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$17 AOI AT O OfordBlackBdrry® Smartphone

Introduction

52 OdzY Sy (i dsa suite ofa@blicationswith one applicationfor eachsupportedMicrosoft®Office
file format:2 2 NR ¢ @r M2@soft®Word, Sheet To Go®r Microsoft® Excednd Slideshow To Go®
for Microsoft®®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 abous 2 O dzY Sy (i ®remi@n EDifom, 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 EDinu

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 touching the screen, clicking the
screen, or sliding a fingen the screen to perform different navigation and formatting operations.

Related Topics
520dzYSyi{ia ¢ 2 -s@emdevicegsNI ¢ 2 dzOK



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

Locating$ T AOI AT O Oonddur BladckBerry® Smartphon e

OS 4.5 devices such te BlackBerry@earlor BlackBerry&urveSmartphone

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

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

OS 4.6 or higher devices such as tB&ackBerry®Bold, BlackBerry® Tousr BlackBerry®Storm
Smartphone

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

(left to right) Word To GoSheet To Gg&lideshowTo Go,
andPDF To Go® as seen on the BlackBerry&@eod

‘.—A (left to right) Word To GoSheet To Ga®slideshowTo
7 e Go, andPDF To Go® as seen on the BlackBerry® Stol

Word To Go Sheet To Go Slideshow To Go PDF To Go

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

You may find that the5 2 OdzY Sy (i & appligations 2have installed ta folder other than
Applications open the other foldertypically theDownloadsfolder)to see the applicationsTo put all of
the applications in the same place:

Highlight the applicatioto move, such ag/ord To Go
Press theMenu button.

Choose eitheMove or Move to Folder

Clickthe destination position or folder

Hpwbn e



If one or more5 2 O dzY Sy (i ZapplicationsRe2ny Q (i

in dnyt 8&8lderidt have beerinstalled,try

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

LT

1. PressMenumShow All

F LILX A OF ( A 2 yeReck foinkke Sure e apglidatiohsNIBIE R EE KA RRS Y Y

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 the same folder as5he O dzY Sy { applic&ion® 2 u

The oher5 2 O dzY Sy (i &pplic&ion®cmbe moved with the same method:

Highlight thePDF To Go@&ppliation.
Press theMenu button.

Choose eitheMove or Move to Folder
Choose the destination position or folder

PwbdPRE

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 launched on the devige2 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 &pretdhfigubedl hy their IT departmemhay not see the

following screens and can disregard this section.

Before installing or using this software,
ou must read the TERMS AND
ICONDITIONS of this agreement. By
finstalling and/or using the program, you
fare consenting to be bound by and are
lbecoming a party to this agreement. If
ou do not agree to all of the terms of this|
agreement, you are not permitted to
continue with the installation or use of
fthe software.

(Getting Started
Register your software

Flease register your software with us loday. Registered
fus ntitled to the following:

s connecting Lo the Internet

uire:

DataViz End-User License Agre:
rev. 10/29/08)

For a copy of this license agreement,
[please visit http://www.dataviz.com/
license

DOCUMENTS TO GO FOR BLACKBERRY|

[SUMMARY OF KEY TERMS

You mav use this nroagram only for un to

PresaMlenu to Accent

Registration Information:
irst Name:

® Free update notifications, upgrade offers
and exclusive promotions from DataViz

Register

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

D2u



Welcome Screen

From this screen, you can chodse,JSy | to ékgdlofe3hé 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 choosé NB I (S | togeBasate® hew Blxnk document.

Word To Go

In addition to browsing for filedPremiumusers will also be
able to create nevblankdocuments from this areéusers
of the Standard Edition will not see this option)

Recent Documents: This screen will appeahe same in eactbocuments To
i@ draft.docx D 2 mpplication
B ACME-BusinessProposal.doc

Also in theWelcomeScreemmenu:

Activate Documents To Gg 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 héva hai®aaments To
D 2 pre-configured.

Check for Updateg Connect to the Internet 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 BlackBerr@browser
to see if any updates are available 2 O dzY Sy (i dor tiezlevibe2 u

About Documents To Gq Displayversion and registration information.

Clear Recent DocumentsClearitems from the recent documents listinglhis option does rnodelete
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
Nov 19, 2008 10:05 AM

[ 3 Attachments

Here are the documents you requested for the meeting
today!

