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$ÏÃÕÍÅÎÔÓ 4Ï 'ÏΆ for BlackBerry®  Smartphone  

Introduction  
5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ is a suite of applications, with one application for each supported Microsoft® Office 

file format: ²ƻǊŘ ¢ƻ Dƻϰ for Microsoft® Word, Sheet To Go® for Microsoft® Excel and Slideshow To Go® 

for Microsoft® PowerPoint.   

While using 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ, you will see some options prefaced by an * symbol (such as *New).  This 

symbol indicates that the option is a Premium Edition feature, and not available the free Standard 

Edition.  To find out more about DocuƳŜƴǘǎ ¢ƻ Dƻϰ Premium Edition, please see this link: 

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

Related Topics 

Free Trial of 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ Premium Edition 

Touch-screen devices 

Documents To Go for touch screen devices (such as the BlackBerry® Storm) was designed to accommodate 

common touch gestures found elsewhere on the device, such as lightly touching the screen, clicking the 

screen, or sliding a finger on the screen to perform different navigation and formatting operations.   

Related Topics 

5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ ŦƻǊ ¢ƻǳŎƘ-screen devices 

  

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


Locating $ÏÃÕÍÅÎÔÓ 4Ï 'ÏΆ on your BlackBerry®  Smartphon e 

 

OS 4.5 devices such as the BlackBerry® Pearl or BlackBerry® Curve Smartphone 

The 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ applications may be in a separate folder (called Documents To Go) in your 

application list, or it may be listed among the rest of your applications: 

 

OS 4.6 or higher devices such as the BlackBerry® Bold 9000 or BlackBerry® Storm Smartphone 

The 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ applications appear in the Applications folder: 

 

You may find that the 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ applications have installed to a folder other than 

Applications; open the other folder (typically the Downloads folder) to see the applications.  To put all of 

the applications in the same place: 

1. Highlight the application to move, such as Word To Go. 

2. Press the Menu button. 

3. Choose either Move or Move to Folder. 

4. Click the destination position or folder. 

(left to right) Word To Go, Sheet To Go®, Slideshow To 

Go, and PDF To Go® as seen on the BlackBerry® Storm 

 

(left to right) Word To Go, Sheet To Go®, Slideshow To Go, and PDF To Go® 

 

 

 

(left to right) Word To Go, Sheet To Go®, Slideshow To Go, 

and PDF To Go® as seen on the BlackBerry® Bold 9000 

 

Note: PDF To Go® is a separate download, and will appear in the Downloads folder by default 



If one or more 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ applications ŘƻƴΩǘ ŀǇǇŜŀǊ in any folder but have been installed, try 

restarting the device: remove the battery, wait for a moment, and then replace the battery. 

LŦ ŀǇǇƭƛŎŀǘƛƻƴǎ ǎǘƛƭƭ ŘƻƴΩǘ ŀǇǇŜŀǊΣ check to make sure the applications ŀǊŜƴΩǘ ƘƛŘŘŜƴΥ 

1. Press Menu Ҧ Show All. 

2. If the icons then appear but then seem shaded or grayed out, select each icon and press Menu 

Ҧ Hide, to disable the hide option of the icon. 

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

After downloading and installing, PDF To Go® will be located in your Downloads folder by default, but 

can easily be moved to the same folder as the 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ applications. 

The other 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ applications can be moved with the same method: 

1. Highlight the PDF To Go® application. 

2. Press the Menu button. 

3. Choose either Move or Move to Folder. 

4. Choose the destination position or folder. 

Related Topics 

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

Launching $ÏÃÕÍÅÎÔÓ 4Ï 'ÏΆ for the first time  

The first time that one of the 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ applications is launched on the device (²ƻǊŘ ¢ƻ Dƻϰ, 

Sheet To Go®, Slideshow To Go®, or PDF To Go®), you will be prompted to accept a license agreement 

and register your software. 

Note: Enterprise users who have 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ pre-configured by their IT department may not see the 

following screens and can disregard this section. 

 

After completing registration, you will be presented with the welcome screen of the application. 

Press Menu to Accept  



Welcome Screen 

From this screen, you can choose hǇŜƴ ŀ ŦƛƭŜΧ to explore the device or storage card memory to open 

and edit your documents, as well as also see a list of most recently used documents.  Premium users 

may choose /ǊŜŀǘŜ ŀ ƴŜǿ ŦƛƭŜΧ to generate a new blank document. 

