PC-X500 Import (First Time)

1. Download the latest x500 file for import to your Palm. You can reach this file from the Code CI Palm page at <http://www.hq.nasa.gov/office/codec/codeci/help/hardware/palm.htm>

2. Launch "Palm Desktop" on your PC. 
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Click the Address Icon (On the left-hand side of your screen). 
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Configure categories



Click "Tools->Categories..." on the Palm Desktop menu

5. The "Edit Address Categories" dialog appears; click the "New..." button to create a new category; you can name it anything you want "HQ List"or "HQ X500" is suggested).
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6. Click "OK" to close the "Edit Address Categories" dialog box. 

7. Click "File->Import" from the Palm Desktop menu. 
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Import items into the address book.




8. The Import dialog box will appear, select the file (hq_phone_pc.txt) that you download from the HQ web site in Step 1. 

9. Make sure the "Files of Type" is "Tab Separated Values". 

10. Select the file "hq_phone_pc.txt" 
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11. The dialog box "Specify Import Fields" will appear. 
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12. On the Palm Fields Section, ensure that only "Last Name", "First Name", "Work", "Other", "Email" and "Address" are checked; click “OK.”

13. The Palm Desktop application will import the data; after it finishes importing you will see how many records have been imported.  Click “OK.” [image: image6.png]\1) Updating Address Book.
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14. Within the Palm Desktop application, click “HotSync->Custom” (or click HotSync icon on the lower right corner of the screen).

15. Make sure the action for ‘Address Book’ conduit is set to ‘Synchronize the files’ and then click ‘Done’ button to close.
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The next time you synchronize your Palm, the X500 information will be uploaded.


PC-X500 Import (Update Existing List)

(Caution: follow the instructions carefully to avoid deleting your entire address book!)

1. Download the latest x500 file for import to your Palm. You can reach this file from the Code CI Palm page at <http://www.hq.nasa.gov/office/codec/codeci/help/hardware/palm.htm>
2. Open the Palm Desktop, and click “HotSync->Custom” (or click HotSync icon on the lower right corner of the screen).
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Make sure “Address Book” item is set to “Synchronize the files” on the “Custom…” dialog box and then click “Done” button.
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With the Palm Desktop application running, and the “Address” window open, select “HQ List” (or whatever name you have chosen for the x500 portion of your Palm Address book) to your on the categories drop down box.  It is essential that you select the appropriate tab; if either “All” or an incorrect tab is selected, then you will be deleting the wrong data!
5. Click Edit->Select All (CRTL + A) to select all the records.
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Click Edit->Delete (Del Key) to delete all the selected records.
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7. Click “OK” button to confirm the deletion. 
8. Click "File->Import" from the Palm Desktop menu. [image: image7.png]Palm Desktop
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9. The Import dialog box will appear; select the file (hq_phone_pc.txt) that you download from the HQ web site in Step 1. [image: image8.png]import 21|
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10. Make sure the "Files of Type" is "Tab Separated Values". 

11. Select the file "hq_phone_pc.txt" and click “Open.” 

12. The dialog box "Specify Import Fields" will appear. [image: image9.png]pecily Import Fields
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13. On the Palm Fields Section, ensure that only "Last Name", "First Name", "Work", "Other", "Email" and "Address" are checked

14.  Click "OK". After it finishes importing you will see how many records have been imported.  Click “OK.”

17. The next time you synchronize your Palm, the X500 information will be uploaded.

