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Introduction

Trip Boss™ is an all-in-one travel application. With Trip Boss™, you can plan and store
your itinerary, track expenses, organize with lists, log mileage, keep a journal, set a
budget, rate places, convert currencies, access real-time weather, currency rates, and
flight status via mtrvl.com, and much more. The program has many features for
planning, preparing, organizing, recording, and reporting trip data. Trip Boss is designed
for both business and personal travel use and can be used both domestically and
internationally.

One of the benefits of Trip Boss is that it is highly configurable. You can edit or change
many of the trackable items, such as places and types of places, types of expenses, budget
categories, and currencies. These can even be entered in your own language. The
program also offers a extensive set of defaults to start from, including currencies, expense
types, and place types. Trip Boss 2.0 and onward comes with a large set of default places,
including airports, airlines, car rental agencies, and hotels. Trip Boss can be used
internationally because you can configure things such as units of measure, currencies, and
time zones. The program also respects your main PDA preferences, such as date format.
New for 3.0 you can create and enter your own lists related to travel (or pretty much
anything) such as packing lists, and to do lists for planning, last minute tasks, and sights
to see. We've even included a list of the 50 states (plus District of Columbia) for playing
the U.S.A. license plate game with your kids in the car.

Trip Boss™ 3.x is a Palm Powered Solution™ that requires PalmOS® 3.0 or greater and
a minimum of 2 MB RAM.

Features

Trip Boss™ main features include:

v Trip Planning - itinerary, budget, waypoints—Trip Planning distance calculator, and
Checklists (new for 3.0) for such things as packing and to do tasks

Trip Recording — expenses, mileage, journal

Trip Itinerary Storage

Mileage and travel time tracking and reporting (in preferred unit of measure)
Expense tracking and reporting (in preferred currency)

Trip Journal—up to 32,000 characters per entry

Ratings (lodging, restaurant, places)

Fuel economy

Summary reports and graphs

R R X R = " <
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Direct link to Mobile Travel Aide, aka mtrvl.com (a free service provided by Creative
Algorithms), where you can access wirelessly real-time currency rates, real-time
weather forecasts and radar, real time flight status for major airlines, and more. (see
Mobile Travel Aide below) (new for 3.0) requires internet connection on handheld
Currency converter—can be used as stand alone

Tip and split calculator—can be used as stand alone

Tracking of Side Trips with start/end time and distance (examples include tracking
trails for hikers, customer hours, exercise on the road, and side trips.)

In addition,

R R < N

R R X |

Optional export of itinerary items to Date Book in relative time zone.

Optional import/export of location items to Address Book.

Optional export of expenses and mileage to Memo Pad in CSV format.

Many areas are configurable to your needs and uses, including pop-up list items and
trip preferences such as distance units (miles, km) and currencies. You can even
enter/edit items into your own language.

Expenses can be recorded in multiple currencies and will be automatically converted
into your default currency in the expense summary in the budget tab. Expenses can be
exported in raw form to Memo Pad in a Comma Separated Value (CSV) format that
can be easily imported into a spreadsheet or other desktop program. Note: The raw
format for export is used so that you can convert the currencies for your reports using
the method you prefer (i.e. company dictated, from credit card bill)

Respect for main PDA user preferences, such as date format. No need to re-enter
main preferences.

All notes areas, including journal, allow for up to 32,000 characters.

Copy past trip configurations and trip preferences for new trips—no need to re-enter
all customizations. Note: Trip Boss™ 2.0 supports 1.x databases. New type
itineraries can be entered/added to existing trips, however, when “Copy Trip” is used,
the 300+ new default places from which to choose will not be available for old trips.
Beam trip option to beam trips to other Trip Boss users or for Administrative
Assistants to use to conveniently create itineraries pre-trip, and export and process trip
data, post-trip. (copy of Trip Boss required for each user.)

Ergonomically designed:

Tabbed windows for greater ease of use.

Fingertip operation of pushbuttons.

5-way navigation support.

Intuitive user interface

High-contrast charts for easier viewing in suboptimal conditions.

Each trip is saved as a backup on your PC during Hot Sync© operation.

Supports Palm OS 3.0 and greater including 5.0 (Garnet) and Cobalt (6.0).

Support for both monochrome and color devices.

Low operating system and memory requirements (minimum OS 3.0 w/ 2 MB RAM).
A Palm Powered Solution™.

* ¢ & o o
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What's New in 3.0?

Trip Boss™ 3.0 adds two main features. The first is a checklist feature and the second is
access from within Trip Boss to Mobile Travel Aide™ aka mtrvl.com, a mobile-friendly
travel portal—Easy Access to Information for the Mobile Traveler™--real-time
information such as currency rates, weather, flight status and much more.

With the checklist feature, make packing lists, to do lists, gift lists, shopping lists,
sightseeing lists—anything for which you might want to make a list. All lists are carried
over from trip to trip—no need to recreate the list each time.

The Mobile Travel Aide, aka mtrvl.com, website provides quick access to real-time travel
information with links to mobile-friendly travel necessities such as real-time currency
rates, real-time weather forecasts and radar, real-time flight status information, and much
more. Using the drop-down menu item “Travel Aide”, Trip Boss will launch Mobile
Travel Aide in your Blazer web browser. (A wireless connection is required to access this
feature.) Just click on the link you want and get the information—a free service. When
you return to Trip Boss, you will be back in the tab where you left off when you accessed
the link.

Mobile Travel Aide is continuously being improved and expanded upon, with more
mobile travel links added on a regular basis. Feel free to contact us to add additional
information or links. More details on Mobile Travel Aide later in this manual.

Applications

Trip Boss™ can be used for both business and personal travel. The program is designed
to be used both domestically and internationally, with any currency or units of measure.

For business:

v Track expenses for expense reporting and export via Memo Pad.

v Check the latest currency rates via Travel Aide. (must have internet connection) (new

for 3.0.

Track mileage for distance (mi, km) reporting and export via Memo Pad.

Keep journal of contacts, places visited, sales initiated, etc.

Store itinerary for quick reference and export to Date Book in relative time zone.

Check your flight status via Travel Aide. (must have internet connection) (new for

3.0).

Plan business meetings in itinerary section. (new for 2.0)

v Keep track of lodging, restaurants, clients, with ratings for future use, and export them
to Address Book.

v Create a packing list, agenda list, and to do list for planning your trip. (new for 3.0)

R R <

AN
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Use currency converter for international travel. Check the latest currency rates via
Travel Aide. (must have internet connection) (new for 3.0).

Calculate tax, tips (gratuity), and cost when splitting a bill with the tip and split
calculator.

Plan sales road trips with convenient trip planner.

Use summaries and graphs for a quick look at trip progression and to evaluate trips.
Track the time and/or mileage of customer visits (pastimes tab).

Copy past trip configurations and trip preferences when creating a new trip--for repeat
trips that are similar.

For personal:

v

AN
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Keep journal of trip with the whole family.

+ Note weather for future reference. Check weather via Travel Aide (must have
internet connection). (new for 3.0)

+ Review trips at a later date.

Budget your vacation and track trip expenses against this budget.

Plan travel distance and time and leisure time.

Create a packing list, to do list for planning your trip, last minute to do list, sightseeing

list and more. (new for 3.0)

Keep track of distance (mi, km) and time.

+ Track progress.

+ Use for future trip planning.

+ Use for activity for the kids.

Rate lodging (hotels, campgrounds), meals, and places.

+ Use for future trip planning.

Store itinerary for quick reference.

Keep track of fuel economy.

Use “Pastimes” section to track hikes and other side trips.

Use “Pastimes” section to track entrance/exit to time zones, countries, states.

+ Use for an educational activity for the kids: interest them in the trip by watching for
signs of crossing into these areas.

Play the USA license plate game during roadtrips in the US—default list of states

included in the check list feature.

Use currency converter for international travel. Check the latest currency rates via

Travel Aide. (must have internet connection) (new for 3.0).

Calculate tax, tips (gratuity), and cost when splitting a bill with the tip and split

calculator.

Use summaries and graphs for a quick look at trip progression and to evaluate trips.

Use ratings summary to plan future trips.
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Tips for using Trip Boss™ for business travel

« Use the expense reporting to keep track of all your business expenses. Use the
budgeting feature if you have spending limits for your trip.

« Track your mileage for expense reporting or trip progress and future time estimation.

- Store all your itinerary information in a convenient and compact place—your PDA!

«  Check your flight status via Travel Aide. (must have internet connection) (new for 3.0).
- Create a packing list, agenda list, and to do list for planning your trip. (new for 3.0)

« Use the journal to make notes of contacts, places and customers on which you called,
sales initiated, misc. trip notes.

« Use the ratings for places for repeat visits to lodging, restaurants, customers, cities.

« Use the Meals tab to record business luncheons and topics of discussion for future
expense reporting.

+ Use the Trip Planner to prepare your trip.
- Easily export and import place information into your Address Book.

« Export expenses via Memo Pad into a CSV format for input into your company's
expense report.

« Export mileage via Memo Pad into a CSV format for reporting purposes.

- Export itinerary items to your Date Book, automatically converted to the relative time
zone.

« Input multiple currencies into your expense tracking using the currency calculator.
Check the latest currency rates via Travel Aide. (must have internet connection) NEW
for 3.0.

+ Quickly calculate tips or splits for meals using the tip calculator.
+ Use summaries and graphs to quickly view trip status and for evaluation.
+ Use the pastimes tab to log in hours or miles as related to customer visits.

+ Check the weather, book a rental car, get directions, and more via the Travel Aide.
(must have internet connection) (new for 3.0).
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Tips for using Trip Boss™ for personal travel

Trip Boss™ is based on an actual paper log that was used by a family. The log was a way
to not only track costs and document where the family went and what the family saw, but
a way to engage the whole family into the trip. Mostly the logbook was used for road
trips, but Trip Boss™ has been adapted for all types of travel. The log book included
some non-essential items, such as recording crossing into new states and time zones,
which enabled the parents to start a dialog with the children about these items. The kids
learned much through this logbook, plus it was fun, so it stayed with them. The family
reused these books over and over, whether it was to help identify pictures long forgotten,
or to revisit campsites and hotels, in which were clean and full of the required amenities.
The log helped the family understand travel time and helped plot and plan out future
vacations. Of course, the journal entries were priceless, and brought back countless
memories and trip quotes.

Pre-trip Planning

- Use the distance calculator to estimate the time to travel each day and the destination,
when mapping out a road trip. Use past trips to help estimate realistic progression.

- Use the budgeting feature to budget your vacation expenses. Individual items can be
reallocated during the trip to still achieve overall budget. Use past trip expenses to
estimate required trip funds.

- Store your itinerary in one convenient and compact place—your PDA!

- Use the checklist feature to create packing lists and check items off as you pack, to
create a planning to do list, to create a last minute to do list, to create a sightseeing list,
or any list you want—fully customizable.

« Use past trips to plan where to stay, where to eat, what to see (again) and when.

During the Trip

+ Allow the whole family to enter data into the journal. Note the weather conditions for
future trips. Check weather via Travel Aide (must have internet connection). (new for
3.0)

- Track expenses according to budget, reallocating areas as needed to meet overall
budget. This feature takes the stress out of you trip—quickly determine if you can
afford an extra day, side trip, or souvenir!

« Track daily distance and time to check progress and to use for future trip planning.

- Use the tracking of distances, times, expenses, location ratings, crossing into new time
zones, countries, and states as an educational experience to engage the whole family.

- If you are a hiker, you can use the pastimes section to record the distance and times of
your hikes.
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Check your flight status via Travel Aide. (must have internet connection) (new for 3.0).
Use the pastimes section to record side trip data.

Rate all lodging, restaurants, and places for future reference and future trip planning.
Keep track of fuel economy.

Use the currency calculator for entering multiple currencies into expense tracking log.
Check the latest currency rates via Travel Aide. (must have internet connection) NEW
for 3.0.

Use summaries and graphs for a quick look at trip progression and to evaluate trips.

After the Trip

Evaluate trip: time, distance, budget.
Review the journals for memories.
Review the journals for picture captioning.

Save for future reference and trip planning.

Tutorial: Exporting Expenses/Mileage from Trip
Boss™

(additional tutorials will be made available on our Creative Algorithms' website as

needed)

Trip Boss™ can be used to record travel expenses and mileage on your Palm handheld.
However, exporting this data to your PC desktop for formating, cutting/pasting data, and
printing, is very useful. This tutorial is written for PC users, however, some of the same
methods can be used for the Mac and Linux users.

Step 1: Export data to memo pad on your handheld

To export the expense data, from the drop down menu, tap “Record” “Export Expenses...”
(or “Export Mileage...” to export Waypoints data). This action exports all raw (prior to
currency conversion) expense data to a memo entry, already in CSV (comma separated
value) format. The date and time of the export is noted in the memo so that it is possible
to determine the most recently exported data.

Step 2: Transferring the memo to your PC
A: Via Hot Sync®
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Hot sync® your Palm handheld to your PC. You should see the exported Memo on the
Palm Desktop. (If you use a different hot sync conduit, you should also see the Memo.
The following information is specific to using the Palm desktop, but similar steps should
work for other conduits.)

To export the memo to a format for use with other applications, open the Palm desktop.
Open “Memos,” then highlight the expense memo to export. From the menu, select “File”
“Export...” A dialog box comes up--click “Export.” Choose a location to store the
exported file (the default location is to store the file on the Desktop), and chose “Text
(*.txt)” as the “Export type:”. Give it meaningful file name, “MyTripXYZExpenses.csv”,
but be sure to add a .csv file extension. Hit OK. Accept the default on the next dialog box
by clicking OK.

Comments: FYI, the reason for selection of “Text (*.txt)” instead of CSV is that the
exported memo is already formated in CSV. If you select CSV again, you would get
double double-quotes and it wouldn't import properly. The reason for giving the file the
extension .csv is that this will allow you to click on the file on your desktop (or wherever
you put it) and, by default (usually), Excel/Open Office spreadsheets will open up to read
it. If you leave the .txt extension, Word, or Notepad would want to read it and the file
would not import nicely into the spreadsheet format.

B: Via Infrared beaming

If your PC/laptop has IR capability, you can also beam the memo on your handheld
directly onto your computer. In Windows, the file will show up as a .txt file. If you want
to read this into a spreadsheet, getting the data into columns and rows, rename the file to a
.csv extension. Move onto Step 3.

Step 3: Getting the .csv file into a spreadsheet

Now that you have the file on your desktop (or elsewhere), you can bring it up into Excel
or Open Office by opening the file. It should put everything into the proper columns and
rows. From here you can cut and paste information into a company expense report, or just
manipulate the spreadsheet to your preference for storing and printing. For example, you
can sort by the categories and sum the expenses in any way you wish from within the
spreadsheet application. Lastly, you can print the spreadsheet file for tax purposes and/or
as a record for reimbursement.
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Using the Program

When you launch the program for the first time, Trip Boss™ - Trips i

you will see the main screen. You cannot use the m AN 9. & . ETEERS
tabs until you start a new trip or select an

. Trip: =
existing trip. You may also want select Trip DateE:
Prefs when you start a new trip, by using the Places:
drop down menu to set your Away TZ (time Travelers:

Summary:

zone) and such items as the default currency.

