Digital Communication Systems

PALM USAGE ASSIGNMENTS - Competency 4
Appointments and Calendar
1. Turn on your Palm (see the top right hand side -- hold the button until the Palm powers up).

a. Using the stylus provided on the right hand side of the Palm, tap on the "House" hard button which is home.  
b. In the upper right-hand corner you will see a drop down arrow -- tap here and choose "ALL".
c. Tap on the CALENDAR icon on your Palm.  

d. Look at the four small boxes in the bottom right hand corner of the screen.  These are the different views for calendar.  Click on each box and take a look around, but you will need to return to this screen.
e. Next, click on the second view button from the left.  This view is called "DAILY VIEW"
f. Tap on the line beside 2:00.
g. Next, using grafitti or the built-in keyboard, enter the following text on the line.
Tutoring after school with Mrs. Voigt

h. Next, tap on DETAILS at the bottom of the screen
i. Tap on the time box and change the Start Time to 2:45 p.m. and the End Time to 3:15 p.m.  Notice the ALL DAY and NO TIME buttons -- think about when you would use these and not indicate a specific time.
j. Next, tap OK.
k. Next, make sure the date is set for Thursday, February 16, 2006.  Just click on the date in the box and make the change.

l. Next, enter Room 1 in the location box.

m. Change the category to Personal.  Then tap on OK.

n. Next, click back on the different view boxes on the bottom left hand corner of the screen.  Look at your appointment in the different views.  Click through the days, weeks and years.  Notice that you do not have an appointment today -- the memo view (1st box) will show no appointments for today.

2. Now it's your turn to enter four (4) additional appointments in the CALENDAR.  
a. Three (3) appointments should be entered in the year 2006 and 
b. one (1) appointment should be entered in the year 2008.  
c. Make sure you put in an exact time, a description, a location, and then file in the personal category.  
d. Be creative -- think about the different appointments or calendar items that you normally have to schedule.

When you finish, file this handout in your notebook behind TAB 4 (competency 4) for future reference.







