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$17T AOiI AT O OfordBlackBdrry® Smartphone

Introduction

52 OdzY Sy (i dsa suite oa@blicationswith one applicationfor eachsupportedMicrosoft®Office
file format:2 2 NR ¢ #r M2@soft®Word, Sheet To Go®r Microsoft® Excednd Slideshow To Go®
for Microsdt®PowerPoint.

While usings 2 O dzY Sy (i ayouvdll se€s@me options prefaced by ansymbol(suchas*New). This
symbol indicatesthat the option is aPremiumEdition feature, and not availabl¢he free Standard
Edition To find out more aboubocly Sy (i & @2miubnZE=dition, please see this link:

http://www.dataviz.com/products/documentstogo/blackberry/feature matrix.html

Related Topics
Free Trial 06 2 O dzY S v (i ®remidn Edion

Touch-screen devices

Documents To Go for touch screen deviegh as the BlackBerry® Stowgs designed to accommodate
common touch gestures found elsewhere on the device, such as lightly tguttiérscreen, clicking the
screen, or sliding a finger on the screen to perform different navigation and formatting operations.

Related Topics
520dzYSyia ¢ 2 -s@eemdevicegsNI ¢ 2 dzOK



http://www.dataviz.com/products/documentstogo/blackberry/feature_matrix.html

Locating$ T AOI AT O Oonddur BlackBerry® Smartphon e

OS 4.5 devices such te BlackBerry@earlor BlackBerry&urveSmartphone

The 5 2 OdzY Sy (i & applicationd 2nay be in a separate foldgalled Documents To Gpin your
application list, or it may be listed among the resyotir applications:

(left to rightyWord To GoSheet To Ga@&lideshowlo Go, andPDF To Go¢

OS 4.6 or higher devices such as BlackBerry@old 9000 oBlackBerry@tormSmartphone

The5 2 O dzY Sy (i &pplicaion®abpear ithe Applicationsfolder:

(left to right) Word To GoSheet To Ga&lideshowTo Go,
andPDF To Go® as seen on the BlackBerry® Bold 900(

(left to right) Word To GoSheet To Ga®slideshowTo
Go, andPDF To Go® as seen on the BlackBerry® Stol

Note: PDF To Go® a separate download, and will appear in fbewnloadsfolder by default

You may find tha the 5 2 OdzY Sy (i & appligatiors 2have installed t@ folder other than
Applications open the other foldefrtypically theDownloadsfolder)to see the applicationsTo put all of
the applications in the same place:

Highlight the applicatioto move, seh asword To Go
Press théMenu button.

Choose eitheMove or Move to Folder

Clickthe destination position or folder

PwbdPE



If one or more5 2 O dzY Sy (i ZapplicationsRe2ny Q (i
restarting the device: remove theattery, wait for a moment, and then replace the battery.

L¥ | LILX A Ol G A 2 yhieckiimake sure Bhe gpglidationsNIBIg D HE KA RRSY Y

1. PressMenumShow All

in dnyt 8&8lderidt have beerinstalled,try

2. If the icons then appear but then seem shaded or grayed out, select each icon anderass
MHide, to disable the hide option of the icon

Locating PDF To Go®on a BlackBerry® Smartphone (Premium Edition Only)

After downloading and installing?DF To Gowill be located in youDownloadsfolder by defaulf but

can easily be moved to these folder as thé 2 O dzY Sy (i a&pplic&ion® 2 u
The other5 2 O dzY Sy (i &pplic&tion®cmbe moved with the same method:

1. Highlight thePDF To Go@ppliation.

2. Press théMenu button.

3. Choose eitheMove or Move to Folder
4. Choose the destination position @wlder.

Related Topics

Downloading and Installing PDF To Go® (Premium Edition Only)

Launching $ 1T AOIT AT O OfordHe first finte

The first time that one of th& 2 O dzY S y (i &pplic&tion®i8 lmunched on theevice® 2 NR
Sheet To Gg®@lideshow To Go®& PDF To G9®you will be prompted to accept a license agreement
and register your software

¢,2

Note: Enterpriseusers who havé&s 2 O dzY Sy (i apretchfigubed by their IT departmemhay not see the

following screens and can disregard this section.