Once you start a new trip, you will see tabs Trip Boss™ - Trips i

across the top of the screen which will allow you = 9_ & —
to switch between the functions of the program. l—]$ . Al

Trlp. w Customer visit
Dates:
Places:
Travelers:
Summary:

You may change tabs at any time. Nine of the fifteen tabs show in the first group, the
remaining six in the second group. To toggle between groups, use the arrow tabs located
at the far right or far left, depending on which group you are viewing.

B The “Trips” tab is for recording general information about each trip.

N The “Trip Planner” tab is for planning out way points and trip segments on auto trips,
using the trip planning calculator.

% The “Itineraries” tab is for recording all itinerary information.

+/ The “CheckList” tab is for creating lists and checking off completed tasks or items.
Lists can be about anything including packing, planning, and to do lists. (new for 3.0)
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** The “Way Point” tab is for recording daily odometer readings for distance/mileage
(mi, km), for recording time, and for review of progress.

The “Meals” tab is for recording information about restaurants and meals, including
expenses, location, and ratings. You can access the tip/split calculator here or directly
through the drop-down menu.

lasd The “Lodging” tab is for recording information about lodging, such as hotels,
campgrounds, and other places to stay, including expenses, location, and ratings.

The “Fuel Economy” tab is for recording information at each fueling: amount,
expense, and odometer readings. If you purchase full tanks of fuel, the fuel economy will

be calculated.

The “Misc. Expenses” tab is for recording expenses other than meals, lodging, and fuel.

M The “Expenses” tab is for reviewing all your itemized expenses.

$ The “Budget” tab is for planning your trip budget and for reviewing the performance to
budget.

The “Journal” tab is for recording daily journals.
() The “Pastimes” or Side Trips tab is for noting misc. entering/exiting statistics for
distance and time. Examples include side trips, hikes, bike trails, time zones, countries,

states, and exercise (such as running).

The “Summary” tab is for reviewing reports, including distance, time, and fuel
economy.

| The “Graph” tab is for reviewing graphical reports.
¥< The “Rating” tab is for conveniently reviewing all rated places, including restaurants

and lodging. Trip Boss 2.0: You can now edit all places directly from this tab by merely
tapping on the place.
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The drop-down menus allow you to manipulate Tools Record Edit L]
trips. You can also access the currency calculator @ AN > J" /H
and the tip/split calculator, as well as add and edit T O Y ITripPrefs.. /R
places , currencies, place types, budget types Trip: 3 Itin. Prefs...

3 Dates: About Trlp Boss
(categories), expense types, payment types, and Places:
pastime types. Under options you can—~New for Travelers:
3.0—launch Mobile Travel Aide website (links to Summarys:
real-time information) directly, via “Travel Aide”
option on drop down menu. You can also select
your trip and itinerary preferences, register, view
the license agreement, and access help. More
details on all the drop-down menus and those
specific to each tab are noted under drop-down
menu items later in this guide.

On Screen Help: In addition, most screens include an “i” in the top right hand corner.
Key help and information can be found for each screen by tapping on the “i”. An
abbreviated version of much of the information in this manual is available via this
method.

License...
Registration...

6‘ 2

W Trip Setup

The “Trips” tab is where you define your trip or change the trip you are editing/reviewing.
You will be prompted to enter a name for the trip. You cannot enter duplicate names or
blank names and will be warned accordingly. A default name will come up with the
current date and “Untitled.” (example: 1-2-06 Untitled)

When you start Trip Boss, you will see this Trip Boss™ - Trips i

screen: m#""“.“.'ﬂ)
Trip: =
. ) Dates:
Select a current or past trip by tapping on the Places:
pop-up list after “Trip:”. Travelers:
Summary:

Tip: You can copy past trip settings (places, trip

preferences, etc.) like a template by tapping the

drop-down menu, “Record” “Copy Trip”

Note: For Trip Boss 2.0, if you copy a trip
created by 1.x, you will not see the new 300+
places, but you can add the 'new' itineraries.

Tap on “New Trip” to add a new trip database.
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You will be prompted for a trip name, (i.e. Trip Boss™ - Trip Prefs €

“Grand Canyon visit,” “Call on Customer XYZ,” units: B
“Quality Seminar”) then a new trip database will —
Palm TZ: + USA (Pacific)

be created. ’ -

. . . O Daylight Saving Time
At this point, you may wish to select your default Away TZ: w USA (Pacific)
trip preferences from the drop-down menu, [0 Daylight Saving Time
“Options” “Trip Prefs” to select the following: Currency: ¥ $USD

Payment: » Cash
1) Units Tax. Ok Tip 0%
Tap English or Metric.

2) Time Zone [ OK ] [ Cancel ]

Palm Time Zone (TZ):
If your handheld handles time zones, this
item will be taken from your main PDA selection and cannot be changed in Trip
Boss.
If you have an older OS, that does not store time zones, you will need to set the
time zone you use for your main PDA functions, such as Date Book.
Away Time Zone (TZ):
Tap the pop-up list to select the default time zone for your trip. (You can change
this preference in Trip Boss as you go.). Check the box if in Daylight Saving Time
(also called Summer Time.)
Note on time zones: 1f during a trip, you change your main PDA time zone (some
devices change this for you automatically as you move into new time zones), you must re-
launch Trip Boss for your exported DateBook/Calendar entries to readjust.
3) Currency
Tap the pop-up list to select from the list, or tap “Edit currencies...” to add a new
currency. This default currency is what the currency converter will use.
4) Payment
Tap the pop-up list to select from the list, or tap “Edit Payments...” to add a new type
of payment.
5) Enter your default tax (that is applied to meals), or leave at zero.
6) Enter your default tip for meals, or leave at zero.
7) Tap OK.
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After a new trip is created you can enter any of the following information:

- Dates of trip

-+ Key places visited
- Travelers

« Trip summary

Alternately, you can tap on the pop-up list to
change the trip you wish to edit or to select old
trips to review.

In the drop-down menus, under “Record” you can:
1) Rename Trip — rename currently selected trip

[ Trip Boss™ - Trips IS
W3 =@O—DEID

Trip: w Customer visit
Dates: 8/2/04-8/6/04
Places: New York to London
Travelers: Bob, Alice
Summary: Customer on-site training
seminars.

Trip Boss™ - Trips

ﬁ#*“.Hlldl

Trip: »|Qut west
Dates: 8/|Grand Canyon family

Places: Ne{Stuttgart
Travelers: BOW

Summary: Cu
se

2) Copy Trip — copy attributes (not data), such as places, trip preferences, of a currently
selected existing trip. Note: For Trip Boss 2.0, if you copy a trip created by 1.x, you
will not see the new 300+ places, but you will be able to add the 'new' itineraries.

3) Delete Trip — deletes currently selected trip.
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4N Trip Planner Tab

The trip planner tab is where you can plan your auto trip way points. Let's say you plan

your average speed to be 60 mph and you only want to drive for 8 hours. Using this tab,
and a handy paper map, you can determine how far you will travel and pick a convenient
ending point for your day. You can adjust your time and mileage accordingly to plot the
way points, planning each trip segment.

New for Trip Boss 3.0, access important travel information, such as maps,
wirelessly via Mobile Travel Aide. (requires internet connection).

Alternately, you can use the trip planner to determine how long it will take to drive 350
kilometers, for example, or how fast you need to average to complete an 8 hour trip of 400
miles. If you need to arrive someplace at an exact time, you can determine when you
need to depart. Or, you can set your departure time and determine the arrival time.

Please see tips for trip planning for more details on planning using different constraints.

The start screen for the Trip Planner tab looks Trip Boss™ - Trip Planner [JE}

like this: 2@9@&“5 >
Date Place Time Distance

Add a new trip segment by tapping “New”.

1) Tapping New brings up the trip planning
calculator. You can enter several different
variables to define this segment or leave them
blank, and the program will calculate them for
you if you have given it enough definitions. IDistance: Y mi

. Time: 0:0
Section One: Spee d:t 0 mph

A. Tap the pop-up list after “Depart:” to
bring up the place. If no places are
selected, tap “Edit Place.” to add a new
place. **Suggestion: Try using your
home address as the first waypoint.

[ Done ] tDe;ete ;]
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B. Departure date and time. Enter, or allow to be calculated. This field is linked to
Arrive and Time and can be locked. (see “About the Locks” below)

Section Two:
Enter two of the following, the third will be calculated:

A. Distance you plan/would like to travel for the segment. The units you selected in
trip preferences automatically are selected, but you can change units for this
segment. For example, if you leave one country that tracks distance in miles to
another country that tracks distance in kilometers.

B. Time you want to be on the road. Enter or allow to be calculated. This field is
also linked to Arrive and Depart and can be calculated by entering those two
fields first. (This field will also be calculated if you first enter the speed and
distance.)

C. Your estimated average speed. Again, your preferred units are highlighted, but
you can change this for this segment.

D. As you change each of these three variables, the oldest one will be recalculated.
If you wish to “lock” one of these variables, tap the lock graphic.  The locks
will toggle as you tap a new one. To unlock them, tap the locked graphic.

Section Three:

A. Arrival place. You can determine this place by checking your route and the
distance you plan to travel on your map. Alternately, you can preselect the place
you want to arrive, and the distance and time can be calculated to determine your
departure or arrival time and/or how long the travel day will be.

B. Arrival date and time. Enter, or allow to be calculated. This field is linked to
Depart and Time and can be locked. (see “About the Locks” below)

2) Once you determine a place from your trial distance, you can reenter the exact mileage
into the distance field. The travel time will recalculate, as well as the arrival time.
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3) Tap done.

4) New on this screen for 2.0: If you want to
delete the segment, tap “Delete.” You will be
prompted with an “Are you sure...?”

|Distance: s 350]
Time:lm 5:50
Speed:l 60 mph

. . [ Done ] [ Delete ]
5) You are now back to the main screen. The trip - - .
. 1. Trip Boss™ - Trip Planner 1
segment you created is listed. Tap the segment

n (==
(new method for 2.0) if you want to make any !@% = = il 4

“ » Date Place Time Distance

chapges. ]?elc?}e has been moved to the 10/3 Dryden 600 380
“Trip Planning” screen (see above). 10/10 Youngstown 8:03 243

« » 10/11 Bennington 5:50 350

5) Tap “New” to add the next segment. 10/11 Portsmouth  6:00 159

6) The last Arrive time and date will show in the
Depart, as a default, but can be changed.

About the locks: m &

Five lock areas are located on this page. Two groups of related calculations of three are
linked and toggle as follows:

1) Distance — Time — Speed
2) Depart — Time — Arrive
You can only lock one item at a time in the first group.

You can lock two in group 2, but the third item will also lock, as the second lock is
locked. So if you lock Depart and Arrive, Time will be locked as well.

In group 1, as you tap a second lock in the group, the previous (or oldest) lock is
unlocked.

In group 2, as you lock a second lock, the third lock is also locked. If you unlock one of
the three, that lock, and the most recent of the other two, are unlocked.

Alternately, you can enter data without locking it. Recalculations will be performed on
the last field that was changed in the above groups.
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Time zones:

Trip Boss will automatically calculate your departure and/or arrival time, based on the
time calculated and input of one of the former. However, the calculation will not include
a time zone switch, since time zones are based on your route. When you determine the
place, you can enter the time zone and the time will be adjusted to that zone.

Please see tips for trip planning.
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% Itinerary Tab

The itinerary tab is for storing all your important trip information, such as airport
departure information, confirmation numbers, car rental, limo service, etc. A large list of
default types can be selected or you can define your own. New for Trip Boss 2.0
includes a new navigation interface as well as new custom itinerary entry screens. In
addition, 300+ place items have been added for each selection from lists. New for Trip
Boss 3.0, access important travel information, such as flight status, wirelessly via Mobile
Travel Aide. (requires internet connection)

When you first tap the itinerary tab, the screen T,.,p Boss™ - Itineraries i

i AN = @ = @ 1 AP D

12:44p

looks like this:

Navigation: 1/16

The check button will bring the first

uncompleted itinerary item to the active page.

The clock button will bring the itinerary item

of the current date to the active page.

Note: This item will not be brought to the top of

the page if less than a full page of items remain.

- Use the filter (default to All) to only show the
selected itinerary type in the list (or All).

+ For your convenience, the current date and
time of your PDA is shown in the top corner,
under the tabs.

(D@ ~ A

To add a new item to your itinerary, tap the 'New' button.

Trip Boss™ - Itinerary Type ©

Select the type of itinerary:

New for Trip Boss 2.0, a screen of custom
itineraries will come up like this:

You can choose: Bus Ride, Car Rental, Cruise,

Drive, Flight, Lodging, Meeting, Train Ride, [ca" Re"“'] [ Meeting ]
Other. | = [ Cruise ] Hit [ Train Ride ]
Each type will have custom fields to enter. ® [ Drive ] * [ Other ]

“Other” brings up a generic entry form, to add
less-common itinerary items. This form is
similar to the old version of the itinerary screen,
except you can now enter departure and arrival in
one screen.

w[ Bus Ride ]

[ Lodging

Tap on the type of itinerary you wish to add, or tap on “Cancel” to leave this screen

without adding a new item.
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Note: While in any of the Itinerary Entry I3 Record
Screens, from the drop down menu, tap “Record” Type:| Change Type
“Change Type” to change the itinerary type you From:i Select place...
are editing. Any applicable data will move into 9/ 11/06: { 6:00 am EDT
the new type. This function is useful if you are '
editing itineraries created in Trip Boss 1.x and
want to update them to the new 2.0 versions.

Status: ¥ Unreserved [OFE
Refd:
Notes:

( Done ] {Delete}

After each itinerary item is entered, it will Tr,p Boss™ - Itineraries i
appear, ordered by date, in a convenient list, B AN m.). o . TEEET

;egare;vted t?ylefl date sepa}:atorh (new fo:1 Trip Bos(iv @O ~ i 2720 259
. ) ote: If an entry has t ¢ same epgrt an Thu8/31/06 -
arrival time, only one entry will show up in the [ 10:50a & D Home I
list. [111:30a & A DEN

O 12:55p =« D DEN 1234 Continent
O &:46p =« A EWR 1234 Continent

As the default, each entry will have a check box O] 8:50p =« D EWR 5678 Continent
(new for Trip Boss 2.0), the time, a Fri9/1/06
corresponding icon, an indicator of departure or O 8:40a <€ A BHX 5678 Continent ¥

arrival (or similar), and descriptive note. (Ref.

Itin. Prefs below for information on how to
configure the descriptive note.

