




























































































































































































































































































































































ORGANIZING THE NOTEBOOK 

r '---I 

Grouping Documents into Sections 

You can organize your computer notebook, as you would a paper notebook, by 
placing related pages together in sections and subsections. 

�'�-�~�~�;�:�~�i�n�g� a Section 
�~� .......... -... -.............. .1 

1 Turn to the Table of Contents 

2 Draw a caret A 

3 Choose Create Section from the 
Create menu 

Pen Point inserts the new section 
where you drew the caret 

screen TOC caret above Sales; Create Section tapped on Create menu. figure 8-6 

If you choose the Create Section command without first selecting a location in 
the Table of Contents, PenPoint makes the section the last section of the 
Notebook. 

To rename a section, choose Rename from the File menu, or draw a circle 0 on 
the name to change it in an editing pad. 

When you create a section, PenPoint automatically inserts a section divider 
which lists the documents contained in it and works exactly like the notebook 
Table of Contents. 

To delete a section draw a cross out X on 
the section title. But if you intend to use 
the section again, back it up to a disk 
before deleting it from f'enf'oint. 
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o R G·A N I Z I N G T . HEN 0 T E BOO K 

G ROUP I N GOO CUM E N T 5 I N T 0 5 E C T I ON 5 

["---"---------1 

I Movihg a Document into a Section 
: ............................... .1 

r-·--.··············· __ ···j 
i j , i 

Once you set up a new section you can create documents there or move existing 
documents into it. 

To create a new document in a section, doubletap the section title to expand it, 
tap to select a location (tap Empty if there are no documents), and then 
choose a piece of stationery from the Create menu. 

To move a document into a section, 
drag the document to a location 
within the section. 

To move a document out of a 
section, drag the document outside 
the section. (Lift the pen when it's 
aligned with the left margin) 

screen TOC with new section above Sales renamed District Sales Reports and the document Sales by 
Region moved into it; figure 8-7 

Creating a Subsection 
i I 
t .............................. ..! 

Sections can contain subsections. To create a subsection, open a section, select 
a location in it, and choose Create Section from the Create menu. 

Subsections work the same way sections do. Each subsection has its own table 
of contents which lists the documents contained it. This information is 
repeated in the section and notebook Table of Contents. 

You can make a section a subsection by moving it into another section. For 
example, you might move a section you'd created for a prospective client into a 
section for new clients. . 

You can also promote a subsection to a section by selecting it and moving it 
outside the section to another location on the Table of Contents. 

USING THE GO COMPUTER 
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MOVING AROUND THE NOTEBOOK 

Turning to a Page ] 
The Table of Contents displays all the documents contained in the Notebook. 
From it you can use gestures or the View menu commands to tum to any page 
in the notebook or float one over the Table of Contents. 

Turn to a page by tapping the 
document's page number, or 

Float a page by double-tapping the 
page number 

partial screen: Toe with leader line to page number partial screen TOe with double-tap gesture drawn 
on letter's page number and letter floating on TOe. Figure UB-a 

GO CONFIDENTIAL 
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..................... _._ ....... _-_ .......... _ ............ _-._ ..... _ .. _-_ .. _ .. -....... _ ...... _-_ ....... __ ._ ................... . 

I Before floating a document. firEit Eielect 
the option for floating documentEi on the 
MiEic option Eiheet in PreferenceEi. You only 
need to Eiet thiEi option once to be able to 
float documentEi any time you UEie the 
Notebook. 
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MOVING AROUND THE NOTEBOOK 

TURNING TO A PAGE 

Instead of using gestures to turn to or float a page, you can choose equivalent 
commands (Turn to and Bring to) from the View menu. Select the tide in the 
Table of Contents and then choose the appropriate command. 

If you're not working on the Table of Contents you can thumb through the 
notebook by pressing the arrows near the page number or drawing flicks in the 
tidelin~ .. . . . 

(object screen of title line) leader lines to arrows figure 8-9 

Tap the left arrow to go back to the 
previous page 

Tap the right arrow to turn to the 
next page 

Press the arrows to flip through the 
pages 

You can also draw flicks in the tide line to turn to the next page (flick left) - or 
go back to the previous page (flick right) -. Think of this as thumbing through 
a notebook; you turn a page to the left to see the next page, and to the right to 
go back to the beginning. A double flick right - turns to the Table of Contents. 

USING THE GO COMPUTER 
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MOVING AROUND THE NOTEBOOK 

Using Notebook Tabs to Mark Pages 

Tabs offer a quick way to identify a page and turn to it or float it over any other 
page in the notebook. You can attach a tab to any document or section by 
drawing gestures or by displaying the column of tab boxes and tapping its tab 
box. 

--:::~~Ching and Deleting Tabs 
. ! 
L. .......•...................... j 

screen TOC, T drawn on section title figure 8-10 

Turn to the Table of Contents 

2 To attach a tab, draw a T on the 
document or section title 

To remove it, draw the T again 

when you attach a tab, the Lombard automatically labels it with the document 
title. 

Since a long document title won't be fully shown on the tab, you can rename 
the tab with a shoner or more useful title. To rename a tab, draw a circle 0 on 
the text to display the title in the editing pad and change it there. 

Renaming a document changes its tab label. However, if you change the 
document title after editing the tab label, PenPoint doesn't automatically 
change the tab label. 

For details on editing tab labels, see "Editing Labels, Document Titles, and 
Fields" in chapter 6 (Editing and Formatting Text). 

If you're working on a page other than the 
Table of Contents. you can also attach a 
tab by drawing the T on the document title 
line. 

GO CONFIDENTIAL MANAGING THE NOTEBOOK 
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MOVING AROUND THE NOTEBOOK 
USING NOTEBOOK TABS TO MARK PAGES 

r······_······ __ ·············'1 

AttJching Several Tabs 
: ................... , ............ 1 

In managing the notebook, you may find it more convenient to attach and 
remove several tabs at once. 

1 Turn to the Table of Contents 

2 Tap the Tab Box command on the 
Show menu 

A checkmark indicates the page has 
a tab 

To attach a tab, tap inside the box 

To remove it, tap again 

(object screen) Tab command selected on Show menu; (screen) TOC with tab boxes; leader line to box 
with checkmark to show page has a tab; tap gesture on empty box figure 8-11 

USING THE GO COMPUTER 
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MOVING AROUND THE NOTEBOOK 
USING NOTEBOOK TABS TO MARK PAGES 

j;;;:;jaYing Tabs 
! I 
! ................................ ! 

When you have more tabs than can fit along the edge of the notebook, they 
appear overlapped. 

To see the hidden labels, draw flicks on the tabs. To see all the tabs at once, flick 
left - on any tab. You'll see the tabs in several rows. 

Flick left - to see all the tabs at 
once. The row of tabs will collapse 
again as soon as you do anything 
else. 

To move the overlapped tabs to the 
top. double flick up H 

To move the overlapped tabs to to 
the bottom, double flick down. 

To see an overlapped tab: 

Flick up on the tab above it 

Or, flick down on the overlapped 
tap 

several diagrams of a row of tabs with each gesture made on same tab; show the different results figure 
8-12 

GO CONFIDENTIAL 
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MOVING AROUND THE NOTEBOOK 

Using GaTo Buttons to Move Between Pages 

A GoTo button lets you hop from one document to a second document. It 
provides a quick way to move between two pages without usingtheTable of 
Contents. 

1 Start from the document from 
which you want to jump 

2 Float the Table of Contents by 
double tapping its tab 

3 Tap to select the document you 
want to jump to 

• If you select the document title, 
the GoTo button takes you to the 
top of the document. To go to a 
specific place within the 
document, float it and tap to 
select a location. 

4 Draw a go to button CID on the first 
document where you want the 
button 

PenPoint places a Goto button 
there and labels it with the title of 
the floating document 

(screen) letter with TOC floating on it and "Complaints to Act On" selected in TOC (screen) letter with 
goto button gesture drawn after sentence "The executive never got a chance to try our product" figure 
U8-13 

USING THE GO COMPUTER 
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GoTo button6 work like page number6 in ti 
Table of Content6: 
Tap the button to turn to the linked 
document, or 
Double-tap to float the linked document 
over the fir6t. 
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MOVING AROUND THE NOTEBOOK 
USING GOTO BUTTONS TO MOVE BETWEEN PAGES 

To make a link to an embedded document, float the document that contains 
the embedded document, draw a plus + on the embedded document's icon to 
select it, and then draw a go to button aD on the first document. 

You can insert several buttons in a document and have each one turn to a 
different page or to the same page. If you have a long document, however, you 
may be working on a page that doesn't show the GoTo button. In this case, you 
might find it more useful to place the button in the cork margin where it's 
always available. To find out how to use the cork margin, read "Customizing 
the Notebook" in this chapter. 

To delete a GoTo button, draw a cross out X over it. To move it, draw a plus + 
on the button to select it, press then drag it to a new location. 

You can rename the button label by drawing a circle 0 on it and editing the 
text. See "Editing Labels, Document Titles, and Fields" in chapter 5 (Editing 
and Formatting Text). 

GO CONFIDENTIAL 
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When you print the document. PenPoint 
print!5 the text on the button. Move the 
GoTo button to the cork margin to avoid 
thi!5. 
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CUSTOMIZING THE NOTEBOOK 

Setting preferences: 

Your Notebook comes with certain options preset. such as the screen layout. 
You can change these options in the Preferences {notebook} on the bookshel£ 

Preferen~s includes options for: 

'" Writing in uppercase and adjusting the size and shape of the writing pads 

v Aligning the pen 

'" Setting the time and date 

v Choosing a left-handed or landscape layout 

V' Choosing a system font and a font for text in fields 

v Enabling floating. woming. and the warning beep 

V' Lengthening or shortening the time interval between doing something 
drawing a gesture. pressing something. writing and PenPoint interpreting it 

If more than one person uses the Notebook. you can have PenPoint remember 
these changes. To find out how to save your preferences read "Installing 
Programs and Devices" (chapter 3). 

: I 

Choo6ing a writing 6tyle and aligning the 
pen are covered in 'Writing in the Noteboc 
(chapter 5). 

USING THE GO COMPUTER 
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CUSTOMIZING THE NOTEBOOK 

SETTING PREFERENCES 
j_······_············ __ ······i 

! i 
I Settling the Time and Date 
t ............................. J 

Programs and accessories that display the time and date refer to the settings on 
the Preferences option sheet. 

To reset the time: 

1 Tap the Preferences icon on the 
bookshelf 

'2 Tap the arrow on the tide line to see 
the other sheets and tap to choose 
the TIme sheet if it's not displayed 

Write in the new Hour, Minute, 
Second 

Tap to choose a time period 

Tap to choose a Time Zone 

Tap to choose a Time Format to 
display the time in 12 or 24 hour 
intervals 

3 Tap the appropriate button 

(object) Preferences icon; Pref notebook showing lime sheet with leader line {?} to am/pm figure U8-14 

If you change time zones, you don't need to 
reset the time. Choose a time zone and 
PenPoint automatically calculates the new 
time. 

GO CONFIDENTIAL 
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CUSTOMIZING THE NOTEBOOK 

SETTING PREFERENCES 

To change the date: 

1 Tap the arrow on the title line to see 
the other Preferences sheets and tap 
to choose the Date sheet ifit's not 
displayed 

Write in the new Month, Day, Year 

Tap to choose a Date Format 
(object) Preferences icon; Pref notebook showing Date sheet date format options displayed to show the 
different choices. figure U8-15 

r-~~:lng On the Warning Beep 
: ................................ 1 

:·············· .. ···· .. ··········1 

When PenPoint displays a confirmation or error message, you need to respond 
to the message on screen or PenPoint can't carry out your command. As a 
further signal, you can have PenPoint sound a warning beep when it displays 
the message. 

To tum on the warning beep, display the Misc sheet in Preferences and tap On. 

Cho9sing System Fonts and User Fonts 
~ ... - ....... - ................. j 

PenPoint uses a system font to display information such as menu commands, 
titles on the Table of Contents and tabs, and a field font for the information 
you enter in writing pads and fields (on option sheets and forms). 

