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Document Formatting - Tips highlighted in green are our favorite Tips and Tricks.
Words that appear in bold print refer to an actual button, menu choice or sample text in an example.
Buttons


Power (Quick List)
The Power button is not only used to turn your device on and off (hold down for about 2 seconds to completely power off your device), but a quick tap of the Power button will bring up a menu of options.
Comm Manager – Consider this a shortcut to managing all of your communication tools, such as Phone, Bluetooth, WiFi, and Beam (Infrared or IR).  Comm Manager can also be used to manage DirectPush (Exchange E-mail), Data Connection, and ActiveSync connections.  Lastly, you can even toggle between Vibrate and Ringer with the Vibrate/Ringer option here.

Lock – Use this option to lock the keyboard.

Profiles – A list of ringer Profiles is presented so that you can quickly change between them.

End (Red Phone)

The End key not only disconnects an active call, but can be used from any screen to return to the Home Screen.  Pressing End in an application will not close the application, it will just bring up the Home Screen.  Most Windows Mobile 6 devices have a dedicated Home key that will also return you to the Home Screen.
Dedicated buttons

Most Windows Mobile 6 devices will have some buttons dedicated to specific tasks.  They could include camera, voice recorder, e-mail, volume, and others.  Windows Mobile 6 allows the user to re-map these keys to other functions.  There is a Buttons application under Options for those who want to do this.

General
Dialing Numbers and Letters
In order to enter numbers or special characters on the keyboard, you need to press ALT and the corresponding key.  If you need to enter a lot of numbers or characters in a row, you can tap the ALT key twice to lock the keyboard into a numbers and characters mode.  Pressing ALT once will return the keyboard to normal text mode. 
If you need to enter a letter in a field that defaults to numbers, press Alt and the letter to enter that letter.  

An example:  The local pizza shop advertises their number as 1-555-PIZZA2GO.  If you enter the phone number just as it is shown, the device will translate the letters into the correct numbers when it dials.

Menus



Any menu item with a number preceding it can be selected by pressing that number.  


An example: To check when my device was last updated using Windows Update, I would have to navigate through many screens to get to it.  In fact, I would press Start, scroll to and select Settings, scroll to and select More, scroll to and select More, scroll to and select Windows Update. That is a lot of scrolling.  With the number shortcuts, I can get to Windows Update much faster by pressing Start and scrolling to and selecting Settings.  Then I would just press 7 7 3.  That is much easier, and saves time.
Some menu items will have a letter in the description underlined.  These menu items can be selected by pressing the number on the left or the Alt key and letter that is underlined in combination.  Pressing the letter alone does not work, but could select a menu option you do not want.  On most devices the numbers share a key with letters.  
An example: Pressing Menu while in Messaging reveals 8 menu items.  The second item is “2 Reply” and the third item is “3 Mark as Read/Unread”.  At first glance it may appear that pressing R should generate a Reply.  On at least one Windows Mobile 6 device, the R is on the same key as the 3.  Thus pressing the R is the same as pressing the 3 which then executes the third menu option and changes the read status of the highlighted message.  This can be confusing.  To play it safe, always use the number shortcuts to the left of the description.
Some menu items also have a number after the description.  In these cases, the number to left works while you are navigating the menus and the number on the right works as a shortcut while you are in the application.


An example: Task Manager in Windows Mobile 6 allows you to switch between open applications.  It also allows you to shut down applications you are not using.  The Menu has 7 items in it.  The third item is “3 Stop 7”.  While the Menu is open, pressing 3 will stop the highlighted application.  If the menu is closed, but you are still in Task Manager, pressing 7 will stop the highlighted application.
Messaging
Searching

To find a message in the Messaging application, you can type the sender’s name, words from the message subject or any combination of text strings separated by spaces.  Notice that as you type in the search string, your message list narrows to show only those that match the search string.

An example:  To find a message from Mark Jenkins regarding Windows Mobile 6, you could type “mar j win”.  If I don’t know that Mark ends his name with a K instead of a C (Marc), typing mar searches out all words starting with mar in the “sent from” field.  The same is true for j and win in the subject field.  Note that the search is not case sensitive.  Also be aware that pressing a key with a letter (or letters) and a number on it will search for every letter and number on that key.  On a standard phone style keyboard, pressing the 3 key will search for all words that start with 3, D, E, and F.
Switch Accounts

Whether you have one e-mail and the text messaging account, or half a dozen e-mail accounts and the text messaging account, each account is kept separate in Windows Mobile 6.  You can select which account to open by selecting it from the Home Screen.  The fastest way to Switch Accounts is to scroll to the Left or the Right with the navigation button(s) on your device.  Each push to the right or left scrolls to the next account.  
Contacts
Searching

To find a contact, you can type part of the name (first, middle and/or last) in Name view or part of the company name in Company view.  Notice that as you type in the search string, your list of contacts narrows to contacts that match the search string.

An example:  To find Mark E. Jenkins at Marquis Mobile Solutions, you could type “mar mobile” in the Company view.  If I don’t know that Marquis is spelled with a “q”, typing “mar” searches out all words starting with Mar in the company name.  The same is true for “mobile”.  Once you have found Marquis Mobile Solutions in the Company view, you can click on the company name to expand the list to show all of the contacts you have listed under that company.  From here, just scroll down to the employee you are searching for.  Note that the search is not case sensitive.  Also be aware that pressing a key with a letter (or letters) and a number on it will search for every letter and number on that key.  On a standard phone style keyboard, pressing the 3 key will search for all words that start with 3, D, E, and F.
Calendar


Agenda View

Pressing Up or Down on the navigation button(s) will scroll you through the day’s events.  Pressing Left or Right will take you to the previous or next day.


Week View

Pressing Up or Down on the navigation button(s) will scroll you through the day’s events.  Pressing Left or Right will take you to the previous or next day with an appointment.


Month View

Pressing Up or Down on the navigation button(s) will scroll you to the previous or next week.  Pressing Left or Right will take you to the previous or next day.

Phone


Hold

To place a call on Hold, just press the Enter key on a device with a QWERTY keyboard.  Press Enter again to take the call off of Hold.

Office Mobile

Creating a new document

While Windows Mobile 6 Smartphone Edition does not have a menu option to create a new document, it is capable of editing a document and then saving a copy of it with a different name.  In order to create a “new” document you will first need to create a blank document on your computer and then save it to your device or memory card.  When you need to create a new document on the device, just open the blank document, edit it, and save your changes with a different file name.  Your blank document will still be saved as blank, and your “new” document will be saved with whichever name you give it.
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