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This device complies with Part 15 of the FCC Rules. Operation is subject to the
following two conditions: (1) This device may not cause harmful interference, and
(2) this device must accept any interference received, including interference that
may cause undesired operation.

WARNING - FCC Regulations state that any unauthorized changes or
modifications to this equipment not expressly approved by the manufacturer could
void the user’s authority to operate this equipment.

Note: This equipment has been tested and found to comply with the limits for a

Class B digital device, pursuant to Part 15 of the FCC Rules.

These limits are designed to provide reasonable protection against harmful

interference in a residential installation. This equipment generates. uses, and can

radiate radio frequency energy and, if not instalied and used in accordance with

the instructions, may cause harmful interference to radio communications.

However. there is no guarantee that interference will not occur in a particular

installation. If this equipment does cause harmful interference to radio or television

reception. which can be determined by turning the equipment off and on, the user

1s encouraged 10 try to correct the interference by one or more of the following

measures:

- Reorient or relocate the receiving antenna.

- Increase the separation between the equipment and receiver.

- Connect the equipment into an outlet on a circuit different from that to which the
receiver is connected.

- Consult the dealer or an experienced radio/TV technician for help.

Note: A shielded interface cable is required to ensure compliance with FCC
regulations for Class B certification

FOR YOUR RECORDS....

For your assistance in reporting this Electronic Organizer in case of loss or
theft. please record the model number (located on the rear edge) and serial
number (located on the bottom of the case) below.

Please retain this information.

Model Number Serial Number

Date of Purchase Place of Purchase
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INTRODUCTION

Congratulations on purchasing the YO-300/YO-310 Electronic Organizer.
Please read this operation manual carefully to familiarize yourself with all
the features of the Organizer and to ensure years of reliable operation.
Also, make it a point to keep this operation manual on hand for reference.

+ The only difference between the YO-300 and the YO-310 is memory
capacity.

¢ Unless otherwise specified, the text and material in this manual apply
to both models.

* One of the models described in this manual may not be available in
some countries.

« Some of the accessories described in this manual may not be available
in some countries.

NOTICE

* SHARP strongly recommends that separate permanent written records be kept of
all important data. Data may be lost or altered in virtually any electronic memory
product under certain circumstances. Therefore, SHARP assumes no responsibility
for data lost or otherwise rendered unusable whether as a result of improper use,
repairs, defects, battery replacement, use after the specified battery life has expired,
or any other cause.

¢ SHARP assumes no responsibility, directly or indirectly, for financial losses or claims
from third persons resulting from the use of this product and any of its functions,
such as stolen credit card numbers, the loss of or aiteration of stored data, etc.

« The information provided in this manual is subject to change without notice.




Features of the Organizer

Home and World Clocks
—PAGE 19

Calendar Function
— PAGE 25

Schedule Function
— PAGE 29

Anniversary Function
— PAGE 45

Telephone Directory Function
— PAGE 51

Memo Function
- PAGE 57

To Do Function
— PAGE 63
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— PAGE 69
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Data Transfer Function
— PAGE 91

Appendices
— PAGE 101
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BEFORE USE

Be sure to perform the following procedures before using the Organizer
for the first time:

1. Open your Organizer in the following manner:
(1) Push the bottom side of the tab (release the iock).
(2) Open in this direction.

Caution: Do not use force when opening the upper cover.

The upper cover (where the display and the numeric keypad are
located) stops first when opened to approximately 140°. By applying a
light force, it can be opened to 180° (maximum opening).

2. Initialize the Organizer.
While holding , press the RESET switch on the back. Release
the RESET switch and then release . The following display will
appear:



CLEAR ALL DATA

OK (Y/N) ?

Note: Under certain conditions the message may appear as “Data has
been impaired ! Press [Y] to CLEAR ALL memory”. Proceed to
the next step in either case.

Press [Y]. . * TEL 1 x =
NAME ?

CcAPS )

The Organizer is initialized and then the TEL 1 directory is displayed.



GETTING STARTED

Part names

Display Numeric keypad
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Display symbols

This symbol appears when the operating battery level is low.
EDIT  The entry on the display may be edited.

2nd has been pressed.

CAPS  Capital letters will be entered. (To enter small letters, turn “CAPS”

off by pressing )

* The data appearing on the display is secret data accessible only
by password.

(sl The SECRET function is in effect. (Secret data cannot be recalied
without the password.)

2 A “beep” will sound when a key is pressed.

4 The specified schedule alarm(s) will sound.

t There is more data which is not on the display. The data can

be displayed by pressing or

Note: In this manual, only the symbols necessary for explanation will be
shown.
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Key notations

This manual uses the following notations for key operations and functions.

Key Notation Note
CALENDAR CALENDAR Keys with only one function always

appear in the manual with the function
name enclosed in a box.

[I] or |MARK3% Keys with multiple functions appear in

the manual with only the contextually
appropriate function boxed; ie.,

will sometimes appear as
MARK* | and sometimes as [& ].

MNDEX Aor Alphabetical keys with muttiple func-
tions appear sometimes as unboxed
letters and sometimes as the boxed
function name, as per context.

Numerical keys and alphabetical keys
with a single function are shown as
unboxed numbers and letters.

40 B
~

N

Note: The blue functions and ‘symbols are operated by press-
ing (“2nd” will be displayed) and the appropriate key. These
operations are indicated in the manual as follows:

Example: E : Functions as a cursor movement

key.
. Turns on the

SECRET function.