Note on the Date Separator: Dates with no entry will also be shown, up to a week.
Whenever a bigger gap than a week exists, a line with a “...” will appear between the two
dates entries.

Trip Boss™ - Itineraries i Trip Boss™ - Itineraries i
il A%< @ = @ P D i AN = () = W P D
v Al 2/20  418p - Al 2/20 419
O] 7:26p < A MIA 568 US Air Fri9/1/06 -

O 7:45p <= P National MIA O 8:40a =« A BHX 5678 Continent

O 8:00p k=l | Best Western Miami O 11:00a k= | Intercontinental Bir
Sat 979706 .- I
Sun 9710706 Fri9/78/706
Mon 9711706 i O 6:00a k=] O Intercontinental

O 5:00ale= O Best Western 265 I O 9:00a == D BHX 6523 Continent §

O 6:00a < R National MIA - [0 11:45a =€ A EWR 6523 Continent w
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Itin. Prefs:

You can change the content of the “descriptive
note” in the list by using the drop down menu
item “Options” “Itin. Prefs...” which will allow
you to select up to three items from the entry
form to show for each type of itinerary.

1) Tap on the Itinerary Type:
Bus Ride, Car Rental, Cruise, Drive, Flight,
Lodging, Meeting, Train Ride, Other

2) Once you select the type, you can chose up to
three fields to display in the “descriptive note”
in the list (limited by the number of characters
available on each line). The fields relative to
each itinerary will be available for selection.

3) Alternately, you can also select “none”.

4) Choose each item by tapping on the arrows
next to “Display”.

5) When you are done, tap OK.
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e ¢N|9@|ﬁ|He_lp < H

TripPrefs._. /R
~ All [Itin. Prefs...

Thu | About Trip Boss
[110:50a & D License._.. 7L
00 11:30a & A Registration...
[0 12:55p <& Dometesr—erees
O &:46p =« A EWR 1234 Continent
O 8:50p == D EWR 5678 Continent

Fri9/1706

O 8:40a <= A BHX 5678 Continent

Trip Boss™ - Itin. Prefs ©

ltinerary v [(RE TN
Type: Car Rental
Cruise
Display 1st: ¥ |Drive
2nd: w|Flight
3rd: w|Lodging
Meeting
Train Ride
Other

Trip Boss™ - Itin. Prefs €

Itinerary w Flight
Type:

Display 1st. + Rirline

2nd: ¥ Flight

3rd: +|None




Exporting to Datebook/Calendar:

When itinerary items are exported to Date
Book/Calendar, a descriptive phrase, applicable
to the itinerary item, will appear. (This
enhancement is new for Trip Boss 2.0. Previous
exports were one word.) This screenshot shows a
few examples of the new phrases.

However, you still cannot make changes to this
entry from within Calendar/Datebook, as it is
controlled by Trip Boss—please see the
“warning” notes in the descriptions of each new
itinerary entry screen below.

To check an item as completed, merely tap the
box to check it. Use the () check button to bring
the first uncompleted itinerary item to the active

page.

To see the details of an itinerary item, or to edit

Aug 31, 06 KEICIRIC] T B

8:00
8:50 Drive from Home to Denver [J
[ Intl.
9:30
10:00
10:55 Continental flight 1234 from  [J
[ DEN to EWR
2:46
3:00
4:00
r 4:50 Continental flight 5678 from [J
.||=| (New) [Details] [Go To) &

Continental flight 1234 from ...

Exported by Trip Boss™. Any
changes to this record will be
removed by Trip Boss.

[ Done ] ( Delete... ]

Trip Boss™ - Itineraries 1

AN = @) @ [ P »

~ Al 1716 3:15p

Thu8/31/06 a
™ 10:50a & D Home I
& 11:30a & A Denver Intl.

[ 12:55p =& D DEN fif
O 8:50p <« D EWR
Fri9/1/06

O 8:40a =« A BHX

an item, highlight the row, and merely tap the item (navigation new for Trip Boss 2.0).

To delete an item, highlight and tap the item. A “Delete” button is available at the bottom

of the screen. (method new for Trip Boss 2.0)
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## Bus Ride entry screen TripBoss™-Bus €

Line: - Bus

The bus ride itinerary entry screen looks like
this:

1) Line.

Select the bus line from the pop-up list, or add

a line using “Edit places... Status: v Unreserved 1[0
2) Bus Ref#:

Enter bus number. Notes:

( Done ] {Delete} 1+

(New: both departure and arrival entry in one
screen)
3) From: (Departure)

1. Tap on “Select place...” to select a departing location. If this is a second entry of a
Bus Ride, this entry will default to the last “To” place entry, making it easier to
enter several legs of a trip.

2. Stop
Enter bus stop number.

3. Tap the date to select date from the calendar.

4. Tap the time to select time and time zone.

4) To: (Arrival)
1. Tap on “Select place...” to select an arrival location.
2. Stop
Enter bus stop number.
3. Tap date to select date from the calendar.
4. Tap time to select time and time zone.
5) Status

Pick a selection from the pop-up list:

Unreserved, Reserved, Unconfirmed, Confirmed, Canceled, Other.
6) E@ Datebook/Calendar icon

When this box is checked, the itinerary item will export to your Date Book calendar.

A descriptive note will be added to the date/time slot (new for Trip Boss 2.0) in your
Date Book calendar.

« If your date book is set up in a different time zone, the entry will converted to that
time zone. Example: Your Palm handheld is set to USA (Eastern). Your itinerary
item is 3:35 PM USA(Pacific). The exported entry in the Date Book will be 6:35
PM USA (Eastern).

« This export feature is one way, with a few exceptions:

a) If you delete the appointment in Date Book, the “Date Book™ export check box
will become unchecked in Trip Boss.
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b) If you change the time zone in your main PDA preferences, the next time you
open Trip Boss, and if the “Date Book™ is checked, Trip Boss will update the
appointment in your Date Book, converted to the new main PDA time zone. You
must launch Trip Boss after the change for this to occur.

c) Warning: If you make any changes to the details in the Trip Boss exported item
in your Date Book (i.e. time, date, alarm, repeat, private), they will be
automatically reset the next time you launch Trip Boss.

d) If you read the attached note with the
appointment (see screenshot), it will Exported by Trip Boss™. Any
note that it was exported by Trip Boss changes to this record will be
and warn you not to make changes. removed by Trip Boss.

(Done ) (Delete...)

«  When you check the export to Date Book calendar box, additional options will
appear: FEX
a) Tap on the bell to toggle on and off the Alarm in the Datebook. Since your entry
will be converted, based on its time zone and the time zone of your Calendar, the
alarm will sound at the correct relative time.
b) Tap on the lock to toggle on and off marking the item as “Private” in the
Datebook.
7) Ref#
Enter any reference material here.
8) Notes
Add any additional notes about the itinerary item here.

When finished, tap 'Done’'.
The items will now appear in the list with a bus icon. A “D” will indicate the Departure
item and an “A” will indicate the Arrival item, along with a descriptive note, applicable to

a bus ride.

To delete an item, highlight and tap the item. A “Delete” button is available at the bottom
of the screen. (method new for Trip Boss 2.0)
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«ly Car Rental entry screen

The car rental itinerary entry screen looks like Trip Boss™ - Car Rental €@

this:

1) Co.:
Select the car rental company from the pop-up
list (new for Trip Boss 2.0—list of default
rental agencies), or add a company using

“Edit places...”

2) Veh.: Ref#:
Enter vehicle number. Notes:
3) Plates: [ Done ] [Delete] Y

Enter the license plate number here.
(New: both departure and arrival entry in one
screen)
4) From: (Pick-up rental car)
1. Tap on “Select place...” to select the location.
2. Lot
Enter the lot and/or parking space number where the vehicle is located.
3. Tap the date to select date from the calendar.
4. Tap the time to select time and time zone.
5) To: (Return rental car)
1. Tap on “Select place...” to select the location.
2. Lot
Enter the lot and/or parking space number where the vehicle is located.
3. Tap date to select date from the calendar.
4. Tap time to select time and time zone.
6) Status
Pick a selection from the pop-up list:
Unreserved, Reserved, Unconfirmed, Confirmed, Canceled, Other.
7) B Datebook/Calendar icon
When this box is checked, the itinerary item will export to your Date Book calendar.
A descriptive note will be added to the date/time slot (new for Trip Boss 2.0) in your
Date Book calendar.
- If your date book is set up in a different time zone, the entry will converted to that
time zone. Example: Your Palm handheld is set to USA (Eastern). Your itinerary
item is 3:35 PM USA(Pacific). The exported entry in the Date Book will be 6:35
PM USA (Eastern).
« This export feature is one way, with a few exceptions:
a) If you delete the appointment in Date Book, the “Date Book™ export check box
will become unchecked in Trip Boss.

Page 27 of 97



b) If you change the time zone in your main PDA preferences, the next time you
open Trip Boss, and if the “Date Book™ is checked, Trip Boss will update the
appointment in your Date Book, converted to the new main PDA time zone. You
must launch Trip Boss after the change for this to occur.

c) Warning: If you make any changes to the details in the Trip Boss exported item
in your Date Book (i.e. time, date, alarm, repeat, private), they will be
automatically reset the next time you launch Trip Boss.

d) If you read the attached note with the
appointment (see screenshot), it will Exported by Trip Boss™. Any
note that it was exported by Trip Boss changes to this record will be
and warn you not to make changes. removed by Trip Boss.

(Done ) (Delete...)

«  When you check the export to Date Book calendar box, additional options will
appear: FEX
c¢) Tap on the bell to toggle on and off the Alarm in the Datebook. Since your entry
will be converted, based on its time zone and the time zone of your Calendar, the
alarm will sound at the correct relative time.
d) Tap on the lock to toggle on and off marking the item as “Private” in the
Datebook.
8) Ref#
Enter any reference material here.
9) Notes
Add any additional notes about the itinerary item here.

When finished, tap 'Done’'.
The items will now appear in the list with a car icon. A “P” will indicate the “Pick-up
rental car” item and an “R” will indicate the ‘“Return rental car” item, along with a

descriptive note, applicable to a car rental.

To delete an item, highlight and tap the item. A “Delete” button is available at the bottom
of the screen. (method new for Trip Boss 2.0)

Page 28 of 97



The cruise itinerary entry screen looks like this: Trip Boss™ - Cruise €

1) Line:
Select the cruise line from the pop-up list
(new for Trip Boss 2.0—list of default cruise
lines), or add a line by using “Edit places...”

2) Ship:
Enter ship number.
3) Room: Ref#:
Enter the cabin room number. Notes:
[ Done ] [ Delete ] Y

(New: both departure and arrival entry in one
screen)
4) From: (Departure)

1. Tap on “Select place...” to select the location. If this is a second entry of a Cruise,
this entry will default to the last “To” place entry, making it easier to enter several
legs of a trip.

2. Tap the date to select date from the calendar.

3. Tap the time to select time and time zone.

5) To: (Arrival)
1. Tap on “Select place...” to select the location.
2. Tap date to select date from the calendar.
3. Tap time to select time and time zone.
6) Status

Pick a selection from the pop-up list:

Unreserved, Reserved, Unconfirmed, Confirmed, Canceled, Other.
7) B Datebook/Calendar icon

When this box is checked, the itinerary item will export to your Date Book calendar.

A descriptive note will be added to the date/time slot (new for Trip Boss 2.0) in your
Date Book calendar.

- If your date book is set up in a different time zone, the entry will converted to that
time zone. Example: Your Palm handheld is set to USA (Eastern). Your itinerary
item is 3:35 PM USA (Pacific). The exported entry in the Date Book will be 6:35
PM USA (Eastern).

« This export feature is one way, with a few exceptions:

a) If you delete the appointment in Date Book, the “Date Book™ export check box
will become unchecked in Trip Boss.

b) If you change the time zone in your main PDA preferences, the next time you
open Trip Boss, and if the “Date Book™ is checked, Trip Boss will update the
appointment in your Date Book, converted to the new main PDA time zone. You
must launch Trip Boss after the change for this to occur.
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c) Warning: If you make any changes to the details in the Trip Boss exported item
in your Date Book (i.e. time, date, alarm, repeat, private), they will be
automatically reset the next time you launch Trip Boss.

d) If you read the attached note with the
appointment (see screenshot), it will Exported by Trip Boss™. Any
note that it was exported by Trip Boss changes to this record will be
and warn you not to make changes. removed by Trip Boss.

(Done ) (Delete... )

«  When you check the export to Date Book calendar box, additional options will
appear: FEX
e) Tap on the bell to toggle on and off the Alarm in the Datebook. Since your entry
will be converted, based on its time zone and the time zone of your Calendar, the
alarm will sound at the correct relative time.
f) Tap on the lock to toggle on and off marking the item as “Private” in the
Datebook.
8) Ref#
Enter any reference material here.
9) Notes
Add any additional notes about the itinerary item here.

When finished, tap 'Done’'.
The items will now appear in the list with a ship icon. A “D” will indicate the Departure
item and an “A” will indicate the Arrival item, along with a descriptive note, applicable to

a cruise.

To delete an item, highlight and tap the item. A “Delete” button is available at the bottom
of the screen. (method new for Trip Boss 2.0)
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@ Drive entry screen

The Drive itinerary entry screen looks like this: TripBoss™ -Drive €

(New: both departure and arrival entry in one
screen) To:

1) From: (Departure)
1.

2.

3.

From:i

Status: ¥ Unreserved [

Tap on “Select place...” to select the Notes:

location. If this is a second entry of a
Drive, this entry will default to the last
“To” place entry, making it easier to enter
several legs of a trip. [ Done ] [ Delete ]
Tap the date to select date from the
calendar.

Tap the time to select time and time zone.

2) To: (Arrival)

1. Tap on “Select place...” to select the location.
2. Tap date to select date from the calendar.
3. Tap time to select time and time zone.

3) Status

Pick a selection from the pop-up list:
Unreserved, Reserved, Unconfirmed, Confirmed, Canceled, Other.
4) B Datebook/Calendar icon
When this box is checked, the itinerary item will export to your Date Book calendar.

A descriptive note will be added to the date/time slot (new for Trip Boss 2.0) in your

Date Book calendar.

If your date book is set up in a different time zone, the entry will converted to that

time zone. Example: Your Palm handheld is set to USA (Eastern). Your itinerary

item is 3:35 PM USA (Pacific). The exported entry in the Date Book will be 6:35

PM USA (Eastern).

This export feature is one way, with a few exceptions:

a) If you delete the appointment in Date Book, the “Date Book™ export check box
will become unchecked in Trip Boss.

b) If you change the time zone in your main PDA preferences, the next time you
open Trip Boss, and if the “Date Book™ is checked, Trip Boss will update the
appointment in your Date Book, converted to the new main PDA time zone. You
must launch Trip Boss after the change for this to occur.

c) Warning: If you make any changes to the details in the Trip Boss exported item
in your Date Book (i.e. time, date, alarm, repeat, private), they will be
automatically reset the next time you launch Trip Boss.
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d) If you read the attached note with the Continental flight 1234 from ..

appointm§nt (see screenshot), %t will Exported by Trip Boss™. Any
note that it was exported by Trip Boss changes to this record will be
and warn you not to make changes. removed by Trip Boss.