You can change the style of each font. Whatever size you choose, however, 
applies to both fonts. 

1 Tap the Preferences icon on the 
bookshelf 

2 Tap the arrow on the title line to see 
the other sheets and tap to choose 
the Fonts sheet if it's not displayed 

(object) Preferences icon; Pref notebook showing Fonts sheet figure US 16 

Tap to choose a font size 

Tap to choose a System and Field 
font 

Choose text fonts for documents from tl 
Text option sheets. 

USING THE GO COMPUTER 
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CUSTOMIZING THE NOTEBOOK 
SETTING PREFERENCES 

r-·····························1 

ChoJsing a Screen Layout 
: ............................... .1 

PenPoint offers several screen layouts to accommodate different writing tasks 
and writing preferences. 

1 Tap the Preferences icon on the 
bookshelf 

2 Tap the arrow on the tide line to see 
the other sheets and tap to choose 
the Layout sheet ifit's not displayed 

:$ Tap the appropriate option 

Choose Landscape when you're 
working on a drawing or a task that 
requires more horizontal than 
vertical space on the page 

Choose the layout that corresponds 
to the hand you write with 

(object) Preferences icon; Pref notebook showing Layout sheet figure U8-17 
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CUSTOMIZING THE NOTEBOOK 

Moving Items on the Book5~elf 
You'll probably findthat}'ou pse some items on the bookshelf more frequently 
than others. You can move the ones you use less often to a second shelf and also 
rearrange their order in a way that's more convenient. 

For example, once you've customized the notebook and the Create menu, you 
might move the Preferences icon and Stationery notebook to the second shelf 
and put in their place the In and Out boxes you use daily to send and receive 
faxes. 

1 Drag the handle up 

2 Press hold the icon until you see the 
animated line, and then drag it to 
the second shelf 

To hide all the bookshelfitems, 
drag the handle down until it covers 
both shelves 

(partial screen) lower part of TOC with second book shelf revealed, leader line to handle; Preferences 
icon being moved to second shelf. figure U8-18 

To move an icon to another position on the shelf, press hold and then drag it to 
the new position. 

USING THE GO COMPUTER 
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CUSTOMIZING THE NOTEBOOK 

Customizing the Help Notebook 

When working with the Help notebook, you may find it useful to annotate it 
with tips and information you've discovered while working with your GO 
Computer. 

To add a new document, draw a caret 1\ on the Table of Contents where you 
want to the document to go and choose a piece of stationery from the Create 
menu. 

If you no longer need to refer to a document, you can delete it by drawing a 
cross out X on its entry in the Table of Contents. 

"I 

GO CONFIDENTIAL 
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CUSTOMIZING THE NOTEBOOK 

Using the Cork Margin 

The cork margin is an area at the bottom of the document where you can put 
GoTo buttons, new or embedded documents, and accessories. You have access 
to things you've placed there no matter where you are in the document. 

PenPoint doesn't print what's on the cork margin, so you can move buttons and 
closed embedded documents there when you don't want their icons or labels 
printed. 

The cork margin is always part of a 
document, but it's usually hidden 
from view 

To display it, draw a C in the 
document title line 

Draw a C again to hide it and 
everything on it 

(screen) contract with C drawn in title line; each of these elements aiready in the cork margin: 1st item 
should be new doc labeled Notes; 2nd item should be an embedded doc (the package letter); 3rd item 
goto button labeled "technical" (goes to word technical in item #1 of contract); 4th item goto button to 
Send Ust; 5th item calculator 

You can also show the cork margin by 
drawing a check .,f on the document 
title line to display the document option 
sheets and selecting Cork Margin on 
the Access sheet. 

1 

USING THE GO COMPUTER 
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CUSTOMIZING THE NOTEBOOK 

USING THE CORK MARGIN 

Use the cork margin when you want to annotate a document. To insert notes 
and instructions in the cork margin, draw a caret A to display the Create menu, 
and then tap to select a new piece of stationery. 

You might also move an existing document, such as a To Do list, to the cork 
margin so you can update it while working on the current document. To put it 
in the cork margin, copy or move it from the Table of Contents. 

Place GoTo buttons in the cork margin to turn quickly to parts of the 
document you want to see without having to scroll through the document to 
fmd them. To insert a GoTo button in the same document, select a word and 
draw the gesture for a GoTo button <ID in the cork margin. To insert a GoTo 
button to turn to a different document, select the document in the Table of 
Contents, and draw the gesture for a GoTo button <ID in the cork margin. 

To have easy access to an accessory, such as the calculator, copy the icon for it 
to the cork margin. 

GO CONFIDENTIAL 
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io change the location of a Goio b.utton in 
the 9ame document. gelect a new word and 
triple tap the button. Pen Point change9 the 
label to reflect the new location. 
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CHAPTER 9 

!P;i n-;i-~~-~d~',~~ d'''' 
Receiving Documents 
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Once you create a document you can print it, fax it, or send it as electronic 
mail. You can also receive incoming documents and faxes. If you're connected 
to a printer or afaxldata modem, you can print or send documents as soon as 
you've finished them. If you're not connected, PenPoint stores the document in 
the Outbox with your printing or mailing instructions. . . 

The equipmerityou normally use when you print or'inail a document comes 
with a device driver (the program that tells the GO Computer how to use it). 
You ins~all the,d~c:edriverwiththe Installer.the same way you install other 
progtams in your Notebook.. . 

After installing the driver in your Notebook. you set options for it in the 
Device notebook so that PenPoint knows. for example. which pon you'll 
connect it to. You only set these options once for each piece of equipment you 
plan to use. Thereafter. you choose the send and print commands to prepare 
the document. 

To find out how to install the equipment, read "Setup and Care". To learn how 
to copy the device driver to your Notebook and set options for the equipment. 
read "Installing Programs and Devices" in chapter 3. If you plan to use a printer 
on a network. refer to Connecting to a Personal Computer. 

USING THE GO COMPUTER 
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1 i 

Printing a Document 

Once you finish working on a document, you may want to produce a printed 
copy for your fIles or to send to someone else. Before printing the document 
you can format it by setting margins and adding headers and footers with the 
Print Setup command from the Edit menu. Then, when you're ready to print, 
choose the Print command. 

1 

1~~~Sing a Page Layout 

(object) print layout setup sheet 
figure U9-1 
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1 

2 

3 

3 

Choose Print Setup from the Edit 
menu 

Tap the arrow on the tide line to see 
the list of sheets and tap to choose 
the Layout sheet ifit's not already 
displayed 

Set the appropriate options 

choose a page layout 

.. choose a paper size 

.. write in the number of inches for 
each margin 

Tap the appropriate button 

You can print the document without 
changing the Print Setup options (PenPoint 
uses the default settings). When you 
change the options, PenPoint applies them 
each subsequent printing of that 
document. 

PRINTING, SENDING, AND RECEIVING DOCUMENTS 
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PRINTING A DOCUMENT 

'--~lg Headers and Footers 
L ............................. .J 

1 Choose Print Setup from the Edit 
menu 

2 Tap the arrow on the tide line to see 
the list of sheets and tap to choose 
the Headers sheet ifit's not already 
displayed 

3 Set the appropriate options 

A choose the Font and Size 

A write in the number of inches 
from the top of the page to 

header, and the bottom of the 
page to the footer 

A choose Yes to print a header or 
footer on the First Page 

A write in the text 

A write pg. to print the current page 
number 

A write dt. to print the current date 

A write nm. to print the document 
name 

3 Tap the appropriate button 

(object) print headers setup sheet; .5 for header and footer margins; left header FastPak Design; right 
header dt.; center footer pg. 
figure U9-2 

Print the document to see the headers and footers. 

USING THE GO COMPUTER 
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PRINTING A DOCUMENT 

~ing a Document 
l ............................... J 

You can print a document from its page in the notebook or from the Table of 
Contents. 

1 From the document. choose Print 
from the Edit menu 

2 Tap the following options to: 

A select a Printer 

A choose a Paper Size 

A print the entire document 

A write in the range of pages 

A write in the number of Copies 
you want printed 

A choose Collation Off to print 
multiple copies of each page; 
Collation On to print multiple 
sets of each document 

A write in the page number that 
should appear on the First Page 
you print (do this when want to 
have continuous pagination for 
separate documents) 

A To change a number. write the 
new number on top of the old 
one. 

Or. draw a vertical pigtail ~ on 
the number to delete it (to delete 
several, draw a scratch out 2 over 
them) 

3 Tap the appropriate button 

(screen) contract with Print selected on edit menu and overlay of Print option sheet, leader line to Pages 
(to show range) 
figure U9-3 

If you don't see the printer you want listed 
under Printer options, then you need to 
install a printer driver for it. Refer to 
"Installing Programs and Devices" in 
chapter 3 to learn how to do this. 

GO CONFIDENTIAL 
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PRINTING A DOCUMENT 

To print a document from the table of contents, select the document tide, 
choose Print from the Edit menu, and then follow the steps for printing a 
document. 

If you're connected to a printer, PenPoint prints the document; otherwise it 
stores the document in the Outbox with your print instructions. 

Information to be included in Beta on what steps to take when you reconnect to printer jm 
September24,1990 

If you're using letterhead, check to see how much space you need to leave for 
the imprint and adjust the document, header, and footer margins accordingly. 
If you routinely print your documents on letterhead, you might create 
stationery for it with the margins preset. To find out how to do this, read 
"Creating Customized Stationery" in chapter 4. 

USING THE GO COMPUTER 
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PRINTING A DOCUMENT 

r~ing Embedded Documents 
I 

c ••••.•••.••••••••••••••..•.•.• .! 

When you print a document, you also print all its embedded documents. 

To avoid printing an embedded document, move the document to the cork 
margin. You can find out how to use the cork margin in "Managing the 
Notebook" (chapter 8.) 

If an embedded document is near 
the end of a page, select Keep on 
Page to prevent the contents from 
being split between two pages 

To make sure that an embedded 
document always begins on a new 
page, select Begin on Page 

(object screen) Print Setup Layout sheet with print all contents and begin on new page selected 
figure U9-4 

If you have resized the embedded document, PenPoint prints whatever shows 
on the screen. To print the entire document without resizing it, choose Print 
All Contents. If the embedded document is closed, only its icon is printed. To 
avoid printing the icon, move it to the cork margin. 

To print the embedded document without printing the larger document, 
choose Print from the embedded document's Document menu. 

The larger document's Print Setup option sheets override the Print Setup 
options for the embedded document. If you want to format the embedded 
document with its own margins and header and footer information, set the 
appropriate Print Setup options for the embedded document and then select 
Print All Contents. PenPoint prints the embedded document starting on a new 
page using the settings you've selected and then returns to the options for the 
document that contains it. 

To avoid printing an embedded document. 
move the document to the cork margin. You 
can find out how to U!;e the cork margin in 
"Managing the Notebook" (chapter 8.) 

GO CONFIDENTIAL 
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PRINTING A DOCUMENT 
: ........ u···_·················i 

i Reor~ering the Print Queue 
1 ................................ 1 

When you're not connected to a printer and you choose Print, PenPoint places 
the document in the Outbox. Later when you're connected to the printer, 
PenPoint prints the documents· in the order that they're listed in the Outbox. If 
you need to print one of the documents that appearslater in the queue, you can 
change the printing order by moving the document you want to print to the 
top of the list. 

USING THE GO COMPUTER 
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CHAPTER 10 

Filing Documents 



Managing the contents of the GO Computer is similar to managing the 
contents of a looseleaf binder. Periodically, you remove pages you've finished 
working with or won't need until a later date. Some documents get discarded, 
others copied for your fues or for a colleague. You perform these filing tasks by 
copying and moving documents to and from disks. 

You'll most often transfer documents from the GO COl11puter to a disk: 

v' to keep backup copies on disk 

v to use the space in the notebook most efficiently 

v' to work with them on a Pc. 