EgParts Tracking.xls (16K)
E&Business Proposal.doc (69K)
EZMeeting Notes.doc (28K)

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

File
Reply
Kiorwar sted for the meeting
Reply To All

Open Attachment

£ Download Attachment

Delete

Message Alerts

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

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

4. After choosingOpen Attachmenj choose tcEdit inDocuments To Gt download the

attachment for immediate editing and viewing

FW: Meeting notes from today
Dec 23.2008 9:45 AM

? Options:

\ View \

Edit with Documents To Go



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

The document is open and being edite¢i® NR ¢.2 D2 x

PressMenu MmSend via Email

If the document has not been saved after the last egitu will be prompted to do so before
proceeding

This document must be saved
before it can be sent.

Save & Send

| Cancel \

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

Update the message fields, aseénd

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 2 OdzY Sy (i & ondttieir D2 u
BlackBerry®evice

After composing a new email messagde

1.
2.
3.

4.
5.

Compose your email aime BlackBerry®&evice

While the message is open and being edited, pMenu MAttach File

Browse device or media card memory for the document you wish to attach¢laniditwhen it

is highlighted

The document will be added to your email messagbdaent as an attachment to that message
Update the message, argkend

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



Transferring desktop documents to and from a BlackBerry®
Smartphone

Documents To Go Desktop with Documents To Go Premium version 2

The Documents To Go Desktop application and it's sync companion on the BlackBerry device,
Documents To Go Files, must be installed in order to facilitate synchronizatiban installed,

Windows users caeasily syc files between their computer and device via USB cable. Once the files are
set to sync, any edits made will automatically be transferred upon synchronization

Note: Desktop synchronization issaparate adebn for Documents To Go that is part of Docuraéra
Go Premium Edition version 2. If you are using version 1 of Documents To Go Premium or are using
Standard Editiorglick herefor details on how tananuallytransfer files.

System Requirements
Devie Requirements

o BlackBerry Device Software 4.5 or higher
e 3.0 MB of free device memory to install the main applications
e Additional device memory required to:

o Install PDF To Go (1 MB)

o Install Documents To Go Files (300K)

Desktop Requirements

e Windows XP, Vistad
o BlackBerry Desktop Manager 4.6 or BlackBerry Device Manager 4.6 or higher

Installation

To synchronize your desktop files with your BlackBerry device, you will need to first download and install
the Documents To Go Desktapplication to your Windowsoenputer as well as install an adh

application on your device namdabcuments To Go Files

+AAA0 OGKS F2tt2Ay3a tAyla RANBOGfeE 2y @&2dzNJ . £ 0.
To download the desktop application, go to this websitétp://www.dataviz.com/blackberrydesktop

To download the ad@n Documents To Go Files, go to this website and enter yonaiéaddress to
have the download link sent to your BlackBerry deviakp://www.dataviz.com/getfiles



http://www.dataviz.com/blackberrydesktop
http://www.dataviz.com/getfiles

Setup & Pairing
After installing the Documents To Go desktop application you will be automatically prompted to pair
your computer with your deviceBefore you begin the pairingrocess, please confirm the following:

e You have installed the aesh application name@®ocuments To Go Filée your device.

¢ You have connected your device to the desktop via USB cable.

e Your device is nhot connected in Mass Storage Mddlecuments To Go i®t able to complete a
synchronization if a BlackBerry device is connected to the computer in Mass Storage Mode. In
order to synchronize, you must first disable Mass Storage Mode on your device. Follow the steps
below to disable

Disconnect the BlackBerfsom the computer.

Open the Options application and select Media Card (or Memory).

Set the Auto Enable Mass Storage Mode When Connected settRPrgpmapt.

Press Back and Save the changes.

Reconnect the BlackBerry to the computer and seatvhen askedf you want to

enable Mass Storage Mode.

O O O O O

Adding Folders & Files

To use files on your BlackBerry device you must first add them to Documents To Go on your desktop
computer and then synchronizéuring the synchronization, a copy of the folder and filk: lvé created

in Documents To Go on your device.

With the program opened on the desktop, you can add files by clickingdde~olderbutton to browse
for and select the folder that contains the files you would like to synchronize to your device.