DataViz End User Liconse Agres'
rew, 10/29008)

Fot & copy of this BConss agrestent
F--.m- vt http Jwww dstovie.com/

2ol
DOCUMENTS TO GO FOR BLACKBERRY

SUMMARY OF KEY TERMS

Ol o A this nenauam ook foc o te

PresaMlenu to Accent

After completing registration, you will be presented with tlvelcomescreenof the application.

M8 Free update notficatens, upgrade offers
| nnd exclusive prumetions from DataViz

D2uxu



Welcome Screen
From this screen, you can chodsd JSy | to ekgdlofeS3hé device ostorage card memory to open

and edit your documents, as well as also see a list of most recently used documents. Premium users
may choosé NB I (S | togeBasate® hew Blxnk document.

'Word To Go

In addition to browsing for file®2remum users will also be
able to create newblankdocuments from this areéusers
of the Standard Edition will not see this option)

ecent Documents: This screen will appeahe same in eactbocuments To
@ draft.docx D 2 mpplication

& ACME-BusinessProposal.doc

Also in theWelcomeScreemenu:

Activate Documents To Gag Premium users can activate a purchased copy to access all features. This

option will not be present for users who have activa@@ O dzY Sy { Zr have hai®aaments To
D 2 pre-configured.

Check for Updateg Connect to the Irgrnet to check with DataViz if there are any updates available for
your installation o6 2 O dzY Sy (i & Yot €an d&)s® visitww.dataviz.conin the BlackBer®browser
to see if any updates are available documentst 2  Dak the device

About Documents To Gq Displayversion and registration information.

Clear Recent DocumentsClearitems from the recent documents listinglhis option does not delete
the documents from the device or storage card.


http://www.dataviz.com/

Opening supported email attachments
There are diffeent methods available to viewnd edit attachments o BlackBerry@martphone

1. Open a message that contains an attachment(s)
fw: Office documents

3, 2003 1905 AM

D3 Attachments

Here are the documents you reguested for the meeting
today!

B Parts Tracking xls {16K)
B Business Proposal. doc (69K)

EMeeting Notes.doc {28K)

2. Select the name of an attachment and prédsnu to view available options

sted for the meeting

3. ChooseOpen Attachmentto view or edit the document now, or choo&®wnloadto save the
attachment to the device for later use to a specific folg@u will still be able to edit the document
later).

Note: If either theOpenor Downloadoption is not visibleplease see this link:
http://support.dataviz.com/support.srch?docid=14186

4. After choosingOpen Attachmenj choose tcedit inDocuments To Gto download the

attachment for immediate editingnd viewing

FW: Meeting notes from today
Dec 08 9.45 AM



http://support.dataviz.com/support.srch?docid=14186

Sending documents via Email
Documents can be sent either from withirba2 O dzY' S y (i &@pplic&ionbn2ainew email message, or
attached to an existing email message.

While editing the documentto be sen8
1. The document is open and being edite¢i2 NR ¢.2 D2 x
2. PresdMenuSend via Email
3. If the document has not been saved aftihe last edit, you will be prompted to do so before
proceeding

This document must be saved
hefore it can be sent

[ save & Send |

Cancel

4. Once thedocument is saveda new email message is created, with the document present in the
message as an attachment

5. Update the message fields, aSeénd

6. The attachment will be includedith the email message as a native Office document, and will
be available for the recipient to use on their computer 2 OdzY Sy (i & ondttieir D2 u
BlackBerry®evice

After composing a new email messagde
1. Compose your email on tH&lackBerry@evice
2. While the message is open and being edited, phsau MAttach File
3. Browse device or media card memory for the document y@hwo attach, andlick itwhen it
is highlighted
4. The document will be added to your email message to be sent as an attachment to that message
5. Update the message, argkend

Note: Documents cannot be sent BéackBerry®IN, SMS, or MMS messages.