You'll most often transfer documents to the GO Computer from disk: 

v' to move documents stored on disk back to the GO Computer so you can 
work on them again 

v' to work on a document created by someone else 

V' to restore an earlier version of a document 

v to work on documents created on a Pc. 
You can transfer documents between the GO Computer and any connected 
disk, such as the GO floppy disk. If you're using a new floppy disk, PenPoint 
will prompt you to format it when you insen the disk in the disk drive. If you 
have GO TOPS, you can transfer documents to and from a PC disk or network 
disk. (The "Setup and Care" chapter explains how to connect the GO 
Computer to a GO floppy disk or to a PC; Connecting to a Personal Computer 
explains how to use TOPS.) 

You transfer documents by copying or moving them from the Notebook Table 
of Contents to the diskviewer a table of contents that lists the documents on 
disk. 

PenPoint stores documents in its own format, but you can continue working on 
them on a PC by changing the file format on the export sheet when you copy it 
to disk. Conversely, you can work on documents created on a PC by assigning 
a document PenPoint program on the impon sheet when you copy it to the 
Notebook. 
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To copy a document to a disk: 

1 Connect the GO Computer to a 
disk drive 

2 Tap the Disks icon on the bookshelf 

The diskviewer floats on the page 

3 Tap the icon for the connected disk 

4 From the Notebook Table of 
Contents, tap hold the document 
or section you want to copy, and 
then drag it where you want it to go 
on the diskviewer table of contents 

.5 Tap the close corner when you're 
done 

(screen) TOC with diskviewer floating on TOC; hold-drag capers to new location on diskviewer 
figure U10-1 
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Finding Out What's on a Disk 

l································j 

f 

Displaying the Diskviewer 
L .............................. J 

Whenever the GO Computer is connected to a disk, you can display a 
diskviewer to find out what's on that disk. 

You'll usually open the diskviewer from the bookshelf by tapping the diskviewer 
icon. (The diskviewer is also in Accessories.) 

You'll see an icon for each-disk drive you connect to at the top of the 
rI' I' PI' L 'T'r.TV" • . 1 .... ,.... , 
... lS.CVle'\ver • .I. or cxa...llple, WitH 1 Vr.) runnmg on me 1"'~ connectea to your 
GO Computer, you'll see the names of the volumes that you've published. 

For information about getting files to or 
from a PC d rive on a network. see 
Connecting to a Personal Computer. 

USING THE GO COMPUTER 
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FINDING OUT WHAT'S ON A DISK 

1 Connect the GO Computer to a 
disk drive (to see the contents of a 
floppy disk, insert it in the drive) 

2 Tap the Disks icon on the bookshelf 
to float the diskviewer 

3 Tap the disk icon to see the 
contents of a disk 

.. tap the disk name to hide them 

.. flick on the page to scroll the 
diskviewer 

Directories organize information 
on disk. They may contain 
PenPoint documents and sections as 
well as PC files and subdirectories 

.. Double tap a section or a 
directory tide to see a list of its 
contents 

.. document created on a GO 
Computer 

.. document created on a PC 

.. document created on a GO 
Computer but exported in a PC 
file format 

4 Tap the disk name to close the icon 

5 To see the contents of another 
floppy disk, draw a cross out X over 
the disk icon to eject the disk and 
insert another floppy disk 

6 Tap the close corner when you're 
done 

(object) Disks icon; (screen) TOC with diskviewer floating on TOC and leader lines: 
for disk name (not name under icon but name on diskviewer menu line): "Sales & Products" 
for section: "Sales Reports" 
for GO doc: "Sales by Region 
for exported doc use "Weekly Report" 
for PC doc: "DISTSALE.TXT" figure U10-2 
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If you connect to .another di6k while working 
with the di6kviewer or reconnect to .a 
volume on .a network .and you don't 6ee the 
volume'6 icon, choo6e Refre6h from the View 
menu to di6pl.ay it. 
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FINDING OUT WHAT'S ON A DISK 

You can also eject a disk by choosing Eject & Forget or Eject & Remember 
Eject & Forget doses the icon and ejects the disk. Eject & Remember ejects the 
disk but continues to display the icon. Since the disk is no longer connected, 
the icon is dimmed. However, PenPoint remembers what's on the disk. Use this 
command when you 'want to copy documents from one floppy disk to another. 
If you' choose Eject & Remember and then decide you don't need to work with 
the disk, you can close and dismiss the dimmed icon by tapping the disk name. 

_._-_ .. _------------_._---
, 

As a shortcut you can draw a cross out 1 

X on the disk icon for Eject & Forget ; 
and the letter E on the icon for Eject & : 
Remember. i 
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FINDING OUT WHAT'S ON A DISK 
:--···-----1 

I crea~ing Diskviewer Stationery 
l... ........................... .l 

[ ............................... ] 

If you often connect the GO Computer to several disks, for example to a PC on 
a network, you may find it more convenient to create diskviewer stationery 
that's preset for the disk you use most often. 

You create diskviewer stationery by copying the diskviewer into the stationery 
notebook. If you want, you can add it to the Create menu by tapping its Menu 
box in the stationery notebook. You can then create a new document in the 
usual way by drawing a caret A in the table of contents where you want the 
stationery to go, and selecting a piece of diskviewer stationery from the Create 
menu. 

You work with the diskviewer document as you would any document. That is, 
you can float it, move it to a different location in the notebook, and attach a 
tab to it. 

i Findilng Out More About What's on Disk 
, , 
L. .............................. ! 

The diskviewer menus are similar to the Table of Contents menus. Commands 
on the View, Son, and Show menus give you more information about the 
documents, such as its size, the type of program used to create it, and the date 
on which you last changed it. You can use these commands, for example, to see 
which is the most recent version of a document you've stored on disk. 

To find out more about the disk: 

(object screen) About dialog 
figure 10-3 

1 Choose the About command on 
the Volume menu 

The total space on disk and the 
amount of space remaining 

Read Only tells you whether you 
can copy or move information onto 
the disk (if you can Read Only will 
be No) 

To change a disk so you can copy or move information on it, eject the disk, and 
then push up the tab covering the hole on the upper right side of the disk so 
that it no longer blocks it. 

:---_ ... _._--_._ .....• _ ......... _ .... __ ... _--_ ......... _. __ ........... _ .. _-_ .. _-... -......... _ ... . 
, 

A6 a 6hortcut you can draw a check'; on 
the di6k icon to 6ee the About option 6heet 
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FINDING OUT WHAT'S ON A DISK 

--~~ing New Directories 
t .............................. .J 

You can organize the contents of a disk by creating a directory and then moving 
PenPoint sections, documents. as well as PC files in them. 

(object) diskviewer; Edit menu with Make Directory selected; 

1 Tap a title to select a location for 
the directory (selecting a location 
within a directory creates a 
subdirectory) 

2 Choose Make Directory from the 
Edit menu 

3 Double tap to open the directory 

4 Move the documents into the 
directory by pressing and holding 
on the document title and then 
dragging it so that the pen point is 
aligned with the "Empty" 
placeholder document 

(object) Sales & Products disk: in Sales Region Dir. make new Dir and move section Sales Visits into it 

figure U10-4 

The diskviewer is preset to list titles 
alphabetically, so the new directory is ! 
placed under the d's. You can rename it ! 
in the usual way. . 

USING THE GO COMPUTER 
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FINDING OUT WHAT'S ON A DISK 
r-----I 
i I 

I Ren~ming a Disk and its Documents 
, I 
: I 
; I :. ............................... , 

r-----···-1 

You can rename the title of any connected disk by drawing a circle 0 on the 
icon and changing it in the editing pad or by choosing About from the Volume 
menu and writing in a new name. To rename a document or directory, draw a 
o on the tide and change it in the editing pad or choose the Rename command 
in the Edit menu. 

To review the procedures for renaming a document see "Creating and Using 
Documents" (chapter 3) and "Editing Labels, Document Tides, and Fields" in 
chapter 6. 

i Deleting Documents from the Diskviewer 
L..._ ...... _._ .. _ ........ l 

To delete a document from disk, draw a cross out X through the title, or select 
the title and choose Delete from the Edit menu. You'll see a confirmation 
message. 
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Transferring Documents 

I··~~:~ferrlng Documents and SectiOME; to and from the Notebook 
; I 
L ............................. J 

You transfer documents from the GO Computer to a GO or PC disk by 
copying or moving them from the Notebook to the disk shown on the 
diskviewer. 

Transfer documents to disk to make backup copies. free up more room on the 
GO Computer. and keep the notebook up-to-date. To continue working on it 
on another computer, expon it. See "Convertinj:! a PenPoint Document to 2. PC 

~ c 

Format" in this chapter. 

1 Connect the GO Computer to a 
disk drive 

2. Tap the Disks icon on the bookshelf 
to float the diskviewer 

3 Tap the icon for the connected disk 

4 From the Notebook Table of 
Contents. tap and hold the 
document or section you want to 
copy, and then drag it where you 
want it to go on the diskviewer 
table of contents 

.5 Tap the close corner when you're 
done 

(screen) TOC with FastPak Design contract being moved from TOC to Contracts section on diskviewer 
figure U10-S 

Most of the time you'll want to open a disk before copying or moving a 
document to it to see where to put the document. However, you can transfer a 
document to a disk icon when it's closed. When you open the icOn later, you'll 
see the document listed alphabetically with the other contents on disk. 

To tr8nsfer a document or section to 
the Notebook. simply reverse the 
procedure above. If you're copying a file : 
from another computer. PenPoint 1 

displays the Import sheet and asks you : 
what program to use with it. ! 

---. ______ ._ ....... ___ ... __ .... _ ..... _ .. _ ..... _ ... ___ . ___ ... _ .. __ ........... _.1 
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TRANSFERRING DOCUMENTS 

f····_·········_·_···········l 

Tran~ferring Documents Between Disks 
1 ................................ 1 

You can use the diskviewer to transfer documents between disks. You might do 
this to consolidate all the client documents stored on various floppy disks to 
one disk, or to make a copy of a document you keep on your hard disk. 

1 Connect the GO Computer to a 
disk drive 

2 Tap the Disks icon on the bookshelf 
to float the diskviewer 

3 Tap the icon for each connected disk 

4 Press hold then drag the document 
to its destination 

show diskviewer with hard disk and floppy disk TOCs displayed and ·Quarterly sales rept" being dragged 
from hard disk TOC into "New Sales Rep· floppy disk TOC 
figure U10-7 

GO CONFIDENTIAL 
SEPTEMBER 26, 1990 

FILING DOCUMENTS 
II 



TRANSFERRING DOCUMENTS 

Sometimes the document you want to transfer to a floppy disk is stored on 
another floppy disk. Since you're using a single disk drive, you'll need to eject 
the first disk and insert the second to transfer the information! 

1 Connect the GO Computer to a 
disk drive and tap the Disks icon to 
float the diskviewer 

3 Tap the floppy disk icon to see its 
contents 

4 Draw the letter E on the icon to 
eject the disk (or choose Eject & 
Remember from the Volume menu) 

S Insert a second floppy disk 

6 Tap the icon to see its contents 

1 Copy or move the document from 
one disk to the other in the usual 
way. (PenPoint prompts you to 
reinsert the disk. Continue 
swapping disks until PenPoint 
completes copying the data.) 

(screen) diskviewer with "Sales & Products" floppy disk open and Eject & Remember selected from 
Volume menu 
(screen) diskviewer with "Sales & Products" Toe dimmed. and TOC for second floppy (labeled "New 
Sales Rep") open (no docs in it): 
show "New. Product Ideas" section from the "Sales & Products" being copied to "New Sales Rep" disk 
figure U10-8 

"' .. _ .. _-----.. _._._ ... _._--_ ......... _ ... _ ... _-_ ..... ---_. __ .. __ ._] 

To close and dismiss a dimmed icon, tap i 
its disk label. . 
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Copying and Duplicating Disks 

The Volume menu has two commands that let you copy the contents of a disk 
to another disk. 