(Done ) (Delete... )

«  When you check the export to Date Book calendar box, additional options will
appear: MEIX'm
g) Tap on the bell to toggle on and off the Alarm in the Datebook. Since your entry
will be converted, based on its time zone and the time zone of your Calendar, the
alarm will sound at the correct relative time.
h) Tap on the lock to toggle on and off marking the item as “Private” in the
Datebook.
5) Notes
Add any additional notes about the itinerary item here.

When finished, tap 'Done’'.
The items will now appear in the list with a steering wheel icon. A “D” will indicate the
Departure item and an “A” will indicate the Arrival item, along with a descriptive note,

applicable to a drive itinerary item.

To delete an item, highlight and tap the item. A “Delete” button is available at the bottom
of the screen. (method new for Trip Boss 2.0)
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== Flight entry screen

The flight itinerary entry screen looks like this: TripBoss™ - Flight €
Airline: = Flight:

1) Airline: Seat: v fny
Select the airline from the pop-up list (new for From:;
Trip Boss 2.0—list of default airlines), or add '
an airline using “Edit places...” To:!

2) Flight: [6/31/06; Edbprm DT
Enter flight number. Status: ¥ Unreserved [OFE

3) Seat: Ref#:
1. Enter the seat number. Meal: w None v
2. From the pop-up list, select class: First, [ Done ] [ Delete ] [ Notes ] 1+

Business, or Coach
3. From the pop-up list, select type of seat:
Any, Aisle, Middle, Window.

(New: both departure and arrival entry in one screen)
4) From: (Departure)

1. Tap on “Select place...” to select the location. If this is a second entry of a Flight,
this entry will default to the last “To” place entry, making it easier to enter several
legs of a trip.

2. Gate
Enter the gate number.

3. Tap the date to select date from the calendar.

4. Tap the time to select time and time zone.

5) To: (Arrival)
1. Tap on “Select place...” to select the location.
2. Gate
Enter the gate number.
3. Tap date to select date from the calendar.
4. Tap time to select time and time zone.
6) Status

Pick a selection from the pop-up list:

Unreserved, Reserved, Unconfirmed, Confirmed, Canceled, Other.
7) B Datebook/Calendar icon

When this box is checked, the itinerary item will export to your Date Book calendar.

A descriptive note will be added to the date/time slot (new for Trip Boss 2.0) in your
Date Book calendar.

- If your date book is set up in a different time zone, the entry will converted to that
time zone. Example: Your Palm handheld is set to USA (Eastern). Your itinerary
item is 3:35 PM USA(Pacific). The exported entry in the Date Book will be 6:35
PM USA (Eastern).
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« This export feature is one way, with a few exceptions:

a) If you delete the appointment in Date Book, the “Date Book™ export check box
will become unchecked in Trip Boss.

b) If you change the time zone in your main PDA preferences, the next time you
open Trip Boss, and if the “Date Book™ is checked, Trip Boss will update the
appointment in your Date Book, converted to the new main PDA time zone. You
must launch Trip Boss after the change for this to occur.

c) Warning: If you make any changes to the details in the Trip Boss exported item
in your Date Book (i.e. time, date, alarm, repeat, private), they will be
automatically reset the next time you launch Trip Boss.

d) If you read the attached note with the
appointment (see screenshot), it will Exported by Trip Boss™. Any
note that it was exported by Trip Boss changes to this record will be
and warn you not to make changes. removed by Trip Boss.

(Done ) (Delete...)

«  When you check the export to Date Book calendar box, additional options will
appear: FEX
1) Tap on the bell to toggle on and off the Alarm in the Datebook. Since your entry
will be converted, based on its time zone and the time zone of your Calendar, the
alarm will sound at the correct relative time.
J) Tap on the lock to toggle on and off marking the item as “Private” in the
Datebook.
8) Ref#
Enter any reference material here.
9) Meal
Select the type of meal offered on the flight:
None, Light Snack, Snack, Breakfast, Lunch, or Dinner.
Next to the type of meal, you can also select a special order meal, if any:
Kosher, Vegetarian
10) Notes
Tap on the “Notes” button in the lower right hand corner to add any additional notes
about the itinerary item.

When finished, tap 'Done’'.
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The items will now appear in the list with an airplane icon. A “D” will indicate the
“Departure” item and an “A” will indicate the “Arrival” item, along with a descriptive
note, applicable to a flight itinerary.

To delete an item, highlight and tap the item. A “Delete” button is available at the bottom
of the screen. (method new for Trip Boss 2.0)
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l=—| Lodging entry screen
The lodging itinerary entry screen looks like this:

1) Lodge:
Select the lodging from the pop-up list (new
for Trip Boss 2.0—list of default lodging), or
add a new lodging using “Edit places...”

2) Room:
Enter room number. Status: ¥ Unreserved [OFE
3) Tap on “Select place...” to select the location. Refd#:
Notes:
(New: both departure and arrival entry in one [ Done ] [ Delete ] 1
screen)

4) From: (Check-In)
1. Tap the date to select date from the calendar.
2. Tap the time to select time and time zone.
5) To: (Check-Out)
1. Tap date to select date from the calendar.
2. Tap time to select time and time zone.
6) Status
Pick a selection from the pop-up list:
Unreserved, Reserved, Unconfirmed, Confirmed, Canceled, Other.
7) BB Datebook/Calendar icon
When this box is checked, the itinerary item will export to your Date Book calendar.

A descriptive note will be added to the date/time slot (new for Trip Boss 2.0) in your

Date Book calendar.

If your date book is set up in a different time zone, the entry will converted to that

time zone. Example: Your Palm handheld is set to USA (Eastern). Your itinerary

item is 3:35 PM USA(Pacific). The exported entry in the Date Book will be 6:35

PM USA (Eastern).

This export feature is one way, with a few exceptions:

a) If you delete the appointment in Date Book, the “Date Book™ export check box
will become unchecked in Trip Boss.

b) If you change the time zone in your main PDA preferences, the next time you
open Trip Boss, and if the “Date Book™ is checked, Trip Boss will update the
appointment in your Date Book, converted to the new main PDA time zone. You
must launch Trip Boss after the change for this to occur.

c) Warning: If you make any changes to the details in the Trip Boss exported item
in your Date Book (i.e. time, date, alarm, repeat, private), they will be
automatically reset the next time you launch Trip Boss.
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d) If you read the attached note with the Continental flight 1234 from ..

appointm§nt (see screenshot), %t will Exported by Trip Boss™. Any
note that it was exported by Trip Boss changes to this record will be
and warn you not to make changes. removed by Trip Boss.

(Done ) (Delete... )

«  When you check the export to Date Book calendar box, additional options will
appear: MEIX'm
k) Tap on the bell to toggle on and off the Alarm in the Datebook. Since your entry
will be converted, based on its time zone and the time zone of your Calendar, the
alarm will sound at the correct relative time.
1) Tap on the lock to toggle on and off marking the item as “Private” in the
Datebook.
8) Ref#
Enter any reference material here.
9) Notes
Add any additional notes about the itinerary item here.

When finished, tap 'Done’'.
The items will now appear in the list with a bed icon. A “I” will indicate the “check-In"
item and an “O” will indicate the “check-Out” item, along with a descriptive note,

applicable to a lodging itinerary.

To delete an item, highlight and tap the item. A “Delete” button is available at the bottom
of the screen. (method new for Trip Boss 2.0)
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& Meeting entry screen

The meeting itinerary entry screen looks like Trip Boss™ - Meeting €

this: With:

Tip: Use this itinerary item to plan meetings for :::_:' :
your trip and to note agendas or planned To
speaking points. You can also apply this to Status:
personal travel, in case you plan to visit or stay Notes:

with people.

1) With:
Select with whom you are meeting, or add or [ Done ] [ Delete ] 1
import an address/person using “Edit
places...”

2) Place:

Select where you are meeting, or add/import an address using “Edit places...”

3) Room:

Enter the room number where you are meeting.

(New: both start and end entry in one screen)
4) From: (Meet)
1. Tap the date to select date from the calendar.
2. Tap the time to select time and time zone.
5) To: (Adjourn)
1. Tap date to select date from the calendar.
2. Tap time to select time and time zone.
6) Status
Pick a selection from the pop-up list:
Unreserved, Reserved, Unconfirmed, Confirmed, Canceled, Other.
7) B Datebook/Calendar icon
When this box is checked, the itinerary item will export to your Date Book calendar.
A descriptive note will be added to the date/time slot (new for Trip Boss 2.0) in your
Date Book calendar.
- If your date book is set up in a different time zone, the entry will converted to that
time zone. Example: Your Palm handheld is set to USA (Eastern). Your itinerary
item is 3:35 PM USA(Pacific). The exported entry in the Date Book will be 6:35
PM USA (Eastern).
« This export feature is one way, with a few exceptions:
a) If you delete the appointment in Date Book, the “Date Book™ export check box
will become unchecked in Trip Boss.
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b) If you change the time zone in your main PDA preferences, the next time you
open Trip Boss, and if the “Date Book™ is checked, Trip Boss will update the
appointment in your Date Book, converted to the new main PDA time zone. You
must launch Trip Boss after the change for this to occur.

c) Warning: If you make any changes to the details in the Trip Boss exported item
in your Date Book (i.e. time, date, alarm, repeat, private), they will be
automatically reset the next time you launch Trip Boss.

d) If you read the attached note with the
appointment (see screenshot), it will Exported by Trip Boss™. Any
note that it was exported by Trip Boss changes to this record will be
and warn you not to make changes. removed by Trip Boss.

(Done ) (Delete...)

«  When you check the export to Date Book calendar box, additional options will
appear: FEX
m)Tap on the bell to toggle on and off the Alarm in the Datebook. Since your entry
will be converted, based on its time zone and the time zone of your Calendar, the
alarm will sound at the correct relative time.
n) Tap on the lock to toggle on and off marking the item as “Private” in the
Datebook.
8) Notes
Add any additional notes about the itinerary item here.

When finished, tap 'Done’'.
The items will now appear in the list with a “person” icon. A “M” will indicate the time
to “Meet” and an “A” will indicate the time to “Adjourn,” along with a descriptive note,

applicable to a meeting itinerary.

To delete an item, highlight and tap the item. A “Delete” button is available at the bottom
of the screen. (method new for Trip Boss 2.0)
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it Train Ride entry screen

The train ride itinerary entry screen looks like TripBoss™ - Train €@
this: Line: » Train

1) Line:
Select the train line from the pop-up list (new
for Trip Boss 2.0—list of default train lines),

or add a train lines using “Edit places...” 9/ 11/06: :6:00 am EDT :
2) Train: Status: ¥ Unreserved [OFE
Enter the train number here. Ref#:
. Notes:
3) Seat:
Enter the seat number(s) here. [ Done ] [ Delete ] Y

4) Enter the class here: First, Business, Coach

(New: both departure and arrival entry in one screen)
5) From: (Departure)

1. Tap on “Select place...” to select the location. If this is a second entry of a Train
Ride, this entry will default to the last “To” place entry, making it easier to enter
several legs of a trip.

2. Tap the date to select date from the calendar.

3. Tap the time to select time and time zone.

6) To: (Arrival)
1. Tap on “Select place...” to select the location.
2. Tap date to select date from the calendar.
3. Tap time to select time and time zone.
7) Status

Pick a selection from the pop-up list:

Unreserved, Reserved, Unconfirmed, Confirmed, Canceled, Other.
8) B Datebook/Calendar icon

When this box is checked, the itinerary item will export to your Date Book calendar.

A descriptive note will be added to the date/time slot (new for Trip Boss 2.0) in your
Date Book calendar.

- If your date book is set up in a different time zone, the entry will converted to that
time zone. Example: Your Palm handheld is set to USA (Eastern). Your itinerary
item is 3:35 PM USA(Pacific). The exported entry in the Date Book will be 6:35
PM USA (Eastern).

« This export feature is one way, with a few exceptions:

a) If you delete the appointment in Date Book, the “Date Book™ export check box
will become unchecked in Trip Boss.
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b) If you change the time zone in your main PDA preferences, the next time you
open Trip Boss, and if the “Date Book™ is checked, Trip Boss will update the
appointment in your Date Book, converted to the new main PDA time zone. You
must launch Trip Boss after the change for this to occur.

c) Warning: If you make any changes to the details in the Trip Boss exported item
in your Date Book (i.e. time, date, alarm, repeat, private), they will be
automatically reset the next time you launch Trip Boss.

d) If you read the attached note with the
appointment (see screenshot), it will Exported by Trip Boss™. Any
note that it was exported by Trip Boss changes to this record will be
and warn you not to make changes. removed by Trip Boss.

(Done ) (Delete...)

«  When you check the export to Date Book calendar box, additional options will
appear: FEX
0) Tap on the bell to toggle on and off the Alarm in the Datebook. Since your entry
will be converted, based on its time zone and the time zone of your Calendar, the
alarm will sound at the correct relative time.
p) Tap on the lock to toggle on and off marking the item as “Private” in the
Datebook.
9) Ref#
Enter any reference material here.
10) Notes
Add any additional notes about the itinerary item here.

When finished, tap 'Done’'.
The items will now appear in the list with a train track icon. A “D” will indicate the
departure item and an “A” will indicate the “Arrival” item,” along with a descriptive note,

applicable to a train ride itinerary.

To delete an item, highlight and tap the item. A “Delete” button is available at the bottom
of the screen. (method new for Trip Boss 2.0)
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& Other Itinerary entry screen

The “Other” itinerary entry screen looks like T L e —

this:

This entry screen is similar to the format from
Trip Boss 1.x. All itinerary items created in 1.x
will automatically start as an “other.” New for
2.0: Both From and To on one entry screen.

Status: ¥ Unreserved [OFE
Refd:
Notes:

[ Done ] [Delete]

Tip: You can convert old format itineraries to T34 Record
the new Trip Boss 2.0 itinerary formats by Type:| Change Type
opening the itinerary entry screen, and tapping From:i Select pla ;

the drop down menu item: “Record” “Change
Type.” Select the type you wish and any
applicable data will transfer. You can add the
additional data to the new fields.

Status: v Unreserved O

Alternately, use this itinerary entry screen to add Ref#:
itinerary items other than the more common ones Notes:
provided. [ Done ] [ Delete ]

1) Type:
Pick a selection provided from the pop-up list, or scroll down the list to "Edit types...”
to add your own type.