Tran sferring desktop documents to and from a BlackBerry® Smartphone
There are several ways tovefiles betweena desktopcomputer andyour BlackBerry@martphoneto
edit and viewdocuments irDocumentst 2 D2 u

Drag & Drop files via USB connection to Windows desktop
Plug your device into your compute & | { . USB Ndblea@dAtrowse yourexpansioncard
memory on your desktop to copy or move files:

1. First,make sureMass Storage Modés enabled on th device

Check settings andhable mass storage mode if necessary
a. Go to the application list and sele@ptionsHMedia Card
b. ClickMass Storage Mod®m On, and choosé/esto Enable Mass Storage Mode When Connected

Nn-.-'. Storage Mode Support;

Onw

Auto Enable Mass Storage Mode When

Connected

c. PressBackandSavechanges, andannect your device
2. Plug the devicanto your compuér via USB cableand enter your device security code if
prompted to enableMass Storage Mode
3. You may be prompted to mount thstoragecard as a USB drivan the device chooseYes

4. OpenMy Compute onyour Windowsdesktop and open thestoragecardin Devices with
Removable StorageNote that the names of the removable storagey varyby device and
storagecard:

| Hard Disk Drives

":ﬂ Predosd (C:)

Devices with Removable Storage

* 1 OVDRAM v (D) g MICROBS (E

g BLACKBERR Y] (G:)

! Some newer BlackBg® devices (such as the Bold 9000, or Storm) are abf®tmtthe internal memory of the
device, in addition to expansion card memory. If you do not have one of these devices and do not have an
expansion card, see below for more methods for documesmsfer.



5. Browse to the folder where your documents are locaeefault path pictured below)

S BLACKBERRY1 (G!) ‘// home ‘// Userw I
a4 - l

6. Drag anddrop, or copy and pastgour files between the deviceand computerby placing them
in this folder

7. Unplug the device

8. The files should now be accessible on yBlackBerry&levice. OperDocuments To Go and
look for the filesin the same foldethat was navigated to above

Transferring documents u sing BlackBerry® Desktop Manager

BlackBerry@esktop Managemllows you to browse yourBlackBerry@&martphoneand storage card
memory to copy and move files beter your compter and device byusingincludedsoftware called
Media Managef:

1. Plug youBlackBerry®evice ito your computer via US&ble
2. Run theBlackBerry®esktop Manager software
3. ClickMediamMedia Managerto launch the software

ij Media Manager

Mty

4. Drag & drop your files between your device and computgng the media manager software
Help for Media Manager is available in tHelpmenu of the program.

For more informatioron usingthe Desktop Manageor Media Manager please check available pel
online at:

http://www.blackberry.com/btsc/supportcentral/supportcentral.do?id=m1

% Some versions dbesktop Managemay not include théviedia Managersoftware. For more details aboiedia
ManagerLJt S| &S @AaAada .t O01. SNNEQa&


http://www.blackberry.com/btsc/supportcentral/supportcentral.do?id=m1

Creating new folders, moving/copying, and deleting files  on the device
A file explorersimilar to My Computer in Windows is available e BlackBerry@&martphoneto
manipulate filesor folderson the device

1. Open the application on yowlackBerry@martphonecalledMedia.
2. Presdvlenu Explore
3. Navigate your device or media card menu talfyour documents

yDevice Memory/home/user/

[ voicenotes

4. Highlight a document, and eithetick itto open it, or presdlenu for more file optionssuch as
copy and delete, as well as creating new folders

e Memory/home/user/documents/

ioad Ring Tones

load Images

Send As Email

Send Using Bluetooth



71T OA 41 "1 A
View Mode vs. Edit Mode
When an existing document is openedWord ToD 2 Wiew Modeis enabled. View mode allows you

to usekeyboard shortcutgo quickly navigate to different parts of the document without making any
changes to the documergsimilar to when you receive and view an ema¢ssage

Certain menu options will only be visible while you ardedit Mode When in edit mode, keyboard
buttonswill instead input the character when pressed.

Modes can be toggled via the mem? 2 NR ¢:2Merd 2hiEdit Mode/ View Mode

Document Pagination

Similar to Microsoft Word on the desktophen a document is opened T At SQa O2y GSyda o&Af
sequentially The time it takes tgaginate a document will dpend on how large and complex that
documentis. The status of pagination is giayed in the upper right hand corner of the screen as a

progress bar:

Word To Go - ACME-BusinessProposal.doc —2 Pagination progress

| | T During pagination certaireftures inWord To Ga are
disabled, such as Editing
1 Some actions iVord To Gat will causethe document
Liohn Smith to re-paginate, such as changing thZoom level.