Choose the Duplicate command to make an exact copy of a floppy disk onto 
another floppy. 

Choose the Copy Contents command to copy the entire contents of a directory 
on another disk. For example, you might copy all the new hire contracts you've 
stored on a floppy disk to the personnel directory on your hard disk. 

To duplicate a disk: 

1 Connect the GO Computer to a 
disk drive 

2 Tap the Disks icon to float the 
diskviewer 

:; Tap the floppy disk icon to see its 
contents 

4 Draw the letter D on the icon (or 
choose Duplicate from the Volume 
menu) 

PenPoint begins to duplicate the 
disk and shows you the amount it's 
copied 

Insert a second floppy disk when 
PenPoint prompts you for the 
destination disk (if the disk is 
unformatted PenPoint formats it) 

Insert the first floppy disk when 
Pen Point prompts you for the 
source disk 

5 Continue swapping disks until the 
percent completed is 100% and the 
message is no longer on the screen 

(screen) diskviewer with ·SaIes & Products· floppy disk open and Duplicate selected from Volume menu 
(Object) insert destination disk msg; (object) insert source disk msg figure 10-9 

If you duplicate a disk onto an unformatted disk, PenPoint automatically 
formats the disk before copying the contents onto it 

GO CONFIDENTIAL 
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COPYING AND DUPLICATING DISKS 

To copy the contents of a disk to a 
directory on another disk: 

1 Connect the GO Computer to a 
disk drive 

2 Tap the Disks icon to float the 
diskviewer 

3 Tap hold the floppy disk icon until 
you see the. moving double-dashed 
lines 

4 Drag the disk icon to its destination 

(If you're dragging it to a directory, 
lift the pen when the disk icon is 
aligned with other documents 
within the directory) 

(screen) TOO with 2 diskviewers on it one for the hard drive (SW Regional Sales directory open); the 
other "Sales & Products" floppy disk (open? icon selected??) Copy Contents selected from Volume 
menu; 
(screen) TOO with 2 diskviewers and Sales & Products icon dragged into SW Sales directory on hard disk 
figure 1~10 

You can also copy the contents by choosing Copy Contents from the Volume 
menu, and then dragging the disk icon to another volume or directory on the 
diskviewer. 

Copy Contents will be implemented in the Beta release. jm September 25,1990 

.............................................................................................................................................. j 

You can al90 coPy the content9 by 
choo9ing Copy Content9 from the 
Volume menu. and then dragging the i 

di9k icon to another volume or directory i 
on the di9kviewer. ) 
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Converting a PenPoint Document 
to a PC Format 

PenPoint stores your documents in the PenPoint format. To work with a 
PenPoint document on a different computer, you need to conven the 
document from a PenPoint me format to one that is compatible with the 
program that you'll be using. Consult your PC manual if you're not sure what 
me formats the PC program accepts. 

You assign a document a PC file format by exponing it. 
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CONVERTING A 
T 0 A 

PENPOINT DOCUMENT 
PC FORMAT 

1 Connect the GO Computer to a 
disk drive 

2 Select a document to export from 
the Table of Contents 

3 From the Table of Contents, choose 
Export from the Document menu 

You'll see the Export sheet with the 
title of the document you've selected 

4 To assign the document a different 
name on disk: 

£ draw a X through the title and 
write in a new name 

£ Or, tap the title to change it in 
the editing pad 

.5 Tap to select a file format if 
necessary 

6 In the Destination section, tell the 
GO Computer where to put the 
document. Tap to open the disk 
icon and then select a location 

'7 Tap Export to export the document 

The GO Computer transfers the 
document to disk, lists it 
alphabetically, and closes the 
Export sheet 

Tap Cancel to close the Export 
sheet without exporting the 
document 

(screen) TOC with New Package Design Letter selected and Export selected on Document menu (this 
part is so straightforward we could drop this part of the figure to shorten it) 

(screen) TOC with Export sheet, name rewritten in editing pad to ·PkgLtr.RTF" (we'll skip the step of how 
to clear the pad and just write in the new text); tap gesture on file format; tap on New Products section of 
Sales and Products floppy disk (this is where the New Pkg letter will be exported to) 
figure U10-11 

Refer to "Editing Labele. Document 
Titlee. and Fielde" (Chapter 6) to learn 
more about editing document namee. 
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CONVERTING A PENPOINT DOCUMENT 
TO A PC FORMAT 

In your Notebook you can have a document title that includes several words 
with spaces between them. On many PCs, however, the convention for naming 
documents requires titles of 8 characters followed by a period and 3-letter 
extension to identify the file format, for example NewProd.RTR 

If you don't rename something with a long title, the PC may truncate it when 
. you expon it. For example, if you expon a document called "New Bottle 
Design" in ASCII format. when you look at the document on your PC 
directory, you'll see a document entitled "New_Bott.txt" (the PC insens an 
underline instead of a space). 

GO CONFIDENTIAL 
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Converting a PC Document 
to a PenPoint Document 

Sometimes you'll want to work on documents. created originally on the Pc. 
For example, you might wish to add details to a sales plan prepared by a. 
colleague. Or, you might decide to work further on a document you'd already 
exported to the Pc. 

You transfer documents back to your Notebook copying or moving them from 
disk to the Notebook. If you're copying a PC file or a document you previously 
exported, PenPoint automatically displays the Import sheet and asks you what 
program you want to use with it. 

To import a non-Pen Point document ! 
without choosing a program select None! 
from the Import to options. When you 
turn to the document later, PenPoint , 
asks you which program to use with it. i 
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CON V E R TI N GAP C DO CUM E N T 
TO A PENPOINT DOCUMENT 

1 Connect the GO Computer to a 
disk drive 

2. Tap the Disks icon to display the 
diskviewer 

3 Tap the Disks icon to see its 
contents 

4 Tap then press and drag the 
document you wish to import to its 
destination on the Table of 
Contents 

PenPoint displays the Import sheet 

5 To change the document name: 

A draw a X through the tide and 
write in a new name 

A Or, tap the tide to change it in 
the editing pad 

6 Tap to select a program 

7 Tap Import to import the document 

Pen Point copies the document to 
the Notebook and closes the Import 
sheet 

Tap Cancel to close the Import 
sheet without importing the 
document 

(screen) TOC diskviewer displayed for Sales and Products floppy disk and "DistSale.txt" doc being 
dragged to TOC: 

(screen) same as above except with Import dialog sheet displayed and Import to options showing with 
TextEditor selected 

figure U10-12 

GO CONFIDENTIAL 
SEPTEMBER 26, 1990 
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and Fielde" (chapter 6) to learn more 
about document namee. 
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Formatting a Floppy Disk 

Before you can use a disk in the GO Floppy disk drive, you need to format it. 
The first time you put an unformatted disk into the GO floppy drive you'll see 
a message asking you to choose a memory size for formatting. 

1 Insert the unformatted·disk into the 
drive 

You'll see a message informing you 
that the disk needs to be formatted 

2 Choose a memory size 

(If you don't know what the size is, 
eject the disk and check the size 
that's written on the metal shutter) 

If you've mistakenly inserted a disk 
with information on it you want to 
keep, tap Cancel to eject the disk 

3 Write in a name for the disk 

4 Tap Continue 

You'll see a message that shows you 
that the format is in progress 

When PenPoint finishes formatting 
the disk, the message disappears 
and if you have the diskviewer 
open, the disk icon appears there 

(2 object screens showing primary messages): 1 st asking whether to format disk, 2nd asking for the disk 
size and name 
figure 10-13 

You can also format a disk from the diskviewer by choosing Format from the 
Volume menu. You might do this to format a disk to a lower density or to 
quickly erase its contents. 

If you get a message telling you that 
the disk is a write protected volume, 
make sure you don't need the 
information on it. Then push up the tab . 
covering the hole on the upper right side! 
of the disk. . 

............................................................................................................................................ 
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Backing Up Your Notebook 

It's advisable to back up your Notebook periodically by copying it to a disk. 
Then if you have an error that causes you to lose data, you can restore your 
Notebook to itS original configuration. 

(screen) 
figure U10-14 

To back up the Notebook: 

1 Tap the Disks icon to open the 
diskviewer 

2 Tap to open the disks icon into 
which you want to copy the 
Notebook 

3 Tap then press the Notebook icon 
until you see the moving 
double-dashed line that tells you it's 
ready to be copied 

4 Drag the Notebook icon to the disk 

To find out how much space the Notebook will occupy on the disk, choose 
About from the Table of Contents' Document menu and check the Filed Size. 
Then compare this amount with the amount of space on the disk. (Choose 
About from the disk's table of contents' Document menu to see how much free 
space remains on the disk.) 
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The GO Computer 

Top edge view 

Expansion 
card slot 

Front view 

AC socket (to 
Travel Charger) 

Universal Screen 
Connector contrast 

slider 

Pen storage slot 
(sliding cover 
shown in closed 
position) 

Ir=====riiiif+--On/Off button 

---+--+--Pen-sensitive screen 

Face-down view 
(battery pack 
removed) 
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The GO pen 

Battery pac~ 
(cover down) 

Battery 
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Hardware Diagram Sheets Rev. 0.4 / Page 1 



GO Confidential 

The GO Floppy Disk Drive 

Rear 
Vlew 

SCSI Port (to hard 
drive or other SCSI 
device )------++-

Release 
button 

Connector slot (to 
Quick Charger) 

Disk eject hole 

Latch----__________ ~~~--__ ll1 
Floppy disk insertion slot ----.,;:..",.-~_1+_I1--+ 

LED power indicator 

Front 
Vlew 

9/24/90 

The GO floppy disk drive is used to transfer documents and programs 
between the GO computer and floppy disks. The GO floppy disk drive 
snaps together with the Quick Charger or directly to the GO computer with 
the base station cable. 
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The GO Quick Charger 

Front/right-side view 

AT Keyboard plug 

Serial port {to printer)-____ ~~~::_..... 

Base station cable __________ ~~ 
connector 

_-inch base station cable 
with Universal Connectors (to 
GO computer, PC, or Macintosh) 

Rear/left-side view 

Coupling latch for 
GO Floppy Disk Drive------++ 

RS422 AppleTalk connector 
serial/network port to PC or Mac -~-----+rl----i1-F. 

Connector slot (to GO ---------"1..,.-----1-
Floppy Disk Drive) 

AC power connector-------::~-------;!~~ 

--~ 

9/24/90 

-inch AC power cord ~ 
(to wall socket) ---=====CI-l 

The GO Quick Charger connects to the GO computer to quickly recharge its 
battery and to provide AC power for computer operation. The Quick 
Charger snaps together with the GO Floppy Disk Drive to provide power for 
simultaneous computer and disk drive operation. The Quick Charger also 
provides ports that can connect the GO computer with serial printers and 
RS232 devices, AppleTalk and TOPS networks, PC or Macintosh computers, 
and an AT computer keyboard. 
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The GO Travel Charger 

AC power cord to AC 

socket on 'S::r 

Ar'.. nn\M~r 
....... ... ..... ...,. --------~Ik-+tI!I1IIICIII 
connector 

AC power cord 
to wall outlet 

/ 

The Go Travel Charger connects the GO computer to an AC power outlet for 
recharging the computer's battery, and to provide power for computer 
operation. The Travel Charger includes an AC power cord with standard 
wall outlet plug. 
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When the special tip of the GO Pen wears down too much, continuing to use 
it can cause damage to the GO Computer's screen. Four replacement pen 
tips and the GO Pen Tip Remover tool are supplied with the GO Computer 
so that you can easily make this replacement. 

