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USING PENPOINT 

Copying and Duplicating Disks 

The Volume menu has two commands that let you copy the contents of one 
disk to another disk. 

Choose the Duplicate command to make an exact copy of a floppy disk onto 
another floppy. If you duplicate a disk onto an unformatted disk, PenPoint 
automatically formats the disk. 

Choose the Copy Contents command to copy the entire contents of a disk to a 
location on another disk. When you do this, PenPoint creates a directory on the 
second or target disk with the same name as the disk you're copying and places 
the contents in it. You might choose this command, for example, if you wanted 
to back up the contents of your sales reports disk to your hard disk. 

To duplicate a floppy disk: 

1 Connect the PenPoint computer to 
a disk drive. 

2 Tap J the Disks icon to float the 
Disk Manager. 

3 Tap J the floppy disk icon to 
open it. 

4 Choose Duplicate from the Volume 
menu. 

PenPoint begins to duplicate the 
disk and shows you the amount it's 
copied. 

Insert a second floppy disk when 
PenPoint prompts you for the 
destination disk. (If the disk is 
unformatted PenPoint formats it.) 

Insert the first floppy disk when 
PenPoint prompts you for the 
so urce disk. 

5 Continue swapping disks until the 
percent completed is 1000/0 and the 
message is no longer on the screen. 
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COPYING AND DUPLICATING DISKS 

To copy the entire contents of a floppy 
disk to a directory on a hard disk: 

1 Connect the PenPoint computer to 
both a floppy and a hard disk drive, 
and insert a floppy disk. 

2 Tap J the Disks icon to float the 
Disk Manager. Tap J the hard disk 
icon to open it. 

3 Tap press .r the floppy disk icon 
until you see the double marquee. 

4 Drag the disk icon to its destination 
on the hard disk. 

(If you're dragging it into a 
directory, lift the pen when the 
disk icon is aligned with other 
documents within the directory.) 
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You can also coPY the contents of a disk 
by choosing Copy Contents from the 
Volume menu, and then dragging the disk 
icon to another volume or directory on the 
Disk Manager. 
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USING PENPOINT 

Converting a PenPoint Document 
to a PC Format 

PenPoint stores your documents in the PenPoint format. To work with a 
PenPoint document on a different computer, you need to convert the 
document from a PenPoint file format to one that is compatible with the 
application that you'll be using. Consult the manual that comes with your PC 
application if you're not sure what file formats the PC application accepts. 

You copy a document to disk with a different file format by exporting it. 

To export a document: 

1 Connect the PenPoint computer to 
a disk drive. 

2 Tap J the Disks icon to float the 
Disk Manager and tap to open the 
icon for the connected disk. 

3 Select a document from the Table 
of Contents. 

4 From the Table of Contents, choose 
Export from the Edit menu. 

You'll see the title of the document 
you've selected surrounded by the 
double marquee which tells you it's 
ready to be copied. 
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5 Drag the document to its 
destination. 

If you're dragging it into a 
directory, lift the pen when the 
marquee is aligned with other 
documents in the directory. 

When you lift the pen, PenPoint 
displays the Export dialog sheet. 

6 To rename the document, tap J the 
title to change it in the edit pad . 

... Or, draw a X through the title 
and write in a new name. 

7 Tap J to select a file format. 

8 Tap J Export to export the 
document 

PenPoint transfers the document to 
disk, lists it alphabetically, and 
closes the Export sheet . 

... Tap J Cancel to close the Export 
sheet without exporting the 
document. 

Refer to "Editing Text in Fields" in 
chapter 7 (Editing and Formatting Text) 
to learn more about editing document 
names in fields. 
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USING PENPOINT 

CONVERTING A PENPOINT DOCUMENT TO A PC FORMAT 

In your Notebook you can have a document tide that includes several words 
with spaces between them. On many PCs, however, the convention for naming 
documents requires tides of 8 characters followed by a period and 3-letter 
extension to identify the file format, for example NewProd.RTF. 

If you don't shorten a long tide and give it a file format extension, the PC may 
truncate it when you export it and the application you're using may not 
recognize it as a file. 

For example, if you export a document called New Bottle Design in ASCII 
format, when you look at the document on your PC directory, you'll see a 
document entitled New _Bott with no file format extension. To avoid this, 
rename a document with a meaningful name followed by an appropriate 
3-letter extension for the file format. 
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Converting a PC Document 
to a PenPoint Document 

Sometimes you'll want to work on documents originally created on the pc. 
For example, you might wish to add details to a sales plan prepared by a 
colleague. Or, you might decide to work further on a document you'd already 
exported to the pc. 

You transfer documents back to your Notebook by copying or moving them 
from a disk to the Notebook. If you're copying a PC file or a document you 
previously exported, PenPoint automatically displays the Import sheet. You can 
then choose an application to use with it. 

Note book Content$-
""'"'' ,"",,,, ~'"W'·''' '" '"" . '"",.,,~ 

Document Edit Create View Show Sort 

~ 
D Current Products, > 

Eb tn\lFmtnIV.,.":,, 

1J 
Help 

1 Connect the PenPoint computer to 
a disk drive. 

2 Tap J the Disks icon to display the 
Disk Manager and tap to open the 
icon for the connected disk. 

3 Tap press .r the document you wish 
to import, and then drag it to a 
location on the Table of Contents. 

PenPoint displays the Import sheet. 
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4 To change the document name, 
tap J the tide to change it in the 
edit pad . 

.. Or, draw a X through the title 
and write in a new name. 

5 Tap J to select an application. 

6 Tap J Import to import the 
document. 

PenPoint copies the document to 
the Notebook and closes the Import 
sheet . 

.. Tap J Cancel to close the Import 
sheet without importing the 
document. 

If you want to copy a file to the Notebook without converting it to a PenPoint 
format, choose Placeholder from the Import to options. You might do this, for 
example, to use the Notebook to transfer a file from one PC to another. If you 
turn to the document in the Notebook, PenPoint asks you which application to 
use with it. 
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Formatting a Floppy Disk 

Before you can use a disk in the GO Floppy disk drive, you need to format it. 
The first time you put an unformatted disk into the GO floppy drive you'll see 
a message asking you to choose a disk size for formatting. 

7 

8 

"0 

[ 

~ 
"0 

1 Connect the PenPoint computer to 
a floppy disk drive and insert an 
unformatted disk into the drive. 

[J Sales by Region .g 
0 

[J r\Jew Hires 

D Customers .... 

[J Chain Sto 

[J Corl1p 

D New Bottle 
[J S als a,Co 

[J Package 

[J Proposed 

lVote from PenPoint." 

This volume needs 
formatting: 

Ch:Jose 1he desired 

~ Bottle Design SI'..etl:::h 

l~ Revised Bottle FAX 

[J CONTR.B.CT. 

[J New Product Draft". 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

" ... 21 

"'>""'0«_,22 

~7J ..'11 ~ [511 mil ~.l ~ 
Help Pte1'etences Tools Statbnet'/Dis:ks Keyboard Installel 

,4 
:R. 
Z 
.}o 

*. 
"0 
:) 
.:.. 

~ 

You'll see a message informing you 
that the disk needs to be formatted. 

2 Choose a disk size. 

(If you don't know what the size is, 
eject the disk and check the size 
that's written on the metal shutter). 

If you've mistakenly inserted a disk 
with information on it you want to 

keep, tap J Cancel to eject the disk. 

3 Write in a name (up to 11 
characters) for the disk (Or, 
tap J the field to display an edit 
pad and write it in the pad.) 

4 Tap J Continue. 

You'll see a message that shows you 
that the format is in progress. 

When PenPoint finishes formatting 
the disk, the message disappears 
and if you have the Disk Manager 
open, the disk icon appears there. 

You can also format a disk from the Disk Manager by choosing Format from 
the Volume menu. You might do this to format a disk to a lower density or to 
quickly erase its contents. 
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If you get a message telling you that the 
disk is a write protected volume, make sure 
you don't need the information on it. Then 
push up the tab covering the hole on the 
upper right side of the disk. 



236 

USING PENPOINT 

Saving Documents 

If you have to restart the computer while you're working with a document, 
you'll lose your most recent changes unless you have saved the document. 
PenPoint automatically saves your current changes each time you turn to 
another page of the Notebook. 

If you have something selected in a document, PenPoint doesn't save your 
changes even when you turn the page. You can make sure the changes are saved 
by selecting something on the page you turn to, or by undoing the selection in 
the document you're turning away from. 

To save your changes periodically without turning the page, choose Checkpoint 
from the Document menu. 

Sometimes you'll make changes to a document that you don't want to keep. 
You can go back to an earlier version of the document by choosing Revert from 
the Document menu. When you do this, PenPoint restores the document to 
what it was the last time you saved it. 

To save your current changes while 
working on a document, choose 
Checkpoint from the Document 
menu. 

To restore an earlier version, choose 
Revert from the Document menu. 
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Backing Up Your Notebook 

As with any computer, it's advisable to back up your Notebook periodically by 
copying it to a disk. Then if you have an error that causes you to lose data, you 
can restore your Notebook to its original configuration. 

To find out how much space the Notebook will occupy on the disk, choose 
About from the Table of Contents' Document menu and check the Filed Size. 
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To back up the Notebook: 

1 Tap J the Disks icon to open the 
Disk Manager. 

2 Tap J to open the icon for the disk 
to which you want to copy the 
Notebook. 

3 Drag the bottom handle of the page 
up to see the Notebook icon. 

4 Tap press .t the Notebook icon 
until you see the double marquee, 
which tells you it's ready to be 
copied. 

5 Drag the Notebook icon to the disk. 

Once you've copied a notebook to a 
disk, PenPoint treats it as if it were a 
section. You can't open it unless 
you move or copy it back to the 
Notebook. 
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If you have turned on Zooming Documents 
on the Safeguards Preferences sheet, you 
can close the Notebook by tapping the 
close corner and then drag the Notebook 
icon to a location on the Disk Manager. 
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USING PENPOINT 

BACKING UP YOUR NOTEBOOK 

Res 'oring Your Notebook 

When you have an error that causes you to boot the computer, PenPoint installs 
the default Notebook. If you've backed up your Notebook, you can copy it to 
the computer and delete the default Notebook. (Booting the computer is 
covered in chapter 12, Learning More About PenPoint.) 

.tIl, .i~ 
Pte1'eIIiHICE.>S: To.ols: 

To restore your Notebook after booting 
the computer: 

1 Connect the PenPoint computer to 
a disk drive. 

2 Tap J the default Notebook's dose 
corner . 

... If you don't see a dose corner, 
tap Allowed for the Zooming 
Documents category on the 
Safeguards Preferences sheet. 

3 Tap J Disks to open the Disk 
Manager and tap J the icon for 
the connected disk to open it. 

4 Tap press .r the title of the 
Notebook you want to copy and 
drag it to the Bookshelf 
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5 Tap J the Notebook icon to open 
it. Draw a flick up ~ on the tide line 
to zoom the Notebook so that it 
fills the screen. 

6 If you won't be using it, you can 
delete the default Notebook by 
drawing a cross out X over it. 

If you're sharing your computer you might have several notebooks in it at the 
same time-one for each person. To learn how to create multiple notebooks, 
read "Accommodating Multiple Users" in chapter 12 (Learning More About 
PenPoint). 
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CHAPTER 12 

Learning More 
About Pen Point 
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USING PENPOINT 

Managing Memory 

As you install applications and services in your Notebook and create more 
documents, you may reach a point where you are using most of the memory in 
your computer. Before you run out of memory, you'll see a message advising 
you to save your current work and make more room in the Notebook. To work 
with the memory in your computer most effectively: 

• Delete documents you're no longer using. 

• Deactivate applications, services, and handwriting profiles you're not 
currently using and deactivate or delete items on the Bookshelf. 

Find ng Out How Much Memory Something Uses 

The items in the Notebook use different amounts of memory. Before deleting 
or deactivating something, you might check to see how much room it occupies. 

To find out which items you've installed in the Notebook take up the most 
room, check the size in the Installer. To do so: 

• Tap the Installer icon to open the Installer. You'll see a column for the size 
on each sheet of the Installer. 

• To see a different sheet, tap the arrow on the title line and tap the name of 
the sheet you want to see. 

To find out the size (in kilobytes) of a document you have stored on a disk 
choose Size from the Show menu. You can sort the titles by size choosing Size 
from the Table of Content's Sort menu. 

To see how much memory you have available in the Notebook, look at the 
Memory Usage Preferences sheet. To do so, tap J Preferences on the Bookshelf 
and tap the arrow on the title line to see the list of sheets. Then tap Memory 
Usage. To have enough memory for standard operations, make sure you have at 
least 500K free. 



LEARNING MORE ABOUT PENPOINT 

MANAGING MEMORY 

Thin~Bs You Can Safely Delete or Deactivate 

The most efficient way to use the memory in your computer is to deactivate 
applications, handwriting profiles, and services you're not using. Deactivating 
them is a way of temporarily removing them; they're easy to reactivate. 

When you deactivate something, the PenPoint™ operating system deletes it 
from the computer but leaves a placeholder for it. Since PenPoint remembers 
the home volume, you can reactivate it in one step. To deactivate and reactivate 
something, use the Installer. (See chapter 4, Installing Programs and Devices 
for details.) 

Periodically, you can gain more room in the computer by deleting documents 
or sections you're no longer using. Before doing so, you might make a backup 
copy on a disk so that you can work with the documents at a later time. (See 
chapter 11, Filing Documents for information on transferring documents to 
and from the computer.) 

To make more room in the Notebook, you can also delete items on the 
Bookshelf For example, you can delete Help, which removes both Quick Help 
and the Help notebook, and copies of tools, such as Disks, the Keyboard, and 
the Clock. There are some Bookshelf items you can't delete: the contents of 
Tools, the Installer, the In and Out boxes, and the Stationery notebook. 