Contrast adjustment

Adjust the display contrast to make the display easier to read.

1. Press [ 2nd | [FUNCTION].

< FUNCTION >
Bl MEMORY CHECK
B LCD CONTRAST
B DATA DELETION

2. Select “2 LCD CONTRAST".

2 < LCD CONTRAST >
s -DARK
v —LIGHT

3. Press E] or E] to darken or lighten the display as required. The
amount of contrast will change continuously when either [a | or

[v] is held.

4. After adjusting the contrast, press .

Turning the “beep” on and off
While “,> " is displayed, a “beep” will sound when a key is pressed. To

turn the “beep” on and off, press . The “beep” will not sound
when “ " is turned off.



BASIC ENTRY PROCEDURES

This chapter disusses basic entry techniques that are applicable for the 6
basic modes: SCHEDULE, TEL, MEMO, ANNIVERSARY, EXPENSE, and
TO DO. Refer to the chapter on a particular function for more details about
that function. Throughout this chapter, most entry techniques will be
demonstrated in the MEMO mode.

Entering characters

Cursor

“ _" appearing on the display designates the cursor. The cursor is used
to indicate the position where the next letter, number, or symbol will be
entered. When correcting an entry, move the cursor to the position where
a character is to be typed over or deleted. The cursor changes to “ "
When insert mode is selected, the cursor changes to “ - ”. (See page 16.)

Keys and their functions

\El : Moves the cursor to the right.

E : Moves the cursor to the left.

E} : Moves the cursor up to the previous line.

|_T_] : Moves the cursor down to the next line.

: Puts the Organizer into insert mode. Pressing the key again
returns to overwrite mode.

: Deletes the character at the cursor position.

. Backspace key. Deletes the character to the left of the cursor.

:  Moves the cursor to the beginning of the next line (new line).

C-CE| : Clears the data being entered.

Entering letters
1. Press |[MEMO] to select the MEMO mode and enter “ABCDE” in
capital letters, for example.



MEMO ABCDE ABCDE _

CAPS

2. To enter “abcde” in small letters, press |CAPS| . After “CAPS” disap-
pears, enter “abcde”.

CAPS] ABCDE ABCDEabcde _

To enter capital letters again, turn “CAPS" back on by pressing

CAPS| again.

Entering non-English characters
Enter “A”, “i”, “¢” and “¢”, for example.

CAPS Riéo_

CAPS] [2nd ][] U
2n

and ] [*] O

e “¢"is entered by pressing [Z] . Non-English characters
can also be entered as symbols.

w

Entering numbers
Enter “12345", for example.

12345 12345_

Entering graphic symbols and special characters
Press [SMBL| to select the symbol entry mode. A total of 33 symbol

14



displays may be selected. To select the symbol display containing the
desired characters, press E or lzl . When the desired symbol or
character appears, press the number corresponding to its symbol position.

1. Enter the symbol entry mode.

5 symbols will be displayed.
11 B2 N 3NAG))

2. Switch to the next set of symbols.

[v]

Each time E] is pressed, a new set of 5 symbols will appear in
sequence.

3. Enter “?".

EEEE1 9

Press when “?" appears.

When you press IZ:] , the previous set of symbols reappears. The initial
symbol display is determined by your previous choice. The 5 most recently
used symbols and characters will appear in the initial symbol display.

To exit the symbol entry mode, press {SMBL|.

Entering the new-line character “.”
Enter the “J” character to continue entry on the next line by
pressing . Then the cursor moves to the beginning of the next line.

Making corrections

Misspellings and incorrect entries can be corrected using the cursor keys
as well as [ INS | and [ DEL | as follows:




Correcting misspellings
If you have entered “NEW YARK” for “NEW YORK?”, for example, the entry
may be corrected as follows:

1.

2.

3.

Enter the incorrect spelling.

NEW YARK

Now move the cursor to the incorrect letter “A”.

[«] [«] [«] NEW YARK

Enter the correct letter “O”.

o) NEW YORK

Inserting missing letters
To enter the missing “O” and correct “NEW YRK” to “NEW YORK”, for
exampie:

1.

Enter the incorrect spelling.

NEW YRK

Next move the cursor over the “R”.

(d [« l NEW YRK I

Put the Organizer into insert mode.

INS ] NEW YRK |

Insert the missing letter.

0]

When is pressed, the cursor mark changes from “ =" to “
indicating that the insert mode is set. Press again to exit the
insert mode.



Deleting unwanted letters
To correct “NEW YOARK” to “NEW YORK?”", for example:

1. Enter the incorrect spelling.

NEW YOARK

2. Move the cursor to the letter “A” to be deleted.

[« [«J [« NEW YOARK

3. Delete the letter “A”.
DEL

« You can also delete “A” by pressing [ <] [«] .

Note: If is pressed, all data currently being entered will be

deleted.
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USING THE HOME AND

WORLD TIME CLOCKS

The Organizer has two built-in clocks: a HOME clock to display the local
time of day, and a WORLD clock to display the time in any of 27 major
cities in the world.

HOME time clock

This is your “daily clock” based on the time in your local area. The default
HOME city setting (the initial setting during first-time use or after the reset
operation) is New York.

Displaying the HOME time
Press . The HOME time screen is displayed while the key is
pressed and held down.

NEW YORK
SAT JAN 1,1994

12:00m&®

Setting and changing the HOME city

Set your local city as the HOME city by selecting its zone number.