(New: both departure and arrival entry in one screen)
2) From: (Departure)
1. Tap on “Select place...” to select the location.
2. Tap the date to select date from the calendar.
3. Tap the time to select time and time zone.
3) To: (Arrival)
1. Tap on “Select place...” to select the location.
2. Tap date to select date from the calendar.
3. Tap time to select time and time zone.
4) Status
Pick a selection from the pop-up list:
Unreserved, Reserved, Unconfirmed, Confirmed, Canceled, Other.
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5) B Datebook/Calendar icon
When this box is checked, the itinerary item will export to your Date Book calendar.

A descriptive note will be added to the date/time slot (new for Trip Boss 2.0) in your

Date Book calendar.

If your date book is set up in a different time zone, the entry will converted to that

time zone. Example: Your Palm handheld is set to USA (Eastern). Your itinerary

item is 3:35 PM USA(Pacific). The exported entry in the Date Book will be 6:35

PM USA (Eastern).

This export feature is one way, with a few exceptions:

a) If you delete the appointment in Date Book, the “Date Book™ export check box
will become unchecked in Trip Boss.

b) If you change the time zone in your main PDA preferences, the next time you
open Trip Boss, and if the “Date Book™ is checked, Trip Boss will update the
appointment in your Date Book, converted to the new main PDA time zone. You
must launch Trip Boss after the change for this to occur.

c) Warning: If you make any changes to the details in the Trip Boss exported item
in your Date Book (i.e. time, date, alarm, repeat, private), they will be
automatically reset the next time you launch Trip Boss.

d) If you read the attached note with the
appointment (see screenshot), it will Exported by Trip Boss™. Any
note that it was exported by Trip Boss changes to this record will be
and warn you not to make changes. removed by Trip Boss.

(Done ) (Delete... )

When you check the export to Date Book calendar box, additional options will

appear: MEDX'W

q) Tap on the bell to toggle on and off the Alarm in the Datebook. Since your entry
will be converted, based on its time zone and the time zone of your Calendar, the
alarm will sound at the correct relative time.

r) Tap on the lock to toggle on and off marking the item as “Private” in the
Datebook.

6) Ref#

Enter any reference material here. This information will show up on the itinerary list.
7) Notes

Add any additional notes about the itinerary item here.
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When finished, tap 'Done’'.

The items will now appear in the list with a blue bullet. A “D” will indicate the departure
item and an “A” will indicate the “Arrival” item,” along with the information noted in the
Ref .# section.

To delete an item, highlight and tap the item. A “Delete” button is available at the bottom
of the screen. (method new for Trip Boss 2.0)

*”CheckList Tab

The CheckLists tab is for creating check lists. In this tab, you create and edit lists, then
check off items upon completion. Several default lists are included to get you started.
Use this feature for packing lists, planning to do lists, last minute lists, sightseeing lists,
shopping lists—any type of list that you require. Include as many lists as you wish in
each trip. Add as many lists as you wish—no need to recreate a new list for each trip, or
to check a multitude of items to include in your list each time you use the feature. Merely
create lists, select them for a trip and go.

When you first enter the checklist tab, the screen Manage Lists o

looks like this: 1 & Baby
] & Before Trip
This is the Manage Lists screen. This screen is L1 & Camping
where to access all the available lists for your S : E:;*;Ideas
trips. Trip Boss starts out with several sample O & Last Minute
lists. This feature is flexible enough to make any O] & License Plate Game
kind of list mlalkocking
’ O & Shopping
] & Sightseeing
To “put” or view and use a list in a specific trip,
tap on the check box to check the list. Tap done |Done || Edit ||N9W| |C0IJV || Delete |

after selecting the lists to appear in the current
trip.

Below: Checked box in Manage Lists for Packing, puts “Packing” list in current trip.
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Manage Lists i) Trip Boss™ - Check List i

A il 4N %[ [= @ @
efore Trip
O & Camping ¥ Packing R
O & Gift Ideas O money -
O & Kids O sunglasses
O & Last Minute O books
[ & License Plate Game S :ﬂ[:’AB I
[ & Packing player
Dz s g
ightseein
’ ’ O camera batteries -
|Done|| Edit ||New||Copy|| Delete |
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MANAGE LISTS

[ & Baby
1) Check box [ & Before Trip
Tap on the check box to select the list(s) to be L] & Camping
. . [0 & Gift Ideas
shown in the trip. & & Kids
[ & Last Minute
2) Lock icon [ & License Plate Game
Tap on the lock icon to toggle locking the list 'l Packing
ap on the lock icon to toggle locking the list. 1 & Shopping
] & Sightseeing
If a list is locked, it cannot be edited or deleted.
This locking feature is to prevent accidentally [Done] ( kit ] (New) (Copy]{Delete |

modifying or deleting a list.

TIP: Create master lists and lock them after creating. Before adding to a new trip, make
a copy. Unlock the copy. While in the trip, delete, add, or move items specific to that trip
on the copied list. This way you can keep a master list from which to start and then
customize for each trip.

3) List table
All available lists will appear in this list. Only unlocked lists can be edited or deleted.
Tap on a list to select it for edit, copy, and delete.

4) Done
Tap Done after you have finished checking, locking or editing items to return to the main
checklist screen. Items can also be edited in the trip itself.

5) Edit

Tap Edit to edit the items in the list. Add, delete, or move items from within the list.
Changes made to a list occur in all trips. TIP: Copy the trip first if you want unique
items to specific trips. See EDITING ITEMS below for details on editing.

6) New
Adds a new list.

7) Copy

Copies the selected list—you will be prompted for a new name. Locked lists can be
copied. Recommendation: Create a master list and lock it. Copy the master to use in
each trip so you can edit the items without affecting the master list.

8) Delete

Deletes the selected list. You be prompted with an “Are you sure...?”. List is deleted
permanently in all trips.
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After you have finished creating and editing lists,
and/or selected the lists for the trip by checking
them, tap done to return to the checklist screen.

Lists that have been checked will appear in the
trips pop up list as in this screenshot:

From this pop-up list, select the list you wish to
work on.

Tap on “Manage lists...” to return to the Manage
Lists at any time to add more lists or to unlock
lists for editing items.

Tap on the check box to mark completed.
Completion will be only be reflected in the
current trip.

Tap on the check button to go to the first
unchecked item.

Trip Boss™ - Check List i
AN | @) =@ E D
¥ Packing
[ deodorant -
[ shampoo
[ shaver
[ shaving lotion
™ nail file

[ hairdryer

[ hair styling product
[ brush
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EDITING ITEMS

You can edit items in the list two ways:

1) From within Manage Lists tap on the name to
select and then tap “Edit”. Only unlocked
lists can be edited.

2) Tap on the Edit button from within the
checklist in the trip. Only unlocked trips can
be editing and can only be unlocked from
within Manage Lists.

Next you will see the Edit Lists screen:

Note: Changes made in this screen will appear
in ALL trips that use this list.

TIP: Create master lists and lock them after
editing. Before adding list to a new trip, make a
copy. Unlock the copy. Then delete, add, or
move items specific to that trip on the copied list.
This way you can keep a master list from which
to start and then customize for each trip.
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If you are starting a new list, the Edit Lists screen
will be blank:

1) Tap on the pop-up list to change the list to
edit.

2) Tap on the item to select it.

3) Tap on the + (plus sign) to add a new item.
New item will appear in the list below the
current selected item, so you can insert items
within the list in this manner.

4) Tap on the red X to delete the selected item.

5) Tap on the UP or DOWN arrows to move the
selected item up or down from within the list.

6) Tap “Edit” to edit the name of the item.

7) Tap “Done” when finished editing the list.
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To get you started, Trip Boss comes with several
default lists that you can copy, edit, or delete.
One special bonus list is labeled “License Plate
Game.” When traveling by car in the USA, play
the License Plate Game. Each time you see a
license plate from a state, check it off. Try to
spot all the state plates for a fun game while
traveling.

“*Waypoints Tab

Trip Boss™ - Check List i

i AN | @ =@ E D
w License Plate Game
[ Alaska
[ Arizona i
[ Arkansas

O California
[ Colorado

[ Connecticut
[ Delaware

The Waypoints tab is for recording or logging daily odometer readings and time. Your
daily progress is calculated and can be viewed in the (A -->B) view mode. The distance
(mileage) is recorded in miles or kilometers, depending on your trip preferences.

When you first enter the waypoints tab, the
screen looks like this:

To add a the first waypoint (usually your starting
mileage), tap the “New” button.

i A% ﬁ_.ulm»

Date Place Time Mileage

o )

1) Select an existing place in the pop-up list or tap “Edit Places...” to add a new one.
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2) Tap “Arrive” or “Depart”
3) Select the current date.
4) Select the current time.

5) Enter the odometer reading. You can also use
the up/down arrows to fine tune your reading.

6) Click “Done.”

New on this screen for 2.0: 1f you want to delete
the segment, tap “Delete.” You will be prompted
with an “Are you sure...?”

At the end of your travel day, tap, “New” again
and enter your place, time, and readings. For
your convenience, the last odometer reading will
automatically pop up in the mileage entry area,
as well as the current date and time.

You will see two tabs at the bottom left hand side
of your screen. The odometer (1-2-3) tab shows
your mileage as you entered it.

Tap the A-->B tab and you will see the relative
time and mileage. Note: For the Summary tab,
the time between the depart and arrive segments
is considered “travel time” and the time between
the arrive and next depart segment is considered
“leisure time.”
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Mileage:

( Done ] {Delete}

Trlp Boss=™ - Waypoints

[_]_Ql-llmw

Date Place Time Mileage
8/20 Home 10:39a 6504
8/20 Chicago, IL 245p 6749

Trip Boss™ - Waypoints i

O EED
Date Place Time Miles
8/20 Home 0:00 0

8/20 Chicago, IL 4:06 245

i )




Tap any of the waypoints in the list to bring up the entry screen where you can edit or
delete the waypoint. To delete, tap the “Delete” button to delete that waypoint. (You will
be prompted with an “Are you sure?” to help prevent inadvertent erasures.) (7This
elimination of one step is new for 2.0.)

Note: You can access the entry screen via and create “New” entries from both the
odometer (1-2-3) and A-->B view modes.

Meal Tab

The Meal Tab is where you can conveniently record your meal expenses, location, and
rate the place where the meal took place.

When you first tap the tab, your screen will look Tr|p Boss™ - Meals i
like this: %N e am“ . ' g ’

When:

Meal:

Place:

Expense:

Payment:

Rating:

Notes:

Tap the “New” button to add a meal the screen

will look like this: 4 of0 )
1) The current date and time will automatically

show up in the fields, but you can change B AN > ﬂml—l . ' A ’

these by tapping on them. When:! 2/8/6’6" 748 am PST |

2) The default meal is breakfast, but if you tap on Meal: ;"EFEEL: fast

it, a pop-up list appears. You can select one Place: ¥ Select place...

of the suggested types, or add your own, by Expense:i 0.00} v $USD
tapping “Edit Types...” Note: If you add a Payment: v Cash

new type of expense, you have to indicate it as Rating: ¥ Unrated

a meal type for it to show in the pop-up list for Notes:

selection.

3) Tap the pop-up list next to place to pick the 4 fof1 p

restaurant. If you haven't visited this place
before, you will have to tap “Edit Places...”
and add the restaurant.
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4) Tap on Expense and the Tip/Split Calculator

comes up. (Tip: Ypu can also access the Subtotal 9.00
tip/split calculator independently from the o
drop-down menus.) The calculator is Tax: 0.80( 889)%
currency independent. Tip: 135(  15)%
1. Enter the subtotal and tax from your bill. Total: . 1115

The tax % is automatically calculated (you Split: 2

can also enter the tax% instead of the Each: 558

value). If you entered a default tax% (in

trip preferences), it will be used here, but

you can change the percentage if you wish. [ Done ] [ Cancel ]

2. Enter the tip you want, or the percentage.
If you chose a default tip% (in trip
preferences), it will be used here. You can change the percentage at any time.
3. The total is calculated each time you make a change. (This field cannot be
modified.)
4. The default for the split is one. Change the number and the “Each” is calculated.
5. If you want to round the split (i.e. everyone contributes $6 instead of $5.58) change
the “Each” to $6 and the tip is automatically recalculated.
6. Click “Done”
Tip: The tip is based on the pre-tax total. If you want to calculate the tip on the tax also,
input the sum including the tax in the subtotal and leave the tax blank.

5) The “Each” amount is automatically put in the T,.,p Boss™ - Meals

“Expense” field. Next, if necessary, pick the B AN - “ml"' . . A ’

currency used to pay, from the pop-up list. When! 107167047 1708 arm CET

(Note: Your expense totals in the budget tab Meal < Friibrotiing "

are automatically converted to the currency Place: v Schmackhaft Friithstiick
selected in Trip Preferences, but individual Expense: "é"éé" v €EUR
expenses in the summary and in this tab will Payment: ¥ VISA

reflect the actual currency you select. Export Rating: v OOOO

to memo pad also reports the expenses in the Notes: Toll Eier.

selected currency in this tab.) You can “Edit.

currency...” if you wish to add a new one. 4d 1of1 )
The currencies screen will pop up and you can
add a new currency and exchange rate. (Note:
As a starting point, the program includes a default conversion for several currencies,
but you can input the current conversion for more accuracy.) New for Trip Boss 3.0,
access important travel information, such as real-time currency rates, wirelessly via
Mobile Travel Aide. (requires internet connection).

6) Select the type of payment in the pop-up list. You can also add new payments by

tapping “Edit payments...” (Note: You can change your default payment type in Trip
Preferences.)
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7) Rate your experience: 1-5 diamonds, or unrated. A summary list is included in the
Ratings tab. If you choose a place that is already rated, the current rating will show. If
you wish to edit the rating you can do so.

8) Use the Notes area for commenting on the service; listing the menu item you liked,
tried, or disliked; noting the customers you treated to lunch and business topics
discussed; or any thing else you might want to comment on about your experience.

To navigate current pages:
Use the convenient fingertip buttons at the bottom of the screen, left arrow and right
arrow, to scroll through all your meals. Meals are sorted by date.
Or, type in a number in the field “____ of 3” to jump directly to that page.

To delete an entry, use “Record” “Delete Entry” from the drop-down menu.

Edit/Lock buttons (new for 2.0, to help prevent overwriting previous entries):

1) Whenever a new expense entry is entered, the screen is in “Edit” mode, so all the
fields can be changed. This entry will remain in “Edit” until you either leave the
screen (by tapping on another tab, viewing another entry, leaving Trip Boss, etc.) or
you tap on the “Lock” button.

2) To unlock a previous entry for editing, simply tap on the “Edit” button and the fields
can be changed.

3) The two buttons toggle: The entry is locked if the “Edit” button is visible and the
entry is in “Edit” mode when the choice of the “Lock” button is visible. Please
reference above screeshots.
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k| Lodging Tab

The Lodging Tab is similar to the Meal Tab. You can conveniently record your lodging
expenses, location, and rate the place where you spent the night.

The start screen looks like this:

To enter a new lodging entry, tap “New.”