Othc r Ways to Use Memory Efficiently 

If you've set the Access Speed to Accelerated on the Access document option 
sheet, you can turn to the document more quickly. But this option takes more 
memory than using the standard page turn speed. If you're low on memory, 
turn off this option. 

Some operations fragment memory. That is, PenPoint saves the information in 
smaller blocks distributed over a greater area than if it were in one continuous 
block. Thus PenPoint may sometimes not have enough contiguous memory to 
perform a task. If you get an out of memory warning, save your current changes 
by choosing Checkpoint from the Document menu and restart (warm boot) 
the computer as explained in the next section. 
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USING PENPOINT 

MANAGING MEMORY 
-----, 

Whe~ You Get an Out of Memory Message 

When PenPoint displays an out of memory message, restart (warm boot) the 
computer. Then you can free more memory by deactivating applications and 
services you're not using. 

To restart: 

• Before restarting the computer, choose Checkpoint from the Document 
menu to save your current changes. 

• Turn off the computer by pressing the Off button. 

• To restart it, press the On button. Hold it down for a few seconds before 
releasing it. 

• When you release the button, you'll see a message telling you that PenPoint 
is warm booting the computer. 

• When the warm boot is completed, the message disappears and you'll see 
the Table of Contents. 
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Restarting PenPoint When a Document Freezes 

If you're working with a document or tool and you find you can't continue 
working with it, the document may have frozen. You can still use other 
documents you created with the same application. However, you may have to 
take some steps to continue working with this one. 

When the document freezes: 

• Turn to the Table of Contents. 

• Turn back to the document. You should be able to use it, but you may have 
lost changes you made since you last saved it. (It's a good idea to save your 
changes periodically by choosing Checkpoint from the Document menu or 
by turning the page.) 

• If you turn back to the document and you still can't use it, PenPoint 
displays a message telling you that an error has occurred and then 
automatically turns to the Table of Contents. 

• Restart the computer. (Press the On/Offbutton at the top right corner of 
the computer. Hold the button down for a few seconds and then release it. 
You'll see a message telling you that PenPoint is warm booting.) 

If you're unable to use the document after restarting the computer, duplicate 
the document by copying it on the Table of Contents and then try using the 
copy. If that doesn't work, go back to a copy you've stored on a disk, or use a 
document recovery utility. 
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Booting PenPoint When PenPoint Freezes 

If the screen goes blank or you find you can't do anything in the Notebook, 
then PenPoint may have frozen. First try restarting the computer. If you're still 
unable to use the Notebook, you'll need to copy the PenPoint operating system 
from a GO floppy disk or hard disk. (This is called booting or cold booting the 
computer.) 

FACE-DOWN VIEW 
(battery pack 
removed) 

Reset button (inside hole) 

To boot the computer: 

1 Connect your computer to a GO 
floppy disk. (See chapter 13, Setting 
Up Your Computer to learn how to 
connect it). 

2 Turn on the computer. 

3 Put the first PenPoint disk into the 
floppy drive. 

4 Insert the end of a straightened 
paper clip into the hole that 
contains the reset button on the 
back of the computer. 

You'll hear a beep and the computer 
will display a message showing the 
PenPoint copyright information. 

PenPoint prompts you to insert the 
remaining disks. 

When PenPoint has been 
successfully installed you'll see the 
Table of Contents. 

When you copy PenPoint onto your computer, you'll see the default Notebook. 
To customize it, reinstall the applications and accessories you normally use, 
your handwriting profile and any preferences or personal dictionaries you've 
stored on a disk. You'll also need to copy the documents and sections you were 
last using back to your Notebook. 
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Accommodating Multiple Users 

When several people share the same computer, each person may want to set it 
up differently. You can do this by: 

• Creating an individual Notebook for each user. 

• Creating an individual handwriting profile, personal dictionary, and 
preference set as described in chapter 4, Installing Programs and Devices. 

Before beginning to work, each person can copy her or his Notebook to the 
computer from a disk and then activate a handwriting profile, personal 
dictionary, and preference set. 

Crea ing Individual Notebooks 

Even when you don't share the computer with several other people, you may 
find it more convenient to organize your work by creating individual notebooks 
for each primary topic, for example for each major client or project. 

The PenPoint computer comes with a default Notebook which you can replace 
with another notebook. The default Notebook and any additional notebooks 
you create are kept on the Bookshel£ 

81.1siness 
Memo 
Mini!xt 

--~~------~~~ ~-------------~--~~~ Not~ .ook 

:~j • /\ 
Cbck Notebook 

_!J ¥' II rC9 CSIl ill § ~.!..!, 
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To create a Notebook: 

1 Draw a caret /\ on the Bookshelf 
where you want the new notebook 
to go. 

2 Choose Notebook from the Create 
menu. 
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USING PENPOINT 

ACCOMMODATING MULTIPLE USERS 

3 Tap to open the notebook. 

4 To close the default Notebook, tap 
the close corner. To remove it, 
move it to a disk using the Disk 
Manager. 

(You need to choose the Document 
Zooming option on the Safeguards 
Preferences sheet before you can 
close the current Notebook.) 

5 To zoom the new Notebook to its 
full size, draw a flick up I. (Draw a 
flick down I to unzoom it.) 

... To close it, tap J the close corner 

You treat the new Notebook as you do other items on the Bookshelf. To: 

• Open it, tap its icon. 

• Move it, press r the icon, then drag it. To copy it, tap press .r the icon, 
then drag it. 

• Set the icon options, draw a check V' on the icon. 

• Change the title, draw a circle 0 on the title to get the edit pad, and change 
it there. 

Once you've created a Notebook, you can keep a backup copy on a disk. Use 
the Disk Manager to copy it to a floppy or hard disk. See chapter 11, Filing 
Documents for information about the Disk Manager. 
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Tips on Navigating and Using Documents 

Most of the time when you navigate from one place to another in the 
Notebook, you use the Table of Contents, tabs, or hyperlink buttons. While 
working on a document, you might refer to other information by embedding a 
second document or tool in the cork margin. 

By combining these techniques for navigation and reference, you can make 
your work more efficient. For example, you can turn the Table of Contents into 
a control panel which contains embedded tools and documents or create a 
customized index that contains hyperlink buttons to documents. 

Turn ng the Table of Contents into a Control Panel 

The Table of Contents is the principal navigation tool in the Notebook, since 
from it you can turn to any page. 

To make it easier to refer to the Table of Contents while working with other 
documents, you can float it and then resize and position it in a convenient 
location. Whenever you next float the Table of Contents, it will reappear in the 
same place on the screen. (To float it from anywhere in the Notebook, double 
tap :~ the Contents tab.) 

To turn it into a control panel, display the cork margin and embed hyperlink 
buttons, documents, and tools you routinely use while working on documents. 
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USING PENPOINT 

TIPS ON NAVIGATING AND USING DOCUMENTS 

To turn the Table of Contents into a 
control panel: 

1 Double tap :~ the Contents tab to 
float the Table of Contents. (Make 
sure the floating preference is 
turned on.) 

2 Resize the Table of Contents by 
dragging the bottom or lower right 
hand corner. Position it by dragging 
the title line. 

Each time you float the Table of 
Contents it will appear in the 
same place until you reposition or 
resize it. 

To make it smaller, hide the menu 
line by drawing an M on the tide 
line. (To display it when you need 
to choose a command, draw 
another M on the title line.) 

3 Draw a C on the title line to show 
the cork margin. 

In the cork margin you can copy 
tools you want to use, create new 
documents or embed existing ones, 
and insert hyperlink buttons to 

other documents. 

Instead of using gestures to display or hide the cork margin and menu line, you 
can also choose Cork Margin and Menu Line from the Show category on the 
Access document option sheet. 
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TIPS ON NAVIGATING AND USING DOCUMENTS 

Creating a Customized Index 

You can make an index by creating a document on the Bookshelf that contains 
hyperlink buttons to documents or places in documents to which you want to 
refer. 

When working with the index, you can float it on top of the current document, 
or resize the document and the index so that the index is tiled-arranged next 
to the document on the screen. 
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To create a tiled index: 

1 Drag the bottom handle of the 
current document up. 

2 Create a document on the 
Bookshelf (Draw a caret /\ on 
the Bookshelf and tap J a piece 
of stationery.) 

3 Tap J to open the new document, 
and resize it so it fits beneath the 
current document. (Reposition the 
document by dragging the title line. 
Drag the corner handle diagonally 
to make it bigger.) 

To create more space in the index 
for hyperlink buttons, hide the 
menu line by drawing an M on the 
title line. (To display it when you 
need to choose a command, draw 
another M on the tide line.) 
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TIPS ON NAVIGATING AND USING DOCUMENTS 

4 Select a document from the Table 
of Contents or turn to the 
document you want to place in the 
index and select a location in it. 

5 Draw the hyperlink gesture (!) m 
the index. 

As you add buttons to the index, you can rename or rearrange them so that the 
index works like a menu. 

You can change the reference of a hyperlink button. In this way, you leave the 
button on the index, but reset the place to which it takes you. To reset the 
button, select a new location, and then triple tap i' the button to redefine the 
link and to relabel the button with the new location. 



CHAPTER 13 

Setting Up 
Your Computer 
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This chapter contains information about connecting your GO Computer to 
various BaseStation modules, printers, and networks, and about caring for your 
computer. The diagrams show you how to make the physical connections to 
these devices. For information about how to use those connections once you've 
made them-how to print documents, install applications, and copy files to 
disk, see the appropriate chapters in this manual. 



SETTING UP YOUR COMPUTER 

Recharging the Battery 

The battery will normally provide power for your GO Computer for four to 
five hours. If you use the battery to run a disk drive or other external device, 
you reduce that time. 

When the battery needs recharging, the computer sends you a message. There 
are two ways to recharge your computer's battery: 

• The GO Travel Charger recharges a battery in eight hours. 

• The GO Quick Charger charges a battery in about one and a half hours, 
and lets you operate the computer with external devices while charging. 

You may find it useful to buy a second 
battery, so you can always have one 
charged and ready. 
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RECHARGING THE BATTERY 

Usin ~ the GO Travel Charger 

Power cord to 
Travel Charger 
socket on 
GO computer 

You can connect the GO Travel Charger directly to the computer to: 

• recharge the battery in eight hours 

• operate the computer while conserving its battery power. 

The Travel Charger operates on current from 100-240 volts, and from 50-60 
cycles, so you won't need an adapter for the current in other countries. The 
Travel Charger starts charging when you plug it into the computer. If you 
interrupt the charging cycle by connecting a GO Floppy Drive or other device, 
you'll need to disconnect the drive or device, and remove and then reinsert the 
Travel Charger jack to start the charge cycle again. 

For this procedure you'll need the GO Travel Charger and its detachable power 
cord, which come with every GO computer. 

GO Travel Charger To use the Travel Charger to recharge 
the battery: 

1 Unplug the Quick Charger or 
anything else that's attached to your 
GO Computer. The Travel Charger 
only charges your battery when it's 
the only thing attached to the 
computer. 

2 Plug the small end of the Travel 
Charger's cord into the Travel 
Charger jack on the top edge of the 
computer. 

3 Plug the other end of the Travel 
Charger's cord into a standard wall 
outlet. 
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RECHARGING THE BATTERY 

Usin 0 the GO Quick Charger 

The GO Quick Charger is an optional BaseStation module which you can 
use to: 

• recharge the battery in one and a half hours 

• power GO Computer and disk drive operations while recharging the battery 

• connect to printers 

• connect to a PC 

• connect to a TOPS FlashCard 

• connect to a disk drive 

• attach a keyboard. 

Like the GO Travel Charger, the Quick Charger operates on current from 
100-200 volts, and from 50-60 cycles, so you shouldn't need an adapter for the 
current in other countries. As with the Travel Charger, you start a charge cycle 
when you plug the Quick Charger into the GO Computer. However, the 
Quick Charger will continue to charge the computer (at a much slower rate) 
even if you attach other devices. 

For this procedure you'll need a GO Quick Charger and a BaseStation cable. 

GO Quick Charger 

BaseStation cable 

To recharge your GO Computer's 
battery with the Quick Charger: 

1 Plug the Quick Charger into a 
standard wall outlet. 

2 Plug the BaseStation cable into the 
BaseStation connector on the side 
of the Quick Charger and into the 
computer. Use either end of the 
cable; they're the same. 
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Replacing the Battery 

You may need to install a fresh battery pack if you: 

• use your computer for long periods of time without access to an outlet for 
recharging 

• use the battery in your computer to run a disk drive for any length of time 

• see a message on the screen telling you your battery is low. 

Rem Jving a Battery 

When you turn the computer over you'll see the rectangular outline of the 
battery pack. 

Before you remove the battery pack, choose Checkpoint from the Document 
menu to save your work. Or you can turn the page. (The PenPoineM operating 
system records the data as long as nothing is selected on the page before you 
turn away from it.) 

Battery pack To remove the battery pack: 

1 Turn the computer off. If you 
remove the battery while the 
computer is on, you may lose data. 

2 Tip the computer up so that the 
battery pack is on top, facing you. 

3 Use your thumbs to press the top 
edge of the battery pack (the 
bottom edge of the computer) 
down and towards you until it 
comes out. 

A small lithium battery inside the 
computer keeps your data safe while 
you're changing the battery pack. 



SETTING UP YOUR COMPUTER 

Inst~~lIing a Battery 

REPLACING THE BATTERY 

Power contacts 

Power contacts 

Battery pack With the computer turned face 
down, gently but firmly press the 
battery pack into its slot until it 
slips comfortably behind the 
retaining lip of the computer. 
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Connecting to a Printer 

You can connect your GO Computer to a printer in the following ways: 

• Use a GO Serial Printer Cable to connect directly to a serial printer. 