Zone numbers are based on the distance of the zones from the interna-
tional date line (zone number zero). For example, there is a 13-hour
difference between the date line and London (London is 13 hours behind),
so the zone number for London is 13. Honolulu is 23 hours behind the
date line, so its zone number is 23.

The names and zone numbers of the following 27 cities are stored in the
Organizer's memory:

19



n%:%'ru\t?er City nimfer ) City
1 AUCKLAND 10 MOSCOW
2 NOUMEA 11 CAIRO
3 SYDNEY 12 PARIS
3.3 ADELAIDE 13 LONDON
TOKYO 16 RIO DE JANEIRO
HONG KONG 17 CARACAS
BANGKOK 18 NEW YORK
6.3 YANGON 19 CHICAGO
7 DHAKA 20 DENVER
7.3 NEW DELH! 21 LOS ANGELES
8 KARACHI 22 ANCHORAGE
8.3 KABUL 23 HONOLULU
9 DUBAI 24 MIDWAY
9.3 TEHRAN !

1. Press HOME | to select the HOME clock setting mode.
2. Press EI twice.

3. Press to display the desired city name from the cities listed
above.

4. Press |[ENTER].

e When a HOME city selection is made, the Organizer’s HOME time

setting changes automatically.

e The Organizer's clock continues to function during this procedure.

Notes:

* Some city names are abbreviated on the display as follows:
HONG KONG
NEW DELHI
RIO DE JANEIRO
LOS ANGELES
ANCHORAGE

e For zone numbers 0, 14 and 15, the city name display is blank.

20
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Setting the HOME time and date
You can set the HOME clock to any desired time and date. For example,
to set the time and date to 10:05 AM on January 10th, 1994:

1.

Press HOME] to change to the HOME clock setting mode.

The cursor flashes, indicating the entry position.

NEW YORK [18.0]
SAT JAN 1,1994

12:00m&®

Enter the hour and minutes.

1005

¢ Hours and minutes must both be entered in two digits.
e Seconds are reset to 00.

Press [124»24] to select the 12-hour or 24-hour clock. The display

switches between the two clocks each time [ 124»24] is pressed. AM
or PM is displayed for the 12-hour clock.

Press LI] and enter the month, day, year.
01101994

« The month and date must both be entered in two digits. For January
1st, for example, enter 0101.

« The desired display order for the month, date and year is selected
with the DATE FORMAT option in the Function menu. The default
setting is month/date/year. (See “Setting the date format” on page
88.)

. Press |ENTER] . The clock starts.

The built-in calendar extends from January 1st, 1901 to December
31st, 2099.

If an invalid year, month, date or time is entered, nothing will happen
when is pressed. Correct the number using the cursor keys.

21



WORLD time clock

The time in any place in the world can be checked by selecting its zone
number.

The default city for the WORLD time is London (the initial setting during
first-time use or after the reset operation).

Displaying the WORLD time
Press |WORLD| to display London time. Hold the key down to retain the
display.

[+ 5:00] indicates the time difference from LONDON (+ 5:00)
the HOME city. MON JAN 10,1994

3:05m®

Changing the city for the WORLD time
Once a city is set for the WORLD time, the time in that city will be displayed

whenever |WORLD| is pressed.
1. Press WORLD | to select the WORLD clock setting mode. The

current city setting appears on the display.

2. Follow the procedure for “Setting and changing the HOME city” on page
19 to select the city name you want.

Changing the time

If you wish to change the current HOME time and date, follow the procedure
under “Setting the HOME time and date” above. Skip step 2 if you do not
want to change the time. Skip step 4 if you do not want to change the
date.

Registering a city name not found in the
city list

For example, if you wish to set the city for the WORLD time to Rome
(which is in zone number 12, but is not included in the city list):

22



1. Press WORLD] to select the WORLD clock setting mode.
The cursor flashes on the city name line.

2. Use and to set the zone number to 12.
3. Enter the city name (up to 8 characters).

ROME ROME [12.0]
MON JAN 10,1994
4:05m®

4. Press |ENTER] to store the name.

Note: To register a city name for the HOME clock, first press
HOME | followed by E] I_T__l to move the cursor to the city

name line.

Setting daylight saving time

If daylight saving time (DST) is used the local time is advanced one hour
during the summer. The HOME time clock and the WORLD time clock can
be set for DST as follows:

HOME time clock
Toset: 1. Press [HOME] .

2. Enter the correct time.

3. Press .

“« ¥1 " appears on the display and DST is set.

To clear: 1. Press [HOME].

2. Enter the correct time.

3. Press ENTER] .
« %t ” disappears and DST is cleared.

Note: Inthe HOME clock, the “ %t ” display is turned on or off whenever
ond | [HOME] then [2nd | [ENTER] are pressed, even if the
time setting is not changed.
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USING THE CALENDAR FUNCTION

Monthly calendars covering the period from January 1901 through Decem-
ber 2099 can be displayed.

In addition, for a given day it is possible to determine the number of days
that have passed since January 1st of that year and the number of days
remaining untit December 31st of the same year.

Displaying and changing the monthly
calendar

There are three methods of recalling dates and scanning the built-in
calendar.
« Displaying the calendar and changing the month with or
A
« Specifying the desired date, past or future, with the numerical keys.
« Designating the year and month on the monthly calendar.