The GO Pen Tip Remover 

1. Squeeze the GO Pen Tip Remover 
together so that it grasps the worn 
down white pen tip. 

2. Gently pull until the worn tip is 
released and slips out of the pen. 

3. Insert one of the extra pen tips into 
the pen and press it in with your 
thumb until it clicks into position. 

Spare GO Pen tip 
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How to Use this Manual (To Come) 
If You are Connecting to One Personal Computer (PC) 
If You are Connecting to a PC on a Network 
If You Want to Learn about TOPS 
If You Want to Copy. Move. or Print a Document 
If You Have a Problem 
If You Want to Know What a Term Means 

Chapter 1: What Connecting Does for You (To Come) 
What PenPoint Provides 
The Way Information Flows 
How Your GO Computer Connects to a PC 
How TOPS Lets Your GO Computer and PC 

Communicate 
When Your PC is Part of a Network 

Chapter 2: QuickStan 
~'hat You Need 
A Bird's Eye View of the Installation Process 
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Chapter 2 
Quick Start 

The PenPoint operating system in your GO Computer lets you exchange 
documents, programs, and fonts with an MS-DOS personal computer (PC). 
The PC must be prepared for file access, though. You get the PC ready by 
installing a program called TOPS. 

In general, to install TOPS on your PC, you should follow the detailed 
instructions in the manuals that accompany the TOPS products. This chapter 
adds some specific recommendations to make TOPS work smoothly with your 
GO Computer. 

This chapter also provides you with an overview of the process of connecting 
the computers via a TOPS FlashCard, TOPS TeleConnector, GO cables, and 
the TOPS software. 

Alpha Note: When you receive the beta version of the PenPoint 286 operating 
system, you will be able to use a GO-supplied asynchronous cable to connect 
your GO Computer to a serial port on your Pc. Using this cable, you will be 
able to exchange files without a TOPS FlashCard and TOPS TeleConnector. In 
addition, you will be able to connect to an Apple Macintosh computer using 
another GO-supplied cable. (Stay tuned!) 

What You Need 
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To prepare an MS-DOS personal computer to exchange files with your GO 
Computer, you need the following: 

./ A TOPS FlashCard. a TOPS TeleConnector, and the TOPS program 
Version 3.0 or later(available from your computer dealer) 

" A PC with a hard disk 

./ A cable to connect the PC with your Quick Recharger or GO Computer 
(available from GO). 

QUICK START 
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A Bird's Eye View of the Installation Process 

To prepare the PC to exchange files with your GO Computer, you need to: 

1. install a TOPS FlashCard in your PC 

2. connect a TOPS TeleConnector cable to the TOPS FlashCard, and from 
the end of the TeleConnector, string a GO cable to your Quick Recharger 
or GO Computer 

3. install a program called TOPS on your PC hard disk 

4. customize the TOPS program for your particular situation 

5. specify the PC directories you want to make available to the GO Computer 

6. load TOPS onto the GO Computer (only necessary in this alpha release) 

7. verifY dlat you have succeeded in establishing the connection between the 
two computers 

You'll find the instructions for all these steps - except plugging in the GO 
cable - in the manuals that come with the TOPS FlashCard, TOPS 
TeleConnector, and TOPS program. In this chapter, we provide a few extra 
recommendations that will help make your TOPS program work at its best 
with the GO Computer. 
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Installing the TOPS FlashCard 

The TOPS FlashCard sits in a slot inside your PC and carries information from 
the PC to an external cable known as the TOPS TeleConnector. The 
TeleConnector ends in a box which accepts the GO cable leading to your 
Recharger or GO Computer. When you install the TOPS program, it uses the 
FlashCard and the linking cables to transfer files back and forth between the 
MS-DOS computer and the GO Computer. 

TOPS and the TOPS FlashCard can use several different ways to send messages 
known as interrupts to the PC operating system, MS-DOS, and several 
different paths to exchange information with a high-speed area in the 
computer's memory known as Direct Memory. Unfortunately, MS-DOS does 
not offer many different methods or paths, so you may encounter a conflict 
between TOPS and the software that allows you to communicate with another 
network or some piece of hardware. If you have connected your PC to a 
network other than TOPS, 16-bit cards, or a second serial device, you should 
get out their manual to see what options you chose for interrupts and Direct 
Memory Access. 

If you are installing a FlashCard for the first time, follow the FlashCard manual 
to make these changes: 

" If you anticipate no conflict, or if you have to use two serial ports, leave the 
Interrupt Jumper Oint) set to Interrupt Request #2 (lRQ2). 

" If you anticipate a conflict with some other device such as a 16-bit card 
(which uses IRQ2), and do not need to use a second serial port, set the 
Interrupt Jumper Oint) to Interrupt Request #3 (IRQ3). 

" If you already have another network's card installed in your PC, and if you 
are going to be using extended memory for TOPS (a good idea), TOPS will 
be using IRQ5, so you need to set the other network's Interrupt Request to 
IRQ? 

" Use the Direct Memory Access Jumpers Odl and Jd2) to set the Direct 
Memory Access Acknowledge line and Direct Memory Access Request line 
to 3 (DACK3 and DRQ3), but recognize that there may be a conflict with 
any other device or card that has been set up to use Direct Memory Access, 
so you may have to assign the other device DACKl and DRQ1. 

" If another device uses the same address for input and output as TOPS 
(TOPS uses 398), you may need to change the jumpers on the FlashCard to 
another address, or change the address for the other device, to avoid a 
conflict. 

Leave the other options with their default values. 

QUICK START 
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If you have already installed a TOPS FlashCard and TOPS TeleConnector, you 
do not need to re-install them, or to change any of the jumpers. Attach the GO 
cable to the box at the end of the TOPS TeleConnector, customize the TOPS 
program as oudined in this chapter, then load the software, and start to transfer 
fIles. If you encounter any difficulties, change the jumpers as recommended 
here; if you· still have difficulties, please call the GO Hodine to discuss your 
situation and find out how to adjust your jumpers. 
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Connecting the Cables 

The TOPS TeleConnector is a cable that attaches to the FlashCard. It ends in 
a box that accepts one or two phone jacks. Follow the directions that come in 
the TOPS TeleConnector box. 

One end of the cable supplied by GO connects to the TeleConnector box. The 
other end plugs into your Recharger or the GO Computer. 

If your PC is already part of a TOPS network, another cable should lead from 
your PC's TOPS TdeConnector box to a similar box attached to the next PC 
in the network. If your PC is not part of a TOPS network, be sure to insert the 
terminal resistor in the second slot, to prevent static on the line. 

If you wish, you may use another GO cable to connect a second GO Computer 
to the same Pc. Just remove the terminal resistor from the box at the end of 
the TOPS TeleConnector, and plug in the second GO cable. 

Cabllng diagram, showing which end of the TOPS TeleConnector to plug into the 
FlashCard, and how; how to plug one end of the GO Cable into the TeleConnector 
box, and the other end into Recharger or GO Computer; also show a terminal 
resistor in the second slot of the TeleConnector box. 

QUICK START 
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Installing TOPS 

TOPS is the software that makes some or all of the files on your PC hard disk 
or floppy disk available to you when you are using me GO Computer. You 
need to install TOPS on your hard disk; the program and its relatedilles Will 
take up about 2.5 megabytes of space. 

To install TOPS, use the TSETUP program, and follow the instructions in the 
manual titled TOPS User's Guide to File Sharing and Printingfor DOS. We 
recommend that you allow the TSETUP program to modify the PATH 
statement in your AUTOEXEC.BAT file so that you can run TOPS from any 
directory on your Pc. 

CONNECTING TO A PERSONAl. COMPUTER 
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Customizing TOPS 

To customize TOPS for your own situation, you should continue using the 
TSETUP program, choosing C on the Main Menu to configure the software. You 
need to carry out three tasks: 

" Configuring the Driver interface card (your FlashCard) 

" Configuring your system (describing your system to TOPS) 

" Configuring Client/Server networking options (defining what you want 
TOPS to do to make your PC act as a file server, providing file storage for 
the GO Computer). 

In configuring the Driver Interface card, you should work only on the 
FlashCard options. If you changed jumpers on the FlashCard, you should say 
so now. (We recommended that you change the Board IRQ Line to 3 and the 
DMA Channel to 3). 

In configuring the system, that is, describing it to TOPS, we recommend that 
you: 

" Use extended memory so that you can run other programs at the same time 
as TOPS. 

" Assign your PC a meaningful station name (up to 16 characters). 

" Fill in the Disk Drive Map carefully and completely, typing an F for the 
floppy drive A, F for Drive B even if your PC does not have a drive installed 
there, an F for each floppy or removable-disk drive attached to your PC, an 
H for each hard disk or RAM including any available on a network, and U 
for any unused drive. There are positions for 26 drives, one for each letter 
of the alphabet. If your PC is connected to a network that provides file 
servers named N, 0, and P, you would space over to the slots reserved for 
N, 0, and P, and type an H in each position. The drive map tells TOPS 
where to look for available ftles. 

" Accept the default print file directory unless you have already set up another 
one. 

" Create meaningful names for any printers directly connected to your Pc. 

" If your PC is pan of a TOPS network that contains more than one Apple 
LaserWriter, Apple ImageWriter, or Apple LQprinter, and you want to 
specify a particular printer as the standard one, specify its name, type, and 
zone. (A zone is usually one work group's pan of a larger TOPS network.) 
If you don't have a preference, leave the equal sign, meaning that TOPS can 
use any available printer. If you have no zones in your TOPS network, 

QUICK START 
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leave the asterisk, indicating that TOPS should not bother looking for other 
zones. 

In configuring Client/Server Networking options remember that for the GO 
Computer, the PC is only a server. The PC exists to provide file storage for the 
GO Computer, but the PC itself cannot act as a client, copying files from the 
GO Computer. You cannot sit at the PC keyboard andsend files to the GO 
Computer or bring files from the. GO Computer to thePe. You use the GO· 
Computer to copy and move the' files in both directions. If you have been using 
a TOPS network, you can continue to use your PC as a client to copy files to 
and from other PC's volumes. In the Client/Server Networking options, we 
recommend: 

" If your PC is pan of a TOPS network, choose to be a File Client, Network 
Printer Client. Remote Printer Client, Local Printer Client, and File Server. 
If your PC· is not pan of a TOPS network, choose to be a File Server. 

" If your PC is pan of a TOPS network that consists only of MS-DOS PC's, 
select PC-only Server. 

" Choose to make your PC a Print Server, so that the GO Computer can use 
the printer attached to your Pc. 

When you have completed the configuration process and left the TSETUP 

program, you should add the line caliloadtops to your AUTOEXEC.BAT file as 
recommended in the TOPS user's guide. That way, TOPS will be loaded 
whenever you turn on your Pc. 

To run TOPS from the MS-DOS prompt, type top5menu. That brings up a 
series of menus offering you the commands needed to publish a volume, 
making its directory available to the GO Computer. 
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Specifying the Directories to Make Available 
to the GO Computer 
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With TOPS you need to publish the disk drive or directory containing the files 
you expect to exchange with the GO Computer. The disk drive or directory is 
known as a volume. Publishing makes the files in the volume available to the 
GO Computer. and lets the GO Computer store files in the volume. 

You will find instructions in the TOPS User's Guide. and in this book, for 
publishing. If you are on a TOPS network, make sure that you only publish 
volumes that you want made public, because any other PC on the network can 
look through the ftles in a published volume. You cannot protect a volume 
with passwords if you want to use the volume with your GO Computer. 

Beta Note: In the beta version of Pen Point you will be able to load the 
PenPoint operating system, software, or fonts from a published PC volume. If 
you want to store the PenPoint operating system, software, or fonts on your PC 
hard disk, you will need to go the root directory of any published volume, 
create a directory called PenPoint, and subdirectories with exactly the same 
names as those on the floppy disks that come from GO. For instance, the 
PenPoint operating system appears in a subdirectory called BOOT under the 
directory PEN POINT; some applications appear in a subdirectory called APPS 

within the PEN POINT directory; and fonts appear in a subdirectory called FONT 
within the PEN POINT directory. Once you have stored the PenPoint materials 
in the proper subdirectories, you will be able to use the Pen Point installer to 
load them into the GO Computer, as described in chapter 4, "Exchanging 
Files." 