• Use the GO Quick Charger and a standard serial cable to connect to a serial 
printer. 

• Use a GO PC Cable-FlashCard to connect to a PC with a TOPS 
FlashCard and a connected printer. (For more information see "Connecting 
to a TOPS Network" later in this chapter and in Connecting to a Personal 
Computer.) 

Consult the GO Release Notes for a list of supported printers. Your printer 
must be on this list, be compatible with one that is, or be supported with an 
appropriate printer driver by GO or an independent vendor. 

Once you have a printer hooked up, you'll need to install it so that the 
PenPoint operating system will recognize it. For more information, see 
chapter 10 (Printing, Sending and Receiving Documents). 

Conr ecting Directly to a Serial Printer 

For this procedure you'll need a GO Serial Printer Cable. You may also need an 
adapter. See the list of adapters below. 

BaseStation connector 

GO Serial 
Printer Cable 

To connect your computer directly to a 
serial printer: 

1 Plug the GO Serial Printer Cable's 
nine-pin (male DB9) plug into the 
printer's serial connector. 

.... If your printer has a female DB9 
connector, you don't need an 
adapter. Otherwise you do. 

2 Plug the other end of the serial 
cable into the BaseStation 
Connector on your computer. 



SETTING UP YOUR COMPUTER 

CONNECTING TO A PRINTER 

SerL~~1 Printer Connectors And Adapters 

If your printer has a female DB9 connector, you don't need an adapter for the 
GO Serial Printer Cable's male DB9 plug. If it has any other kind of connector, 
you need an adapter that has a DB9 connector on one end (for the GO cable) 
and the appropriate adapter on the other end. 

Printer's Connector 

Male DB9 

Female DB9 

Male DB25 

Female DB25 

Ada pter Needed 

D B9 female on both ends 

Adapter Needed 

DB9 female on one end, 
DB25 female on the other 

D B9 female on one end, 
DB25 male on the other 
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262 CONNECTING TO A PRINTER 

Can ecting to a Serial Printer Through the GO Quick Charger 

For this procedure you'll need a standard serial cable, a Quick Charger, and a 
BaseStation cable. 

Printer's 
serial 
connector 

BaseStation 
cable 

You can also use the Quick Charger to 
connect to both serial and parallel printers 
via a TOPS network. See "Connecting to a 
TOPS Network" later in this chapter. 

GO Quick Charger 

Quick Charger's 
serial connector 

BaseStation 
connector 

1 Plug a standard serial cable into the 
serial connector on the side of the 
Quick Charger. 

2 Plug the other end of the serial 
cable into the serial connector of 
the printer. 

3 Connect the Quick Charger to the 
computer with the BaseStation 
cable . 

... If you don't want to use the 
battery, you can plug the Quick 
Charger into a wall outlet. 
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Using a GO Floppy Drive 

You use the GO Floppy Drive to transfer documents and applications to and 
from floppy disks. You can connect the drive to the GO Computer directly or 
through the Quick Charger. With the disk drive you can: 

• install new applications 

• store documents created on the GO Computer 

• free up more memory by transferring applications or documents to a 
floppy disk 

• exchange documents with colleagues. 

Use the Installer to move applications to and from floppy disks, and the Disk 
Manager to move documents. For more details, see chapter 11, Filing 
Documents and chapter 4, Installing Applications and Devices. 

You can also connect to a floppy drive through a TOPS connection to a PC. 
For more information, see Connecting to a Personal Computer. 

Conr ecting a GO Floppy Drive through the GO Quick Charger 

For this procedure you'll need a GO Quick Charger, a GO Floppy Drive, and a 
BaseStation cable. 

BaseStation 
cable connector 

GO Quick Charger 

Latch 

GO Floppy Drive 

Manual eject 
button (inside hole) 

LED disk activity 
indicator 

To connect to a floppy drive through 
the Quick Charger: 

1 Slip the latch on the front of the 
Floppy Drive into the connector on 
the Quick Charger. 

2 Press the backs of the floppy drive 
and Quick Charger together. The 
units click into place when they're 
properly connected. 

3 Plug the BaseStation cable into the 
computer's BaseStation connector 
and the BaseStation connector on 
the Quick Charger. 
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To separate the units, press the release 
button on top of the disk drive, then 
unhook the backs of the units and the 
latch at the front of the disk drive. 
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USING A GO FLOPPY DRIVE 

Conr ecting Directly to a Disk Drive 

You can connect the GO Floppy Drive directly to the GO Computer, but it 
will run down your battery rapidly, so it's advisable only for short periods. 
Remember that if you connect the floppy drive to the computer while you're 
charging it, you'll have to disconnect the drive, remove and then re-connect the 
Travel Charger or Quick Charger to start the charge cycle again. 

For this procedure you'll need a GO Floppy Drive and a BaseStation Cable. 

GO Floppy Drive To make the direct connection: 

1 Push one end of the BaseStation 
Cable into the computer's 
BaseStation connector. Both ends 
of the cable are the same. 

2 Push the other end of the cable into 
the floppy drive's BaseStation 
connector. 
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Using Floppy Disks 

If you're unfamiliar with floppy disks, take a moment to examine one. The 
metal shutter goes into the drive first. The disk's label area creates an obvious 
front or top side. The GO Floppy Drive stands vertically, so make sure that 
the large label area is facing left when you slip the floppy disk into the disk 
drive slot. 

The GO Floppy Drive uses 3.5 inch disks that hold 1.44 megabytes of 
information. These are compatible with the 3.5 inch disk drives of IBM­
compatible computers. This means that IBM-compatible computers (using 
DOS) can read disks formatted by a GO computer or any PenPoint computer. 

• A GO Computer or any computer using the PenPoint operating system can 
read 3.5 inch DOS-formatted floppy disks from PCs and perform basic file 
functions on them, such as copy, rename and transfer. 

• You can work with data on compatible disks whenever the applications are 
compatible. 

If the GO Computer doesn't recognize a disk, you'll see a message asking you 
whether to format or eject it. If the disk has some data on it that you want to 
keep, choose Eject, because formatting will erase everything. 

For more about formatting and using disks, see chapter 11, Filing Documents 
and chapter 4, Installing Applications and Devices. 

For this procedure you'll need a GO Floppy Drive connected to a GO 
Computer, either directly or through a Quick Charger, and a 3.5 inch floppy 
disk. In either case, you use the BaseStation cable to connect to the GO 
Computer. 

GO Floppy Drive 

label 

To use floppy disks in a GO Floppy 
Drive: 

1 Insert the floppy disk into the drive, 
metal shutter first, with the label 
facing the release button. 

2 Push the disk into the drive until 
you hear it click into place. 
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The disk should go eaSily into the drive. 
If it doesn't, you've probably tried to insert 
it upside down. 
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USING FLOPPY DISKS 

Man ually Ejecting a Disk from the GO Floppy Drive 

You normally eject floppy disks from the GO Floppy Drive with the Disk 
Manager's Eject command, or by drawing an E over the disk icon. If that fails 
for some reason, you can eject a floppy disk manually. 

Use a straightened paper clip to push the manual eject button (inside the hole) 
until the disk pops out. 

GO Floppy Drive 

Manual eject button 
(inside hole) 

/ 
Paper clip 
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Using a Hard Drive 

You can connect to a SCSI hard drive through the GO Floppy Drive. You can 
also connect to a hard drive through a TOPS connection to a PC. For more 
information, see Connecting to a Personal Computer. 

For this procedure you'll need a GO Floppy Drive and a SCSI-II to SCSI-I 
connector cable. 

10 SCSI-I 
connector cable 

connector 

BaseSlalion 
connector 

To connect a SCSI hard drive to your 
GO Computer: 

1 Use the SCSI-II to SCSI-I cable to 

connect the hard drive to the SCSI 
connector on the back of the GO 
Floppy Drive. 

2 Connect the floppy drive to the 
computer with the BaseStation 
cable. 
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With most types of SCSI drives (generally 
older ones) you may need a small-to-Iarge 
(SCSI-I to SCSI-II) adapter. 
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Connecting to a PC 

You can connect your GO Computer to a PC equipped with a TOPS 
FlashCard to: 

• exchange documents (files) with colleagues 

• rename, move, copy, and delete documents 

• use the PC's disk drives to store and back up PenPoint documents 

• work with the contents of documents, when the PenPoint and PC 
applications are compatible 

• use the PC as a gateway to a network. 

You can use a GO PC Cable-Flash Card to connect the computer to a 
TOPS FlashCard installed on a PC. You can also connect a Quick Charger 
to a FlashCard by using standard AppleTalk connectors. For more information 
about using TOPS to transfer files to a PC, or to use that PC as a gateway to a 
network, see Connecting to a Personal Computer. 
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CONNECTING TO A PC 

[conjecting Directly to a TOPS FlashCard 

GO Computer 

You should mount the TOPS FlashCard in a slot on your PC and connect a 
TOPS TeleConnector to the DB9 connector on the FlashCard, and install 
TOPS network software on the PC before proceeding. For information, see 
your TOPS manual and Connecting to a Personal Computer. 

For this procedure you'll need TOPS software, a TOPS FlashCard for the PC, 
two TOPS TeleConnectors (one with a MiniDin8 connection and one with a 
DB9 connection, both supplied with the FlashCard) a length of phone line, 
and a GO PC Cable-FlashCard. You may also need the terminator resistor 
that comes with the DB9 TeleConnector. 

Telephone line 

To connect your GO Computer to a 
TOPS FlashCard: 

1 Plug the GO PC cable's Base­
Station connector into the top 
end of the GO Computer. 

2 The PC-FlashCard cable ends in a 
MiniDin8 connector. Attach that 
to the appropriate TeleConnector. 

3 Plug the ends of a telephone line 
into the MiniDin8 TeleConnector 
at one end, and the DB9 
TeleConnector at the other. 

4 Then plug the DB9 TeleConnector 
into the FlashCard on the PC . 

.. This TeleConnector has two 
p lugs. If you're not attaching 
another device, you'll need to 
insert the terminating resistor 
supplied with the TeleConnector. 
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CONNECTING TO A PC 

Conr ecting to a TOPS FlashCard through the GO Quick Charger 

BaseSlalion 
cable 

You should mount the TOPS FlashCard in a slot on your PC and install TOPS 
network software on the PC before proceeding. See your TO PS manual and 
Connecting to a Personal Computer for details. 

For this procedure you'll need TOPS software and a TOPS FlashCard for the 
PC, a GO Quick Charger and BaseStation cable, a length of phone line, and 
two TOPS TeleConnectors. You may also need the terminator resistor that 
comes with the DB9 TeleConnector. 

BaseSlalion 

MiniDin 8 
TeleConnector 

connector 

To connect your GO Computer to the 
TOPS FlashCard through a Quick 
Charger: 

1 Plug the BaseStation cable into the 
top end of the GO Computer and 
the Quick Charger's BaseStation 
connector. 

2 Plug the round end (MiniDin8) 
of the TeleConnector into the 
connector on the end of the Quick 
Charger. 

3 Plug the ends of a telephone line 
into the MiniDin8 TeleConnector 
at one end, and the DB9 Tele­
Connector at the other. 

4 Then plug the DB9 TeleConnector 
into the FlashCard on the PC . 

... This TeleConnector has two 
plugs. If you're not attaching 
another device, you'll need to 
insert the terminating resistor 
supplied with the TeleConnector. 
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Using Option Cartridges 

With option cartridges you can add capabilities to your PenPoint computer, 
such as a modem used for E-mail or fax. 

For this procedure you'll need: an option cartridge, such as the GO Fax/Data 
Modem. 

GO Fax/Data Modem 

Option slot 

To install an option cartridge: 

1 Turn off the GO Computer. 

2 Slide the cartridge into the slot 
until you hear a click. 
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To remove a cartridge, squeeze the edges 
together to release it, then slide it out. 
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Connecting A Keyboard 

With a GO Quick Charger, you can connect an IBM PS/2 keyboard to your 
computer. 

1 Plug the PS/2 keyboard cable into 
the PS/2 connector on the side of 
the Quick Charger. 

2 Attach the Quick Charger to the 
GO Computer with the 
BaseStation cable. 

3 Plug the Quick Charger into a wall 
outlet. 
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Caring For Your GO Computer 

The GO Computer has been designed and tested to high standards; it's built to 
travel. You can operate it while you're carrying it around. You can turn it upside 
down, store it on its side, pack it in a suitcase-treat it like a notebook. 

High humidity shouldn't be a problem, but the computer is not hermetically 
sealed and shouldn't be used outside in the rain, or if you see droplets inside 
the screen. The computer will operate over a wide range of temperatures 
(0-45 degrees C.; 32-113 degrees E) and you can transport and store it in 
sub-zero conditions. However, it's a good idea to let the computer reach room 
temperature before you turn it on. 

Of course, it's best to avoid testing the computer with sharp shocks, severe 
static electricity, or spilled liquids. The screen, in particular, has been 
constructed from very thin glass. 

A GO Leather Cover is available to protect the screen from being cracked or 
punctured. Watch out for sharp-cornered objects when you're packing the 
computer. Use the GO Carrying Case that comes with every computer for 
additional protection. When you need to dean the screen, use the spray 
solution we've provided. Avoid soap and water. 