Changing the month with or
Once the CALENDAR mode has been selected, the month can be changed

by pressing (to display upcoming months) or (to display past
months) as follows:

1. Select the CALENDAR mode.

CALENDAR 194 :

123 456 738
916 11 12 13 14 15
16 17 18 19 28 21 22
23 24 25 26 27 28 29
38 31

Notes:

e If the above display does not appear, press |2nd
to display the current monthly calendar. In this instance,
if you set the Organizer’s built-in clock for February 10, the calendar
for February 1994 will be displayed.

* Inthe year display, a “’ " is attached to the years 1901 to 1999, while
no mark is attached to the years 2000 to 2099.
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2. Press to display the calendar for the next month.

3. Press three times to display the calendar for three months prior
to the month presently on the display.

Note: When or is held down, the calendar will scroll forward
or backward continuously.

Press | 2nd [CALENDAR] to return the calendar to the current date.

Setting a date with the numerical keys

Use EI or to set a date that is a specified number of days in the
past or future.

For example, first find the date 90 days after January 15 and then, from
that date, find the one 35 days preceding it. (This example assumes today
is January 10, 1994):

1. Select the CALENDAR mode, and set January 15 as the reference
date.

1 D 1 B0 2]

» To setthe reference date to a different month, display the new month
by pressing or and then flash the date with the cursor
movement keys.

2. Set the date for the 90th day from the reference date.

[+] 90 [ENTER]

The calendar for April 1994 appears, with the 15th flashing.

¢ The number of days specified can range from 9999 days in the past
to 9999 days in the future.

3. Set the date five weeks (35 days) before April 15th, 1994.

[=] 35 [ENTER]

The calendar for March 1994 appears, with the 11th flashing.

26



Recalling a month by designating the date
You can also change the calendar with by entering the date which
you would like to display when the date prompt appears, and then pressing

CALENDAR| again.

For example, to display the month of February 1995:
1. Select the CALENDAR mode.
o4

1
123 456 7 8
918 11 12 13 14 15
16 17 18 19 28 21 22
23 24 25 26 27 28 29

39 31
2. Enter the date entry mode.
MM/DD/YYYY
MONTH: @1
DAY :19
YEAR :1994

To make a correction, move the cursor with the cursor movement keys,
or press to clear the displayed date.

3. Enter the date.

02011995 MM/DD/YYYY
MONTH:92
DAY :01
YEAR :1995

Note: To enter a single-digit date or month, enter zero and the digit
(e.g., “06").

4. Recall the calendar.

The specified monthly calendar will be displayed.

27



Displaying the number of days and
weeks between January 1st or
December 31 and a specified date

It is possible to determine the number of days between January 1st and
a specified date, as well as the number of days between a specified date
and December 31. ltis also possible to determine how many weeks have
passed since the beginning of the current year.

To do this, press [CALENDAR| after selecting a date using the cursor
keys.

'84

1
123 45586 78
S 18.11 12 13 14 15
16 17 18 19 28 21 22

[18/355] B

* The numbers “{10/355] ] " will appear at the end of the display. “10”
indicates that this is the 10th day of 1994, “355” indicates that there
are 355 days left in the year, and “2” indicates that this is the 2nd week
of the year.

e FEach Monday-to-Sunday intervai is considered a week. If January 1
falls on or before Thursday, it is in the first week of the year. If it falls
after Thursday, it is in the last week of the previous year.

Press |CALENDAR| to return to the original display.
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USING THE SCHEDULE FUNCTION

You can enter important future appointments as well as important dates
in the past into the Organizer's Schedule function. These dates are
marked with tags on a Organizer’s calendar display. In addition, you can
set an alarm to sound at a scheduled time as a reminder. (Refer to “Using
the schedule alarm,” page 41.)

Entering data in the SCHEDULE mode

The date of a schedule item can be selected using three different
methods.
» By selecting the desired date in the CALENDAR mode.
» By selecting the desired date in the SCHEDULE mode.
» By recalling the desired date directly.
Once the date has been selected, actual entry of the schedule item is the
same for all three methods.
Note: Muitiple items may be scheduled on the same date.
If other items have been previously scheduled for a given date,
simply enter the new appointment over the old one.

Entering items from the CALENDAR mode
To enter an item from the CALENDAR mode, such as “February 20, 1994
10:00AM-2:00PM ABC Project meeting™:

1. Select the CALENDAR mode.

CALENDAR

In this example, January 1994 appears.
2. Change the calendar to February 1994.

3. Move the cursor to the 20th of February, using the cursor movement
keys.

29




30

Change to the SCHEDULE mode.

SCHEDULE SUN FEB 20,1994

TIME ?

The date you have selected (February 20, 1994) will appear at the top
of the display. The bottom part of the display is for schedule time and
details of the event.

Enter the starting and ending times.
10 2

(:00” will be entered automatically
if no minutes are specified.)

SUN FEB 20,1994
10:004~ 2:00;
DESCRIPTION ?

Enter the schedule details.

ABC Project meeting SUN FEB 20,1994
10:00%~ 2:005%
ABC Project.
meeting_

Store the scheduled meeting in the memory.

. Check to see if the data has been registered in the memory.

CALENDAR 94 1 2 3 4 5

26 7 8 9181112
13 14 15 16 17 18 19
28%21 22 23 24 25 28
27 28

Notice the tag ( ®m ) next to “February 20”. It indicates a scheduled item
for that date. (Items beginning in the morning resultin atag at the upper
right of the date, while those beginning after noon result in a tag at the
lower right of the date.)



Entering items from the SCHEDULE mode
There are two methods of selecting the date. Use whichever is more
convenient.

