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Introduction to Using Palm Handheld Computers

ADDING ADDRESSES TO YOUR ADDRESS BOOK

1. Tap the ADDRESS BOOK icon [image: image6.bmp] to open the ADDRESS BOOK.

2. [image: image1]You will see the following screen:

3. [image: image7.jpg]


Tap the NEW button to open a new screen to enter information on.

4. You may enter the data by using your stylus and writing in Graffiti or you may open the onscreen keyboard to enter your text.

5. Your screen should look like this:
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Your addresses can be stored in categories. Categories are similar to the various folders you use on a PC.  

You can create new categories for different business contacts and friends.
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You can access the category list by tapping on DETAILS or the Category Name in the upper right hand corner of your screen.
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EDIT CATEGORIES













Bayside Seafood Company





Owner:  Charles Williams





Address:  1022 East Parker Avenue





City:  Myrtle Beach





State:  South Carolina





Zip Code:  29577





Phone:  883-295-1966





Fax:  883-295-2000





Email:   � HYPERLINK "mailto:bayside@internet.com" ��bayside@internet.com�











ABC Distribution Company





Owner:  Suzanne Chapman





Address:  19 Highway 41 S





City:  Charlotte





State:  North Carolina





Zip Code:  28202





Phone:  704-892-4432





Fax:  704-892-2256





Email:  � HYPERLINK "mailto:chapmans@abc.net" ��chapmans@abc.net� 








1	Tap “New”





2	Enter text





Tap your stylus on the line where you want to enter text.





A blinking cursor will appear on that line.





Tap the arrow ( to move to the next screen.





Category Drop-down List





Detail Screen








After you tap the DETAILS button the following screen appears.





This is where you can sort your addresses by category and determine which list you want them to appear in.





If you need to type a special comment about an address, use the NOTE screen to do this





Tap OK when done.





Tap the category list to open it.








A list displaying all the current categories is displayed.





Tap EDIT CATEGORIES to change this list.








Now you can edit the categories by adding, deleting, or renaming a current category.