 

Also in the Welcome Screen menu: 

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

option will not be present for users who have activated 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ or have had Documents To 

Dƻϰ pre-configured. 

Check for Updates ς Connect to the Internet to check with DataViz if there are any updates available for 

your installation of 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ.  You can also visit www.dataviz.com in the BlackBerry® browser 

to see if any updates are available for Documents ¢ƻ Dƻϰ for the device. 

About Documents To Go ς Display version and registration information. 

Clear Recent Documents ς Clear items from the recent documents listing.  This option does not delete 

the documents from the device or storage card. 

 

 

 

 

  

In addition to browsing for files, Premium users will also be 

able to create new blank documents from this area (users 

of the Standard Edition will not see this option). 

This screen will appear the same in each Documents To 

Dƻϰ application. 

 

http://www.dataviz.com/


Opening supported email attachments  
There are different methods available to view and edit attachments on a BlackBerry® Smartphone: 

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

 
2. Select the name of an attachment and press Menu to view available options: 

 
3. Choose Open Attachment to view or edit the document now, or choose Download to save the 

attachment to the device for later use to a specific folder (you will still be able to edit the document 

later).  

 

Note:  If either the Open or Download option is not visible, please see this link: 

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

 

4. After choosing Open Attachment, choose to Edit in Documents To Go to download the 

attachment for immediate editing and viewing: 

 
 

  

 

  

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


Sending documen ts via Email 
Documents can be sent either from within a 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ application in a new email message, or 

attached to an existing email message. 

While editing the document to be sentȣ 

1. The document is open and being edited in ²ƻǊŘ ¢ƻ Dƻϰ. 

2. Press Menu Ҧ Send via Email. 

3. If the document has not been saved after the last edit, you will be prompted to do so before 

proceeding: 

 
4. Once the document is saved, a new email message is created, with the document present in the 

message as an attachment. 

5. Update the message fields, and Send. 

6. The attachment will be included with the email message as a native Office document, and will 

be available for the recipient to use on their computer or 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ on their 

BlackBerry® device. 

After composing a new email messageȣ 

1. Compose your email on the BlackBerry® device. 

2. While the message is open and being edited, press Menu Ҧ Attach File. 

3. Browse device or media card memory for the document you wish to attach, and click it when 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, and Send. 

Note:  Documents cannot be sent via BlackBerry® PIN, SMS, or MMS messages. 

  



Tran sferring desktop documents to and from a BlackBerry® Smartphone  
There are several ways to move files between a desktop computer and your BlackBerry® Smartphone to 

edit and view documents in Documents ¢ƻ Dƻϰ. 

Drag & Drop files via USB connection to Windows desktop  

Plug your device into your computerΩǎ ¦{. ǇƻǊǘ Ǿƛŀ USB cable, and browse your expansion card 

memory1 on your desktop to copy or move files: 

1. First, make sure Mass Storage Mode is enabled on the device.   

Check settings and enable mass storage mode if necessary: 

a. Go to the application list and select Options Ҧ Media Card. 

b. Click Mass Storage Mode to On, and choose Yes to Enable Mass Storage Mode When Connected: 

 
c. Press Back and Save changes, and connect your device. 

2. Plug the device into your computer via USB cable, and enter your device security code if 

prompted to enable Mass Storage Mode. 

3. You may be prompted to mount the storage card as a USB drive on the device, choose Yes: 

 
4. Open My Computer on your Windows desktop, and open the storage card in Devices with 

Removable Storage.  Note that the names of the removable storage may vary by device and 

storage card: 

 
                                                           
1
 Some newer BlackBerry® devices (such as the Bold 9000, or Storm) are able to mount the 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 document transfer. 



5. Browse to the folder where your documents are located (default path pictured below): 

 
6. Drag and drop, or copy and paste your files between the device and computer by placing them 

in this folder. 

7. Unplug the device. 

8. The files should now be accessible on your BlackBerry® device.  Open Documents To Go and 

look for the files in the same folder that was navigated to above. 