Selecting the date with and
This method is convenient for displaying a nearby date. it changes the
schedule display day by day until the desired date appears.

For example, if you wish to schedule an item such as “February 18, 3:00PM
— 5:00PM Sales meeting™:

1. Press [SCHEDULE].

if there is an item scheduled for today, it will appear.
2. Recall “February 18" using or [v].

(Press or until “February 18" is recalled.)

3. Enter the schedule time and details.

3 [PM] 5 [PM] FRI FEB 18,1994
. . P
Sales meeting |ENTER 3:00u~ 5:004

Sales meeting

¢ To make another entry on the same date, simply begin entering the
time and description of the new entry.

Scheduling with and the numerical keys
When the date is not close to the displayed date, you may find it more
convenient to enter schedule items with the numerical keys.

For example, to schedule, “February 25, 1994 1:30PM DR. WILSON VISIT
AT GUEST ROOM™:

1. Enter the date entry mode.

| SCHEDULE] [C-CE] [C-CE]

2. Enter the scheduled date (February 25, 1994).
02251994
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3. Select the SCHEDULE mode.

SCHEDULE
4. Enter the schedule time and details.
1 [:] 30(PM™] [¥] FRI FEB 25,1994
DR [SPACE] 1:304~
[-] DR. WILSON VISIT
WILSON VISIT AT GUEST ROOM
AT GUEST ROOM

Note: If you don't know what time a schedule item, such as a meeting,

will finish, press either E] or [ENTER]| following the starting

time, then enter the schedule item.

Scheduling items without times

After selecting the schedule date as outlined above, schedule items can
be entered directly without a specified time, except when you want to begin
the schedule details with a number. Simply begin entering the letters for
the item. (In this instance, the tag marking the scheduled item on the
monthly calendar will appear on the upper right next to the date.)

Recalling scheduled data

The following eight methods may be used to display previously scheduled
items:

« Recalling today's agenda.

* Recalling scheduled items from the CALENDAR mode.

» Recalling scheduled items from the SCHEDULE mode.

» Recalling only scheduled dates (skipping empty dates).

¢ Recalling scheduled items from the SCHEDULE mode by entering

the date numerically.

» Recalling scheduled items by using the first letter(s) of the item.

« Recalling scheduled items with a keyword search.

« Recalling scheduled items using the index display.

Note: When several schedule items are entered for the same day, items
without a specified time are recalled first, followed by items with a
specified time in chronological order.
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When there is more than one schedule item with the same starting
time, items with an earlier finishing time are recalled first.

Recalling today’s agenda

Press | 2nd | [SCHEDULE].

If nothing has been entered for the day, only the date will be displayed.

Recalling scheduled items from the CALENDAR mode
To recall a daily schedule from the CALENDAR mode, first select the
appropriate date in the CALENDAR mode and then press

SCHEDULE].

For example, to recall the schedule for February 20, 1994:

1. Select the CALENDAR mode and display February.

CALENDAR ’94 1 2 3 4 5
26 7 8 919811 12
v 13 14 15 16 17 18,19
2821 22 23 24 25,26

27 28

2. Select the 20th with the cursor keys.
] [v] [v] [« [«]

Note: You may also recall February 20 by pressing and
entering the date.

3. Recall the schedule display.

SUN FEB 20,1994
10:004~ 2:004
ABC Project
meeting

Recalling scheduled items from the SCHEDULE mode
To recall the schedule directly from the SCHEDULE mode in forward or
reverse direction, first set the SCHEDULE mode and then press (to
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recall the next day and future days) or (to recall the last and previous
days) as required.

For example, to recall the schedules for today and tomorrow:
1. Select the SCHEDULE mode and display the today’s schedule.

[2nd | [SCHEDULE] | MON JAN 10,1994 l

2. Recall the schedule for the next day.

l TUE JAN 11,1994 ‘

The agenda for the next day will be dis-
played. If there are several items
scheduled on the same day, use
to recall them in chronological order.

Recalling only scheduled dates (skipping empty dates)
Press repeatedly so that the days on which there are items
on the agenda are searched for, starting with the day appearing on the
display.

1. Search for all days containing scheduled items.

2. Press to recall the next scheduied items.

* After the last scheduled item has been found, “NOT FOUND " is briefly
displayed and then the previous display reappears. Pressing

references scheduled items in reverse.
e Pressing [SCHEDULE] [C-CE] [C-CE] and [ 2nd | displays the

oldest past agenda item. If you press , the most distant
future scheduled item is displayed.

Recalling scheduled items from the SCHEDULE mode by

entering the date numerically
You can recall a date directly from the SCHEDULE mode by numerical
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entry. Select the SCHEDULE mode, press , then enter the date
with the numerical keys in accordance with the prompts. This method is
handy for recalling scheduled items which are far away.

For example, to recall the schedule for February 18, 1994:

1. Enter the date entry mode.

[SCHEDULE] [C-CE] [C-CE]

2. Enter the date.

02181994 MM/DD/YYYY
MONTH : @2
DAY :18
YEAR :1994

3. Recall the agenda for that date.

Recalling scheduled items by using the first letter(s) of
the item

Enter the first letter(s) of the schedule item you would like to recall on the
display and then press to recall it.

Note: Be sure to enter the first letter(s) exactly as they were entered. A
difference in capital or small letters will cause the search to fail.