1) The current date will automatically show up
in the When field, but you can change it by
tapping on the field.

2) Tap on the Place field to select an existing
place or choose “Edit Places...” to enter a new
place of lodging. New for 2.0: Numerous
default lodging and addresses have been
added.

3) Type in the amount of the expense.

4) Choose the currency, if necessary. You can
select from the list or choose, “Add_
currency...” The currencies screen will pop
up and you can add a new currency and

w*a-._ﬁlm»

When:

Place:
Expense:
Nights: Pay:
Room: Rating:
Notes:

ooy () (8D

%’“" ".ll—ll.lrﬂ

When: | 8/22/06

Place: « Travel Hotel

Expense: 180.52 w $USD
Nights: 3 Pay:w Traveler's Check
Room: 401 Rating: v QOO

Notes: Only standard
accommodations. Clean.

« rorz p (o) () 4

exchange rate. (Note: As a starting point, the program includes a default conversion
for several currencies, but you can input the current conversion for more accuracy.)
New for Trip Boss 3.0, access important travel information, such as real-time currency
rates, wirelessly via Mobile Travel Aide. (requires internet connection).

As in the meal tab, the specific currency will be listed here, but will be converted to
your preferred currency in the budget tab expense totals. When you export to memo
pad, the expense will be in the currency you select on this tab.

5) Enter the number of nights.

6) Tap the pop-up list to select the payment type, or select “Edit Payments...” to add a

new payment method.
7) Enter your room number in the Room field.
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8) Rate your stay with 1-5 diamonds or unrated. A summary list is included in the
Ratings tab. If you choose a place that is already rated, the current rating will show. If
you wish to edit the rating you can do so.

9) Add notes about the experience that you wish to recall later, such as cleanliness,
amenities, and other opinions.

Tip: If you want to see the “Type” of Place, from the drop-down menu, select “Tools”
“Places...”, select the Place and tap “Edit.” You will see the details for that Place,
including “Type.” The filter will also indicate which Place Type has been designated for
that Place.

To navigate current pages:
Use the convenient fingertip buttons at the bottom of the screen, left arrow and right
arrow, to scroll through all your places of lodging. Entries are sorted by date, so you
can conveniently enter any that you might have missed.
Or, type in a number in the field “____ of 3” to jump directly to that page.

To delete an entry, use “Record” “Delete Entry” from drop-down menu.

Edit/Lock buttons (new for 2.0, to help prevent overwriting previous entries):
I)Whenever a new expense entry is entered, the screen is in “Edit” mode, so all the fields
can be changed. This entry will remain in “Edit” until you either leave the screen (by
tapping on another tab, viewing another entry, leaving Trip Boss, etc.) or you tap on the
“Lock’ button.

2)To unlock a previous entry for editing, simply tap on the “Edit” button and the fields
can be changed.

3)The two buttons toggle: The entry is locked if the “Edit” button is visible and the entry
is in “Edit” mode when the choice of the “Lock” button is visible. Please reference above
screeshots.

Fuel Econ. Tab

The Fuel Economy Tab is where you enter fuel expenses and record data for
determination of your vehicle's fuel economy for the trip.
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Please note: The fuel economy can only be calculated from each time the tank is filled,
since the volume is determined by how much fuel it takes to refill the tank. Filling up the
tank completely prior to start of the trip is recommended. This initial fill-up would be
noted as the first entry. (If you do not wish to include the initial cost of fill-up in the
current trip, merely leave the cost at zero.) After the first fill-up, the tank can be partially
filled and the data entered, but Trip Boss will not calculate the fuel economy until the
tank is again full.

When you first tap the Fuel Economy Tab the

screen will look like this: i AN > - () I-I[_]' A )

When:
Mileage: Full
Quantity: Tank
Total:
Pay:
Econ:
Notes:

To enter a new fuel record, tap “New.”
P « o0 p

1) The current date and time will automatically
show up in the When fields, but you can AN - . Hm. i p

nveniently change them heir —————
conve t.e tf?/ ;:da ge them by tapping on their When: 18/7/04. 3
respective fields. Mileage: 424408 mi Fu"

2) Enter the mileage from your odometer. (The Quantity: 187 wgals [ Tank

last odometer reading will be shown.) The T;;alf vCasthS ~ $USD
units will be the ones you selected in Trip Ecoﬁ; 11.8mpg 5 kpl
Preferences. Notes:

3) Enter the quantity of fuel from the pump. YOu =~
can select units here, in case you have moved Jof 10 ’ Ed|t
into an area that dispenses fuel in a new unit - -
of measure. Units are available in gallons,
liters, and UK gallons.

4) Tap to the box to check if you put in a full tank. As noted above, the fuel economy
cannot be calculated on a partial tank of gas. As soon as you check the box, your fuel
economy will be calculated. Note: In order to calculate fuel economy for the first
tank, you must begin with a full tank of gas. Note: If you fill up the tank partway at
one filling, then fill it up completely at the next one, Trip Boss will calculate the fuel
economy at the complete fill-up by taking both fill-ups into account.
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5) Enter the total expense for fuel.

6) Choose the currency, if necessary. You can select from the list or choose, “Add
currency...” The currencies screen will pop up and you can add a new currency and
exchange rate. (Note: As a starting point, the program includes a default conversion
for several currencies, but you can input the current conversion for more accuracy.)
New for Trip Boss 3.0, access important travel information, such as real-time currency
rates, wirelessly via Mobile Travel Aide. (requires internet connection).

As in the meal and lodging tabs, the specific currency will be listed here, but will be
converted to your preferred currency in the budget tab expense totals. When you
export to memo pad, the expense will be in the currency you select on this tab.

7) Tap the pop-up list to select the payment type, or select “Edit Payments...” to add a
new payment method.

8) Economy will be displayed both in mpg and kpl. If full tank is checked, fuel economy
will be calculated only for entries #2 and onward, since the calculations are based on a
relative distance. Tip: If you wish to know the fuel economy on the initial leg of the
trip, be sure to enter the fuel information at the start of the trip. You can also add this
in during the trip, since you have already recorded your starting odometer reading. The
Fuel Economy entries are sorted and calculated by date. 7Tip: You can also add an
entry with no expense if you do not wish to include your starting tank of fuel in your
expenses. Note: Fuel economy calculations can only be calculated whenever you have
a full tank fill up. However, if you fill the tank partway at one filling, then fill it up
completely at the next one, Trip Boss will calculate the fuel economy by taking both
fill-ups into account.

9) Enter any notes or comments.

To navigate current pages:
Use the convenient fingertip buttons at the bottom, left arrow and right arrow, to scroll
through all your places of lodging. Entries are sorted by date, so you can conveniently
enter any that you might have missed.
Or, type in a number in the field “____ of 3” to jump directly to that page.

To delete an entry, use “Record” “Delete Entry” from drop-down menu.

Edit/Lock buttons (new for 2.0, to help prevent overwriting previous entries):

1)Whenever a new expense entry is entered, the screen is in “Edit” mode, so all the fields
can be changed. This entry will remain in “Edit” until you either leave the screen (by
tapping on another tab, viewing another entry, leaving Trip Boss, etc.) or you tap on the
“Lock” button.
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2)To unlock a previous entry for editing, simply tap on the “Edit” button and the fields
can be changed.

3)The two buttons toggle: The entry is locked if the “Edit” button is visible and the entry
is in “Edit” mode when the choice of the “Lock” button is visible. Please reference above
screeshots.

Misc. Expense Tab

The Miscellaneous Expense Tab is where you enter expenses that are not meal, lodging,
or fuel.

When you first tap the Misc. Expense Tab the
screen looks like this: AN - e A p

When:

Type:

Expense:

Payment:

Place:

Rating:

Notes:

« oo b () (@)

Tap the “New” button to add an expense.

1) The current date and time will automatically Trip Boss™ - Misc_Expense [}

oy s e e b e = 0
iently chang y fapping When:{8/17/04; {1115 pmMDT.
respectlve fields. T DRt R SO TRt M i
ype: ¥ Souvenir
2) Tap the pop-up list to select expense type, or Expense: ... 86 ~ $USD

tap “Edit Types...” to add a new one. Payment:v Cash

) Place: | Yellowstone NP
Note: You will not be able to select any type Ra:i::- :PUE'?;{EEE ------- ;
of meal, lodging, or fuel expense in this tab. Notes- hat

Those expenses are reserved for their

respective tabs.

4 50f31 )

3) Enter the expense amount.

Page 59 of 97



4) Choose the currency, if necessary. You can select from the list or choose, “Add
currency...” The currencies screen will pop up and you can add a new currency and
exchange rate. (Note: As a starting point, the program includes a default conversion
for several currencies, but you can input the current conversion for more accuracy.)
New for Trip Boss 3.0, access important travel information, such as real-time currency
rates, wirelessly via Mobile Travel Aide. (requires internet connection).

As in the meal, lodging, and fuel tabs, the specific currency will be listed here, but will
be converted to your preferred currency in the budget tab expense totals. When you
export to memo pad, the expense will be in the currency you select on this tab.

5) Tap the pop-up list to select the payment type, or select “Edit Payments...” to add a
new payment method.

6) If a place is associated with the expense, tap the pop-up list to select a place or choose
“Edit Places...” to enter a new place.

7) Rate the above place, if you wish, with 1-5 diamonds or unrated. A summary list is
included in the Ratings tab. If you choose a place that is already rated, the current
rating will show. If you wish to edit the rating you can do so.

8) Add any notes to the expense.

To navigate current pages:
Use the convenient fingertip buttons at the bottom, left arrow and right arrow, to scroll
through all your places of lodging. Entries are sorted by date, so you can conveniently
enter any that you might have missed.
Or, type in a number in the field “____ of 3” to jump directly to that page.

To delete an entry, use “Record” “Delete Entry” from drop-down menu.

Edit/Lock buttons (new for 2.0, to help prevent overwriting previous entries):
I)Whenever a new expense entry is entered, the screen is in “Edit” mode, so all the fields
can be changed. This entry will remain in “Edit” until you either leave the screen (by
tapping on another tab, viewing another entry, leaving Trip Boss, etc.) or you tap on the
“Lock’ button.

2)To unlock a previous entry for editing, simply tap on the “Edit” button and the fields
can be changed.

3)The two buttons toggle: The entry is locked if the “Edit” button is visible and the entry
is in “Edit” mode when the choice of the “Lock” button is visible. Please reference above
screeshots.

Page 60 of 97



fPExpenses Tab

The Expenses Tab is where all entered expenses can be viewed in a list format. You can
view them in various ways.

1) Filter — All (default), Meals, Lodging, Fuel,
Ot o () T

2) Sort — Date (default), Type, Amount. Filter: w All Sort:  Date
. . Date Type Amount
3) If you want to view the details of an expense, 8710 Lodging 975$USD &
tap on it, which will open the expense entry 8710 Dinner 50.006UsD |
screen. Note: The respective tab will be 8/10 Groceries 2.40$USD &
. . 8/10 Groceries 1.44%USD
opened to show you the details. Simply tap on 8/11 Fuel 25,00$USD
the Expenses tab to return to the summary. 8/11 Lodging 100.00$USD
8/11 Dinner 42.35$USD

4) To delete the expense, tap on the drop-down
menu, “Record” “Delete Entry” when you are
in the expense details screen.

5) To edit the expense, tap on the “Edit” button
when you are in the expense details screen to unlock the fields. For more information
on this new for 2.0 feature, please ref. the “Edit/Lock buttons” section in the Meals,
Lodging, Fuel, or Misc. Expense tab help sections.

$ Budget Tab

The Budget Tab is used for setting a budget for your trip, for viewing the spending totals
of your expenses, and for reviewing status against the trip's budget. You can budget a total
only or itemize your budget. If you choose not to budget your trip, you can use this tab to
review your spending by categories. The budget is a convenient way to quickly assess if
you can afford unbudgeted items such as an extra side trip or gift.

1) Enter a Total for your budget in the field

provided. ‘[ﬂ Q= |
2) To enter budget amounts in the existing Type Budget Spent  Bal.
categories: Total 4000 1081 2919
1. Tap the budget category to highlight it. E:tf:rrteainm 403 g 403 I
2. In the Amount field at the bottom, enter an Food 800 473 327
Fuel 1000 225 775 §
amount for that category. Gifts 100 63 37 &
3. The remainder to be designated to Unknown 0 0

categories shows next to “Unknown”

Amount: 800

4. Highlight the next category and repeat.
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5. You will be prompted when you attempt to allocate more than the total budget.
6. Use the scroll bars to view all the rows.

7. 1f you want to add a budget category, in the drop-down menu, tap “Tools” “Budget
Types...”

8. To change the budget category to which an expense is allocated, edit that expenses'
budget category by editing “Expense Types...”

3) To view the current expense breakdown, by Trip Boss™ - Budget Exp. €@

type of expense, of each budget category:

Food Expenses Spent

1. Tap the budget category to highlight it. Breakfast 63
Business Meals 0

2. Tap “Details.” Dinner 145
Groceries 172

3. All expenses allocated to that budget Lunch 86
category will be listed. with the amount Snack 6

spent in each.
4. Tap “OK” to return to the list.

4) You are allowed to reallocate the amounts in
the budget categories during the course of
your trip, in case you overspend in one and
underspend in another, and still want to meet your original budget.

5) Any expense types that do not have a budget category (for example, expenses where
the 'type' has been deleted after the expense has been entered) associated with them
will be shown as spent under “Unknown.” To determine where these expenses are
located, to correct the category and type, tap the Expenses tab to view all expenses.
The expense without a type is the expense that needs to be redefined.

See tips on budgeting.

Journal Tab

The journal tab is where you can record thoughts, basic trip data, and anything else not
covered in the other tabs.

To start your first Journal page:
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1. Tap “New.” Trip Boss™ - Journal i

2. A calendar shows up, select the date. p $[_] ©) b *
3. Enter data such as: When: v Tue 1/4/05

- Weather Weather: sunny, chilly

« Events Events: plant trip

« Sights Sights: Big Ben

. Now e S il ol
A window will pop up for each field to allow for cugstomer_

more information to be written. You can enter
up to 32,000 characters per field.

« rets b (i) (0]

New for Trip Boss 3.0, access important travel
information, such as real-time weather forecasts
and radar, wirelessly via Mobile Travel Aide. (requires internet connection).

To add another page:

1. Tap “New.”

2. Select a new date from the pop-up calendar. Alternately, you can also select the same
date to add a second page for that date.

3. If you want to change the current date, tap from the drop-down menu, “Record”
“Change Date.”

4. You can also delete the current entry from the drop-down menu, by tapping “Record”
“Delete Entry.” You will be prompted by a confirmation screen so that records are not
deleted inadvertently.