Transferring documents u sing BlackBerry®  Desktop  Manager 

BlackBerry® Desktop Manager allows you to browse your BlackBerry® Smartphone and storage card 

memory to copy and move files between your computer and device by using included software called 

Media Manager2: 

1. Plug your BlackBerry® device into your computer via USB cable. 

2. Run the BlackBerry® Desktop Manager software. 

3. Click Media Ҧ Media Manager to launch the software: 

 
4. Drag & drop your files between your device and computer using the media manager software.   

Help for Media Manager is available in the Help menu of the program.  

For more information on using the Desktop Manager or Media Manager, please check available help 

online at: 

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

  

                                                           
2
 Some versions of Desktop Manager may not include the Media Manager software.  For more details about Media 

Manager ǇƭŜŀǎŜ Ǿƛǎƛǘ .ƭŀŎƪ.ŜǊǊȅΩǎ  

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


Creating new folders, moving/copying, and deleting files  on the device  

A file explorer similar to My Computer in Windows is available on the BlackBerry® Smartphone to 

manipulate files or folders on the device: 

1. Open the application on your BlackBerry® Smartphone called Media. 

2. Press Menu Ҧ Explore. 

3. Navigate your device or media card menu to find your documents: 

 
4. Highlight a document, and either click it to open it, or press Menu for more file options, such as 

copy and delete, as well as creating new folders: 

 

  



7ÏÒÄ 4Ï 'ÏΆ 

View Mode vs. Edit Mode 

When an existing document is opened in Word To Dƻϰ, View Mode is enabled.  View mode allows you 

to use keyboard shortcuts to quickly navigate to different parts of the document without making any 

changes to the document (similar to when you receive and view an email message). 

Certain menu options will only be visible while you are in Edit Mode.  When in edit mode, keyboard 

buttons will instead input the character when pressed.  

Modes can be toggled via the menu in ²ƻǊŘ ¢ƻ Dƻϰ:  Menu Ҧ Edit Mode / View Mode. 

Document  Pagination  

Similar to Microsoft Word on the desktop when a document is opened, a ŦƛƭŜΩǎ ŎƻƴǘŜƴǘǎ ǿƛƭƭ ōŜ ƭƻŀŘŜŘ 
sequentially.  The time it takes to paginate a document will depend on how large and complex that 
document is.  The status of pagination is displayed in the upper right hand corner of the screen as a 
progress bar:  
 

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

Pagination progress 

bar 

¶ During pagination certain features in Word To Goϰ are 
disabled, such as Editing. 

¶ Some actions in Word To Goϰ will cause the document 
to re-paginate, such as changing the Zoom level.  
 
In these cases, Word To Goϰ will switch to View Mode 
and the cursor will return to the top of the document. 
 
(edits made in between paginations will still be present 
in the document) 

 



Changing zoom levels 

There are several zoom levels available to choose from in ²ƻǊŘ ¢ƻ Dƻϰ to magnify text and objects:  

25%, 50%, 75%, 100% (default), 150%, 200%.  Press Menu Ҧ Zoom to change between zoom levels: 

 
Note: Changing between zoom levels will cause the document to re-paginate. 

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

graphic; press Menu Ҧ Zoom to change the zoom level of the graphic just as in a document.  Press Back 

to close the graphic and return to the document. 

  



Word document objects  ς Move the cursor over a document object (i.e. ƛǘŜƳǎ ƛƴ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘƘŀǘ ŘƻƴΩǘ 

look like basic text), such as the text box icon pictured below; once highlighted, click the object.  The 

object will react: 

 

Some items that cause a sub-window to be opened may also be toggled via Menu Ҧ View, such as 

footnotes, endnotes, and table of contents.  A sub-window can be closed by pressing Back, to return to 

the main document.  Other items such as textboxes or graphics may be activated by highlighting and 

clicking them like the above example.   

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

Highlight the object with the cursor 

and click the object. 

The object will react; in this example, the 

textbox contents will be shown in a sub-

window in the document. 