QUICK START 

9 



Loading TOPS on the GO Computer 

Normally. you will not need to load TOPS on the GO Computer. TOPS will 
come built into the PenPoint operating system. But in the alpha release of 
PenPoirit. youileed to install TOPS yoursel£ 

1 Put the Services Disk into the 
Recharger. 

A Quick Installer appears. 

2 Select TOPS 

3 Tap the Install button. 

To confirm that TOPS has been installed. open the Installer. and turn to the 
Services page. You should see TOPS listed. 

To have TOPS loaded any time that you have to restart the GO Computer. 
open the GO file Service.INI in the subdirectory BOOT in the directory 
PenPoint on Disk 1. Add the line \\DISK4\PenPoint\Service\TOPS 
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Verifying the Connection 

To make sure that TOPS is running on your PC, turn to your GO Computer, 
double tap the icon of the diskviewer in the bookshel£ You should see icons for 
each published PC volume at the top of the diskviewer page. 

If you don't see the published volumes, check all your cables, make sure that 
you have loaded TOPS on your PC, and try again. If the diskviewer still does 
not show your published volumes, try setting up TOPS on another PC, to 
eliminate the possibility that the problem lies in MS-DOS. 

To make sure that PenPoint is using its own version of TOPS , open the 
Installer, turn to the Services Page, and make sure that TOPS appears in the list 
of installed servkes. 

QUICK START 
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And Now ... 

You're ready to transfer documents, software, fonts, and other Pen Point 
materials between your GO Computer and the published PC volumes. 

" For step-by-step procedures for preparing your PC and publishing, see 
chapter 3, "Working with Files on the Pc." 

" For instructions on exchanging files, see chapter 4, "Exchanging Files. " 
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Chapter 3: 
Working with Files on the 

PC 
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With TOPS running on the PC connected to your GO Computer, you can use 
any PC disk drive or directory to 

" store back-up copies of documents you create on the GO Computer 

" store PC documents you intend to conven to PenPoint format, to impon 
into the GO Computer 

" make some documents available to colleagues who share the PC or have 
PC's on the network 

" store programs that you want to add to your GO Computer 

" store the software that can restan the GO Computer 

" store fonts you may want to use when you work on the GO Computer, or 
when you print. 

The PC disk drive or directory is known as a volume. On your PC, you can use 
regular MS-DOS commands to copy files directly from floppy disks into a PC 
volume such as a directory on your hard disk. And on your GO Computer, you 
can use the Disk Viewer to move or copy documents, fonts, and applications to 
or from the PC volume. 

To be able to see the contents of a PC volume on the screen of your GO 
Computer, you first need to publish that volume. Publishing makes the 
contents of a disk drive or directory visible to your GO Computer. You publish 
using TOPS on the Pc. 

This chapter explains how to use TOPS on the PC to prepare for file transfer 
between the PC and the GO Computer. You will learn how to: 

" stan TOPS on the PC 

" publish a PC volume 

" check exactly which volumes you have already published 

wOlldng willi flies on"'. PC 
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" rename a volume 

" set up some form of restricted access (important if you need to preserve 
some documents unchanged) 

" unpublish a volume. 

For iI;lformation on copying files from a flpppy disk to your PC hard drive, 
please loqk up the Copy command in your MS-DOS manual. '. 

For information on transferring files between the two computers, see chapter 6 
("Exchanging Files"); and for information on restarting the GO Computer 
from the PC, see chapter 4 ("Exchanging Files"). 
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Starting to Use TOPS on the PC 

There are two occasions on which you must start TOPS on the PC: when you 
want to publish a PC volume, making it available to your GO Computer, and 
when you want to transfer files between your GO Computer and the PC 
volume. 

When you installed TOPS on the PC, as described in chapter 2, "Quick Start," 
we suggested that you modify your AUTOEXEC.BAT file so that TOPS would 
start whenever you turn on your pc. During startup, a number of messages 
should appear announcing that the PC is loading various pieces of TOPS. 

If you did not modify the AUTOEXEC.BAT file so that TOPS will start whenever 
you turn on your PC, or if you are not sure whether TOPS was loaded, go to 
the root directory, type LOADTOPS, and press Enter. For instance, if you start 
your computer from drive C, the root directory prompt might be C:\> and your 
command would look like this: C:bLOADTOPS 

Once TOPS has been loaded, you return to the system prompt. You can now 
start to use TOPS. 

1 At the root directory, type 
TOPSMENU and press Enter 

You see the TOPS Main Menu. 
You are ready to use TOPS. The 
menus presented in TOPSMENU 
help you do all the work you need 
to on the Pc. 

Commands 

Instructions 

When preparing the PC to transfer 
files with your GO Computer, you 
will use the File Services option, 
which lets you publish the files on a 
volume, and the Remember option, 
which preserves your choices for 
future use. 

To exit to DOS, press Control-Q 

The TOPS Main Menu 
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Publishing a PC Volume 

In order to store documents, programs, or fonts in a PC volume,you need to 
publish it. Publishing makes the contents of a disk drive or directory visible to 
your GO Computer. In essence, you are rumingthe PC disk drive or directory 
into a file server, a device that serves you by providing storage for your ftles. 

Caution:PubHshing makes the volume public, so if your PC is on a TOPS 
network, other people using the network will be able to see whatis in the 
published volume, copy files from the volume, and store files in the volume. 

1 At the TOPS Main Menu, choose 
File Services and press Enter 

T~ h:~J..':~\... _~ ~_.: __ .. -- .L_ .. -
j, v J. ll)HUbl.", 4il vpuuu, u~c Ule up 

or down arrow 

The File Service Main Menu 
appears. 

Description of the highlighted 
option 

Options 

Instructions 

2 Choose Server Utilities and press 
Enter 

These options will help you make 
your PC act as a file server 
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The File Service Server Utilities 
menu appears. 

Lets you see what is in a disk drive 
or directory and publish the volume 

Lets you see which volumes you 
have already published 

Lets you see if the GO Computer is 
using one of the published volumes 
now 

Lets you decide whether to display 
your station name 

Publishing the Volume 

3 Choose Publish a Volume and press 
Enter 

Two screens: 

1) The TOPS Rle Service Main Menu 

2) The File Service Server Utilities Menu 

The File Service Publish-a-Volume 
screen appears. 

4 To publish the entire contents of 
your hard disk, type its drive letter, 
for example, C, and press Enter 

If you only want to publish a 
particular directory on a disk - not 
the entire contents of the disk -
type the disk's drive letter, then 
press F 1. A list of directories 
appears. If you want to display 
nested subdirectories, select a 
directory and press FI again, until 
you see the directory you want. 
Highlight the directory, and press 
Enter. 

TOPS displays a pathname leading 
to the disk drive or directoty 

5 To confirm that this is the drive or 
directory you want to publish, press 
Enter 

GO Conliclenlial 
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6 Type a meaningful name for the 
volume (up to 16 characters) and 
press Enter 

This is the name that will appear in 
the diskviewer on your GO 
Computer 

TOPS now asks if you want to 
assign a password. To make sure 
your GO Computer has access to 
the volume, you should choose No. 

7 Do not type in a password. Press 
Enter to indicate you do not want a 
password . 

8 Define the kind of access you want 
to give yourself 

" If you want to protect all 
the files in this volume from 
being changed accidentally, 
press Enter to confirm that 
you want the files you open 
to be Read-Only (R) 

" If you want to be able t<l 
place new files into this 
volume and change the fIles 
that are already there, 
choose RW for Read-Write 
and press Enter 

8 Press fucape twice to return to the 
TOPS Main Menu 

The File Service Publish-a-Volume screen 

You have now published this volume. You can publish other volumes as well, 
before going on. 

Publication lasts as long as your PC stays on. To make sure that the PC 
publishes the volume every time you start TOPS, tell TOPS to remember what 
you have published. 
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Making Sure TOPS Remembers the Next Time 

9 On the TOPS Main Menu, choose 
Remember and press Enter 

GO Canlldenlial 
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Remember stores your current publishing decisions in a new batch file called 
TREMEMBRBAT. Whenever you load TOPS, it runs this file, reactivating 
your publishing choices. 

From now on, to be able to use this volume from your GO Computer, you just 
need to turn on your PC and load TOPS. You won't have to deal with 
publishing again unless you want to change or add volumes. 

WorIdng wilh flies 01\ Ihe PC 
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Displaying the Contents of a PC Volume 

Sometimes you want to see what files a panicular PC disk drive or directory 
contains. You can use TOPS to take a look. 

1 At the TOPS Main Menu, choose 
File Services and press Enter 

The File Service Main Menu 
appears. 

2 From the File Service Main Menu, 
choose Server Utilities and press 
Enter 

These options help you make your 
PC act as a file server 

The File Service Server Utilities 
menu appears. 

3 From the File Service Server 
Utilities menu, choose Publish a 
Volume and press Enter 

You're not actually going to 
publish, but this option lets you 
view the contents of a disk drive or 
directory. 

4 To view the entire contents of your 
hard disk, type its drive letter, for 
example, C, and press Fl 

A list of directories appears. If you 
want to display nested 
subdirectories, highlight a directory 
and press F 1 again, until you see the 
subdirectory you want to explore. 
Highlight the subdirectory, and 
press Fl. 

TOPS displays a pathnaine leadll1g 
to the disk drive or directory. You 
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can now publish the directory if you 
wish, or escape if you don't want to 
publish it. 

5 To withdraw without publishing 
the directory, press Escape twice to 
return to the TOPS Main Menu 

If you decide that you do wan', to 
publish the directory, make sure 
that TOPS is displaying the 
pathname leading to the drive or 
directory you want to publish, then 
press Enter. 

The File Service Pub/ish-a-Volume screen 
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Listing What's Been Published 

You can find out which volumes you have published. At the same time, you can 
also see if the GO Computer recognizes that it has access to the volume. 

1 At the TOPS Main Menu. choose 
File Services and press Enter 

The File Service Main Menu 
appears. 

2 Choose Server Utilities and press 
Enter 

The Server Utilities menu appears. 

Lets you see which volumes you 
have already published 

3 Choose Volumes Published and 
press Enter 

You see a list of the volumes 
published from your PC as a file 
server. 

Information about Volumes 
Published 

The name you gave to the volume 

The pathname leading to the 
volume 

R means you can only read the files 
in the volume; RW means you can 
read and write the files. 

You can now find out if a volume is 
currently recognized by the GO 
Computer. 

4 To see if a volume is currently in 
use by the GO Computer, highlight 
the volume and press E.nter 

If the volume has been recognized 
by a client such as the GO 
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Computer. TOPS shows the 
workstation name of the client in a 
box on the right. The workstation 
name for your GO Computer is 
usually your last name. plus GO. By 
the way. If your PC is part of a 
TOPS network. you may see the 
names of other clients in this box. 

5 Press Escape twice to return to the 
TOPS Main Menu 

The File Server Publish-a-Volume Screen 
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Changing the Name or Access of a Published 
. Volume 

If you want to change the name or type of access for a volume you have already 
published, you can do so without going through the process of publishing 
again. To prevent confusion, though, you can only modifY the name and access 
when the volume is not currendy in use. 

That means you must turn off your GO Computer first. Here's why. Whenever 
you turn on your GO Computer, the PenPoint operating system looks for any 
published PC volumes. The TOPS program on the PC recognizes that the GO 
Computer has access to the published volumes, and, assuming the GO 
Computer may "use" those files, TOPS makes sure that you do not change the 
name or access of the volume until the GO Computer is turned off. 

1 Turn off your GO Computer. 

2 At the TOPS Main Menu, choose 
File Services and press Enter 

The File Service Main Menu 
appears. 

3 On the File Service Main Menu, 
choose Server Utilities and press 
Enter 

The Server Utilities menu appears. 

Lets you see which volumes you 
have already published, and modifY 
the name and access 

4 On the Server Utilities menu, 
choose Volumes Published and 
press Enter 
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You see a list of the volumes 
published from your PC as a file 
server. 

The name you gave to the volume 

Access: R means you can only read 
the files in the volume; RW means 
you can read and write the files. 

You can modifY the name and 
access only if the volume is not 
currently being used by a client 
such as the GO Computer. 