Store the GO pen in its compartment in the top end of the computer to avoid 
losing it. Regular pens won't work with the GO Computer, so you might want 
to buy a spare to keep in a safe place. 
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TOP EDGE VIEW 

Option slot 

FRONT VIEW 

FACE-DOWN VIEW 
(battery pack 
removed) 

USING PENPOINT 

BaseStation 
connector 

Travel Charger jack 

Screen 
contrast 

Pen storage slot 
(cover shown in 
closed position) 

ani Off button 

Pen-sensitive screen 

Reset button (inside hole) 

The GO pen 

Battery pack 
(Contact points and 
insertion direction 
arrows located 
on underside) 

Battery power 
contacts 

Battery pack 
retaining lip 
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'he GO Floppy Drive 

FRONT VIEW 

Release button 

BaseStation 
Connector 
to Quick Charger 
or GO Computer 

Latch for coupling - __ 
to Quick Charger 

SCSI II - SCSI I 
connector {to 
external hard 
drive} 

REAR VIEW 

Manual eject button 
{inside hole} 

Floppy disk 
insertion slot 

LED disk activity 
indicator 
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The GO Quick Charger 

FRONT/RIGHT-SIDE VIEW 

PS/2 keyboard plug 

Serial printer connector 

BaseStation cable connector ----------' 

REAR/LEFT-SIDE VIEW 

Coupling latch for 
GO Floppy Drive 

RS422 Apple Talk connector 
(serial/network port) 

Con nector to GO 
Floppy Drive 

AC power connector -------------

BaseStation cable Power cord to wall socket 
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'he GO 'ravel Charger 

Power cord to 
Travel Charger 
jack on GO Computer 

AC power connector ---

AC power cord 
to wall outlet 
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Glossary 

Access Speed An option on the Access document 
option sheet that shortens the time it takes to turn to a 
document. This option uses more memory than the 
normal page turn speed. 

Alignment An option on the Paragraph text option 
sheet that changes the placement of text within the 
margins of the page. Use this option, for example, to 
center a title or align text along the right margin rather 
than the left margin. 

Application A software program you install on your 
PenPoint computer. Applications add new capabilities to 
your computer. For example, if you add a spreadsheet 
application, you can work with spreadsheets on the 
computer. The MiniText application comes with the 
GO Computer. 

Apply A button on option sheets and some items of 
the Bookshelf. Tap J Apply to tell the PenPoint™ 
operating system to carry out the options you've chosen. 
Before turning to another option sheet, be sure to tap 
Apply on the current sheet if you want PenPoint to 
apply your choices. 

Bookshelf An area at the bottom of the screen that 
contains tools and auxiliary notebooks to use while 
working with documents. Each item on the Bookshelf is 
represented by an icon-a small picture. 

Booting A procedure to restart PenPoint if an error 
prevents you from continuing to use the computer. 

Borders & Controls An option on the Access 
document option sheet that tells PenPoint whether to 
display the border (the outline surrounding the 
document), the title and menu line, and the scroll 
margins for an embedded document or tool. 

Boxed pad A writing pad divided into character 
boxes. In boxed pads, you write a single character in each 
box and then translate the text in the boxes before 
transferring it to the page. 

Busy clock An animated clock symbol that appears 
when PenPoint is carrying out a command that takes any 
length of time. 

Cancel A button on a dialog sheet or message that 
closes the sheet or message without changing anything. 

Character box A box in an edit pad or writing pad 
into which you write one character (letter, number, or 
punctuation mark). 

Checklist A list of choices on a menu, option sheet, or 
dialog sheet. A single line along the left edge of a 

checklist indicates that you can choose one option from 
it; a double line indicates you can choose one or more 
options. 

Checkpoint A command on the Document menu 
which you choose to save your current changes to a 
document. 

Close corner A gray triangle in the upper-left corner 
of a floating document, Bookshelf item, or Notebook. 
Tap J the close corner to close something. (The 
Notebook has a close corner when you've chosen the 
zooming option). 

Collapse A command on the View menu that closes a 
section in a table of contents so the tides in it are not 
displayed. 

Command A choice on a menu. Commands tell the 
PenPoint operating system what to do next. 

Cork margin A n area at the bottom of all documents 
where you can put aside hyperlink buttons, new 
documents, embedded documents, or tools. The cork 
margin may be hidden. Draw a C in the title line to 

show it. 

Create menu A list of the stationery you can use to 
create new documents. You add or remove stationery 
from the Create menu with the Stationery notebook, 
which holds all the stationery in the computer. 

Customized stationery A stationery document that 
you have modified and added to the Stationery 
notebook. You might customize stationery to add text 
such as a company address to a piece of stationery or to 
change the standard text and document options. 

Customization set A set of practice sentences in the 
Handwriting Customization tool that you copy to teach 
PenPoint how you write. 

Deactivate An Installer command that deletes 
something from the Notebook but leaves a placeholder 
for it so that you can easily reactivate it later. 

Deselect The action you take to make a selection go 
away, usually by tapping it. For example, on the Table of 
Contents you tap J to select a document title and tap it 
again to deselect it. 

Dialog sheet A form that the PenPoint operating 
system displays when you choose commands followed by 
an ellipsis ( ... ). You use the dialog sheet to choose 
options and enter information that's needed before 
PenPoint can carry out a command. 
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Dictionary A personal dictionary to which you can 
add words, such as company names and acronyms. 

Directory A container for organizing documents on a 
disk. You can place PenPoint documents and sections as 
well as PC files and subdirectories in a directory. 

Disk Manager An auxiliary notebook on the 
Bookshelf that shows you what's contained on a floppy 
disk, hard disk, or network to which you've connected 
the PenPoint computer. 

Document A piece of stationery on which you enter 
information. Each time you choose a piece of stationery 
from the Create menu or Stationery notebook, you 
create a new document that occupies one page of the 
Notebook. 

Document option sheets Option sheets on which 
you note information about a document and set options 
for how PenPoint displays the document on the page. 
Document option sheets also provide information about 
the application. 

Drag The action of moving the pen across the screen 
without lifting it. 

Edit pad A boxed pad that contains text you want to 
change. You open an edit pad by drawing a circle 0 over 
the text. 

Embedded document A document inserted within 
another document, such as a spreadsheet table inserted 
in a text document. You can hide the borders of the 
embedded portion so that the printed result looks like 
one document. 

Embedded pad A large writing pad that you get by 
drawing a caret tap A. The embedded pad begins where 
you draw the gesture and the text that's already in the 
document flows around it. 

Enable An option on the Page Setup dialog sheet, 
Print dialog sheet, and Printers option sheet in Tools 
that tells PenPoint that a printer is connected to the 
computer. Enabling a printer in one location 
automatically activates it in the other places. 

Expand A command on the View menu that opens a 
section in a table of contents so the titles in it are 
displayed. 

Export A command on the Table of Contents' Edit 
menu that lets you copy a document to a disk and 
simultaneously convert the file format to one you can 
use on another computer. 

Field The text area on forms, option and dialog sheets, 
and lists. You can write text directly in a field or tap J 
the field to open an edit pad. Fields often have specific 
functions and labels, such as Name field, Address field, 
and Telephone field. 

File Format The wayan application stores 
information. A file format is usually indicated by a three 
letter extension at the end of a file name, for example, 
.TXT indicates that a document uses an ASCII text file 
format. 

First line offset The amount of space by which you 
indent the first line of a paragraph. 

Float To place a document, option sheet, dialog sheet, 
or Bookshelf item on top of the current page. Option 
sheets, dialog sheets, and Bookshelf items automatically 
float when you open them. You float documents by first 
choosing the document floating option on the 
Safeguards Preferences sheet and then double tapping :, 
the document's page number, icon, or tab. Float 
documents when you want to use two documents at the 
same time. 

Floppy disk A 3.5-inch disk that you format to use on 
the PenPoint computer. 

Font A text typeface that's used to display a document 
on the screen and to print it. You choose fonts for 
documents from the Text option sheets. Choose an 
on-screen PenPoint font and field text font from the 
Fonts & Layout Preferences sheet. 

Footer The text that runs along the bottom of each 
page. You can see the footer only when you print the 
document. 

Format (disk) To erase a disk and prepare it so 
PenPoint can record information on it. 

Format (text) To style text and position it on the 
page, for example, by selecting font and character styles 
and adjusting margins and line spacing. You format text 
with the Text option sheets. 

Gestures A symbol or letter you make on the 
computer screen with the special GO Pen. Gestures are a 
kind of shorthand that bypass or supplement the menu 
commands. Individual gestures are defined, with 
examples, in chapter 3, Drawing Gestures. 

GO Pen The special pen you use to write on the GO 
Computer's screen. 

Handwriting customization A sheet located in 
Tools to teach PenPoint how you make your letters. 

Handwriting profile The information that tells 
PenPoint how you write your letters. When you use 
Handwriting Customization, you modify the standard 
handwriting profile to create a personalized one which 
records the way you form letters. 

Header The text that runs along the top of each page. 
You can see the header only when you print the 
document. 
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Home path The location on a disk where the 
PenPoint operating system expects to find a file. 
PenPoint creates a home path when you first install an 
application or utility on the computer. 

Home volume The disk from which you installed 
applications or utilities on the PenPoint computer. 
PenPoint refers to the home volume when you save or 
update something, or when you deactivate and then 
reactivate it. 

Hyperlink button A marker you attach to a 
document so that you can instantly jump to it from 
elsewhere in the same document or different document. 

Icon A symbol-usually a small picture-that 
represents a document, an item on the Bookshel£ or an 
embedded document. 

Import To copy a PC document to the PenPoint 
computer. When you copy a PC document, PenPoint 
automatically displays an import sheet that lists the 
applications you can use with the document. 

In place An option on the Access Document option 
sheet for displaying an embedded document. When you 
choose In Place PenPoint displays the document where 
you embedded it instead of floating it on top of the page. 

Insertion point The place at which text is added to 
the page. For example, to use the software keyboard to 
add words to a document, you press ~ in the document 
where you want the new words to go. Doing so sets an 
insertion point that looks like a vertical line. 

Installer An auxiliary notebook on the Bookshelf that 
you use to add, remove, deactivate, and reactivate such 
items as applications, services, fonts, handwriting 
profiles, dictionaries, and preference sets. 

Keyboard A Notebook accessory that displays a 
software keyboard on the screen. You can tap on a key to 
place a character in text. You can also use an IBM PS/2 
keyboard with the GO Computer. 

Label The text that identifies icons, tabs, hyperlink 
buttons, and categories of choices on option and dialog 
sheets. 

Magnified text A command on the View text options 
sheet to increase the size of text on the screen without 
increasing the font size used for printing. 

Menu A list of commands located on the menu line. 
You choose a command by tapping J it. Most menu 
commands have equivalent gestures. 

Menu line The area at the top of the page that 
contains commands you choose to tell PenPoint what to 
do next. 

Notebook The structure that holds the documents 
you create. The first page of the Notebook is a Table of 

Contents. Each succeeding page contains a different 
document. 

Notebook tab An identifying label that you attach to 
any page in the Notebook for easy access. Tabs are 
arranged along the right side of the screen. You can turn 
directly to a page by tapping J its tab. 

Option sheet A PenPoint form that you use to set 
attributes for a document or for a selection in the 
document. For example, you can choose a font style for 
the text in a document from the Text option sheets. 

Page turn arrows Symbols on either side of the page 
number in the top-right corner of the page. Tap J one 
of these two arrows to turn one page forward or 
backward. 

Pop-up pad A small writing pad that you get by 
drawing a caret 1\. The pop-up pad floats above the text. 

Pop-up list Choices on an option sheet that are 
hidden until you display them by tapping J the current 
choice. 

Preferences A set of option sheets located on the 
Bookshelf that you use to customize the PenPoint 
operating system. For example, you can choose a 
different writing pad style from the Handwriting 
Preference sheet. 

Primary input An option on the Pen Preference sheet 
that sets the way you'll usually enter text. The choices 
are pen and software keyboard. 

Printers An option sheet in Tools that lets you set up a 
printer after you have installed its printer driver. You 
only set the printer options once for each printer you 
plan to use. 

Proof sheet A sheet you use to correct text on the 
page. You display it by choosing Proof from the Edit 
menu or by drawing a P over the text. The Proof sheet 
includes a list of alternatives for a mistranslated, 
misspelled, or unrecognized word as well as an edit pad. 

Reactivate An Installer command that copies a 
deactivated application or utility to the PenPoint 
computer. 

Restart To switch the computer off and then on again 
when you're working with a document or tool and you 
find you can't continue working with it. To restart, you 
press the On/Off button once. Then press it again and 
hold it down until you see the message that tells you the 
computer is warm booting. 

Revert A command on the Document menu that 
allows you to restore an earlier version of the document. 
Choosing this command changes the document back to 
what it was before you last turned the page or chose the 
Checkpoint command. 
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Ruled-Boxed pad A ruled writing pad in which you 
translate your writing into boxes so you can edit it if 
necessary before you transfer the text to the page. 

Ruled pad A writing pad with lines. The PenPoint 
operating system translates handwriting directly from a 
ruled pad to the page. 

Scroll To move a document to see parts of it that do 
not fit on the screen. Use flicks II in the document, or 
the scroll handle, or arrows in the scroll margin to see 
the part of the document that's off the screen. 

Scroll margin The bar at the right or bottom of the 
screen that you use to see the part of the document 
that's off the screen. Drag the scroll handle-the small 
horizontal bar in the scroll margin-to bring the off 
screen portion into view. You can also flick on the scroll 
margin or the document. 

Search range The amount of a document you want 
PenPoint to search when it looks for text. You can search 
a whole document and its embedded documents, or you 
can limit the search by your choices in the Find & 
Replace sheet. 

Section A container you create on the Table of 
Contents for documents that you want to keep together. 
Section names appear in bold. Each section also has its 
own divider, which lists the documents it contains. A 
section can be expanded to show all the documents in it 
or closed to show the section name only. 

Select To indicate something for the next command to 
act on. Something that's selected looks different; usually 
the background darkens. 

Selection Something you've chosen on the screen, 
such as a title in the Table of Contents, that the next 
PenPoint command will affect. 

Signature pad A writing pad you use to add a 
signature to your correspondence. Your signature is 
printed as you wrote it; it isn't translated into typed text. 
Choose Signature Pad from the Insert menu of a 
MiniText document. 