To navigate current pages;

1. Tap on date and a pop-up list will show all available pages. Select the page you wish
to review or add to.

2. Use the convenient fingertip buttons at the bottom, left arrow and right arrow, to scroll
through the current pages.

3. Or, type in a number in the field “___ of 3” to jump directly to that page.

Edit/Lock buttons (new for 2.0, to help prevent overwriting previous entries):
1)Whenever a new journal entry is entered, the screen is in “Edit” mode, so all the fields
can be changed. This entry will remain in “Edit” until you either leave the screen (by
tapping on another tab, viewing another entry, leaving Trip Boss, etc.) or you tap on the
“Lock” button.

2)To unlock a previous entry for editing, simply tap on the “Edit” button and the fields
can be changed.

3)The two buttons toggle: The entry is locked if the “Edit” button is visible and the entry
is in “Edit” mode when the choice of the “Lock” button is visible. Please reference above
screeshots.
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‘“pastimes Tab

The Pastimes Tab is a special tab for miscellaneous activities, such as side trips, and the
collection of distance and time data as related to them.

Some examples include:

e One suggested “Pastime” is hiking. You can keep track of the distance (using a
pedometer) and time you spend on trails. You can keep track of all the trails you have
hiked. You have the ability to rate and comment on them. You could also track biking
on bike trails in the same manner, using your bike computer instead of a pedometer.

e On a business trip, you can track the number of hours and miles you spent in a state or
time at a customer during a sales trip.

e On a family vacation, you can engage your kids in the trip by having them be on alert
for the crossings of state lines, country borders, and time zones.

e Keep track of your exercise, if you are a runner or walker, on a business trip.

You can also configure this tab to meet your Trip Boss™ - Pastimes i

needs. The advantage of this tab is that the 43 @ AD ¢

mileage and time is recorded differently. For
each type of place, you enter arrival (entering)
and departure distance and time. This tab has
many possibilities.

Filter: « All
Location Distance  Duration

To enter a new entry, tap “New” at the bottom of the screen.
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1) Select “Pastime” type from the pop-up list or Trip Boss™ - Pastime €

tap “Edit Types...” to add a new pastime type. Pastime: ¥ Trails
(Note: This type is a special place type, used Where: : Mud Trail;

only in this tab.)

2) Under “Where” tap th list and select Arrive:i8/25/04; | 12:00 pm EDT:

nder ere” tap the pop-up list and selec . ket sy H
Edi ” Mileage: O Bl km

the place or tap “Edit Places...” to add a new leage

place. For example, if you selected “Trails” in

the Type, you might select “Mud Trail” as Depart:{8/25/04 : 2:47 pm EDT

your place, under “Where.” Mileage: 6.3
3) Enter the date and time when you enter the ( Done ] { Delete J

place.

4) Enter the odometer reading (if entering via
automobile), a pedometer reading (if you are walking), or a reading from your bike
computer. Tip: If you are walking on a trail, you can enter zero at the start. If the
trail has distance noted, you can note that amount as the end mileage.

The units will be your default units selected in trip preferences. You can also change
the units, in case your method of recording has changes, for example, your pedometer
records distance in km.

5) When you leave the place, enter the departure date, time, and mileage.

6) Click done.

Tap a location (new method for 2.0) if you want Trip Boss™ - Pastimes i

to make any changes. “Delete” has been moved 4 @ k| Y

to the “Pastime” screen (see screenshot above).

Filter: = All
To delete an item, highlight and tap the item. A Location Distance  Duration
“Delete” button is available at the bottom of the Michigan 1096 3d  6:46
. Timberland Tr 45 0d 229
screen. (method new for Trip Boss 2.0) Mud Trail 63 0d 247

You can also filter by type what items you see by
tapping on the pop-up list “Filter”.

You have the choice to filter by any of the
defined types.
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Summary Tab
The summary tab gives you some quick statistics

for your trip, including: 45 @l’\_/ e
1) Total Distance (in both miles and kilometers) Total Distance: 1903mi
Total Distance: 3062.6km
2) Travel Time and Leisure Time Travel Time: 43:11
. ) ) Leisure Time: 59:34
Travel Time is equal to the total time between  gyg Speed: 42.6mph 68.6kph
all waypoint start and end points. Leisure Avg. Fuel Economy: 13.2mpg 5.6kpl
Time is defined as the total time between all Avg. Cost per mile: 0.32

. . . . Avg. Cost per km: 0.20
previous waypoint end time and new waypoint

start times.

3) Avg. Speed (in both mph and kph)

4) Avg. Fuel Economy (in both mpg and kpl)
5) Avg. Cost per mile and Cost per kilometer.

If\—/Graph Tab

The graph tab is for reviewing some trip statistics in a graphical format.

Stats included are: Trip Boss™ - Graph i
1) Money Spent per Day 43 © @fk

2) Fuel Economy per Day

Fuel Economy per Day

3) Distance per Da Distance per Day
) P Y 20| Speed per Day

4) Speed per Day
N /\ /L\/\
0 \A I T 1

7/30 8/6 8/13 8/20 8/27
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¢ Ratings Tab

The Ratings Tab is another statistics tab, but also a way to easily enter new Places (new
for 2.0). This tab is for reviewing all places that you have rated and their respective
ratings. The city (if entered with the place) is also shown so that you can associate a

general area/location with the places you have rated.

You can filter which places you view, by Dining,
Lodging, and Other, or view All.

You can also sort by Rating, Place name, or City
(location).

You can tap the “New” button to add a new place
directly from this tab. (new for 2.0).

If you tap on a Place the Edit Place screen will
pop up and you can view more information about
that place. You can also edit information on this
screen.

Over 300+ default places have been added,
which you will see listed in the Ratings tab. You
can easily filter these to the ones you wish to
view.

Page 67 of 97

45E8 © B[]

Filter: = All Sort: + Rating
Rating Place City
OOOCOO Rafter JBar  Rapid ¢ &
$O<$<© Amanacamp Amana
OO0 Holiday Inn - Dicken
$OC©O RedRock Can Missoul 3
SO RoastBeef Pl Gillette
OO BigBreakfast Gillette 3
OO TravelHotel -Unna

Rating: v OOOO
Type: » Bed & Breakfast
Name: Wayside Inn

Address: 203 E. Oceanside St.
City: Shoreside City
State: CT
ZIP Code: 01201
Country: USA

Phone: (800)555-1234

Code:

[ OK ] [ Delete ] [Notes]




Drop-down Menu Items

Common

Each tab has Drop-down Menu Items. Some menu items are SPECIFIC to the tab you are
using. Several are COMMON for all tabs:

Tools menu: Record Edit Options |
C Calc__. .
1) Currency Calc... 1 T:';;g:;‘: C:ICC___ B p
[ .............................................. .Ie Dlstance
Currency calculator. A stand-alone calculator. Beam Trip
As long as you have entered at least one trip, Places...
you can access this without starting another Currencies...
tri Place Types...
b Budget Types...
2) Tip/Split Calc... Expense Types...
Payment Types___
Tip and split calculator. A stand-alone Pastime Types...
calculator that you can access without starting
a trip.

3) Beam Trip

Beam Trip allows the user to beam trip databases from one Trip Boss user to another.
This feature is useful for beaming to and from administrative assistants for pre-trip
planning and post-trip processing of data. It is also useful for providing family
members key information regarding itineraries.

4) Places... Add places.
5) Currencies... Add currencies.

6) Place Types... Add place types.
7) Budget Types... Add budget types.

8) Expense Types... Add expense types

9) Payment Types... Add payment types.

10)Pastimes... Add pastime types.
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Record menu:

Export Expenses... Exports expenses to Memo
Pad in a Comma Separated Value (CSV) format.

Export Mileage... Exports mileage from
Waypoints to Memo Pad in a Comma Separated
Value (CSV) format.

Edit menu:

1) Undo/Cut/Paste/Select All/Keyboard/Graffiti:
Performs the selected action on the active
field.

2) Beam:

Beams the program to other users via the
infrared port. See the “Sharing the Program”
section for more information.

Options menu:

1) Help...:
Shows general help information about how to
use the program. Help specific to the current
tab is located in the “i” icon in the top right
corner of the screen.
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o AN D o (7| Undo s U
| % = cye X

Trip: ¥ Cust| Copy ZC
Dates: Paste 7P
Places: SelectAll /S

Travelers: Keyboard /K

Summary: Graffiti /G

Beam 7 B

Tools Record Edit [oJ3TTY

NS Help </H
@)4 o v Trip Prefs... /R
Trip: ¥ 5| Itin. Prefs...

Dates: About Trip Boss

Places: Travel Aide...
Travelers: e
Summary: License... 7L

Registrution...




2) Trip Prefs...

Edit your trip preferences here. You are
prompted at the beginning of each trip to set
the preferences for the trip. Any main PDA
user preferences are already respected.
Reference more details about Trip Preferences

under “Trip Setup”.

3) Itin. Prefs...

You can change the content of the “descriptive
note” in the itinerary list by using the drop
down menu item “Options” “Itin. Prefs...”
which will allow you to select up to three
items from the entry form to show for each
type of itinerary. Reference more details
about Itin. Preference under “Itinerary Tab”.

4) About Trip Boss...

Displays the program version and how to
contact us. If it is unclear, please Google us.

5) Travel Aide... (new for 3.0)

Use for important wireless travel information,
such as real-time weather, real-time flight
status, real-time currency rates, mapping and
directions, ground transportation, restaurant
and sights info, reference information and
more. Launches Mobile Travel Aide, aka
mtrvl.com, a service provided by Creative
Algorithms. Note: requires internet
connection on handheld.

6) License...

Trip Boss™ - Trip Prefs €
Units: L=

Palm T2Z: w» USA (Pacific)
O Daylight Saving Time
Away TZ: w USA (Pacific)
O Davylight Saving Time
Currency: » $USD
Payment: » Cash

Tax: q% Tip: 0%
] [ Cancel ]

Trip Boss™ - Itin. Prefs ©
EER BusRide |

[OK

Type: Car Rental
Cruise
Display 1st: ¥ |Drive
2nd: w|Flight
3rd: w|Lodging
Meeting
Train Ride
Other

s 00
= http.//mtrvl.com/
mirvi

Mobsle Trovel Akde”

Easy Access to Information for the
Mobile Traveler™

Quick Links:
weather forecast & radar
currency rates (from XE.com)
find locations and maps

check flights

Displays End User License Agreement (EULA) or abbreviated version. Complete
version can be found on Creative Algorithms' website.
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7) Registration...:
If registered, this displays information about to whom the program is registered.
Otherwise, it displays instructions for registering the program and accepting the
registration key.

Specific to each tab

The following are the specific drop-down menu items, detailed by each tab:

Trips Tab: Edit Options ]

1) Rename Trip. Iﬁl#l s|Rename Trip IS
This item allows you to rename your trip. -| Copy Trip —
. Trif| Delete Trip
2) Copy Trlp. Dgtefm e e
This item allows you to copy an existing trip Places| EXPOF't Expenses...
y y “(Export Mileage...

like a template. Specific data (such as Travelers
odometer readings) isn't copied, but attributes ~ SUmMmary:
such as places, place types, etc. is copied.
Please Note: When copying trips created
prior to 2.0 release, the extra 300+ default
places will not be included.
3) Delete Trip.
This item allows you to delete an existing trip.
4) Export Expenses... Exports expenses to Memo Pad in a Comma Separated Value
(CSV) format.
5) Export Mileage... Exports mileage from Waypoints to Memo Pad in a Comma
Separated Value (CSV) format.

Journal Tab: XYL Edit Options |

1) Change Date. :| Change Date
This item allows you to change the date on a DeleteEntry -
journal entry. Weather: Export Ex_penses--.
2) Delete Entry. Events: AROrt Mileage..,
This item allows you to delete a journal entry. Is\:grtS:
0tes:

3) Export Expenses... Exports expenses to
Memo Pad in a Comma Separated Value
(CSV) format.

4) Export Mileage... Exports mileage from

Waypoints to Memo Pad in a Comma 4 of0 )

Separated Value (CSV) format.
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Delete Entry: (T340 ) Edit Options |

Deletes current selected item. gy AN v Delete Entry = | N
Where: When Export Expenses... |

Meals Tab, Meal Export Mileage...
Lodging Tab, Place:
Fuel Economy Tab, Expense:
Misc. Expenses Tab, Payment:
Budget Tab Rating:

Notes:

oo » (o) (@0

Itineraries Tab:
(new for 2.0) Type)| Change Type

In each itinerary entry screen, a special drop- Fromii____59|l?tt place...
down menu item exists: Change Type :

While in any of the Itinerary Entry Screens, from
the drop down menu, tap “Record” “Change

Type” to change the itinerary type you are Status: v Unreserved 1[0
editing. Any applicable data will move into the Soe::t

new type. This function is useful if you are

editing itineraries created in Trip Boss 1.x and ( Done ] { Delete J

want to update them to the new 2.0 versions.

Tabs with no extra specific menu items: Trip Planner Tab, Waypoints Tab, Pastimes Tab,
Summary Tab, Graphs Tab, Ratings Tab

Within “Edit Place” Dialog:

In addition to exporting places on the “Places”
screen, you can also export to Address book from Undo U
within the “Edit Place” screen by tapping on the E“t 5 ?
(13 1499 ¢¢ opv
drop down menu “Edit” “Copy to Address Paste /Pl
Book.” Select Al S [
Keyboard 7K
| Graffiti 7 G
Copy To Address Book
Phone: 800-524-1234
Code:
[ oK ] [ Delete ] [ Notes ] 1+
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Using the Currency Calculator

You can use Trip Boss as a stand alone currency calculator. The currency calculator can
be accessed without entering a trip, but you must have started at least one trip before you
can access it as a stand alone. (The calculator needs you to select a default currency in the
starting trip preferences to run.) It can also be used during your trip.

Tip: You can also access the currency exchange rates entry easily here, if you are at a
currency kiosk or online and want to update to the current exchange rates.

New for Trip Boss 3.0, access important travel information, such as real-time currency
rates, wirelessly via Mobile Travel Aide. (requires internet connection).

To use, open Trip Boss. (Note: If you have never (ELT] Record Edit Options )

started a trip, tap “New Trip”, name it, then Currency Calc__. TS
choose “Options” “Trip Prefs” from the drop ~ +{ Tip/Sphit Calc S0 %
down menu and enter your preferences.) From BeamTrip
the drop-down menu item, select “Tools” Places.__.
“Currency Calc...” Currencies...

Place Types__.

Budget Types...

Expense Types...

Payment Types.__.

Pastime Types___

The default currency for the To: and From: are

from your Trip Boss trip preferences.
1) Enter the amount in the From: Trip Boss™ - Trips i
2) Tap on the “From: units” and select from the m%" ) - . =l @) E R D
pop-up list a currency, or select “Edit Trlp. w Customer visit
currencies” to add a new one. Dates:
Places:
Travelers:

Trip Boss™ - Currency Calc €

From: 0.00 - £EUR
To: 0.00 - £GP

[ Done J [Exchange Rates...)