5 To make sure that the volume is not 
currently in use, highlight the 
volume and press Enter 

If the volume is being used, TOPS 
shows the workstation name of the 
client in a box on the right. If any 
name shows up in that box, you 
cannot proceed to modifY the name 
and access until the client stops 
using the file. 

6 Press Escape to put away the box 
with information about the current 
usage of the volume 

7 With the volume still highlighted, 
press F2 to edit the volume's name, 
or F6 to change the read/write 
access 

By the way. R means you can only 
read the files in the volume; RW 
means you can read and write the 
files. 

TOPS will remember the changes 
you make here if you previously 
asked TOPS to remember your 
publishing decisions. 

8 Press Escape twice to return to the 
TOPS Main Menu 

The File Server Publish-a-Volume Screen 
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Removing Access to a Volume (Unpublishing) 

You can remove a volume from availability on your GO Computer or, if you 
are on a TOPS network, from public access, by unpublishingj~. You might 
want to do this when a directory grows large and unwieldy, or when you 
reorganize your hard disk. 

To prevent confusion, though, you can only unpublish when the volurp.e is not 
currently in use. 

That means you must turn off your GO Computer first. Here's why. Whenever 
you turn on your GO Computer, the PenPoint operating system looks for any 
published PC volumes. The TOPS program on the PC recognizes that the GO 
Computer has access to the published volumes, and. assuming the GO 
Computer may "use" those files. TOPS makes sure that you do not change the 
name or access of the volume until the GO Computer is turned ofE 

1 Turn off your GO Computer. 

2 At the TOPS Main Menu. choose 
File Services and press Enter 

The File Service Main Menu 
appears. 

3 From the File Service Main Menu. 
choose Server Utilities and press 
Enter. 

The Server Utilities menu appears. 

Lets you see which volumes you 
have already published. and 
unpublish them 

4 From the File Service Server 
Utilities menu, choose Volumes 
Published and press Enter 

Connecling 10 a "--I CampuIer 
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You see a list of the volumes 
published from your PC as a fiie 
server. 

Remember: You can only 
unpublish a volume if the volume is 
not currently in use. 

5 To make sure that the volume is not 
currently in use. highlight the 
volume and press Enter 

If the volume is being used. TOPS 
shows the workstation name of the 
client in a box on the right. If any 
name shows up in that box. you 
cannot unpublish until the client 
stops using the file. 

6 Press Escape to put away the box 
with information about the current 
usage of the volume 

7 Make sure that the volume you 
want to unpublish is still 
highlighted. then press the Delete 
key 

This unpublishes the volume; it 
does not actually delete the volume 
or its contents. 

7 Press Escape twice to return to the 
TOPS Main Menu 

The File Server Publish-a-Volume Screen 

If you want TOPS not to publish 
this volume the next time you load 
TOPS. you need to tell TOPS to 
remember what you have just done. 

8 On the TOPS Main Menu. choose 
Remember and press Enter 

From now on. whenever you stan TOPS. this volume will remain invisible to 
your GO Computer and. if your PC is pan of a TOPS network. to any of its 
dients. 
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If the GO Computer Crashes While Using a PC 
Volume 

Nothing terrible happens if your GO Computer screen freezes or goes blank 
while you are using a file you have copied from a PC volume. Your original is 
still stored in the PC volume. Start your GO Computer again, and copy the file 
agam. 

If you encounter any difficulty copying the file, the problem may just be that 
TOPS considers that document already "in use" by the GO Computer, and 
balks at letting you make a second copy. The crude solution: turn off your PC, 
turn it back on, and load TOPS again. For a more elegant solution, follow these 
steps on your Pc. 

1 At the TOPS Main Menu, choose 
File Services and press Enter 

The File Service Main Menu 
appears. 

2 Choose Server Utilities and press 
Enter 

The Server Utilities menu appears. 

Lists any client who is currently 
using one of your published 
volumes 

3 Choose File Clients and press Enter 

TOPS lists the workstations it 
thinks are currently using your 
published PC volumes. If your GO 
Computer appears in this box, even 
though it has crashed, you should 
delete its name. 

Caution: Do this only in 
emergencies. If you do this while 
the GO Computer is still running, 
you could have difficulty storing the 
document back in the PC volume. 

4 Highlight the GO Computer name 
and press the Delete key 

TOPS no longer considers the GO 
Computer an active client for the 
PC vol ume. You can return to the 
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GO Computer and use the Disk 
Viewer to look at the published 
volumes on the PC and copy the 
file you were working on. 

5 Press Escape twice to return to the 
TOPS Main Menu 

File Clients screen 
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Chapter 4: 
Exchano ino Files .... 

With TOPS running on the PC connected to your GO Computer, you can 
transfer documents, fonts, and software between the two computers. 

From your GO Computer, you can send documents to a published PC volume 
such as a disk drive or directory: 

" to store backup copies 

" to make documents available to colleagues who share the PC or have PC's 
on the TOPS network ... 

Working at your GO Computer, you can also get documents, fonts, and 
software from any published PC volume: 

" to copy previously stored GO documents back onto the GO Computer to 
work on them again 

" to restore an earlier version of a document 

" to copy a document created on the PC so you can read and revise it on the 
GO Computer 

" to use the fonts or software on the GO Computer 

" to load the PenPoint operating system into your GO Computer when you 
need to restart it. 

This chapter explains how to transfer files back and forth. If you have already 
copied and moved documents around on the GO Computer, you will find the 
process familiar. 

Make sure that your GO Computer is connected to the PC, and that TOPS has 
been loaded on the PC. Once you have used the PC to publish the contents of a 
disk drive or directory (as described in chapter 3, "Working with Files on the 
PC") you move to your GO Computer to carry out the actual exchange of files. 

You direct all fIle transfers from your GO Computer. In the next section, we 
describe the different ways in which you can use your GO Computer to transfer 
a file from one computer to the other. 

Exchanging Files 
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Overview: Different Ways to Transfer a File 

There are several ways to transfer a document between your GO Computer and 
a published PC ~pIulJle: «< 

" Copying makes a new ~py of the opginal fiIean~ transfers that copy from 
one computer to the other. Copying does not change the contents, location, 
or format of the original me. 

" Moving takes your current version of a GO document from one computer 
and places it in a volume on the other computer. Once moved, the 
document no longer appears in the original computer's table of COntents or 
directory; so moving makes room for other documents. 

" Importing ~ file created on t.l-te PC converts its format so t.l-tat it becomes a 
PenPoint document. You begin by copying or moving the document from 
the PC volume. PenPoiIlt then asks you to specify the kind of stationery 
you want the document to be, and translates the format while importing the 
me to the GO Computer. 

" Exponing a file created on the GO Computer converts its format so that it 
can be read and revised using PC software. For instance, you might export a 
Text Editor document as an MS·Word file, so that someone else can read 
the document with MS Word on the Pc. Exporting leaves the original 
PenPoint me in place on the GO Computer. 

You will find instructions for each method in this chapter. 
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Finding Out What's in a Published Volume 

1 

2 

3 

When you are working at your GO Computer and want to see the contents of a 
published PC volume, you use the diskviewer. The diskviewer shows you an 
icon and name for each PC volume in a disk drive connected to the GO 
Computer, the PC~ or any other PC on the TOPS network. You can then select 
a volume and find out what documents and sections it contains. Any PC file 
appears as a document in the diskviewer, and any PC directory appears as a 
section. 

Tap the diskviewer icon on the 
bookshelf 

Diskviewer icon 

The diskviewer floats on the page. It 
displays an icon for any disk in a 
GO floppy disk drive, plus any 
published volumes in disk drives 
connected to the PC, or on the 
TOPS network. 

Icons for any disks or published 
volumes available to the GO 
Computer 

Area in which the diskviewer will 
display the contents of a selected 
disk or volume 

Tap the volume icon to see the 
contents 

A table of contents appears with the 
documents and sections in the disk 
or volume you selected. Sections 
appear in bold, Hies in plain text. 

Oir stands for Directory, the PC 
term for a section 

Double tap a section to see its 
contents 

You can view the contents of several 
disks or volumes at once, if you 
wish 
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Document created on the GO 
Computer 

File created on a PC 

Document created on the GO 
Computer, then exported in a PC 
format 

4 To close a volume's contents, tap 
the volume icon 

If the titles do not all fit on the 
screen, flick on the page to scroll to 
the title you want 

5 Tap the close/move corner to put 
the diskviewer away 

Rgure with three parts. Rrst one is the Diskviewer icon on the bookshelf. 

(screen) TOC with diskviewer floating on TOC and leader lines to cal/outs for 
menus, icons, area for toc's. Use the TOC from Filing. 

(3rd Object) Diskviewer 

(Screen) Volume such as PC Hard Disk appears as section name; indented within it 
are sections named Budget, Memos, Contacts (or whatever the sample docs use 
now) plus in plain text a file or two, callouts for GO document, PC document, 
exported document, volume icon, close/move corner. 
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Transferring Documents from the GO 
Computer 

You can copy or move a document from the GO Computer to any published 
volume on the PC and, if the PC is part of a TOPS network, to any published 
volume on that network. 

" If you intend to continue working on the document on the GO Computer, 
but want to make a backup copy on the PC volume, you should copy the 
document. 

" If you want to store the document on the PC volume, but do not need it on 
the GO Computer, you should move the document. 

If you want to use an MS-DOS program on your PC to read or revise the 
document, you should export the document, as described in the section on 
"Converting a PenPoint Document to a PC Format." 

1 Turn to a GO table of c~ntents 
containing the title of the document 
you want to copy or move 

Now you need to indicate the 
location to which you want to copy 
or move the document. 

2 Tap the diskviewer icon on the: 
bookshelf 
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Diskviewer icon 

The diskviewer floats on the page. It 
displays icons for any disk in a GO 
floppy disk drive, plus any 
published volumes in disk drives 
connected to the PC, or on the 
TOPS network. 

You need to open any section into 
which you wish to place a 
document. 

Icons for any disks or published 
volumes available to the GO 
Computer 

fuea in which the diskviewer 
displays the contents of a selected 
disk or volume . 

3 Tap the volume icon to expand the 
contents 

A table of contents appears with the 
documents and sections in the disk 
or volume you selected. 

Dir stands for Directory, the PC 
term for a section; sections appear 
in bold 

Individual documents appear in 
plain text 

4 Double tap the name to open the 
section you want to place the 
document in 

You may need to expand the 
contents of several sections to get to 
the one you want 

If the titles do not all fit on th ~ 
screen, flick on the page to scroH to 
the title you want 

5 When you have expanded the 
contents of the section into which 
you want to place the document, 
transfer the document 
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" To copy, tap-hold and drag 
the document into the 
section 

" To move, press-hold, and 
when the marquee appears 
around the name, drag the 
document into the section 

6 Tap the close/move corner to put 
the disk.viewer away 

GO ConRdenIiai 
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Figure: at top: Diskviewer icon in the bookshelf 

(object)The Diskviewer 

(screen) TOC with diskviewer floating on TOC, move gestures showing document 
being moved from TOC into an open section in the diskviewer. Diskviewer shows 
Volume such as PC Hard Disk appearing as section name; indented within it are 
sections named Budget, Memos, Contacts (or whatever the sample docs use now) 
plus in plain text a file or two. Cal/outs point to boldfaced section, plaintext file, icons 
for volumes and disks, area for toc 
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Transferring Documents to the GO Computer 

You can copy or move a document from any published volume on the PC and, 
if the PC is part of a TOPS network, from any published volume on that 
network, transferring the document to the GO Computer. 

" Copying leaves the original document in place, and brings a copy into'the 
GO Computer. 

" Moving takes the original document off the PC volume, a~d places it on 
the GO Computer. 

You can use your GO Computer to transport fdes created in MS-DOS 
applications by moving or copying them to your GO computer, taking your 
GO computer to another office and transferring that fde to another PC to work 
on it. 

