Documents To Go®
Getting Started Tips.
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Tap on the graphic above for a larger, detailed view.

Use the up/down buttons on your device or the scroll bar at the right of the screen to move up and down within this document.  

Introduction

Welcome to Documents To Go – the most popular solution for using word processing, spreadsheet, and presentation files on your handheld.  This document is designed to help get you up and running as well as highlight some of the features available.  This is a Microsoft Word file brought to your handheld using Documents To Go.

Transferring a Document from Desktop to Handheld

To use documents, spreadsheets or presentation files on your Palm OS® handheld you must add them to Documents To Go on your desktop computer.  This will allow you to seamlessly transfer files between your handheld and computer while maintaining your original document formatting.
To add files, do the following:  

1. Open the “Documents To Go” program on the desktop. (This was installed during your original Palm installation.)

2. Drag a document directly into the Documents To Go program window.

OR click the “Add Item” button, browse and select the file, and click “open.”

OR right click on a file and choose Send To: Documents To Go.

As documents are added to Documents To Go, they will be converted and optimized for use on your handheld.  Simply press the HotSync button to move the files to the handheld.
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Creating New Documents

Documents To Go gives you the ability to create new documents on your handheld.  Your newly created documents will be brought back to your desktop as word processing, spreadsheet or presentation (PowerPoint) files after your next synchronization.

To create a new document, simply open Documents To Go on your handheld and do the following:

1. Tap the New button located at the lower left corner of the screen.  

2. Select the type of file you would like to create.

3. Name the file.

4. Assign a category to the file if desired.

5. Tap OK and you may begin to edit your new file. 

After creating the new document and synchronizing with your desktop, the document will be converted to Word, Excel or PowerPoint (unless otherwise specified.) The new document will typically be placed in C:\MyDocuments for Windows users and HD:Documents for Macintosh users.  

*The default file formats and file locations can be changed in the Preferences menu in the Documents To Go main desktop application.
Saving Documents

To Save a document or spreadsheet file on your handheld after changes have been made, tap the File menu and choose Save or Save As.  When you are ready to close the document, tap the Done button.  You will then be prompted to select how you would like to save your file.

Save Changes - This option will save the changes on the handheld, and on the next synchronization Documents To Go will update the original desktop document with the changes.

Save As… - This option will create a new file on the handheld.  On the next synchronization Documents To Go will create a new document on the desktop. 

Don’t Save Changes - This option will not save the changes to the document.

Return To Document - This option will bring you back to your document, to the last state it was in, without having saved it.

What Else Can I Do?

Your handheld comes with Documents To Go Professional Edition, which allows you to use word processing, spreadsheet, and presentation files.  If you are looking for a solution that will handle ALL of your important Office files, you may want to consider our Premium Edition.  Please review the below information to see what’s included in each edition:

Premium Edition
(available from DataViz)
Professional Edition
(included with your handheld)

Word Processing
X
X

Spreadsheet 
X
X

Presentation (Windows Only)
X
X

E-mail (Windows Only)
X


PDF Support
X


Pictures
X


Charting
X


How Can I Get the Premium Edition?

Registered owners of Documents To Go may upgrade at a discounted rate to the Premium Edition.  Upgrades are available directly from DataViz on CD or by download.  For upgrade information please call 800-733-0030 or visit the website at www.dataviz.com/documents.

Help & Additional Tips

Documents To Go contains a useful help file designed to answer many of your questions.   To access Help, simply launch the Documents To Go desktop application, and click the Help button. Also in the desktop application’s Help menu you’ll find an Interactive Tutorial that will guide you through the many features of Documents To Go.
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