Shortcuts  

Many keyboard shortcuts that are available in other BlackBerry® Smartphone applications are available 

while in View Mode (pressing these keys in Edit Mode will 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 Z Display Zoom options  

More Navigation  

In addition to keyboard shortcuts, menu shortcuts are also available to jump to different locations in an 

open document; these menu options may also be used when you are editing a document: 

 

Go to Top ς Jump to the top of a document 

Go to Bottom ς Jump to the bottom of a document 

Related Topic 

Using Hyperlinks & Bookmarks 

  



Basic Editing  

Selection 

Text and objects can be selected in ²ƻǊŘ ¢ƻ Dƻϰ to perform formatting operations, and also to 

cut/copy/paste the selected portions of the document.  To select text and objects: 

 

While selection is enabled, moving the cursor will grow or shrink the selected area.  You can now either 

edit and format the selected region, or press the Back button to cancel text selection and resume 

editing or navigation. 

The entire document can also be selected by pressing Menu Ҧ Select All. 

Note:  The document must have Edit Mode enabled in order to perform editing or formatting on selected text. 

Cut/Copy/Paste  

Text with font and paragraph formatting may be cut/copy/pasted from one area of a document to 

another from the menu.   

Selected text can be copied from outside of ²ƻǊŘ ¢ƻ Dƻϰ, and pasted into a Word document.  Text can 

also be pasted from ²ƻǊŘ ¢ƻ Dƻϰ to other applications, such as new messages (text pasted to and from 

BlackBerry® Smartphone applications will not be formatted). 

Complex objects are not supported with paste; when copying and pasting text that includes objects such 

as images or tables, only text will be pasted. 

Note:  The document must have Edit Mode enabled in order to perform cut or paste actions. 

Basic Font Formatting  

Basic font formatting operations such as Bold, Italic, and Underline (several styles) can be applied to 

selected text.  These formatting options can be applied by selecting text and pressing Menu Ҧ Format 

Ҧ Bold / Italic / Underline.   

Additional underline styles can be selected in the format dialog by selecting text and pressing Menu Ҧ 

Format Ҧ Font.  The current font and font size may also be viewed in the same dialog: 

Press the Shift key on your device, then grow or shrink the 

selected area by scrolling the cursor. 

or 

Enable Selection Mode via the menu, and then grow or shrink 

the selected area by scrolling the cursor. 

 



 

Find in file  

Text can be searched for within an open Word document by using the Find function. 

 

Find Options 

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

for exactly. 

Words Only ς Enable this option to search only for an exact match of all words; the Find operation will 

not report partial matches of the Find what text when this is enabled.  

Find in file 

1. Press Menu Ҧ Find 

2. Input the text to find in Find what, and click 

Find 

 

Replace / Replace All (Premium Edition Only) 

1. Enable Edit Mode 

2. Menu Ҧ Find 

3. Input the text to be replaced 

4. Input the text to replace what is found in #3 

5. Click Replace, or Replace All 



Advanced Editing  

Creating New Word Documents (Premium Edition Only)  

New Word documents may be created in one of two formats, either .doc (Microsoft Office 2003/2004 

and prior) or .docx (Microsoft Office 2007/2008). 

New documents may be created from either the welcome screen by selecting /ǊŜŀǘŜ ŀ ƴŜǿ ŦƛƭŜΧ, or by 

pressing Menu Ҧ New in the same screen or while a Word document is open. 

 

Advanced Font and Paragraph Formatting  (Premium Edition Only)  

Formatting operations can be performed on either a selection of text, or at a particular spot in a 

document. 

 

Available font formatting 

Choose a single or multiple attributes at once: 

¶ Font name and font size3 

¶ Bold, Italic, Underline (several varieties) 

¶ Text color and text highlight color 

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

                                                           
3
 Font availability is limited by what is already present in the document; some fonts not directly supported may 
ŀǇǇŜŀǊ ŀǎ ŀ ŘŜŦŀǳƭǘ Ŧƻƴǘ ƛƴ ²ƻǊŘ ¢ƻ DƻϰΣ ōǳǘ ǿƘŜƴ ǾƛŜǿŜŘ ƛƴ ²ƻǊŘ ƻƴ ǘƘŜ ŘŜǎƪǘƻǇΣ ǘƘŜ Ŧƻƴǘ ǿƛƭƭ ŀǇǇŜŀǊ ŀǎ 
expected. 

To apply font or paragraph formatting: 

1. Enable Edit Mode. 

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

location. 

3. Press Menu Ҧ Format Ҧ Font / Paragraph. 

4. Choose one or  more of the available formatting options. 

5. Press Back on the BlackBerry to Save changes and apply the 

formatting. 