IACME Corporation
123 Corporate Lane . . .
Miford, CT 06461 In these casedVord To Gat will switch toView Mode

FRicha20s and the cursor will reurn to the top of the dcument.
Charles Jones

CFO . . . . . .

Fictona, inc. (edits made in between paginations will still be prest
426 Executve Drve in the document)

Once pagination is complete, editing and other formatting options become available.



Changing zoom levels

There are several zoom levels available to choissm in2 2 NR

¢ B magaify text and objects:

25%, 50%, 75%, 10Q@efault) 150%, 200%. r€ssMenu MmZoomto change between zoom levels

ord To Go - ACME-BusinessPropos...

Jjohn Smith

JACME Corporation
123 Corporate Lane
Miltord, CT 06461
March 2, 2007

iCharies Jones

cFo

Fictiona, Inc

456 Executive Drive
lanywhere. CT 06777

|Dear Charfes jones:

jAs a long -t admirer of the outstanding work that your
forganization has done in the market, | particularly
lenjoyed having the opportunity to see how your company
functions from the inside. As you indicated during our
meeting, your organization has grown to a point where it
needs to dramatically enhance its accounting function so

Word To Go - ACME-BusinessPropos...
i
John Smith

IACME Corporation
123 Corporate Lane
Milford, CT 06461
March 2, 2007

Charles Jones

CFO

Fictiona, Inc.

456 Executive Drive

Note: Changing between zoom levels will catieedocument to repaginate.

Individual graphics may also be selected for zoom. Select and click a graphic in a document to open the

graphic; pres$lenu MZoomto change the zoom level of the graphic just as in a document. Beess
to close the graphic and return to the document.



Word document objects ¢ Movethe cursor over a document objefte. A 6 SYa Ay GKS R2O0dzySyi

look like basic text)such as thdext boxicon pictured below; once highlighted, click the object The
object will react

Word To Go - Business Proposal.doc

rronosal nleass SO ORe Co =
Proposal pease Sgn one Copy and
return it

Locate the object to open with the cursor in the document.

% deposit

Highlight the object with the cursot
and click the object.

" |proposal please sign one copy and
return it with a 58%45% deposit
of the software costs

The object will react; in this example, th
textbox contents will be shown in sub
windowin the document.

Someitems that cause a sulvindow to be openednay also be toggled vidMenu I View, such as
footnotes, endnotes, and table of content® subwindow can be closed by pressiBgck to return to

the main document. Other items such as textboxes or graphicay be activated by highlighting and
clicking themlike the above example



Shortcuts
Many keyboard shortcutshat are availablen other BlackBerry@martphoneapplicationsare available
while inView Mode (pressing these keys fdit Modewill instead input the character)

BlackBerry® device Shortcuts

QWERTY SureType® Action
Enter Enter Scroll down one page at a time, or activate object
Space Space Page Scroll down
Shift+Space Shift+Space Page Scroll up
T 1 Jump to top of document
B 7 Jump to bottom of document
- 2 Scroll up one line
- 8 Scroll down one line
N 3 Scroll up one page
P 9 Scroll down one page at a time
- 4 Scrolls down a percentage (5%) of the document
- 6 Scrolls up a percentage (5%) of document
F Q Open Find dialog
Z 4 Display Zoom options

More Navigation
In additionto keyboard shortcuts, menu shortcuts are also available to jump to diffdogations in an
open document;these menu options may also be used when you are editing a document:

Go to Topg Jump to the top of a document
Go to Bottom¢ Jump to the bottonof a document

Related Topic
Using Hyperlinks & Bookmarks




Basic Editing

Selection
Text and objects can be selected2n2 NR ¢ 2o pB&rnn formatting operations and also to
cut/copy/pastethe selectedportionsof the document To select texaand objects

Word To Go - ACME-BusinessPropo...

Press theShift key on yourdevice then grow or shrink the
@ selected area by scrolling tloairsor.

or

EnableSelection Modevia the menu, and then grow or shrin
the selected area by scrolling tlcersor.

ares Jores

CFO

While selection is enabled, movitige cursor willgrow or shrink the selectedr@a. You can now either
edit and format the selected region, or press thgack button to cancel text selgion and resume
editing or navigation.