Special characters Symbols that the PenPoint 
operating system uses to indicate line breaks and 
paragraph marks. To see the special characters, choose 
this option from the View Text option sheet. 

Stationery A document you choose from the Create 
Menu or Stationery notebook to create a new, blank 
document of a specific type. 

Tab A marker attached to a document or section in the 
Notebook. Tap J a tab to go to the attached page. 

Tab stops A preset indentation in text. You set tab 
stops on the Tab Stops Text option sheet. To insert them 
in text, you draw an insert tab gesture L in front of the 
text you want to indent. -

Text option sheets Option sheets that allow you to 
style and format text. For example, you use Text option 
sheets to select a different font style and to change the 
placement of text on a page. 

Table of Contents A list of all the documents and 
sections in the Notebook. 

Title line The area of a document at the top of the 
page that contains the name of the document and the 
page-turn arrows. 

Tools Accessories including Handwriting 
Customization, the Disk Manager, a clock, and a 
software keyboard. You can add commercially available 
tools to Tools. 

Translate To convert your handwriting into typed, 
electronic text. You translate your writing by tapping the 
OK button on the writing or editing pad. 

Unrecognized character The symbol PenPoint 
displays if it doesn't recognize a letter you wrote in a 
writing or editing pad. The standard symbol is a 
question mark in a circle. You can change the symbol for 
the unrecognized character to an underscore symbol 
with the Unrecognized Character category on the 
Handwriting Preferences sheet. 

Volume A floppy disk, a hard disk, or any section of a 
hard disk designated as a separate drive. 

Writing pad A pad on which you write text that the 
PenPoint operating system translates into typed, 
electronic text. Writing pads come in different sizes and 
styles, such as boxed or ruled. 

Zoom An option that you can choose from the 
Safeguards Preferences sheet to increase the size of the 
document to fill the entire screen area. 
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Index 

About (Document menu), 113, 181, 237 

About (Volume menu), 221, 223 

Accelerated (Access Speed), 243 

Accept, using customization sets and, 138 

accessories, using cork margin and, III 

Access sheet 

Access Speed, 181 

Borders & Controls category, 109 

changing display and, 203 

Cork Margin, III 

customizing documents and, 113 

other ways to use memory efficiently and, 243 

turning Table of Contents into control panel and, 250 

using Document sheet and, 181 

Access Speed (Access sheet), 181 

Accelerated, 243 

accommodating multiple users, 247-248 

Active Size (Title & Info sheet), 181 

adapters, serial printer, 261 

Add (Edit menu), 80 

adding 

footers, 208 

headers, 208 

page breaks to MiniText documents, 161 

signatures to documents, 167 

stationery to Create menu, 88 

text, 147 

words to dictionary, 166 

Add Printers sheet, 81 

adjusting writing pad size and shape, 133 

alarm, setting, 204. See also Clock 

Alarm sheet, setting alarm and, 204 

aligning pen, 123 

Alignment (Paragraph sheet), 159 

All (Pages pop-up list), 209 

Allowed (Zooming Documents category), 238 

floating documents and, 97 

zooming documents and, 100 

{Alt}, correcting text in writing pads by typing and, 135 

A.M., setting time and, 195 

applications 

changes to, 74 

deactivating, 76-77 

described, 7 

installing, 66-82 
from disk, 68-70 

Applications sheet, 68, 76 

backing up stationery and, 91 

using Document sheet and, 181 

Apply 

choosing options with, 25, 26 

copying formats or styles and, 162 

Apply & Close 

choosing options with, 26 

arrow down, gesture profile for, 41 

arrows. See page arrows; scroll arrows 

arrow up, gesture profile for, 41 

attaching Notebook tabs, 189, 190 

attributes, described, 23 

automatic installation, 70 

copying documents to floppy disk and, 217 

using Disk Manager and, 219 

Auto Shut Off option 

No, 197 

setting alarm and, 204 

using,179 

Yes, 197 

backing up 

Notebook, 237-239 

stationery, 91 

Backward (Direction category pop-up list), 174 

BaseStation cable 

connecting directly to disk drive and, 264 

connecting GO Floppy Drive through GO Quick 
Charger and, 263 

connecting keyboard and, 272 
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connecting to serial printers through GO Quick 
Charger and, 262 

using floppy disks and, 265 

using GO Quick Charger and, 257 

BaseStation modules. See specific BaseStation module 

BaseStation port, 80 

basic gestures, 36 

batter (ies) 

installing, 259 

recharging, 255-257 
with GO Quick Charger, 257 
with GO Travel Charger, 256 

removing, 258 

replacing, 258-259 

battery pack, removing, 258 

Begin, using Letter Practice and, 137 

Begin on New Page (Formatting category), 109, 212 

Beginning (Start From category pop-up list), 174 

Between Lines (Paragraph sheet), 158 

bigger, making objects, 15 

black checkmark, 26 

bold 

gesture profile for, 41 

making text, 41 

styling text directly and, 155 

Bookshelf 

described, 6 

gestures on, 39 

illustrated, 6 

moving icons on, 28 

moving items on, 200 

seeing what's on, 16-22 

See also Disks; Help; In box; Installer; Keyboard; 
Out box; Preferences; Stationery; Tools 

booting 

described, 246 

PenPoint, when frozen, 246 

restoring Notebook after, 238-239 

See also cold booting 

borders, gesture profile for, 41 

Borders & Controls category (Access sheet), 109 

Show, 109 

borders of embedded documents, hiding, 41 

bottom handles, making objects bigger or smaller with, 15 

Boxed (Writing Pad pop-up list), 128 

boxed pads 

choosing, 128 

described, 128 

editing text in, gestures for, 38 

insert space in, 52 

pigtail in, 57 

setting insertion point in, with press, 59 

writing in, 120 

See also writing pad(s) 

Box Shape pop-up list, adjusting writing pad size and shape 
and, 133 

Box Size pop-up list, adjusting writing pad size and shape 
and, 133 

bracket, left, gesture profile for, 42 

bracket, right, gesture profile for, 42 

breaks 

line, inserting, 161 

page, adding to MiniText documents, 161 

paragraph, inserting, 161 

Bring to (View menu), 188 

busy clock, described, 11. See also Clock 

Button (Show menu), 179, 180 

buttons, dismissing objects with, 13. See also specific button 

By Date (Sort menu), 182 

By Name (Sort menu), 182 

By Page (Sort menu), 182 

By Size (Sort menu), 182 

By Type (Sort menu), 182 

cables 

BaseStation cable, 257,262,263, 264, 265, 272 

GO PC Cable-flashCard, 260-262, 268-270 

GO Serial Printer Cable, 260-262 

SCSI-II to SCSI-I connector cable, 267 

Cancel 

deleting documents and, 104 

dismissing objects with, 13 

editing text in edit pads, 149 

translating handwriting and, 122 

writing in ruled pads and, 129 

caret, gesture profile for, 43 

caret tap, gesture profile for, 43 
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caring for GO computer, 273 

carrying case. See GO Carrying Case 

case. See GO Carrying Case 

Case menu, styling text directly and, 155 

changes 

saving,74-75 

to applications, 74 

to services, 74 

changing 

date, 196 

display, 203 

edit pad style, 130 

home volume, 78 

icon size, 200 

line spacing, 158 

paragraph spacing, 158 

response time, 196 

time zones, 195 

writing pad style, 130 

characters 

adding, 147 

deleting, 124, 125, 148, 149 

selecting, 144 

Character sheet 

creating customized stationery and, 90 

Hidden, 163 

styling text with Text sheet and, 156 

chargers. See GO Quick Charger; GO Travel Charger 

check, gesture profile for, 44 

checking spelling, 165-166 

check lists, choosing options from, 25 

check marks 

dimmed, customizing documents and, 113 

styling text with Text sheet and, 156 

Checkpoint (Document menu), 77, 104,236,243,244, 
245,258 

check tap, gesture profile for, 44 

choosing 

boxed pads, 128 

field fonts, 198 

fonts, 198 

menu commands, 10 

options, 25-26 

page layouts, 207 

ruled-boxed pads, 131-132 

ruled pads, 129-130 

screen layouts, 199 

style of writing pads, 128-133 

writing pad size and shape, 133 

circle, gesture profile for, 45 

circle line, gesture profile for, 45 

circles, concentric, 11, 34 

circle tap, gesture profile for, 46. See also hyperlink buttons 

cleaning screen, 273 

Clear 

choosing ruled-boxed pads and, 131 

editing text in edit pads, 149 

using customization sets and, 138 

writing in ruled pads and, 129 

Clock 

described, 18 

using, 202-204 
See also alarm; busy clock; date(s); time; Tools 

clock sheet 

changing display and, 203 

setting alarm and, 204 

Close 

automatic installation and, 70 

choosing options with, 26 

closing Preferences sheet with, 17 

closing Tools with, 18 

copying documents to floppy disks and, 217 

dismissing objects with, 13 

finding text and, 170 

installing applications with, 68 

replacing text and, 172 

using Disk Manager and, 219 

close corners, dismissing objects with, 13 

closing 

icons, 227 

menus, 10 

cold booting, described, 246. See also booting 

Collapse (View menu), 179,221 

Collate pop-up list 

printing documents and, 210 

Yes, 210 

commands 

described, 7, 10 

dimmed,10 

giving with gestures and menus, 10-11 



illustrated, 6 

See also gestures; menus/menu commands or specific 
command 

Complete word only, refining searches and, 175 

compound documents. See embedded documents 

concentric circles, 11, 34 

connecting 

keyboard,272 

printers, 79-80 

SCSI hard drive, 267 

to GO Floppy Drive 
directly, 264 
through GO Quick Charger, 263 

to PC, 268-270 

to printer, 260-262 

to serial printer 
directly, 260 
through GO Quick Charger, 262 

to TOPS flashCard 
directly, 269 
through GO Quick Charger, 270 

connector cable. See SCSI-II to SCSI-I connector cable 

connectors, serial printer, 261 

container documents, printing embedded documents 
within, 212. See also embedded documents 

contents. See Table of Contents 

Contents tab, illustrated, 9 

Continue, formatting floppy disks and, 235 

control panel, turning Table of Contents into, 249-250 

converting 

PC documents to PenPoint documents, 233-234 

PenPoint documents to PC format, 230-232 

Copies, printing documents and, 210 

Copy (Edit menu), 153 

Copy Contents (Volume menu), 228, 229 

copying 

dictionaries, 72 

disks, 228-229 

documents 
from hard disk to floppy disk, 226 
to floppy disk, 217 

documents or sections to disk, 224 

formats, 162 

hyperlink buttons, 193 

Notebook objects, 28-29 
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objects 
gestures for, 36 
with tap press, 63 

selections with tap press, 63 

styles, 162 

text, 152-153 
gestures for, 36 

to home, shortcut for, 75 

Copy to Home (Home menu), 74, 91 

connecting printers and, 79 

cork margin 

gesture profile for, 46 

turning Table of Contents into control panel and, 250 

using, 111-112 

using hyperlink buttons to move between pages and, 
193 

Cork margin, setting alarm and, 204 

Cork Margin (Access sheet), 111 

Cork Margin (Show category), 250 

corner handles, making objects bigger or smaller with, 15 

correcting 

text in writing pad by typing, 135 

translations, 124-125 
with Proof sheet, 125 
in writing pad, 124 

cover. See GO Leather Cover 

Create 

copying dictionaries with, 72 

shortcut for creating handwriting profiles, dictionaries, 
or preference sets with, 72 

Create & Close, copying dictionaries with, 72 

Create Directory (Edit menu), 222 

Create menu, 84 

adding stationery to, 88 

creating customized stationery and, 90 

creating Disk Manager stationery and, 223 

moving documents into sections and, 185 

Notebook,247 

pop-up,86,90, 105 
creating sections and, 184 

Section, 186 

using cork margin and, 111 

using to create documents, 85-86 

cross out, gesture profile for, 11, 47 

{Ctrl}, correcting text in writing pads by typing and, 135 

Current, described, 67 

291 



292 

customization sets, using, 138-139 

customized indexes, creating, 251-252 

customized stationery, creating, 89-90 

customizing 

documents, 113 

handwriting, 136-141 

Help notebook, 201 

dark check marks, styling text with Text sheet and, 156 

dark gray highlights, using customization sets and, 139 

date(s) 

printing, 208 

setting, 196 

See also Clock 

Date (Show menu), 180, 182,221 

Date (Sort menu), 221 

Date Format, setting date and, 196 

Date sheet 

setting date and, 196 

setting preferences and, 194 

Day, setting date and, 196 

DB9 connectors, 261 

DB25 connectors, 261 

Deactivate (Home menu), 76, 77 

deactivating 

applications, 76-77 
described, 66 

fonts, 77 

things you can safely deactivate, 243 

utilities, 76-77 

defining searches, 173-175 

Delete (Edit menu), 104, 167,223 

deleting or purging stationery and, 92 

deleting, 76 

characters, 124, 125, 149 

documents, 104 
from Disk Manager, 223 

Help notebook, 201 

hyperlink buttons, 193 

Notebook tabs, 189 

objects, gestures for, 36 

Quick Help, 201 

sections, 184 

stationery, 92 

text, 148 
gestures for, 36 

things you can safely delete, 243 

deselecting, described, 12 

device drivers, defined, 66 

devices, installing, 66-82 

dialog sheets 

described, 23 

using,23-27 

See also option sheets or specific dialog sheet 

dictionar(ies) 

adding words to, 166 

changing home volume for, 78 

copying,72 

creating, 71 
shortcut for, 72 

Dictionaries sheet, 72, 78 

dimmed check marks 

customizing documents and, 113 

styling text with Text sheet and, 156 

dimmed commands, 10 

dimmed options, 26 

direction, search, 173-174 

Direction category pop-up list, Backward, 174 

directories 

described, 219 

new, creating, 222 

disk(s) 

