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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 5ƻŎǳƳŜƴǘǎ ¢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, BlackBerry® Tour 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 5ƻŎǳƳŜƴǘǎ ¢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. 

  



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 synchronization.  When installed, 

Windows users can easily sync 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 is a separate add-on for Documents To Go that is part of Documents To 

Go Premium Edition version 2.  If you are using version 1 of Documents To Go Premium or are using 

Standard Edition, click here for details on how to manually transfer files. 

 

System Requirements  

Device Requirements 

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

o Install PDF To Go (1 MB) 
o Install Documents To Go Files (300K) 

Desktop Requirements 

 Windows XP, Vista, 7 
 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 Desktop application to your Windows computer as well as install an add-on 

application on your device named Documents To Go Files.  

±ƛǎƛǘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƭƛƴƪǎ ŘƛǊŜŎǘƭȅ ƻƴ ȅƻǳǊ .ƭŀŎƪ.ŜǊǊȅ ŘŜǾƛŎŜΩǎ ǿŜō ōǊƻǿǎŜǊ ǘƻ ƛƴǎǘŀƭƭ ǘƘŜ ŎƻƳǇƻƴŜƴǘǎΥ 

 

To download the desktop application, go to this website:  http://www.dataviz.com/blackberrydesktop  

To download the add-on Documents To Go Files, go to this website and enter your e-mail address to 

have the download link sent to your BlackBerry device:  http://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 device.  Before you begin the pairing process, please confirm the following: 

 You have installed the add-on application named Documents To Go Files to your device. 
 You have connected your device to the desktop via USB cable. 
 Your device is not connected in Mass Storage Mode.  Documents To Go is not 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 

o Disconnect the BlackBerry from the computer. 
o Open the Options application and select Media Card (or Memory).  
o Set the Auto Enable Mass Storage Mode When Connected setting to Prompt.  
o Press Back and Save the changes.  
o Reconnect the BlackBerry to the computer and select No when asked if you want to 

enable Mass Storage Mode. 

 

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 synchronize.  During the synchronization, a copy of the folder and file will be created 

in Documents To Go on your device. 

 

With the program opened on the desktop, you can add files by clicking the Add Folder button to browse 

for and select the folder that contains the files you would like to synchronize to your device. 

 

After selecting the folder you would like to synchronize, you will be presented with a list of all the 

supported items that exist within that folder.  By default all items inside the folder will be synchronized, 

however you may uncheck any item that you don't want to sync 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 the Remove Folder button.   

 

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 computer.  It will 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 listed in the 

main application window.  A header above the list shows the Folder name, 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 warning.  It is not 

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/alias titled My 

DocsToGo was added to your desktop.  This 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.  The My DocsToGo folder has been created in your My Documents folder 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 To Go will place a duplicate of each file on both the device and the desktop.  All 

synchronized files and folders will be saved in a specific folder on your Device Memory or Media Card. 

 The title of this folder is DocumentsToGoDesktop.  This folder shouldn't 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 synchronization. 

 

Synchronization with Multiple Desktops  

Documents To Go has the ability to synchronize with multiple desktop computers.  The files and folders 

synchronized with each computer are kept in their own library on the device.  These libraries are 

synchronized separately and are not shared between each desktop.  To synchronize a document from 

one library to another, you can save a copy to a folder synching with another desktop using the Save As 

option available when viewing a document. 

 

To setup a new desktop, download and install the Documents To Go Desktop application for BlackBerry 

on the additional computer (it is not necessary to install the 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 add a new device pairing. 

 

Preferences 

In Preferences you can set the name of your desktop computer as it will appear in Documents To Go on 

your device. Preferences can be accessed through the Preferences menu item in the Documents To Go 

Desktop. 

 

Documents To Go Files 

The Documents To Go Desktop application synchronizes with a companion application on the BlackBerry 

device named Documents To Go Files.  This 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 I find the Documents To Go Files application on my BlackBerry device? 

As the Documents To Go Files application is an add-on, it will not typically be found in the same location 

as the other Documents To Go applications like Word To Go.  On most BlackBerry devices the 

Documents To Go Files application can be found in the Downloads folder 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 Files:  Selecting this option will jump to the 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 

When Browsing within the Documents To Go Files application, there are several file management 

options available in the menu.   When browsing desktop files or all files, bring up the menu and there 

will be options to Delete, Copy, Rename, view File Properties and create a New Folder. 

 

Manage Desktops 

In order to remove a pairing between your BlackBerry device and a desktop computer, choose Manage 

Desktops in the menu.  From the Manage Desktops window, highlight the desktop pairing you would 

like to remove and from the menu choose Delete. 

Note:  All desktop files will be removed from this device.  If you 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 is DocumentsToGoDesktop. This folder shouldn't be renamed, deleted or 

moved as this will cause synchronization to fail.   

 

Manually copy files between your desktop and BlackBerry® Smartphone  
There are several ways to move files between a desktop computer and your BlackBerry® Smartphone to 

edit and view documents in 5ƻŎǳƳŜƴǘǎ ¢ƻ Dƻϰ. 

Drag & Drop files via USB connectio n 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 

                                                           
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. 



storage card: 

 
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: 

                                                           
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 

  

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: 
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View Mode vs. Edit Mode 

When an existing document is opened in ²ƻǊŘ ¢ƻ 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) 

 














































































