The entire document can also be selected by predgiegu hSelect All
Note: The document must hauedit Modeenabled in order to perform editing or formatting on selected.text

Cut/Copy/Paste
Textwith font and paragraph formattingnay be cut/copy/pastd from one area of a document to
anotherfrom the menu

Selected text can be copied from outside2oR NR  ¢,znd Pastad into a Word document. Text can
also be pasted frord 2 NR ¢ 8 otBeR applications, sutas new messagégext pasted to and from
BlackBerry@martphoneapplications will not be formagd).

Complex objects are not supported with pastdiem copying and pasting text that includes objects such
as images or tablesnly text will be pasted.

Note: The document must have Edit Mode enabled in order to perfotror paste actions

Basic Font Formatting

Basic font formatting operations such 8®ld, Italic, and Underlinéseveral stylesgan be applied to
selected text. These formatting options can be applied by selecting text and préssinghFormat
Bold/ Italic/ Underline

Additional underline styles can be selected in the format dialog by selecting text and prigfsingh
FormatrhFont The current font and font size maygalbe viewed in the same dialog:



Character Formatting

@ Bold
B italic
Underline: None
Font Name: Times New Roman
Font Size: 12 pt
Find in file

Text can besearched for within an open Word documemy using the=indfunction.

Find in file
Find what:
1. PressMenu MFind Clchseatis e
2. Input the text to find inFind what and click |-
Find ["Fing

Replace / Replace All (Premium Edition Only)

Find what:
Replace with:

1. EnableEdit Mode [_]Case Sensitive

2. Menu erInd [TJWords Only

3. Input the text to be replaced "Find |[ Replace |[ Replace Al

4. Input the text to replace what is found in #3 i i -
Find Options

Case Sensitive Enable this option to find only text that matches upper/lower case of what you search
for exactly.

Words Only¢ Enable this ofion to search only for an exact match of all worthe Find operatiorwill
not report partial matches of th&ind whattext when this is enabled.



Advanced Editing

Creating New Word Documents (Premium Edition Only)
New Word documentsnay be createdin one of two formats,either .doc (Microsoft Office 2003/2004
and prior)or .docx(Microsoft Office 20072008).

New documentsnay be created from either thevelcome screeby selecting NBI ¢S | ,ovbg s FAL S

pressingMenu mNew in the same screen arhile aword document is open.

= Open a file...
 Create a new file...

Recent Documents:

Advanced Font and Paragraph Formatting (Premium Edition Only)
Formating operations can be performed on either a selection of text, or at a particular spot in a
document

To apply font or paragraph formatting:

1. EnableEdit Mode

2. Either select text to format, or place the cursor in the desil
location

3. PresaMenulbFormatihFont/ Paragraph.

4. Choose one or more of the available formatting options

5. PressBack on the BlackBerry t&avechanges and apply the
formatting.

Available font formatting
Chapse a single or multiple attributes at once:

Fontnameand font sizé&

Bold, Italic, Underlinéseveral varieties)

Text color and text highlight color

Superscript, subscript, strikethrough, double strikethrough, small caps, and all caps

= =4 =4 =

% Font availability is limited by what is already present in the document; some fonts not directly reegmoay
FLILIJSENI Fa | RSFrdzZ G F2yid Ay 22NR ¢2 D2uX odzi 6KSy
expected.



Available paragraphformatting
1 Alignmentg Left/Center/Right/Justify/Distributed
Indent left, right
Special indent (first line, hanging)
Spacing before and after paragraphs
Line spacing (single, 1.5 lines, double, at least, exactly, multiple)

= =4 =4 =4

The indent level ofines and pasgraphs may also be increased or decreased predséerqg yFormat
bincrease/ Decrease Indent

Lists z Bullets and Numbering (Premium Edition Only)
New bulleted or numberedistscan be created i 2 NR ¢ &nd eRigtimgbulleted or numberedists
in Word documentgan be modified.