copying,228-229 

copying documents or sections to, 224 

duplicating, 228-229 

ejecting, 220 
from GO Floppy Drive manually, 266 

finding out more about what's on, 221 

installing applications from, 68-70 

installing utilities from, 68-70 

renaming, 223 

transferring documents between, 226-227 

See also floppy disks; hard disk; volume(s) 

disk drive. See GO Floppy Drive; hard disk 

Disk Manager 

changing home volume and, 78 

deleting documents from, 223 

described, 18, 216 
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eject in, 49 

using, 218-223 

See also Tools 

Disk Manager stationery, creating, 223 

Disks, 20. See also Bookshelf 

dismissing objects, 13 

display, changing, 203 

Displayed (Seconds category), 195 

displaying 

Notebook tabs, 191 

option sheets, 24 

Display sheet, changing display and, 203 

Document Floating option, floating documents and, 178 

Document menu, 213 

About, 113,181,237 

Checkpoint, 77, 104,236,243, 244, 245, 258 

Print, 22,82, 110,207,209,210,212 

Print Setup, 109, 110, 157,207,208,212 

Revert, 104, 236 

Send,22 

document names, printing, 208 

Document Only (Search category pop-up list), 173 

document options, setting, 107 

documents 

adding signatures to, 167 

container, printing embedded documents within, 212 

copying, to floppy disk, 217 

creating, 84-113 
using Create menu, 85-86 
using Stationery notebook, 87-88 

customizing, 113 

deleting, 104 
from Disk Manager, 223 

described, 6 

editing text in, gestures for, 37-38 

embedded,39,107-110 
floating, 108 
hiding borders of, 41 
making full-page documents, 107 
moving, 107 
princin~ 109-110,211-212 
using hyperlink buttons to move between pages 

and, 193 

existing, embedding, 106 

filing,216-239 
finding out more about, 180-181 

floating, 97-98, 99, 178, 187 

frozen, restarting PenPoint when, 245 

full-page, making embedded documents, 107 

grouping into sections, 184-186 

moving into sections, 185 

navigating, tips on, 249-252 

new, embedding, 105 

in Notebook, 8-9 

PC, converting to PenPoint documents, 233-234 

PenPoint 
converting PC documents to, 233-234 
converting to PC format, 230-232 

previewing, 164 

printing, 82, 206-213 

receiving,206-213 

renaming, 86, 102-103, 223 

saving, 104, 236 

scrolling, 93-96 

selecting, 144 

sending, 206-213 

setting options for, gestures for, 39 

spell in, 61 

transferring, 224-227 
between disks, 226-227 
to and from Notebook, 224-225 

turning to, 9 

using, 84-113 
tips on, 249-252 

zooming, 100-101 

Document sheet 

creating customized stationery and, 89 

customizing documents and, 113 

finding out more about documents and, 180 

setting print options for embedded documents and, 109 

using, 181 
cork margin and, 111 

document title line, gestures in, 39 

document titles 

editing text in, 150 

illustrated, 9, 179 

Document Zooming option, creating Notebooks and, 248 

double caret, gesture profile for, 47 

double flick down, gesture profile for, 48 

double flick left, gesture profile for, 48 

double flick right, gesture profile for, 48 

double flick up, gesture profile for, 48 
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double tap 

gesture profile for, 49 

to select words, 144 

Draw, scrolling documents and, 93 

drawing gestures, 34-64 

drive. See GO Floppy Drive; hard disk 

dt., adding date to headers and footers and, 208 

Duplicate (Volume menu), 228 

duplicating disks, 228-229 

editing 

fill-in fields on forms, 38 

overwrite fields on forms, 38 

text, 144-167 
in boxed writing pads, 38 
in documents, 37-38 
in edit pads, 38, 149 
in fields, 150-151 
in labels and document titles, 150 
in ruled writing pads, 38 

Edit menu, 28, 29 

Add,80 

Copy, 153 

Create Directory, 222 

Delete, 104, 167, 223 

Export, 230 

Find, 170, 171 

moving and copying text and, 152 

Options, 78, 156 

Rename,86,102,223 

Select All, 90, 144 

Spell, 165 

edit pads 

changing style of, 130 

editing text in, 149 
gestures for, 38 

using, 150 

eject, gesture profile for, 49 

Eject 

automatic installation and, 70 

using floppy disks and, 265, 266 

Eject & Forget, using Disk Manager and, 220 

ejecting 

disks, 220 
from GO Floppy Drive manually, 266 

Eject & Remember (Volume menu), 227 

using Disk Manager and, 220 

electricity, static, 273 

ellipsis, described, 23 

embedded documents 

floating, 108 

hiding borders of, 41 

making full-page documents, 107 

moving, 107 

printing, 109-110,211-212 

using hyperlink buttons to move between pages and, 193 

working with, 107-110 
gestures for, 39 

em bedded writing pads 

adding text and, 147 

described, 126 

getting, 127 

embedding 
described, 84 

existing documents, 106 

new documents, 105 

tools, 106 

Empty, moving documents into sections and, 185 

Enabled, printing documents and, 82 

Enabled box, printing from Out box and, 211 

Enabled checkbox, 81, 82 

Enabled column, printing from Out box and, 211 

existing documents, embedding, 106 

Exit 

analyzing progress and, 140 

using customization sets and, 139 

Exit Handwriting Customization 

analyzing progress and, 140 

using customization sets and, 139 

using Letter Practice and, 137 

Expand (View menu), 179,221 

export, gesture profile for, 49 

Export (Edit menu), 230 

exporting 

described, 230 

documents, 230-231 

Export sheet 

described, 216 

exporting documents and, 231 



female DB9 connectors, 261 

female DB25 connectors, 261 

field fonts, choosing, 198 

fields 

editing text in, 150-151 

fill-in 
described, 150 
on forms, 38 

overwrite 
described, 151 
on forms, 38 

text, described, 26 

Filed Size (Title & Info sheet), 181 

backing up Notebook and, 237 

File menu, Rename, 184 

filing documents, 216-239 

fill-in fields 

described, 150 

on forms, editing, 38 

find, gesture profile for, 50 

Find 

defining searches and, 173 

finding text and, 170 

replacing text and, 171, 172 

Find (Edit menu), 170, 171 

finding text, 170-175 

Find & Replace sheet 
defining searches and, 173, 174 

refining searches and, 175 

replacing text and, 171 

Find sheet 

finding text and, 170 

replacing text and, 171 

1st Line Offset (Paragraph sheet), 158 

First Page 

adding headers and footers and, 208 

printing documents and, 210 

Yes, 208 

FlashCard. See TOPS flashCard 

flick down, gesture profile for, 51 

flick left, gesture profile for, 50 

flick right, gesture profile for, 50 

flicks, described, 93 
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flick up, gesture profile for, 51 

floating 

described, 84 

documents, 97-98, 178, 187 

embedded documents, 108 

pages, 187 

floating documents 

moving,99 

resizing, 99 

Floating Documents, floating documents and, 97 

floating option, setting, 97 

floppy disks 
changing home volume for dictionaries from one to 

another, 78 

copying documents from hard disk to, 226 

copying documents to, 217 

copying to hard disk, 229 

duplicating, 228 

formatting,235 

transferring documents from one to another, 227 

using, 265-266 

See also disk(s) 

Floppy Drive. See GO Floppy Drive 

Font category, creating customized stationery and, 90 

fonts 

choosing, 198 

deactivating, 77 

field, choosing, 198 

symbol,77 

Fonts & Layout sheet 

choosing PenPoint fonts and field fonts and, 198 

choosing screen layouts and, 199 

setting preferences and, 194 

Fonts sheet, 77 

Footer, adding headers and footers and, 208 

Footer Margin, adding headers and footers and, 208 

footers, adding, 208 

format(s) 

copying, 162 

described, 216 

PC, 230-232 

Format (Volume menu), 235 

Format menu 

For Printer, 164 

For Screen, 164 
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formatting 

floppy disks, 235 

text, 144-167 

Formatting category (Layout sheet), 109, 110 

Begin on New Page, 109,212 

Keep on Same Page, 109,212 

Print Entire Document, 109, 110,212 

Formatting option, printing embedded documents and, 109 

forms 

fill-in fields on, 38 

overwrite fields on, 38 

For Printer (Format menu), 164 

For Screen (Format menu), 164 

frozen documents, restarting PenPoint when, 245 

frozen PenPoint, booting when, 246 

full-page documents, making embedded documents, 107 

function keys, correcting text in writing pads by typing 
and, 135 

fundamentals, 6-31 

Gesture, setting response time and, 196 

gesture profile(s) 

for arrow down, 41 

for arrow up, 41 

for bold, 41 

for borders, 41 

for bracket, left, 42 

for bracket, right, 42 

for caret, 43 

for caret tap, 43 

for check, 44 

for check tap, 44 

for circle, 45 

for circle line, 45 

for circle tap, 46 

for cork margin, 46 

for cross out, 11, 47 

described, 3, 11, 34 

for double caret, 47 

for double flick down, 48 

for double flick left, 48 

for double flick right, 48 

for double flick up, 48 

for double tap, 49 

for eject, 49 

for export, 49 

for find, 50 

for flick down, 51 

for flick left, 50 

for flick right, 50 

for flick up, 51 

for initial caps, 51 

for insert character, 52 

for insert space, 52-53 

for insert tab, 53 

for italic, 54 

for line through, 54 

for lower case, 55 

for menu, 55 

for new line, 55 

for new paragraph, 56 
for normal, 56 

for pigtail, 57 

for plus, 57 

for press, 58-59 

for proof, 59 

for quadruple tap, 59 

for question mark, 60 

for scratch out, 60 

for spell, 61 

for tab, 61 

for tap, 62 

for tap press, 63 

for triple tap, 63 

for underline, 64 

for upper case, 64 

using,35 

gestures 

basic, 36 

on Bookshelf, 39 

for copying and moving text and objects, 36 

for deleting text and objects, 36 

described, 7, 10 

in document title line, 39 

drawing, 34-64 

for editing fill-in fields on forms, 38 

for editing overwrite fields on forms, 38 

for editing text in boxed and ruled writing pads, 38 

for editing text in documents, 37-38 

for editing text in edit pads, 38 

for getting help, 38 

giving commands with, 10-11 

illustrated, 6 

on Notebook tabs, 40 
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PenPoint, 36-64 

for scrolling, 39 

in scroll margin, 40 

for setting options for documents, text, and objects, 39 

in Table of Contents, 40 

using, 34-35 

for working with embedded documents, 39 

See also commands; menus/menu commands or specific 
gesture 

GO Carrying Case, 273 

GO Floppy Drive 

booting and, 246 

connecting, through GO Quick Charger, 263 

connecting to, directly, 264 

formatting floppy disks and, 235 

manually ejecting disks from, 266 

using, 263-264 

using floppy disks and, 265 

using floppy disks in, 265 

using GO Travel Charger and, 256 

using hard drives and, 267 

GO Leather Cover, 273 

GO PC Cable-FlashCard 

connecting to PCs and, 268-270 

connecting to printers and, 260-262 

GO pen, 273 

aligning, 123 

described,7 

GO Quick Charger 

connecting GO Floppy Drive through, 263 

connecting keyboard and, 272 

connecting printers to, 80 

connecting serial printer to through, 262 

connecting to PCs and, 268-270 

connecting to printers and, 260-262 

connecting TOPS FlashCard to through, 270 

recharging battery and, 255 

using,257 

using floppy disks and, 265 

using GO Travel Charger and, 256 

GO Release Notes, connecting to printers and, 260 

GO Serial Printer Cable, connecting to printers 
and,260-262 

GO Travel Charger 

recharging battery and, 255 

using,256 

gray checkmark, 26 

gray highlights, using customization sets and, 139 

grouping documents into sections, 184-186 

handle(s) 

bottom, making objects bigger or smaller with, 15 

corner, making objects bigger or smaller with, 15 

scroll 
described, 95 
scrolling documents and, 96 

Hand Preference 

choosing screen layouts and, 199 

Left, 199 

handwriting 

customizing, 136-141 

translating, 122-123 

Handwriting, setting response time and, 196 

Handwriting Customization, 71 

accommodating multiple users and, 141 

customizing handwriting and, 136 

described, 18 

See also Tools 

handwriting profiles 

accommodating multiple users and, 141 

creating, shortcut for, 72 

renaming, 71 

saving changes to, 74 

Handwriting sheet, 67, 74 

adjusting writing pad size and shape and, 133 

choosing boxed pads and, 128 

choosing ruled-boxed pads and, 131 

choosing ruled pads and, 129 

correcting translations in writing pad and, 124 

printing in upper case and, 121 

setting preferences and, 194 

Upper Case Only, 138 

viewing,67 

Handwriting Timeout, translating handwriting and, 123 

hard disk 

copying documents to floppy disk from, 226 

copying floppy disk to, 229 

using,267 

See also disk(s); SCSI hard drive 

hard drive. See hard disk 

Header, adding headers and footers and, 208 

Header Font, adding headers and footers and, 208 
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Header Margin, adding headers and footers and, 208 