After slecting the folder you would like to synchronize, you will be presented with a list of all the
supported items that exist within that foldeBy default all items inside the folder will be synchronized,
however you may uncheck any item that you don't wamsync to your device.

Removing Folders & Files
In order to remove a folder from Documents To Go (and remove it from your device during the next
synchronization) perform the following steps:

1. Open the Documents To Go Desktop program on your computer.
2. Highlight the folder and click tHeemove Foldebutton.

Note: Deleting a document from either the Documents To Go application on the desktop or the
BlackBerry device will NOT delete the file from its original location on the comfiuieit.only
remove the link that was established between the file and Documents To Go.



Folder List

All of the folders that you have added to the Documents To Go Desktop application will be ligted in
main application windowA header above the list shows the Foldame, the directory path that this
folder exists within and the size of the all of the items that are set for synchronization within the folder.

Please note that if a large number of files are set to sync, you will be presented with a watmsngot
recommended that you set your entire My Documents folder or Desktop folder to sync.

"My DocsToGo" Folder

During your initial setup of the Documents To Go Desktop application, a shortcut/aliasvitled
DocsToGavas added to your desktoplhis folder is automatically setup for synchronization to your
device. This allows you to add individual files to this folder to sync without having to add an entire
folder. TheMy DocsToGdolder has been created in yotdy Documentsfolder on Windows.

Synchronization

Each time you synchronize, Documents To Go will automatically update your files on either your device
or desktop. In the case where updates occur to a document on both the device and the desktop,
Documents Td&o will place a duplicate of each file on both the device and the deslbp.

synchronized files and folders will be saved in a specific folder on your Device Memory or Media Card.
The title of this folder iDocumentsToGoDesktopThis folder shouldn'be renamed, deleted or moved

as this will cause synchronization to fail.

If a file that is added to the desktop application is stored on removable media or a disconnected server,
make sure you log onto the server or insert the media before synchromizat

Synchronization with Multiple Desktops

Documents To Go has the ability to synchronize with multiple desktop computbesfiles and folders
synchronized with each computer are kept in their own library on the devibese libraries are
synchronied separately and are not shared between each deskiapsynchronize a document from
one library to another, you can save a copy to a folder synching with another desktop usBayvthés
option available when viewing a document.

To setup a new desktgdownloadand instalthe Docunents To Go Desktop application for BlackBerry
on theadditionalcomputer (it is not necessary tostallthe Documents To Go Files app to the device a
second time):

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



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

Once the desktop application is installed, run the Documents To Go Desktop application and follow the
prompts to adda newdevice pairing

Preferences

In Preferences you can set the name of your desktop computer as it will appear in Documents To Go on
your device. References can be accessed through Breferencesnenu itemin the Documents To Go
Desktop.

Documents To Go Files

The Documents To Go Desktop application synchronizes with a companion application on the BlackBerry
device namedocuments To Go File§ his companion and file browser is where users can access and
manage (delete, rename, copy and paste) all of their Microsoft Word, Excel PowerPoint, Adobe PDF, and
graphics in one centralized location.

Where can | find the Documents To Go Files application an my BlackBerry device?

As theDocuments To Go Filegpplication is an addn, it will not typically be found in the same location
as the other Documents To Go applications like Word To@omost BlackBerry devices the
Documents To Go Files applicatman be found in th®ownloadsfolder on your devices home screen.

Browse Files
When opening the Documents To Go Files application on your device, you will see two options for
browsing your files.

Browse Desktop FilesSelecting this option will jump tde location of your synced folders in either
Device Memory or the Media Card.

Browse All Files Selecting this option will allow you to select either your Device Memory or Media Card
to view the list of files in that memory location.

File Management

WhenBrowsing within the Documents To Go Files application, there are several file management
options available in the menuWhen browsing desktop files or all files, bring up the menu and there
will be options toDelete, Copy, Rename viewFile Propertiesand create aNew Folder

Manage Desktops

In order to remove a pairing between your BlackBerry device and a desktop computer, éhanasge
Desktopsin the menu. From the Manage Desktops window, highlight the desktop pairing you would
like to remove and im the menu choos®elete

Note: All desktop files will be removed from this devilfgiou have recently made any changes to
documents on your device, you should sync to update the desktop documents before removing this



Desktop.

