm desktop and into other applications like spreadsheets. The
easiest and most direct approach isdescribed below. Y ou may find another method that you prefer; however, if the datadoes
not appear as you expect it try the method detailed below.

Using the Palm desktop Export feature

First, highlight the report icon you want to export from the Palm Memo list. Next, on the Palm desktop File menu, tap File,
and then Export. Y ou will then be presented with a screen which states that you can only export non-private records. Tap

15



OK and proceed. Y ou will be presented with a dialog box asking you for a file name, and for where you want to save the
fileto.

=TS
File Edit Wiew Tools HotSync Help

Dpen Archive. .. 4 | 5 | fy | User: |Tungsten T j
Save Al Chrl+5
R L
Rewver |l!-'2 | All j Sort By: |ﬁ|phal:uetiu:al ;I
Impoatt,.. -
Export. .. M ; af B | filed - Accessthe
Exp T ,3|'- _ = B ,l f _.I P port drop-
PR Baton g A e leL iakE TS down menu from
BrAt, telap el Unffle'j Date,Currency Amount,Units Walue Typ this screen.
= ays to Enter Text Unfiled ~ e,Client Project Task Payes Account P
Exit eld Basics [Infiled - urpose

m Mawigatar Buttan Tips Unfiled~ | 1/30/03, B2.26 3.0,246.75 Hotel jambic,

Pawer Tips Urfiled~  [AlTime Testing James Visa Just the
ToDo
purpose,some notes
o 1/30/03, 82.26 3.0 24675 Hotel jambic,
I! AllTime Testing James Visa Just the
__ Memo | purposez,
Expenze < | _"I Brivate: [
Mew kMemo | Edit tMemo... |
% List Large lcons I Small lcons ] mm
bq:u:urt items From the Memo Pad il of & i

Figure 13. Choosing to export areport

Note: You can savethefilein four different formats. Y ou can save it in Memopad Archive (*.mpa), as acomma separated
file, asatab separated file, or asatext file. Savethefilein asatext file. In addition, make suretherangeis set to currently
selected records. Tap the Export Button. Thiswill export the data from the report into afile which you have just named and
to a place where you have just designated.

Saving and opening the report in Excel

Find the report that you just exported and saved on your PC or network. Open up Microsoft Excel and then open up the
report with Microsoft Excel. If you can not locate the file in Microsoft Excel, then change the “Files of Type” that you are
looking for from Microsoft Excel Filesto all Files.

If you saved the report in atext file, you will then be presented with the Microsoft Excel wizard, when attempting to open
up and view thefile. Choose Delimited file for the first step of the Microsoft Excel wizard.
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Text Import Wizard - Step 1 of 3 EHE

The Text Wizard has determined that vour data is Delimited,
If this is correct, choose Mext, or choose the Data Type that best describes vour data,
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Figure 14. First step in Excel wizard process.
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Important: 1n the second step of the Excel wizard process, if the report was created asa Comma Delimited file on the Palm
device, then you must check commain the Delimiter field in the second step. If the report was created as a Tab Delimited
file on the Palm device, then you must check tab in the Delimiter field.
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Figure 15. Second step in the Excel wizard process
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In the third and final step, make sure General is selected in the Column data format field. Next, select the Finish button to

complete the process.

Text Impornt Wizard - Step 3 of 3 E
Thisfield must have This screen lets wou select each column and set Calumn data Farrmat
General selected. the Diata Formak oy General
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.
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with the Wizard process ]|

Cancel « Back
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Viewing thereport in Excel

Select Finish in the final stage of the Excel Wizard. Y our datawill now be in a spreadsheet where you can sort, rearrange

or drag and drop to other applications.

. Microsoft Excel - time
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Figure 16. Partial view of Report Data Opened in Excel
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Appendix

Tipsfor Leveraging the Palm Device

The Palm device has severa capabilities that are not well-known. These capabilities are so useful in increasing your produc-
tivity, we mention them below.

Mapping the All Time Applications to Palm Device Buttons

Thefour tactile buttons at the base of the handheld device, aswell as, the silk-screened cal culator button, can be customized
to map to the application of your choice. Y ou may want to reconfigure one of the Palm device buttons to open an AllTime
application instead of a Palm device application.

To reconfigure the Palm device buttons, open the “Prefs’ application from the Launcher and select “Buttons’ from the top
right drop-down list. In the next screen, tap the downward pointing triangle next to the button you wish to change. From the
list which will appear, tap the application that you want to access by pressing the button. If you choose to customi ze a button,
the origina application is still available from the Launcher application.

Try reconfiguring the handheld device buttons. If you change your mind at alater time, you can aways restore them to the
original configuration.

Using the Text Shortcuts

If you find yourself using the same phrases and word combinations over and over again, as frequently happens when you
meet with one particular client, perform one particular service or incur one particular type of expense, you may want to
create atext shortcut for commonly used phrases. For example, if you perform a great deal of research, you may want the
letter “r” to represent and write the word “research” on your handheld device.

To do this, select the “Prefs’ application from the launcher and choose “ Shortcuts’ from the right corner drop-down list.
Use the new button to add a new shortcut. Pick a series of |ettersthat you will remember to represent that phrase. To invoke
the shortcut, make afish onitstail symbol in the graffiti box at the bottom of the handheld device. The handheld devicewill
recogni ze the shortcut and replace the shortcut |etter or letters with the phrase that the shortcut represents.

Please note that the first recognized shortcut will be executed. If you have a one letter shortcut that begins with a“m”, and
atwo letter shortcut that begins with the letter “m”, then the two letter shortcut will never be executed. Thisis because the
one letter shortcut will always be executed first.
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