headers, adding, 208 

Headers & Footers sheet, adding headers and footers 
and,208 

Header sheet, printing embedded documents and, 110 

Header Size, adding headers and footers and, 208 

help 

getting, 30-31 
gestures for, 38 

See also Help; Help notebook; Quick Help 

Help (icon), 16. See also Bookshelf; help; Help notebook; 
Quick Help 

Help notebook 

customizing, 201 

deleting,201 

using,31 

See also help; Help; Quick Help 

Help Notebook (button), 16 

closing Quick Help with, 30 

opening Help notebook with, 31 

Hidden (Character sheet), 163 

hiding borders of embedded documents, 41 

highlights, using customization sets and, 139 

home 

copying to, shortcut for, 75 

described, 66 

Home menu 

Copy to Home, 74, 91 

Deactivate, 76 

Update from Home, 74 

home path, described, 78 

home volume 

changing, 78 

saving changes to, 74 

updating from, 75 

Home Volume (button), copying dictionaries with, 72 

Hour, setting time and, 195 

humidity, 273 

hyperlink buttons 

copying, 193 

creating customized indexes and, 251-252 

deleting, 193 

described, 178 

moving, 193 

redefining, 193 

renaming, 193 

turning Table of Contents into control panel and, 250 

using cork margin and, III 

using to move between pages, 192-193 

See also circle tap 

IBM PS/2 keyboard. See keyboard 

Icon (Show menu), 180 

ICons 

on Bookshelf, moving, 28 

closing, 227 

described, 6 

document, 179 

illustrated, 9, 187 

moving,200 

Icon sheet 

changing icon size and, 200 

finding out more about what's on disks and, 221 

icon size, changing, 200 

Ignore, checking spelling and, 165 

Import, converting PC documents to PenPoint documents 
and,233 

Import sheet 

converting PC documents to PenPoint documents 
and,233,234 

copying documents or sections to disk and, 225 

described, 216 

sending and receiving documents and, 213 

Import to options, Placeholder, 234 

In box, 22, sending and receiving documents and, 213. 
See also Bookshelf 

indexes, customized, creating, 251-252 

Individual Character customization, using customization 
sets and, 139 

initial caps 

gesture profile for, 51 

styling text directly and, 155 

In Place (Open category), 108 

insert character, gesture profile for, 52 

inserting 

line breaks, 161 

paragraph breaks, 161 

spaces, 124, 125, 149 
in text, 148 



insertion point 

setting 
in boxed pads, 59 
in text, 58 

Insert menu 

getting writing pads and, 127 

Page Break, 161 

Signature Pad, 167 

Tab, 160 

insert space, gesture profile for, 52-53 

insert tab, gesture profile for, 53 

Install 

automatic installation and, 70 

installing applications with, 68 

installation, automatic, 70 

Install & Eject 

automatic installation and, 70 

installing applications with, 68 

Installer, 21 

accommodating multiple users and, 141 

described, 66 

See also Bookshelf 

Installer sheet, changing home volume and, 78 

Install from Disk, 68, 69 

installing 

applications, 66-82 
from disk, 68-70 

batteries, 259 

devices, 66-82 

option cartridges, 271 

utilities from disk, 68-70 

italic 

gesture profile for, 54 

styling text directly and, 155 

Keep on Same Page (Formatting category), 109,212 

keyboard 

connecting, 272 

using to write, 134-135 

See also Keyboard; software keyboard 

Keyboard (icon), 21 

described, 18 

IN 0 E X 

labels, editing text in, 150. See also Notebook tabs; tabs 

Landscape (Orientation), 199,207 

layouts, screen, choosing, 199 

Layout sheet 

choosing page layouts and, 207 

Formatting category, 109, 110 

printing embedded documents and, 109, 110,212 

learning 

more about Penpoint, 242-252 

to write on screen, 116 

leather cover. See GO Leather Cover 

Left (Hand Preference), 199 

left bracket. See bracket, left 

Left Margin (Paragraph sheet), 157 

left page arrow. See page arrows 

letterhead stationery, 211 

Letter Practice 

customizing handwriting and, 136 

described, 18 

using, 116, 137 

See also Tools 

letters, mistranslated/unrecognized, co rrecting, 124 

light gray highlights, using customization sets and, 139 

line breaks, inserting, 161 

Line Height (Paragraph sheet), 158 

lines, new, starting, 161 

line spacing, changing, 158 

line through, gesture profile for, 54 

liquids, spilled, 273 

lithium battery, removing batteries and, 258 

lower case 

gesture profile for, 55 

styling text directly and, 155 

.M 
magnifYing text, 164 

male DB9 connectors, 261 

male DB25 connectors, 261 

See also Bookshelf; keyboard; software keyboard; Tools managmg 

memory, 242-244 
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Notebook, 178-204 

Stationery notebook, 91-92 

manually ejecting disks from GO Floppy Drive, 266 

margin(s) 

scroll, 95 
gestures in, 40 
scrolling documents and, 96 

setting, 157 

marking pages using Notebook tabs, 189-191 

memory 

finding out how much something uses, 242 

managing, 242-244 

other ways to use efficiently, 243 

out of memory message and, 244 

Memory Usage sheet 

finding out how much memory something uses and, 242 

setting preferences and, 194 

menu, gesture profile for, 55 

Menu box, creating Disk Manager stationery and, 223 

menu commands 

choosing, 10 

described, 10 

menu line 

creating customized indexes and, 251 

illustrated, 6 

turning Table of Contents into control panel and, 250 

Menu Line (Show category), 250 

menus/menu commands 

closing, 10 

described, 7 

giving commands with, 10-11 

illustrated, 6 

See also commands; gestures or specific menu/menu 
command 

MiniText 

getting writing pads and, 127 

printing in writing pads and, 117, 118 

setting tabs and, 160 

styling text directly and, 155 

MiniText documents, adding page breaks to, 161 

Minute, setting time and, 195 

mistranslated/unrecognized letters, correcting, 124 

Model pop-up list, 80 

Modified, described, 67 

Modified column, saving changes and, 74 

movmg 

between pages, using hyperlink buttons, 192-193 
documents, into sections, 185 

embedded documents, 107 

floating documents, 99 

hyperlink buttons, 193 

icons, 200 

items on Bookshelf, 200 

Notebook objects, 14, 28-29 

objects 
gestures for, 36 
with press, 58 

pages, 183 

selections, with press, 58 

text, 152-153 
gestures for, 36 

multiple check lists, 26 

choosing options from, 25 

selecting from, 12 

multiple Notebooks, creating, 186 

multiple users, accommodating, 141,247-248 

Name, described, 67 

Name (Sort menu), 221 

names, document, printing, 208 

navigating documents, tips on, 249-252 

new directories, creating, 222 

new documents, embedding, 105 

new line, gesture profile for, 55 

new lines, starting, 161 

new pages, starting, 161 

new paragraph, gesture profile for, 56 

new paragraphs, starting, 161 

Next 

using customization sets and, 139 

using Letter Practice and, 137 

nm., adding document name to headers and footers 
and,208 

normal 

gesture profile for, 56 

styling text directly and, 155 

Not Displayed (Seconds category), 195 



Notebook(s) 

backing up, 237-239 

booting and, 246 

creating,247-248 

described, 6, 178 

documents in, 8-9 

finding out what's installed in, 67 

managing, 178-204 

multiple, creating, 186 

printing documents from pages in, 209-210 

rearranging, 183 

restoring, 238-239 

seeing what's in, 179 

transferring documents and sections to and 
from, 224-225 

writing in, 116-141 

See also specific notebook 

Notebook (Create menu), 247 

Notebook objects 

copying, 28-29 

moving, 14, 28-29 

working with, 13-15 

See also objects 

Notebook tabs 

attaching, 189, 190 

deleting, 189 

described, 178 

displaying, 191 

gestures on, 40 

illustrated, 187 

using to mark pages, 189-191 

See also labels; tabs 

numbers 

page 
described,7 
illustrated, 9, 187 
printing, 208 

objects 

copying 
gestures for, 36 
with tap press, 63 

deleting, gestures for, 36 

dismissing, 13 

making bigger/smaller, 15 

movmg 
gestures for, 36 
with press, 58 

IN D E X 

setting options for, gestures for, 39 

See also Notebook objects 

Open category 
In Place, 108 

Popup, 108 

operating, 273 

option cartridges, using, 271 

options 

choosing,25-26 

dimmed,26 

setting, gestures for, 39 

Options (Edit menu), 78, 156 

option sheets 

described, 17, 23 

displaying, 24 

using, 23-27 

See also dialog sheets or specific option sheet 

Option Slot, 80 

Options sheet, 81 

Orientation 

choosing page layouts and, 207 

Landscape, 199, 207 

Portrait, 199, 207 

Original word, refining searches and, 175 

Other category (Paper Size), 209 

Out box, 22 

described, 206 

printing documents and, 82 
printing from, 211 

sending and receiving documents and, 213 

See also Bookshelf 

out of memory message, 244 

overwrite fields 

described, 151 

on forms, editing, 38 

pads. See writing pad(s) 

page arrows 

described, 178 

turning to pages and, 188 

Page Break (Insert menu), 161 

page breaks, adding to MiniText documents, 161 

page layouts, choosing, 207 
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page numbers 

described, 7 

illustrated, 9, 187 

printing, 208 

pages 

copying sentences between, 29 

floating, 187 

marking using Notebook tabs, 189-191 

moving, 183 

moving between using hyperlink buttons, 192-193 

new, starting, 161 

in Notebook, printing documents from, 209-210 

turning to, 187-188 

typing text onto, 134 

See also sections; subsections 

Pages pop-up list 

All,209 

printing documents and, 209 

page turn arrow, described, 11 

Paper Size 

choosing page layouts and, 207 

Other category, 209 

printing documents and, 209 

paragraph brealcs, inserting, 161 

paragraphs 

new, starting, 161 

selecting, 144 

Paragraph sheet 

Alignment, 159 

Between Lines, 158 

changing line spacing and, 158 

1 st Line Offset, 158 

Left Margin, 157 

Line Height, 158 

Right Margin, 157 

setting margins and, 157 

Space After, 158 

Space Before, 158 

paragraph spacing, changing, 158 

path, home, described, 78 

PC, connecting to, 268-270 

PC Cable-FlashCard. See GO PC Cable-FlashCard 

PC documents, converting to PenPoint documents, 
233-234 

PC format, converting PenPoint documents to, 230-232 

pen. See GO pen 

PenPoint, booting when frozen, 246 

Penpoint 

creating and using documents in, 84-113 

drawing gestures in, 34-64 

editing and formatting text in, 144-167 

filing documents in, 216-239 

finding and replacing text in, 170-175 

fundamentals in, 6-31 

PenPoint, gestures in, 36-64 

Penpoint 

installing applications and devices in, 66-82 

learning more about, 242-252 

managing Notebook in, 178-204 

printing, sending, and receiving documents in, 206-213 

PenPoint, restarting when documents freeze, 245 

Penpoint 

Using PenPoint and, 2-3 

writing in Notebook in, 116-141 

PenPoint documents 

converting PC documents to, 233-234 

converting to PC format, 230-232 

PenPoint fonts. See fonts 

PenPoint sheet, setting preferences and, 194 

Pen sheet 

aligning pen and, 123 

setting preferences and, 194 

Tap to Align Pen category, 123 

Personal Dictionary, described, 18. See also Tools 

personalized utilities, creating, 71-73 

pg., adding page numbers to headers and footers and, 208 

pigtail, gesture profile for, 57 

Placeholder (Import to options), 234 

plus, gesture profile for, 57 

P.M., setting time and, 195 

point size, styling text directly and, 155 

Popup (Open category), 108 

pop-up Create menu, 86 

creating customized stationery and, 90 

creating new documents inside existing ones and, 105 

creating sections and, 184 

Section, 184 
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pop-up lists, 26 

choosing options from, 25 

described, 25 

See also specific pop-up list 

pop-up pad 

adding text and, 147 

described, 126 

getting, 126 

port, described, 206 

Port pop-up list, 80 

Portrait (Orientation), 199, 207 

positioning text, 159 

preferences 

creating, 71 

described, 178 

setting, 194-199 

Preferences, See also Bookshelf 

Preferences (icon), 17 

preference sets, creating, shortcut for, 72 

Preferences sheet 

floating documents and, 97, 187 

setting preferences and, 194 

setting time and, 195 

Timeout category, 34 

press, gesture profile for, 58-59 

Press, setting response time and, 196 

previewing documents, 164 

Print (Document menu), 22, 82, 110,207,209,210, 212 

Print & Close, printing documents and, 210 

Print dialog, printing documents and, 82 

Print Entire Document (Formatting category), 109, 
110,212 

Print Entire Document (Print Setup menu), 211 

Printer (command), described, 206 

printer cable. See GO Serial Printer Cable 

printer drivers, described, 206 

Printer Enabled category, printing documents and, 82 

Printer Enabled pop-up list, 209 

printing documents and, 209 

printer options, setting, 81-82 

Printer pop-up list, printing documents and, 209, 211 

Printer port, 80 

printers 

connecting to, 260-262 

described, 206 

setting up, 79-82 

Printers (icon) 

connecting printers and, 79 

described, 18, 206 

See also Tools 

Printers sheet, 81, 82 

connecting printers and, 79 

printing 

dates, 208 

document names, 208 

documents, 82, 206-213 

embedded documents, 109-110,211-212 

from Out box, 211 

page numbers, 208 

in upper case, 121 

in writing pads, 117-121 

print options, setting for embedded documents, 109 

Print Setup (Document menu), 109, 110, 157,207, 
208,212 

Print Setup menu, Print Entire Document, 211 

Print Setup sheet, printing embedded documents and, 109, 
110,211 

procedures 

described, 2 

using,2-3 

profiles. See gesture profile(s); handwriting profiles 

proof, gesture profile for, 59 

Proof sheet, correcting translations with, 125 

Proximity/Merriam-Webster Linguibase, 166 

PS/2 keyboard. See keyboard 

Purge, deleting or purging stationery and, 92 

purging 

described, 92 

stationery, 92 

quadruple tap 

gesture profile for, 59 

to select paragraphs, 144 

question mark, gesture profile for, 60 
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question mark symbol 

choosing ruled pads and, 130 

correcting translations in writing pad and, 124 

Quick Charger. See GO Quick Charger 

Quick Help 

deleting, 201 

getting,30 

See also help; Help; Help notebook 

Quit, using Letter Practice and, 116 

rain, 273 

range, search, 173-174 

Reached End, finding text and, 170 

Reactivate, 77 

reactivating, described, 66 

Read Only 
finding out more about what's on disks and, 221 

rearranging 

items on Bookshelf, 200 

Notebook, 183 

receiving documents, 206-21.3 

recharging 

battery,255-257 
with GO Quick Charger, 257 
with GO Travel Charger, 256 

redefining hyperlink buttons, 193 

refining searches, 175 

Refresh (View menu), 219 

removing batteries, 258 

Rename (Edit menu), 86, 102,223 

Rename (File menu), 184 

renammg 

before saving, 75 

disks, 223 

documents, 86, 102-103,223 

handwriting profiles, 71 

hyperlink buttons, 193 

sections, 184 

stationery, 91 

Repeat field, setting alarm and, 204 

Replace 

adding words to dictionary and, 166 

checking spelling and, 165 

refining searches and, 175 

replacing text and, 171, 172 

Replace All, replacing text and, 171, 172 

Replacement word, refining searches and, 175 

replacing 

battery,258-259 

text, 170-175 

words, 149 

reset button, booting and, 246 

Reset for same time, setting alarm and, 204 

resetting time, 195 

resizing floating documents, 99 

response time, setting, 196 

restarting, 244 

PenPoint, when documents freeze, 245 

restoring Notebook, 238-239 

Revert (Document menu), 104,236 

right bracket. See bracket, right 

Right Margin (Paragraph sheet), 157 

right page arrow. See page arrows 

Ruled (\Y!riting Pad pop-up list), 129 

Ruled-Boxed (Writing Pad pop-up list), 131 

ruled-boxed pads 

choosing,131-132 

described, 128 

writing in, 131-132 

See also writing pad(s) 