Types of lists

Bullets & Numbering

Bullet ¢ 3 bullet styles available
Bullet

R Number BB Number¢ 5 bullet styles available

Outline Outline ¢ 4 styles available

In Use

In Use¢ Number of stjes available depends or
what styles exisin the dccument

To renove list formatting from a listhoose(None), then presBackand Savechanges.

Other list formatting options
These options are only available in this dialog for an existing list.

Restart Numberingg Choose this option to cause the current se&attistitem to start over in thecount of the
number oflist itemsat that point

Continue Numbering; While formatting an existing list, the list numbering can either be continued, or restarted as
a new list, respectively.

To create a new list, or format an existing list

Word To Go - A sample list.docx

1. EnableEdit Mode e memn\;x; OFFIOTTORS A dRIng. Aet
2. Place your cursor in the desired location for tl
list
3. PressMenumFormatrhBullets & Numbering
4. Choose the desired list category type ai
choose a list style
5. Pres$Back choosing® Savechanges

Place your cursor n the desred location for the st

Press Menu > Format > Bullets & Numbering

b W N~

Choose the desred st category type and choose
a st style

0

Press back, choosng to Save changes




Viewing Tables

Word To Go - ACME-BusinessProposal.doc

C Tables will appear in a document similar to Word on
: the desktop. Moving a cursor on to a table cell will
o cause that cell to be highlightedclicking the
e highlighted cellwill insert a cursor so that text in the

SOFTWARE Mool |Chares Jores

60 | cell can be editedpressBack to select a differentable
SOF TWARE COST cell)
iy g '
pruabbacurci-n g The sametext editing and formatting functionality is
oot et AT available within tabless in the rest of the document

Fit tableswithin the screen
Enable the optionCompressed Table Viewn the Word To Gopreferences, to if tables within the
screen width

1. PresdMenulpPreferences

2. EnableDisplay tables in compressed view

3. PressBackand Savechanges the document will regpagirate after selecting this optiomand
tables will now fit within the screen width

Creating and Modify ing Tables (Premium Edition Only)
Creating new tables

Number of Rows: 2

1. EnableEdit Mode and presdMenu rpinserti IS
Table

2. Choose the number of rows and columns to
containedin the table, and pres®Kto insert the
table.

1 OK ’ Cancel

Word 'l‘uﬁ(:n - ACME-BusinessPro InsertRowsAbove

Modifying Table Structure

BcMveE Corporation
123 Corporate Drive
Miford, CT 06461

Insert Rows Below

Dolete Table

Tablerows can benserted and deletedn a table, U,
10POSAL

where the cursor is placed _ _ Dolote Rows
DATE: 5/4/2007 TO

. SOFTWARE: Model |Charles Jones
To access these tabbperations 60
SOFTWARE COST
1. Place cursoin the table. Library Mdti-Record Inchudng ﬂ
. Report Master $1.266
2. EnableEdit Mode Genarsi Lackcer 850
Accounts Payable B850
3. PresdMenuTable iroort Master S4SINRNE)




Tracked Changes (Premium Edition Only)

Word allows users twiew previouslytracked change$ made by authors in &Vord documenton

desktop

Showing tracked changes

the

To enable viewing ofacked changes in a document, prédsnurbShow Changes

To hide tracked changes, pradenurbhHide Changes

Tracked changes will appear whe [from

the nside. As you ndcated durng our meeting, your

the cursor is inside the tracked tex [“f

The change popp contains the
author of the change, the date anc
time of the change, as well as th
type of

o John Doe
11/24/2008 4:01 P

responsbitiesjanc-eatrmated-fees and elaboraton of reg
operation (insertion or |cosis

a pont where it needs to

countng funcbon so that it can
vely

es the compiete scope of work you
ectives, procedures, dentification of

re
ot S0

deletion).

By default, strikethrough indicates deleted text, and underline indicates inserted {Bxése defaults
can be changed via doment preferences in Word To Gsee below for more details.

Navigatingbetweentracked changes

Tracked changes may be viewed by moving the cursor over the area to view the change note. Menu

items also exist to facilitate navigating between the current change and the previous/nextechang

These options @ available in the short menfglickto access thisand also the full manu (pressMenu to
access thjs Both menus are pictured beloghort menu on left, full menu on right)

Word To Go - Business Proposal.doc

tandng work that your
pt. | partcuarly enoyed I
your company functions

g Our Mmeatng, your
f where it neods to
g furction so that it can

mpementaton and
pnce, and post-conversor

*Word To Ga does not currently track changes
display previous dessip tracked changes.