For example, to recall “DR."related items scheduled after January 10,
1994 (today):

1. Select the SCHEDULE mode. Today’s schedule is displayed.

[ 2nd ] [SCHEDULE]

2. Enter the first letters and press )

DR. FRI FEB 25,1994

1:30F~
DR. WILSON VISIT
AT GUEST ROOM
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Note: When is pressed, a forward search from the displayed date
will begin for scheduled items beginning with the word “DR.”.
If is pressed, a reverse search will take place for items
scheduled before the date presently appearing on the display.

Recalling scheduled items with a keyword search
Enter any word contained anywhere in an entry, and the Organizer will

find the entry with .

Note: Be sure to enter the keyword exactly as it was originally entered.
A difference in capital or small letters will cause the search to fail.

To search for scheduled items containing the word “meeting” after January
1, 1994, for example:

1. Recall the schedule for January 1, 1994.

[SCHEDULE] [C-CE] [C-CE] 01011994 [SCHEDULE

2. Enter the keyword for the search and press .
meeting [ 2nd ] FRI FEB 18,1994

3:004~ 5:004
Sales meeting

The first scheduled item containing the word “meeting” after January 1,
1994 will appear on the display.

Repeated search:

To search for additional items containing the word “meeting”, press
repeatedly. When no more items containing the word “meet-
ing” are scheduled, “NOT FOUND !” will appear on the display.

Reverse search:
To browse back through the list of entries containing the keyword,

press :
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Recalling scheduled items using the index display
An index of your scheduled entries is available, sorted in chronological
order.

1. Press [SCHEDULE] .
2. Press| 2nd INDEX| .

Up to 4 entries are displayed at a time.

» 2/18 Sales mee
2/20 ABC Proje
2/25 DR. WILSO

]
1

Date Description of event

The first 9 characters of the first line of each entry are displayed.

The entry being displayed when is pressed will appear
at the top of the list. If you are at the initial entry display, the first entry for
the day will be at the top of the list. If no entry exists on that day, the next
or last entry will be at the top.

Press E] or m to move the pointer “» ” down or up, or or
to step to the next or previous page of 4 entries. Press to
display details of the entry indicated by the pointer.

You can also display an index of entries for a desired date.

1. Press |SCHEDULE|.

2. Press {C-CE| twice and enter the date you want to check.
3. Press | 2nd | [INDEX] .

ltems scheduled for the specified and any subsequent dates will be
displayed. If there is no scheduled item on the specified or subsequent
dates, the last item will be displayed. If you did not enter a date in step 2
above, the index display will start from the earliest scheduled item.

Editing scheduled data

Previously scheduled data may be edited by pressing EDIT] .
Once the edit mode is entered, the data may be edited directly using

D], [<], [y ] [a],[INS] |, [DEL], etc.
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For example, to change “GUEST ROOM” within a schedule item on
February 25 to “MEETING ROOM”:

1. Recall this item on the schedule for February 25.

[SCHEDULE] [C-CE] [C-CE] 02251994 [SCHEDULE

2. Enter the edit mode.

EDIT FRI FEB 25,1994
1:30h-~

DR. WILSON VISIT

AT GUEST ROOM

EDIT

3. Move the cursor to the section to be edited and correct it.

v 1 B ] ] FRI FEB 25,1994
MEETI [INS | NG 1:304-~

DR. WILSON VISIT
AT MEETING ROOM

EDIT

4. Store the edited data.

Copying scheduled data

It you would like to enter a new item on a different date that has the same
or similar content to a previously scheduled item, you may save time by
copying the previous entry onto the new date using the copy function and
editing it later if required.

The copy function operates similarly to the edit mode, but instead of
pressing to store the data, is pressed. After
the data is copied to the new date, it also remains on the previous date
as it was originally entered.

For example, if the “ABC Project meeting” scheduled on February 20 is
also to be held at the same time on March 6, you may copy it to the new
date as follows:
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1. Recall the items scheduled for February 20 and enter the edit mode.

[SCHEDULE] [C-CE] [C-CE] 02201994 [SCHEDULE
EDIT

2. Change the date.

[a] 0306 M/D/Y=03/06/1994
10:004~ 2:00%
ABC Projectd

meeting
EDIT

You can also change the entire date by pressing [ZI at this
point and entering an entire new date.

3. Copy the data.

ENTER SUN MAR 6,1994

10:004~ 2:005
ABC Project
meeting

In this instance, the time and detail are stored in the memory as they
are without correction. Iif the copied data requires additional editing, it
may be edited as described in “Editing scheduled data” above.

Deleting scheduled data

Scheduled data can be deleted by the following three methods:
» Deleting one scheduled item at a time
¢ Deleting the agenda for an entire month
¢ Deleting all of the data in the schedule memory

Deleting one agenda item at a time
First recall the data you would like to delete on the display and delete it

with and [Y].

For example, to delete the “ABC Project meeting” scheduled for March 6:

39



1. Recall the schedule for that day.

[SCHEDULE] [C-CE] [C-CE] 03061994 [SCHEDULE
2. Press [ DEL].

SUN MAR 6,1994
10:004~ 2:00%
ABC Project

DELETE ? Y/N

The delete prompt “DELETE ? Y/N” appears.

3. Press . (To retain the data, press J)

¢ After deletion, the next scheduled item for that day or that date alone
will be displayed.

¢ You can also delete individual entries from the index display. Move the
pointer to select the entry you want to delete and press .