Ruled Height pop-up list, adjusting writing pad size and 
shape and, 133 

ruled pads 

choosing, 129-130 

described, 128 

editing text in, gestures for, 38 

writing in, 120, 129 

See also writing pad(s) 

Safeguards sheet 

backing up Notebook and, 237 

creating Notebooks and, 248 

floating documents and, 97,178,187 

restoring Notebook after booting and, 138 

setting alarm and, 204 

setting preferences and, 194 



turning on warning beep and, 197 

using Auto Shut Off option and, 197 

zooming documents and, 100 

Same case only, refining searches and, 175 

savmg 

changes, 74-75 
documents, 104, 236 

renaming before, 75 

scratch out, gesture profile for, 60 

screen 

caring for, 273 

cleaning, 273 

learning to write on, 116 

screen layouts, choosing, 199 

scroll arrows, described, 96 

scroll handle 

described, 95 
scrolling documents and, 96 

scrolling 

described, 8 

documents, 93-96 

gestures for, 39 

scroll margin, 95 

gestures in, 40 

scrolling documents and, 96 

SCSI hard drive, connecting, 267. See also hard disk 

SCSI-II to SCSI-I connector cable, using hard drives 
and,267 

Search, finding text and, 170 

Search category pop-up list, Document Only, 173 

search direction, setting, 173-174 

searches 

defining, 173-175 

refining, 175 

search range, setting, 173-174 

Second, setting time and, 195 

Seconds category 

Displayed, 195 

Not Displayed, 195 

Section 

Create menu, 186 

pop-up Create menu, 184 

sections 

creating, 184 
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deleting, 184 

described, 7, 178 

grouping documents into, 184-186 

illustrated, 179 

moving documents into, 185 

renaming, 184 

transferring to and from Notebook, 224-225 

See also pages; subsections 

section titles, illustrated, 9 

seeing. See viewing 

Select All (Edit menu), 90, 144 

selecting 

described, 12 

text, 144-145 
with press, 58 

selections 

copying, with tap press, 63 

deleting, 148 

making,12 

moving, with press, 58 

spell in, 61 

Send (Document menu), 22, 213 

sending and receiving documents and, 213 

sending documents, 206-213 

sentences 

copying between pages, 29 

selecting, 144 

serial options, setting, 81 

serial printer 

connecting to 

directly,260 
through GO Quick Charger, 262 

connectors and adapters, 261 

serial printer cable. See GO Serial Printer Cable 

Serial sheet, 81 

services 

changes to, 74 

defined,66 

Services sheet, connecting printers and, 79 

setting 

alarm, 204 

date, 196 

document options, 107 

floating option, 97 
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insertion point 
in boxed pads, 59 
in text, 58 

margins, 157 

options, gestures for, 39 

preferences, 194-199 

printer options, 81-82 

print options, for embedded documents, 109 

response time, 196 

search direction, 173-174 

search range, 173-174 

serial options, 81 
tabs, 160 

time, 195 

zoom preference, 100 

setting up, 254-273 

printers, 79-82 

shape, writing pad, 133 

shocks, 273 

shortcut 

for copying to home, 75 

for creating handwriting profiles, dictionaries, or 
preference sets, 72 

Show (Borders & Controls category), 109 

Show category 

Cork Margin, 250 

Menu Line, 250 

Show Hidden Text (View sheet), 163 

Show Hidden Text pop-up menu, Yes, 163 

Show menu 

Button, 179, 180 

Date, 180, 182,221 

described, 178 

finding out more about documents and, 180 

finding out more about what's on disks and, 221 

Icon, 180 

Size, 180, 182, 221, 242 

Tab Box, 180, 190 

Type, 180, 182 

using,180 

Show option, changing display and, 203 

Show Special Characters pop-up menu, Yes, 163 

Shut Off Mter category, using Auto Shut Off option and, 
197 

Signature Pad (Insert menu), 167 

signatures, adding to documents, 167 

single character pad 

getting, 126 

translating handwriting and, 122 

sIze 

icon, changing, 200 

writing pad, 133 

Size, described, 67 

Size (Show menu), 180, 182,221,242 

Size (Sort menu), 221, 242 

smaller, making objects, 15 

small-to-Iarge adapter. See SCSI-II to SCSI-I connector 
cable 

software keyboard 

described, 134 

editing text in edit pads and, 151 

See also keyboard; Keyboard 

sorting Table of Contents, 182 

Sort menu 

By Date, 182 

By Name, 182 

By Page, 182 

By Size, 182 

By Type, 182 

Date, 221 

finding out more about what's on disks and, 221 

Name, 221 

Size, 221, 242 

sorting Table of Contents and, 182 

Type, 221 

Space After (Paragraph sheet), 158 

Space Before (Paragraph sheet), 158 

spaces 

inserting, 124, 125, 149 
in text, 148 

spacing 

line, changing, 158 

paragraph, changing, 158 

spell, gesture profile for, 61 

Spell (Edit menu), 165 

Spell dialog, 165 

spelling, checking, 165-166 

spilled liquids, 273 

starburst, 11, 34 

Start From category pop-up list, Beginning, 174 



Start From field, 72 

starting new lines, paragraphs, or pages, 161 

static electricity, 273 

stationery, 87 

adding, to Create menu, 88 

backing up, 91 

creating, 89-90 

customized, creating, 89-90 

deleting, 92 

described, 84 

Disk Manager, creating, 223 

letterhead, 211 

purging,92 

renaming, 91 

Stationery (icon), 20, 87. See also Bookshelf 

Stationery notebook, 84 

managing, 91-92 

using to create documents, 87-88 

Status 

finding text and, 170 

replacing text and, 172 

storing, 273 

style 

of edit pads, changing, 130 

of writing pads 
changing, 130 
choosing, 128-133 

Style, changing icon size and, 200 

styles, copying, 162 

styling text, 154-156 

directly, 154-155 

with Text sheet, 156 

subsections, creating, 186. See also pages; sections 

symbol fonts, 77 

system font. See fonts 

tab, gesture profile for, 61 

Tab (Insert menu), 160 

Tab Box (Show menu), 180, 190 

Table of Contents, 6, 84 

booting and, 246 

described, 7, 178 

export in, 49 

frozen documents and, 245 

IN 0 E X 

gestures in, 40 

printing documents and, 210 

renaming documents from, 103 

restarting and, 244 

seeing what's in Notebook and, 179 

selecting titles on, 12 

sending and receiving documents and, 213 

sorting, 182 

turning into control panel, 249-250 

tabs 

described, 7 

illustrated, 6, 9 

setting, 160 

See also Contents tab; labels; Notebook tabs 

tab stops. See tabs 

Tab Stops sheet, setting tabs and, 160 

tap 

gesture profile for, 62 

to select characters, 144 

tap press, gesture profile for, 63 

Tap to Align Pen category (Pen sheet), 123 

temperature, 273 

text 

adding, 147 

in boxed writing pads, editing, 38 

copying, 152-153 
gestures fo r, 36 

deleting, 148 
gestures for, 36 

in documents, editing, 37-38 

editing, 144-167 
in edit pads, 149 
in fields, 150-151 
in labels and document titles, 150 

in edit pads, editing, 38 

finding, 170-175 

formatting, 144-167 

inserting spaces in, 148 

insert space in, 52 

magnifying, 164 

moving, 152-153 
gestures for, 36 

pigtail in, 57 

positioning, 159 

replacing, 170-175 

in ruled writing pads, editing, 38 

selecting, 144-145 
with press, 58 
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USING PENPOINT 

setting insertion point in, with press, 58 

setting options for, gestures for, 39 

styling, 154-156 
directly, 154-155 
with Text sheet, 156 

typing onto pages, 134 

viewing, 163-164 

in writing pad, correcting by typing, 135 

text fields, described, 26 

Text sheet 

creating customized stationery and, 89 

displaying, 24 

styling text with, 156 

tiled, described, 251 

tiled indexes, creating, 251-252 

time, setting, 195. See also Clock 

Time Format, setting time and, 195 

timeout, described, 123, 196 

Timeout category (Preferences), 34 

Timeouts sheet 

setting preferences and, 194 

setting response time and, 196 

translating handwriting and, 123 

Time sheet 

setting preferences and, 194 

setting time and, 195 

Time Zone, setting time and, 195 

time zones, changing, 195 

tips 

on navigating and using documents, 249-252 

on writing in pads, 119-120 

Title & Info sheet 

Active Size, 181 

Filed Size, 181 

renaming documents and, 102 

using Document sheet and, 181 

title line 

creating customized indexes and, 251 

document, gestures in, 39 

spell in, 61 

turning Table of Contents into control panel and, 250 

titles 

document 
editing text in, 150 
illustrated, 9, 179 

section, illustrated, 9 

selecting, 12 

tools, embedding, 106 

Tools, 18-19 

connecting printers and, 79 

See also Bookshelf; Clock; Disk Manager; Handwriting 
Customization; Keyboard; Letter Practice; Personal 
Dictionary; Printers 

TOPS FlashCard 

connecting to 
directly, 269 
through GO Quick Charger, 270 

connecting to PCs and, 268-270 

transferring 

documents, 224-227 

documents between disks, 226-227 

documents and sections to and from Notebook, 
224-225 

translating handwriting, 122-123 

translations 

correcting, 124-125 
with Proof sheet, 125 
in writing pad, 124 

transporting, 273 

Travel Charger. See GO Travel Charger 

triple tap 

gesture profile for, 63 

to select sentences, 144 

turning to pages, 187-188 

turning on warning beep, 197 

Turn to (View menu), 188 

Type (Show menu), 180, 182 

Type (Sort menu), 221 

Type pop-up list, 80 

typing, correcting text in writing pad by, 135 

typing text onto pages, 134 

underline 

gesture profile for, 64 

styling text directly and, 155 

underscore symbol, correcting translations in writing pad 
and, 124 

Unrecognized Character pop-up list, correcting translations 
in writing pad and, 124 



IN D E X 

unrecognized/ mistranslated letters, correcting, 124 

Update from Home (Home menu), 74 

updating from home volume, 75 

upper case 

gesture profile for, 64 

printing in, 121 

styling text directly and, 155 

Upper Case Only (Handwriting sheet), 138 

Upper Case Only (Writing Style category pop-up list), 121 

users, multiple, 141,247-248 

Using PenPoint, using, 2-3 

utilities 

deactivating, 76-77 

installing from disk, 68-70 

personalized, creating, 71-73 

vlewmg 

Handwriting Installer sheet, 67 

text, 163-164 

View menu 

Bring to, 188 

Collapse, 179,221 

Expand,179,221 

finding out more about what's on disks and, 221 

Refresh, 219 

Turn to, 188 

View sheet 

magnifying text and, 164 

Show Hidden Text, 163 

viewing text and, 163 

volume(s) 

described, 66, 216 

home 
changing,78 
saving changes to, 74 
updating from, 75 

See also disk(s) 

Volume menu 

About, 221, 223 

Copy Contents, 228, 229 

Duplicate, 228 

Eject & Remember, 227 

Format, 235 

Volume sheet, finding out more about what's on disks 
and,221 

warm booting. See booting 

warning beep, turning on, 197 

words 

adding, 147 
to dictionary, 166 

deleting, 148 

replacing, 149 

selecting, 12, 144 

writing 

in boxed pads, 120 

in Notebook, 116-141 

in pads, tips on, 119-120 

in ruled-boxed pads, 131-132 

in ruled pads, 120, 129 

on screen, learning to, 116 

using keyboard, 134-135 

writing pad(s) 

boxed,38 

changing style of, 130 

choosing size and shape, 133 

choosing style of, 128-133 

correcting text in by typing, 135 

correcting translations in, 124 

embedded, 126 

getting, 126-127 

pop-up,126 

printing in, 117-121 

ruled,38 

writing in, tips on, 119-120 

See also boxed pads; ruled-boxed pads; ruled pads 

Writing Pad pop-up list 

Boxed,128 

Ruled,129 

Ruled-Boxed, 131 

Writing Style category pop-up list, Upper Case Only, 121 

• X, Y, Z 

Year, setting date and, 196 

zoom, described, 100 

zooming documents, 100-101 

Zooming Documents 

Allowed, 238 

backing up Notebook and, 237 
zooming documents and, 100 

zoom preference, setting, 100 
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