 



Available paragraph formatting  

¶ Alignment ς 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) 

The indent level of lines and paragraphs may also be increased or decreased pressing Menu Ҧ Format 

Ҧ Increase /  Decrease Indent. 

Lists ɀ Bullets and Numbering  (Premium Edition Only)  

New bulleted or numbered lists can be created in ²ƻǊŘ ¢ƻ Dƻϰ and existing bulleted or numbered lists 

in Word documents can be modified. 

 

To remove list formatting from a list choose (None), then press Back and Save changes. 

Other list formatting options 

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

Restart Numbering ς Choose this option to cause the current selected list item to start over in the count of the 

number of list items at that point. 

Continue Numbering ς While formatting an existing list, the list numbering can either be continued, or restarted as 

a new list, respectively.  

 

Types of lists 

Bullet ς 3 bullet styles available. 

Number ς 5 bullet styles available. 

Outline ς 4 styles available. 

In Use ς Number of styles available depends on 

what styles exist in the document. 

To create a new list, or format an existing list 

1. Enable Edit Mode 

2. Place your cursor in the desired location for the 

list 

3. Press Menu Ҧ Format Ҧ Bullets & Numbering 

4. Choose the desired list category type and 

choose a list style 

5. Press Back, choosing to Save changes 

 



Viewing  Tables 

 

Tables will appear in a document similar to Word on 

the desktop.  Moving a cursor on to a table cell will 

cause that cell to be highlighted; clicking the 

highlighted cell will insert a cursor so that text in the 

cell can be edited (press Back to select a different table 

cell). 

The same text editing and formatting functionality is 

available within tables as in the rest of the document.   

 

Fit tables within the  screen 

Enable the option Compressed Table View in the Word To Go preferences, to fit tables within the 

screen width: 

1. Press Menu Ҧ Preferences 

2. Enable Display tables in compressed view 

3. Press Back and Save changes; the document will re-paginate after selecting this option and 

tables will now fit within the screen width 

Creating and Modify ing Tables (Premium Edition Only)  

 
  

Modifying Table Structure 

Table rows can be inserted and deleted in a table, 

where the cursor is placed. 

To access these table operations: 

1. Place cursor in the table. 

2. Enable Edit Mode. 

3. Press Menu Ҧ Table. 

Creating new tables 

1. Enable Edit Mode, and press Menu Ҧ Insert Ҧ 

Table. 

2. Choose the number of rows and columns to be 

contained in the table, and press OK to insert the 

table. 

 



Tracked Changes (Premium Edition Only)  

Word allows users to view previously tracked changes4 made by authors in a Word document on the 

desktop. 

Showing tracked changes 

To enable viewing of tracked changes in a document, press MenuҦ Show Changes. 

To hide tracked changes, press MenuҦ Hide Changes. 

 

By default, strikethrough indicates deleted text, and underline indicates inserted text.  These defaults 

can be changed via document preferences in Word To Go, see below for more details. 

Navigating between tracked 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/next change.   

 

These options are available in the short menu (click to access this) and also the full menu (press Menu to 

access this).  Both menus are pictured below (short menu on left, full menu on right): 

 

  

                                                           
4 Word To Goϰ does not currently track changes made while editing on the BlackBerry® Smartphone, and will only 

display previous desktop tracked changes. 

Tracked changes will appear when 

the cursor is inside the tracked text.  

The change pop-up contains the 

author of the change, the date and 

time of the change, as well as the 

type of  operation (insertion or 

deletion). 

 



Tracked changes preferences 

The appearance of both inserted and deleted text may be changed per-document, according to user 

preference.  This is a preference for the document in Word To Go ŀƴŘ ǿƻƴΩǘ ŀŦŦŜŎǘ how the document 

will appear in Word on the desktop.  Access the preferences in the open Word document by pressing 

Menu Ҧ Preferences: 

 

  

Left: The style of insertions and deletions can be 

altered:  (None), Color only, Bold, Italic, Underline, 

Double underline, and Strikethrough. 

Insertion, deletion, and comment color can be 

changed to the default per user, or a specific color 

can be chosen. 

After changing the desired preferences, press Back 

and Save changes. 

 
Right:  Image of previous example of 

inserted text after changing color 

preference. 