Deleting the agenda for an entire month
To delete the agenda for February, 1994, for example:

1. Select the CALENDAR mode and display the calendar for the month
you would like to delete.

[CALENDAR] [C-CE]| [C-CE] 02011994 [CALENDAR
2. Press .

The delete prompt “DELETE ? Y/N” appears.

3. Press . (To retain the data, press )

After the agenda for the month has been deleted, the flags on scheduled
dates will disappear from the calendar.

Deleting all the data in the schedule memory
All the data in the schedule memory can be deleted using the miscel-
laneous functions.
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1. Recall the Function menu.

[2nd | [FUNCTION] < FUNCTION >

Kl MEMORY CHECK

LCD CONTRAST

DATA DELETION
+

2. Select “3 DATA DELETION".

3 <DATA DELETION>
TEL

Bl SCHEDULE

B MEMO

3. Select “2 SCHEDULE”.

2 <DATA DELETION>
El SCHEDULE

B ANN 1

B ANN 2

4. Select “1 SCHEDULE".
1

The delete prompt “DELETE ? Y/N" appetrs.

5. Press . (To retain the data, press [N ].)

Note: When the SECRET function is turned on, “SECRET ON
MODE” will appear on the display. In this instance, the SECRET
function must be turned off first before the data can be deleted.
(Refer to “Turning off the SECRET function” on page 81.)

Using the schedule alarm

The Organizer schedule alarm sounds when the time for a scheduled
appointment or other item on the agenda arrives. To stop the alarm after
it starts beeping, simply press [C-CE|. If |C-CE]| is not pressed, the
alarm will stop automatically after approximately 15 seconds.
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Setting the alarm to ring

The schedule alarm can be set for a scheduled item.
o Select a scheduled item and mark it for an alarm with “ 4",
e Activate the alarm for that item with “ 4 ”.

Once a scheduled item has been selected for an alarm and the alarm has
been turned on, the alarm will sound automatically and the relevant item
will be displayed even if the Organizer has been turned off. The alarm
can also be set to sound for secret items. In this case, only the message
“<SECRET !>" will be displayed at the alarm time.

If you do not wish to have the alarm sound, you can turn the alarm off.

Setting the schedule alarm

First display the scheduled item for which you wish to set the alarm and
press . “4” appears to the left of the starting time for the
scheduled item on the display, to indicate that the alarm has been set for
that item. You can also set the alarm while you schedule an item on the

agenda by pressing .
If you press [ALARM| when “ A" is already displayed, the alarm will be
canceled and “ &” will disappear from the display.

For example, to set an alarm for a meeting scheduled on December 18
(“December 18, 1994, 10:00 AM-11:00 AM Meeting”) while entering the
schedule item:

1. Enter the date, time, and schedule details.

[ SCHEDULE] [C-CE] [C-CE]

12181994 | SCHEDULE
10 11
Meeting
2. Set the alarm.
ALARM SUN DEC 18,1994
110:004~11:004
Meeting
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Once the alarm has been set for the schedule item, “ L " appears before
the scheduled starting time.

3. Store the item.

ENTER SUN DEC 18,1994
A10:004~11:004
Meeting
Q
“ 00" will appear.

The alarm will sound at the starting time of the meeting.

o “/1” appears or disappears each time @ is pressed.

Note: If the time of the schedule item for which you wish to set the alarm
has already passed, the following message appears on the display.

ALARM TIME
ELAPSED !

After the alarm sounds, “ " will disappear and the scheduled item will
remain in memory without “ 4",

If * 4" is turned off and the set alarm time has passed, “ 4" will remain
in front of the scheduled item.
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USING THE ANNIVERSARY FUNCTION

The Anniversary (ANN) function allows you to conveniently record annual
events such as birthdays and anniversaries. Once entered, these events
are displayed highlighted in reverse (white on black) on the CALENDAR.
You can also set the Organizer to display these events every time it is
turned on, either on the date of the event or every day of the week leading
up to it, so that you can prepare for it in advance.

Entering anniversaries
Display the ANN menu.

ANN * ANN * et
Kl MONTH /DAY
B MONTH /WEEK

You can enter two types of anniversaries: for events that occur on the
same date every year (MONTH/DAY), such as birthdays, and for events
that occur on a certain day every year, such as the fourth Thursday of
November (MONTH/WEEK).

To store your friend Mary's birthday, May 7, and to set a display reminder
starting one week before the event:

1. Select “1 MONTH/DAY".
1

2. Enter the date and then a description of the occasion.

0507 |ENTER < ANN HOTICE »
Mary's birthday! -ENTER »NOTICE OFF
y y ON THAT DAY

BEFORE 7 DAYS
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The ANN NOTICE menu is displayed, which allows the Organizer to advise
you of any important anniversaries each time the Organizer is turned on.
Select “ON THAT DATE" to activate this function only on the date of the
anniversary or “BEFORE 7 DAYS” to activate a week in advance, or
“NOTICE OFF” if a notice is not needed.

3. Select “BEFORE 7 DAYS" in the ANN NOTICE menu.

[v] ] MAY 7
XTI NOTICE ON]

Mary’s birthday!

The entry is stored. To begin another MONTH/DAY entry, press
or simply begin entering the date of the new entry.

To register Mother’s Day (the second Sunday of May) and set a reminder
on that day:

1. Return to the ANN menu.

2. Select "2 MONTH/WEEK".

2

‘W 4:'i' 5:I.= 6:S

3. Enter the month, the week (first, second, third, etc.) and the day of the
week, as indicated, then type in a description of the event.