Word To Go - Business Proposal.doc

of the outstandng work that your
N he market, | partodarly en oyed
i £0 =ee how your company functons
§ ke Ated Arng o mestng your

= the complete scope of work you
ectives, procedures, dentification of

e Sy

D accountng systam on the network
!?wnrr-_ noudng rmplermentabon and
00 RSSStancs S00 oSt SoouURCROn.

made while editing on the BlackBerry® Smartphone, amdywill



Tracked changes preferences

The appearance of botmserted anddeleted text may be changed pdocument according to user
preference. This is a preference the document in Word ToGoy R ¢ 2 y Bl thé dodusedtl
will appearin Word on the desktop. Access the preferences in the open Word dodulnyepressing
Menu Preferences

Left The style of insertions and deletions can
altered: (None), Color only, Bold, Italic, Underlir
Double underline, and Strikethrough.

Track Changes Options

Insertions Underline v
Insertion Color By author v . i
Insertion, deletion, and comment color can &
Deletions Strikethrough ¥ changed to the defaulper user, or a specific colo
can be chosen.

Deletion Color By author v
After changing the desired preferences, pré&ack
and Savechanges.

Comment Color By author v

Right Image of previous example ¢ |[from the nsde As you ndcated ourmng our meetng, your

. . organzation has qo*‘lT ——s to

inserted text after changing cOI0 |samaticaly erpance i ohn Doe | shat it can
. +111/24/2008 4:01 PM|

preference. contrnue to function e 11 d |

The correspondence of serte _pe of work you
) requested, Ncludng cb ectivESTERERes, dentification of
The color andstyle changes for the displa [responsbites. srgestrratesfeesB 0

of tracked changes wible set only for this
particular document.




Using Hyperlinks & Bookmarks

Hyperlinks and Email Addresses

Hyperlinks that exist in a document may be activated by selecting and clicking afemconfirming to
open the hyperlink lie BlackBerry@rowserwill then openthe link or compose a new message if the
link was amail to:link.

Please visit the folowing ink Tor more information:

http/fwww.dataviz.com

Bookmarks

Existing document bookmarks can be navigated to via the bookmarks list. Access document bookmarks
by pressingMenu M Go to Bookmarkto display a list of availalel bookmarkspress on the bookmark

name to jump to that locatioin the document.

Word To Go - Business Proposal.doc Bookmarkl

Bookmark2

Bookmark3

Editing & Inserting Hyperlinks  (Premium Edition Only)
Existing hyperlinks may be edited2n2 NR ¢ &nd e® gelectable hyperlinks may also be inserted
within the documen.

An existing hyperlink may be edited to change eitt

Hyperlink:

the address or text displayed, or remove the link: Text to display: Rttp://www.dataviz.com
Address: http://www.dataviz.com
1. EnableEdit Mode OK Cancel || Remove
2. Select the link byrolling the cursor over the
link.

3. PresmSydz M C2NXI G Ih | &

4. Change the display or address of the link,
remove the link

5. PresfBackandSavechanges

To insert a new hyperlink into a document:

EnableEdit Mode

Select text to be made into a hyperlink, or place cursor where link is to be inserted
PressMenul L yESINE LIS NI Ay ]

Input the text to display and address fibve hyperlink

PresBackand Savechangesand insert the hyperlink

a s wbdhpeE



Editing & Inserting Bookmarks (Premium Edition Only)
Existing bookmarks may be editectird NR ¢, 2nd Belvnookmarkmayalso be inserteavithin the
document.

To rename or delete an existing bookmark: Bookmarks

Bookmarkl
1. EnableEdit Mode Bookmark2
2. PressMenulhFormathBookmark Bookmark3
3. Hignlight a bookmark and preddenu.
4.

Rename or delete bookmark@Bookmark — [Fsssss
names must begin with a letter and contai s
letters and numbers only; spaces are n

allowed in bookmark names)

5. Pres$Backand Savechanges

To insert a new bookma