The color and style changes for the display 

of tracked changes will be set only for this 

particular document. 



Using Hyperlinks &  Bookmarks  

Hyperlinks and E-mail Addresses 

Hyperlinks that exist in a document may be activated by selecting and clicking them; after confirming to 

open the hyperlink the BlackBerry® browser will then open the link or compose a new message if the 

link was a mail to: link. 

 

Bookmarks 

Existing document bookmarks can be navigated to via the bookmarks list.  Access document bookmarks 

by pressing Menu Ҧ Go to Bookmark to display a list of available bookmarks, press on the bookmark 

name to jump to that location in the document. 

 

Editing & Inserting Hyperlinks (Premium Edition Only)  

Existing hyperlinks may be edited in ²ƻǊŘ ¢ƻ Dƻϰ and new selectable hyperlinks may also be inserted 

within the document. 

 

To insert a new hyperlink into a document: 

1. Enable Edit Mode. 

2. Select text to be made into a hyperlink, or place cursor where link is to be inserted. 

3. Press Menu Ҧ LƴǎŜǊǘ Ҧ IȅǇŜǊƭƛƴƪ. 

4. Input the text to display and address for the hyperlink. 

5. Press Back and Save changes and insert the hyperlink. 

An existing hyperlink may be edited to change either 

the address or text displayed, or remove the link: 

1. Enable Edit Mode. 

2. Select the link by rolling the cursor over the 

link. 

3. Press aŜƴǳ Ҧ CƻǊƳŀǘ Ҧ IȅǇŜǊƭƛƴƪ. 

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

remove the link. 

5. Press Back and Save changes. 

 



Editing & Inserting Bookmarks  (Premium Edition Only)  

Existing bookmarks may be edited in ²ƻǊŘ ¢ƻ Dƻϰ, and new bookmarks may also be inserted within the 

document. 

 

To insert a new bookmark into a document: 

1. Enable Edit Mode. 

2. Place cursor in desired position for bookmark. 

3. Press Menu Ҧ Insert Ҧ Bookmark. 

4. Input a name for the bookmark. (Bookmark names must begin with a letter and contain letters and 

numbers only; spaces are not allowed in bookmark names) 

5. Press Back and Save changes. 

Document bookmarks may be accessed by pressing Menu Ҧ Go to Bookmarks. 

  

To rename or delete an existing bookmark: 

1. Enable Edit Mode. 

2. Press Menu Ҧ FormatҦ Bookmark. 

3. Highlight a bookmark and press Menu. 

4. Rename or delete bookmarks. (Bookmark 

names must begin with a letter and contain 

letters and numbers only; spaces are not 

allowed in bookmark names) 

5. Press Back and Save changes. 

 



Viewing  and editing c omments  

Comments that exist in a document may be viewed by selecting and clicking the comment icon.  A sub-

window will then open and display the document comments sequentially in order of appearance.  

/ƻƳƳŜƴǘ ƛŎƻƴǎ ŀǇǇŜŀǊ ŀǎ ǘƘŜ ŎƻƳƳŜƴǘ ŀǳǘƘƻǊΩǎ ƛƴƛǘƛŀƭǎ ŎƻƴǘŀƛƴŜŘ ǿƛǘƘƛƴ highlighted brackets: 

 

Press Back to close the comment sub-window and return to the main document. 

Comments may also be viewed by pressing Menu Ҧ View Ҧ Comments.  

Editing a comment 

Open a document comment as described above.  With the cursor in the sub-document containing the 

comment text, edit or format the comment text.  Press Back to commit the actions and return to the 

main document. 

Insertin g a comment (Premium Edition Only)  

1. Enable Edit Mode. 

2. Select the text you wish to comment on, or place the cursor where the comment should appear 

in the document. 

3. Press Menu Ҧ Insert Ҧ Comment. 

4. Input the comment text and format as desired. 

5. Press Back to save the new comment text. 

  

Highlight the comment icon with the cursor, 

and click to display the comment text. 

 

A sub-window will open at the bottom of 

the screen, and the cursor will be placed 

there inside the comment text.  Comment 

text may be selected and copied here. 

If there is more than one comment shown 

in the sub-window, you may jump to the 

other comments by highlighting and clicking 

that comment icon. 

 