But if you want to work on the document on the GO Computer, you'll need to 
import it. To import a document, see the next procedure, "Converting an MS­
DOS File for Use on the GO Computer." 

1 Open a GO table of contents 

To indicate exactly where you want 
the document to be placed in your 
notebook, you need to expand the 
section that will contain the 
document. 

2 Expand the section into which you 
want to place the document 

Now that the section is open and 
waiting, you are ready to look at the 
PC volume and find the document 
you want to transfer. 

3 Tap the diskviewer icon on the 
bookshelf 
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Diskviewer icon 

The diskviewer floats on the page. It 
displays icons for any disk in a GO 
floppy disk drive. plus any 
published volumes in disk drives 
connected to the PC. or on the 
TOPS network. 

You need to open the section (or 
directory) containing the file you 
want to transfer. 

Icons for any disks or published 
volumes available to the GO 
Computer 

Area in which the diskviewer 
displays the contents of a selected 
disk or volume 

4 Tap the volume icon to expand the 
contents 

A table of contents appears with the 
documents and sections in the disk 
or volume you selected. 

Dir stands for Directory. the PC 
term for a section; sections appear 
in bold 

Individual documents appear in 
plain text 

5 Double tap the name to open the 
section containing the document 

You may need to expand the 
contents of several sections to get to 
the one containing the document 

If the titles do not all fit on the 
screen. flick on the page to scroll to 
the title you want 

6 When you have opened the section 
containing the document. transfer 
the document 

" To copy. tap-hold and drag 
the document into the GO 
table of contents 

" To move. press-hold. and 
when the marquee appears 
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around the name, drag the 
document into the GO 
table of contents 

7 Tap the dose/move corner to put 
the diskviewer away. 

Rgure: top with Diskviewer icon in the bookshelf 

(object)The Diskviewer 

(screen) TOC with diskviewer floating on TOC, Diskviewer shows Volume such as 
PC Hard Disk appearing as section name; indented within it are sections named 
Budget, Memos, Contacts (or whatever the sample docs use now) plus in plain text 
a file or two. Cal/outs point to boldfaced section, plaintext file, icons for volumes and 
disks, area for toc, toc 
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Converting an MS-DOS File for Use on the GO 
Computer 

If you want to work with a file created in an MS-DOS application after you've 
transferred it to the GO Computer, you need to convert it to PenPoint format. 
PenPoint carries out that conversion during the transfer, importing the flle. 
The original file remains in the PC volume, unchanged. 

1 Open a GO table of contents 

To indicate exactly where you want 
the document to be placed in your 
notebook, you need to expand the 
section that will contain the 
document. 

2 Double_tap to expand the section 
into which you want to place the 
document 

When the section is open and 
waiting, you are ready to go over to 
the PC volume and find the 
document you want to impon. 

3 Tap the diskviewer icon on the 
bookshelf 
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Diskviewer icon 

The diskviewer floats on the page. It 
displays icons for any disk in a GO 
floppy disk drive, plus any 
published volumes in disk drives 
connected to the PC, or on tht: 
TOPS network. 

You need to open the section (or 
directory) containing the file you 
want to import. 

Icons for any disks or published 
volumes available to the GO 
Computer 

Area in which the diskviewer 
displays the contents of a selected 
disk or volume 

4 Tap the volume icon to expand the 
contents 

A table of contents appears with the 
documents and sections at the top 
level in the disk or volume you 
selected. 

Dir stands for Directory, the PC 
term for a section; sections appear 
in bold 

Individual documents appear in 
plain text 

5 Double tap the name to open the 
section containing the document 

You may need to expand the 
contents of several sections to get to 
the one containing the document 

If the titles do not all fit on the 
screen, flick on the page to scroll to 
the title you want 

6 When you have opened the section 
containing the document, transfer 
the document 
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." To copy, tap-hold and drag 
the document into the GO 
table of contents 

" To move, press-hold, and 
when the marquee appears 
around the name, drag the 
document into the GO 
table of contents 

If the document was created in an 
MS-DOS application, you need to 

convert it to PenPoint format to 
work with the document on your 
GO Computer. PenPoint displays 
the Import option sheet. 

DOS name for the me 

Name you want to use for the 
document on the GO Comput<!r 

Program you will use to work on 
this document on the GO 
Computer 

8 To change the document name for 
use on the GO Computer, draw a 
{{cross out}} on the proposed file 
name, and write in a new name 

9 Tap the popup menu to open it, 
then select the program you will use 
to work on this document on the 
GO Computer 

10 Tap the Impon button to continue 
transferring the document, and 
converting its format 

Tap here to close the option sheet 
without importing the document 

11 Tap the close/move corner to put 
the diskviewer away. 
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Figure starts with Diskviewer icon in the bookshelf 

(2nd object) The Diskviewer 

(screen) TOC with diskviewer floating on TOC, Diskviewer shows Volume such as 
PC Hard Disk appearing as section name; indented within it are sections named 
Budget, Memos, Contacts (or whatever the sample docs use now) plus in plain text 
a file or two. Cal/outs point to boldfaced section, plaintext file, icons for volumes and 
disks, area for toc 

(3rd Object) Import option sheet 
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(Screen) Show leader lines to each line of the sheet, cross out on import name text, 
new title written in, show popup with Text Editor selected, leader lines to Import, and 
Cance/buttons 
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2 

3 

4 

5 

Converting a GO Document to MS-DOS 
Format 

The Export command on the Document menu converts a copy of a GO 
document to a format that an MS-DOS program can read, then places that 
copy on a published PC volume. Your original GO document remains on the 
GO computer. 

Select the document in a GO table 
of contents 

Choose Export from the Document 
menu 

The Export dialog sheet appears, 
with your document's name at the 
top. 

Lets you edit the name of the 
document for use on the PC 

Lets you pick the format you want 
the document converted into 

Lets you specify the volume and 
section into which you want the 
converted document placed 

Tap the suggested Expon Name, 
then rewrite. 

The PC expects a file name of no 
more than 8 characters, followed by 
a 3-letter extension indicating the 
file's format. Consult your MS-
DOS program's manual for the 
appropriate extension, such as .wks 
for a worksheet made in Lotus 123, 
or .rtf for a Microsoft Word 
document in Rich Text Format. 

Tap the Export Format popup 
menu, then tap the format you 
want the document converted into 

Double tap the icon of the volume 
you want to place the document in 
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6 Double tap a section to expand its 
contents 

You need to open whatever section 
you want to place the document in. 

7 Tap the Export button 

PenPoint makes a copy of the 
document, converts that t() the PC 
format, renames the copy,·and 
places it in the section you opened. 

8 Tap the move! close corner to 
dismiss the Export option sheet 

(Object) Export dialog sheet 

(Screen) Export dialog sheet with Bottle document, leader lines to Export Name, 
Export Format, and area below the message, "Please Select Destination. " 
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Installing Software from the PC 
~----------------------

1 

3 

4 

5 

6 

7 

(Not available in alpha release) 

You can load PenPoint software into the GO Computer from a published 
volume on your Pc. The volume can be either a floppy disk or a directory on a 
hard disk. 

If you want to store the software on your PC hard disk, place it in a 
subdirectory named APPS inside another directory called PENPOINT. Make sure 
that the PENPOINT directory is at the top level of a published PC volume. 

If you are using a floppy disk directly from the program's manufacturer, the 
program will probably already be placed inside a PFNPOINT directory in a 
subdirectory called APPS. 

Tap the Installer icon 

The Installer option sheet appears 
listing the programs that are already 
installed on your GO Computer. 

Popup menu 

Tap the popup menu to see a list of 
PenPoint materials you can install 

Select Applications from the popup 
menu 

A list of currently installed 
programs appears. 

Tap the Install from Disk button 

The Install from Disk option sheet 
appears, showing any published PC 
volumes. 

Tap the volume you want to install 
from 

PenPoint lists any programs it finds 
in the subdirectory APPS inside a 
directory PENPOINT at the top level 
of that volume. 

Tap to select the program you want 
to install 

GO ConRdenliai 
Draft Seplember 27, 1990 

Exchanging Files 
17 



8 Tap the Install button 

PenPoint installs the program on 
your GO Computer; the program 
appears on the list of Installed 
Applications, and its stationery is 
placed in the Stationery notebook 
or, if it is an accessory like the 
Clock, in Accessories. 

9 Tap the move/dose corner to put 
away the Installer option sheets 

Figure starts with the Installer icon 

(2nd Object) The installer option sheet 

(Screen) Show installer option sheet with its default Installed ... Handwriting title. 
Leader line to Handwriting (the popup menu) 

(3rd Object) Installer option sheet with title Installed Applications 

(Screen) show clock, whatever comes up, leader line to Install from Disk button, 
which sometimes appears at tt'ie bottom 
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Installing Fonts from the PC 

(Not available in alpha release) 

You can load PenPoint fonts into the GO Computer from a published volume 
on your Pc. The volume can be either a floppy disk or a directory on a hard 
disk. 

If you want to store the font on your PC hard disk, place it in a directory called 
FONT inside another directory called PENPOINT. If you are using a floppy disk 
directly from the program's manufacturer, the program will probably already be 
placed inside a PENPOINT directory called FONT. 

1 Tap the Installer icon 

The Installer option sheet appears 
listing the programs that are already 
installed on your GO Computer. 

Popup menu 

3 Tap the popup menu to see a list of 
PenPoint materials you can install 

4 Select Fonts from the popup menu 

A list of currently installed fonts 
appears. 

5 Tap the Install from Disk button 

The Install from Disk option sheet 
appears, showing any published PC 
volumes. 

6 Tap the volume you want to inscall 
from 

PenPoint lists any programs it finds 
in the subdirectory FONT inside a 
directory PENPOINT at the top level 
of that volume. 

7 Tap to select the font you want to 
install 
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8 Tap the Install button 

PenPoint installs the font on your 
GO Computer; the font appears on 
the list of Installed Fonts. From 
now on, you will be able to use this 
font in your GO documents. 

9 Tap the move/close corner to put 
away the Installer option sheets 

Rgure begins with the Installer icon 

(2nd Object) The installer option sheet 

(Screen) Show installer option sheet with its default Installed ... Handwriting title. 
Leader line to Handwriting (the popup menu) 

(3id Object) Installer option sheet with title Installed Fonts 

(Screen) show clock, whatever comes up, leader line to Install from Disk button, 
which sometimes appears at the bottom 
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Loading PenPoint from the PC 

(Not available in alpha release). 

Sometimes things go wrong. If your GO Computer stops, you can usually start 
it again by pressing the On/Offbutton, at the top right comer of the notebook. 
You should see the familiar notebook and bookshelf come to life again on your 
screen. If nothing happens, though, you need to load the PenPoint operating 
system from a floppy disk or from a hard disk attached to your Pc. 

If you want to store the PenPoint operating system on your PC hard disk, place 
it in a subdirectory named BOOT inside a directory named PEN POINT. Then 
publish the PenPoint directory (or the entire hard disk). 

If you want to restart from floppy disks, make copies of your original PenPoint 
disks, then put the working copy of the first PenPoint disk into your PC drive. 
Publish that drive. 

Publishing makes the contents of the disk drive or directory available to the GO 
Computer. When you restart the GO computer, it looks for a directory named 
PEN POINT, and a subdirectory named BOOT, and, finding them, loads the 
PenPoint operating system from BOOT. 

1 With the GO Computer switched 
on, insert the end of a paperclip in 
the Restart spot. 

The GO Computer should beep 
after a moment. If it does not beep, 
wait a little longer, and if silence 
persists, press the On\Offbutton 
again, then poke the Restart hole 
again. (The computer was probably 
off.) 

You now see the disk drive light 
come on, indicating that the GO 
Computer is reading the PenPoint 
operating system from the disk. 

2 Follow the instructions, if any 
appear 

If you are loading from a floppy 
disk, you may be told to insert a 
second disk. 

The PenPoint notebook appears, 
open to the document you were 
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working on when the problem 
occurred. 

Diagram: The Restart spot, showing where it is on the back 
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