Synchronization Location

All synchronized files and folders will be saved in a specific folder on your Device Memory or Media
Card. The title of this folder i©DocumentsToGoDesktof his folder shouldn't be renamed, deleted or
moved as this will cause synchronizatiorfad.

Manually copy files between your desktop and BlackBerry® Smartphone
There are several ways tmovefiles betweena desktopcomputer andyour BlackBerry@martphoneto
editand viewdocuments irb 2 OdzYSy Gt a ¢2 D2ux

Drag & Drop files via USB connectio nh to Windows desktop
Plug your device into your computeR & ! { . USB Ndble aguArowse yourexpansioncard
memory on your desktop to copy or move files:

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

Check settings andhable masstorage mode if necessary
a. Go to the application list and sele@ptionshMedia Card
b. ClickMass Storage Mod® On, and chooséesto Enable Mass Storage Mode When Connected

Mass Storage Mode Support:

Auto Enable Mass Storage Mode When

Connected:

c. PressBackand Savechanges, and connect your device
2. Plug the devicento 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

Do you want to turn on
Mass Storage Mode? You
might not be able to
access some media files
in this mode.

Yes

(o]

|_|Don't ask this again

4. OpenMy Compute on yourWindowsdesktop and open thestoragecardin Devices with
Removable StorageNote that the names of the removable storagry varyy device and

! Some newer BlackBerry® devices (such as the Bold 9000, or Storm) arerabietthe 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.



storagecard:

Hard Disk Drives

h@ Preload (C:)

Devices with Removable Storage

° S
; O, DVD-RAM Drive (D:) S MICROBB (E:)
\@

S BLACKEERRY1 (G)

5. Browse to the folder where your documerdse located(defaultpath pictured below)

S ) BLACKEERRY1 (G:) ‘/J thE#j “Ser‘t_j dacuments
1

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

7. Unplug the device

8. The files should now be accessible on yBlackBerry®&levice. OperDocuments Tdso 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 youmBlackBerry@&martphoneand storage card
memory to copy and move filesetween your computer andlevice byusingincludedsoftware called
Media Managef:

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

= Media q 2
&] Manage and transfer multimedia » Li:" Medla Manager

- files to your BlackBerry device.

Manage your songs and multimedia files
- like pictures and videos - on your
computer and transfer them to your
BlackBerry® device

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 help
online at:

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



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



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 availabletten BlackBerry@&martphoneto

manipulate filesor folderson the device

1. Open the application on yowlackBerry@martphonecalledMedia.
2. PressMenuExplore
3. Navigate your device or media card menu to find your documents

/Device Memory/home/fuser/

Find:
B documents
[] music
[ pictures
[ ringtones
[ settings
[7] videos

[7] 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

/Device Memory/home/fuser/documents/
Find:

Open

New Folder
Delete
Copy
Move

Rename

Properties

Download Ring Tones
Download Images

Send As Email

Send Using Bluetooth
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View Mode vs. Edit Mode
When an existing document is openec?ir2 NR ¢, ¥ievD\odeis enabled. View mode allows you

to usekeyboard shortcutgdo quickly navigate to different parts of the document without making any
charges to the documengsimilar to when you receive and view an emagéissag

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 vthe menuin2 2 NR  ¢:2Merd 2hiEdit Mode/ View Mode

Document Pagination

Similar to Microsoft Word on the desktophen a document is opened ¥ A f SQa O2y G Sy i a
sequentially The time it takes tgaginate a document will dpend on howlarge and complex that
documentis. The status of pagination is displayed in the upper right hand corner of the screen as a
progress bar:

Word To Go - ACME-BusinessProposal.do ¢ Pagination progress

e During pagination certain features WWord To Gat are
disabled, such as Editing
e Some actions inWord To Gat will causethe document

chn Smith to re-paginate, such as changing th2oom level.
IACME Corporation

123 Corporate Lane . i .
piford, CT 06461 In these casedVord To Gat will switch toView Mode

fMarch 2. 2007 and the cursor will reirn to the top of the document.
[Chariles Jones

ICFO . . . . . .

Fictiona, Inc. (edits made in between paginations will sti# present
456 Executive Drive in the document)

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