0520 |[ENTER
Mother’s day!
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4. Select “ON THAT DAY” in the ANN NOTICE menu.

[v] [ENTER MAY WEEK 2 SUN
IEXTHINOTICE ON]

Mother’s day!

The entry is stored. To begin another MONTH/WEEK entry, press
or simply begin entering the month/week/day of the new entry.

Once an anniversary is entered, the date for it is highlighted in reverse on
the CALENDAR.

Note: The number of anniversaries stored in the Organizer will affect the
time before an initial display appears when the Organizer is turned
on. The more entries there are, the longer it will take.

Recalling anniversaries

ANN entries are sorted by date. They can be recalled in four ways.
e From the ANN NOTICE display
¢ Sequential search using and

¢ Specifying the date of the event
* Using the index display

From the ANN NOTICE display

If you set the ANN NOTICE function for an entry, that entry is displayed
on specified date(s) every time the Organizer is turned on and its details
can be recalled whenever necessary.

1. Turn the Organizer on.

#% ANN NOTICE #x
»Mary’s birthday
<SECRET DATA>
Jack’s birthday

Multiple entries are listed chronologically in the order of MONTH/DAY then
MONTH/WEEK. (Press any mode key if you want to use the Organizer at
this time.)
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2. Press E] or m to move the pointer “» ” down or up to select an
entry, or or to step to the next or previous page of 3 entries.

3. Press to display details of the entry.

Note: If the ANN NOTICE function for an entry has been set to on while
the entry is marked as secret and the SECRET function is also
on, it will be displayed as “<SECRET DATA>". Such an entry
cannot be recalled. (Refer to “USING THE SECRET FUNCTION",
page 79.)

Sequential search
To recall entries in chronological order:
1. Press [ANN| and select “1 MONTH/DAY" or “2 MONTH/WEEK".

2. Press Z] to recall entries in the forward direction or to recall
them backwards.

If there are no more entries, “NOT FOUND !" is displayed.

Specifying the date

1. Press and select “1 MONTH/DAY” or “2 MONTH/WEEK”.

2. Enter the date of the event you want to recall using the same date
format it was first entered in.

3. Press [ v | - to recall entries forwards or - to recall backwards.

If there is no entry on the specified date, the nearest entry foliowing that
date will be displayed.
If there are no more entries, “NOT FOUND !" is displayed.

Using the index display

1. Press [ANN| and select “1 MONTH/DAY" or “2 MONTH/WEEK".
2. Press | 2nd | |INDEX].

Up to 4 entries can be displayed at a time.
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» 1/ 1 New year’
5/ 7 Mary’'s bi
6/18 Wedding a
12/25 Christmas

i 1
I !

Date Description of event

The first 9 characters of the first line of each MONTH/DAY entry or the
first 8 characters of the first line of each MONTH/WEEK entry are dis-
played.

The entry being displayed when is pressed will appear
at the top of the list. If you are at the initial entry display, the first entry for
the current date will be at the top of the list. If there is no entry on the day,
the first entry following that date or the last entry in the mode will be
displayed.

Press E] or E] to move the pointer “» ” down or up to select an
entry, or or to step to the next or previous page of 4 entries.
Press to display details of the entry.

Editing anniversaries

To edit an ANN entry, recall the entry, and then press . The
cursor will appear at the first character of the description field. To change
the date, press E to move to the date entry field.

After editing the date and/or description, press [ENTER]. The ANN
NOTICE menu will appear. Change the selection using [ ¥ ] and [4 ]
followed by if necessary, or simply press to store the

new entry.

Notes:

* To clear the contents of the date or description entry field, press
:

¢ You can also press ENTER| instead of |ENTER]| to store a

revised entry without erasing the original one.

Deleting anniversaries

ANN entries can be deleted individually or as a block.
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Deleting single entries

To delete an individual entry, recall it or select it in the index display with
the pointer, and then press [ DEL |. Press [ Y |. (To retain the entry,
press [N ].)

Deleting all entries
To delete all MONTH/DAY or MONTH/WEEK entries:

1. Select “3 DATA DELETION" from the Function menu.

[ 2nd | [FUNCTION] 3

2. Select “2 SCHEDULE".
2

3. Select “2 ANN 1" for MONTH/DAY entries or “3 ANN 2" for
MONTH/WEEK entries.
The delete prompt “DELETE ? Y/N” appears.

4. Press . (To retain the data, press J)

Note: All MONTH/DAY and MONTH/WEEK entries can be deleted only
if the SECRET function is off.
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USING THE TELEPHONE DIRECTORY

The telephone directory (TEL mode) stores the names, telephone num-
bers, and addresses of business clients, companies, personal friends and
so on.

The Organizer's telephone directory actually includes three different
telephone directories in one (TEL 1, TEL 2, and TEL 3) for keeping
business, private, and other listings separate.

Designating the file names

The directory file names (TEL 1, TEL 2 and TEL 3) can be changed from
the Function menu. File names of up to 10 characters can be entered in
the following way:

1. Recall the Function menu and select “1 TEL FILE NAME”.

[2nd | [FUNCTION] 1 <TEL FILE NAME>
B TEL 1t
The prompt for entering the directory file B TEL 2
name will appear. B TEL 3

2. Enter any directory file names that you like (up to 10 characters).

Business *Business
Private NAME ?
Others

TEL

a

¢ |fyou do not wish to change a file name, skip that file simply by pressing

:

 To cancel the entry of a directory file name, press twice.
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