3) The exchange rate will be the default rate (provided initially by Trip Boss), or the last
rate you entered. Alternately, you can tap on “Exchange Rates...” and the currency
screen will pop up. You can enter and save the latest rates here.
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New for Trip Boss 3.0, access important travel Trip Boss™ - Currencies €

information, such as real-time currency rates, Currency: v €EUR
wirelessly via Mobile Travel Aide. (requires Country: ELf
internet connection). Symbol: €£EUR
4) Tap on the “To:” units and select from the |Default Exchange Rate:
pop-up list a currency, or select “Edit 1 £GBP  =1.4463093 €EUR

) 1 €£EUR =0.691415 £GBP
currencies’” to add a new one.

5) The To: amount will automatically be
calculated in real time as you make changes.

6) Click “Done” when you are finished. [Done] [New] [Delete]

Using the Tip and Split Calculator

You can use Trip Boss as a stand alone tip/split calculator. The tip/split calculator can be
accessed without entering a trip. It can also be used during your trip. When entering
meal expenses during your trip, this calculator automatically pops up for the meal
expense calculation.

To use, open Trip Boss. From the drop-down Record Edit Options |

menu item, select “Tools” “Tip/Split Calc...” Currency Calc... |5,
—| Tip/5plit Calc...

1e Distance

Places...
Currencies__.
Place Types...
Budget Types__.
Expense Types...
Payment Types...
Pastime Types...

The calculator is currency independent.

1) Enter the subtotal from your bill.
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2) Enter the tax from your bill. The tax % is

automatically cglculated. 'Alternately, you can Subtotal 9.00
enter the tax % if you don't have the tax o
. Tax: 0.80( 8.89)/:
amount handy. (If you have previously started _ o
a trip and you entered a default tax% (in trip Tip: 135(..15)%
preferences), it will be used here, but you can Total: . 11.15
change the percentage if you wish.) Split: 2
3) Enter the tip you want, or the percentage. (If Each: 528
you have previously started a trip and you
chose a default tip% (in trip preferences), it [ Done ][ Cancel ]
will be used here. You can change the

percentage at any time.)

4) The total is calculated each time you make a
change. (This field cannot be modified.)

5) The default for the split is one. Change the number and the “Each” is recalculated.

6) If you want to round the split (i.e. everyone contributes $6 instead of $5.58) change the
“Each” (i.e. to $6) and the tip is automatically recalculated.

7) Click “Done”

Tip: The tip is based on the pre-tax total. If you want to calculate the tip on the tax also,
input the sum including the tax in the subtotal and leave the tax blank.

Using Mobile Travel Aide™

Mobile Travel Aide, aka mtrvl.com was created and designed to aid Trip Boss by
providing wireless travel information, in mobile-friendly format. (new for 3.0)

To access Mobile Travel Aide, tap on the drop umﬂs Record Edit m
down menu item, “Options” “Travel Aide...” @ AN Help /H
You must have an internet connection on your — Trip Prefs... 7R
; Trip: ¥ 5| Itin. Prefs...
handheld to use this feature. Dates: About Trip Boss
o Travel Aide..
Travelers: P
Summary: License... /L

Registrution...
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Mtrvl.com home page starts with quick links:

Real-time weather and radar
Real-time currency exchange rates

Find locations nearby and get maps

Real-time flight status

Scrolling down you will find additional
categories:

R OOHE

N
Mobde Trvel Ak de™
Easy Access to Information for the
Mobile Traveler™

Quick Links:
weather forecast & radar
currency rates (from XE.com)
find locations and maps

check flights

R OOE

= http.//mtrvl.com/

Fs

Categories:
Airlines and Flights
Ground Transportation
Restaurants
Sights' Guides and Locations

Reference
Weather
Other

A quick look at offerings in these categories. Mobile Travel Aide is updated regularly, so

more items always being added.

CBEOOE

mirvl
Mobde Trvel Ak de™
Easy Access to Information for the
Mobile Traveler™

Airlines and Flights:
Air Asia

American Airlines
Austrian Air

@B E OO E

Wh_;tp://\ig{ww.mtr.yl.com/g.roundt_

F Y

Ground Transportation:
Car Rentals

Dollar Car Rental

NextBus {(USA)

Amtrak train

UKRail

Boston Coach {worldwide car/limo
service)

London Transport {London)
Hawaii Rental Cars {Hawaii)
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CCREOOE

= http://www.mtryvl.com/travelin

Restaurants: %
Restaurant Guide

wcities

Yelp

Sights' Guides and Locations:
wcities

Google Local

Moodmapper {London) text edition
Yelp

Tourist Information - Cornwall. UK  «

@B OOE

= http://www.mtrvl.com/travelin
Tipping +
Currency Rates (from XE.com)
Translation

Wine Encyclopedia
Cocktail Guide

Weather:

Forecast & Animated Radar

UK Weather

Traffic & Weather (select cities)

@ DFOOE

< http://www.mtrvl.com/travelin

Reference: <+
Reverse Phone Lookup (white pages)
Reverse Phone Lookup (yellow
pages)

Ared codes

Tippin

Currency Rates {from XE.com)
Translation

Wine Encyclopedia

Cocktail Guide
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Adding Places

Trip Boss can be configured to your needs. Places are one of the areas to define as you
plan or progress on your trip. A Place in Trip Boss is defined as anything or anyone who
has an address. Hence, airlines and people area also defined under “Places.”

Since the number of places are infinite and specific to the trip, Trip Boss previously did
not start with any defined places. New for Trip Boss 2.0: Over 300+ default places
(including addresses and/or other contact info) have been added, including airports,
airlines, hotels, car rental agencies. Please Note: These defaults will only be available in
NEW trips created in version 2.0 and above.

You can easily add additional places from the drop-down menu “Tools” “Places...” OR
(new for 2.0) you can create new places directly from the Ratings tab. Alternately, you
can add places along the way, whenever you are prompted for a place by tapping on the
pop-up list and selecting “Edit Places...”

When you add a new place from the ratings

screen, you will be prompted directly for a new Enter anew place name:
place name:

Enter the place name and tap OK.

The next screen that will come up is “Edit Place” "
where you can enter address and contact
information. (see more below) [ oK ] [ Cancel ]

1

If you use the drop down menu “Tools” Trip Boss™ -Places ©
“Places...” you will be first brought to a screen Filter: w All
that looks like this: Ace
Adam's Mark
Advantage
Aer Lingus
New for 2.0: Reroflot
. ReroMexico
1) 300+ default places were added (will only be fiir Canada
available in new trips created in version 2.0 Air France ¥
and onward). ( Import ] [Export ]

(oK ] New ) [ Edit ][ Delete )
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2) A filter for viewing specific places has been Trip Boss™ - Places @
added for your convenience. Filter: w (Al

[ ——
Thai fir |Airport
TransM|Amusement Park
Turkish|Bar/Pub

United |Bed & Breakfast
Us Air  |Bus Line

3) Places and place types list is now searchable 3_59_30; E:;iimp
by entering the first letter of an item in the ron Campground &
list. L |||||JU| L J L LAPU' Lj

(oK ] New ) [ Edit ][ Delete )

From the Places screen, you can:

1) Import Contacts Lookup i)
Tap “Import” to look up a place (such as a aﬁ ':H"' 'd Citv CT
restaurant or favorite bed and breakfast) from aysigelnn Shoresice City,

your PDA address book/contacts and import it
into Trip Boss.

When you have multiple pages of Contacts,
you can use the “Look Up” function. This
function will look up by ANY keyword in
ANY part of your contact information, not

just merely by last name as in Contacts. New Look Up]

for Trip Boss 2.0: speed greatly increased.

TripBoss™ -Places ©
Filter: « All
Best Western
Highlight a place and tap “Export” to export a Billund Rirport

place from Trip Boss to your PDA address Birmingham fiirport

2) Export

i . Brisbane Intl.
book. A notification will pop-up when British Rir
complete. Dy oo o
p Notification
Export to address book
complete.
3) New

Add a new place. See below for details.
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4) Edit

Edit an existing place. Tap on a place in the list, then tap on “Edit.” See below for
details.

5) Delete

Delete an existing place. Tap on a place in the list, then tap on “Delete.”

When you add a New place, this screen will pop
up: Enter a new place name:
Enter the name of the place and tap OK. [ OK ] [ Cancel ] .

You will now see this screen (this is also the Trip Boss™ - Edit Place €

screen you see when you tap Edit): Rating: v Unrated

Type: » Unfiled
Name: Wayside Inn

Enter as much of the following as you wish, or Address:
City:

merely tap OK.
yap State:
1) Address and phone ZIP Code:
. . Country:
Enter address and phone information. Phone:
2) Notes: Code:

[ OK J { Delete J [Notes}

Tap on the notes button to enter any notes
about the place here.

3) Rating
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Tap on the pop-up list to rate from 1-5

diamonds. You can rate the place now, or Rating: v OOOO
leave it unrated to rate later or not at all. Type: v Bed & Breakfast
Name: Wayside Inn
4) Type Address: 203 E. Oceanside St.
City: Shoreside City

Tap on the pop-up list to select the type of
P « State: CT
place, or tap “Edit Place Types...“ to add a 1P Code: 01201
new type. Types are also what is used to filter Country: USA
the places on the main Places screen. Phone: (800)555-1234

Code:
5) Code

[ OK J { Delete J [ Notes J
This space is reserved for airport codes. The
airport code will be used in the itinerary flight
screen and list for flights.

Hit OK, to add your changes, then OK again to exit Adding Places.

You can also delete a place by tapping the Delete button on this screen.

In addition, you can export to Address book from [:m ]
this screen by tapping on the drop down menu Undo 77U
“Edit” “Copy to Address Book™ Cut /X

Copy 7 C

FS’:Iseii:':: Al 5: istern.cor
Adding Currencies Keyboard 7K

| Graffiti 7 G

Trip Boss can be configured to your needs. Copy To Address Book
Currencies are another item you can define as Fhone: B0U-528-1234
you plan or progress on your trip. Trip Boss Code:
includes a large number of predefined currencies [ oK ] [ Delete ] [ Notes ] Y

and relative exchange rates. You can easily add
currencies from the drop-down menu “Tools”
“Currencies...” Alternately, you can add
currencies whenever you are prompted for a currencies by tapping on the pop-up list and
selecting “Edit currencies...”

This selection is also where you update the current exchange rates. Trip Boss starts with
a relative exchange rate, but since rates change frequently, these rates are not to be
considered accurate. If you do not have access to a current rate table, or to the Internet
for look up, you can use these default rates to estimate conversions in interim.

When you tap “Edit currencies...” from within tabs, or “Tools” “Currencies...” from the
drop-down menu, you will see a screen like this:
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The default currency you selected in Trip

Preferences (in this case, the Euro) will be the Currency: ¥ $AUD
currency that will be converted to/from the Country: Australia
selected currency (in this case, the first listed Symbol: $ALUD

currency, Australian dollars). IDefauit Exchange Rate:

On this screen you can: ! €EUR =17053906 $AUD
1 $AUD =0.5863759 £EUR
1) Select a currency to enter against your default

currency.

2) Enter the exchange rate, in either currency.
D N Del
For example, enter the number of SAUD per [ One] [ ew] [ ¢ Ete]
EUR or the number of EUR per $AUD. The
inverse will be calculated.

3) Add a new currency by tapping the “New” button.

You will see this screen: Trip Boss™ - Currencies €@

1. Enter the country name. Currency: ¥ -Unnamed-
Country: |
2. Enter the symbol and/or 3-letter Symbol:

representation for the currency. e autt Exch Rat
eTault Exchange hate:

3. Enter the exchange rate, in either currency. 1 €EUR =1
For example, enter the number of 'new 1 =1 <EUR
currency' per EUR or the number of EUR
per 'new currency'. The inverse will be

calculated.
4. Tap “Done.” [Done] [New] [DEIEte]

Ly

4) You can also select a currency and tap
“Delete” to delete it. You will be prompted with an “Are you sure?” screen.

Adding Place types

Trip Boss can be configured to your needs. Place Types are another of the areas to define
as you plan or progress on your trip. A Place in Trip Boss is defined as anything or
anyone who has an address. Hence, airlines and people area also defined under “Places.”
Trip Boss includes a large number of predefined place types. You can easily add place
types from the drop-down menu “Tools” “Place Types...” Alternately, you can add place
types whenever you are prompted for a place type by tapping on the pop-up list and
selecting “Edit Place types...”

If you have no new place types created, you will see a screen like this:
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Trip Boss™ - Place Types

New for 2.0: Places and place types list is now
. . . irpor
searchable by entering the first letter of an item Amusement Park
in the list. Bar/Pub
Bed & Breakfast
Bus Line
. Bus Sto
On this screen you can tap: Cabin i
Campground
1) New Car Rental ¥
Create a new place type. (see below) [ OI<] [New] [Dele te]
2) Edit

Edit an existing place type. (see below)
3) Delete

Delete a place type. You will be prompted with an “Are you sure?” so you do not
inadvertently delete a place type.

When you add a New place type you will be

prompted for a place name. After you enter the Name: Campground
name, and tap OK, you will see the edit place

screen. You will also see this screen if you tap
Edit. Business: v None

Expense: [ Meals ™ Lodging

You must define the new place type in order for
it to be available for selection in certain screens.

1) Expense
Choose from two specific place types related to Expenses.
1. If you want the new type to be available in the Meals tab, check “Meals,”
2. If you want the new type in the Lodging tab, check “Lodging.”
3. You have the ability to check none, any, or both, depending on your situation.
As you can see in the example, “Campground” has been designated as a place of lodging.

2) Business

Page 83 of 97



This designation is for special place types Trip Boss™ - Edit Place Type €

used in the itineraries for businesses. If you Name: Ski Chalet
want this new type to show in certain itinerary
drop downs, where a “business” applies
(usually the top item on the entry screens),
you must select it under Business. For
example. in the flight itinerary, there is
Airline (a business related to flights) and the
Airport (a place). Both are defined and stored
as Places in Trip Boss because they both have
contact information. But, unless you define
the new Place Type as a Business, it will not
appear in the Airline drop down menu. Here
are the business place types you can select:

Expense: [ Meals ™ Lodging

Business: w {313

None — choose if the new type is not a type of any of the following businesses:
Bus Ride — Bus Line, i.e. Greyhound

Car Rental — Co. (Car Rental Company), i.e. Avis

Cruise — Cruise Line, i.e. Carnival

Flight — Airline, i.e. British Air

A A

Lodging — Lodge (Place of Lodging), i.e. hotel name like Hilton
7. Train Ride — Train Line, i.e. Eurail

As you can see in the example, for the “Ski Chalet” place type, you will need to select
“Lodging” as business for it to show up in the “Lodge” drop down menu for selection on
the Lodging itinerary screen.

Tip: You may want to change some of the default place types to your own language by
editing current place types or by adding them as new types. For example, if you want to
change airport to aeropuerto in Spanish, edit “Airport” to “aeropuerto.” Another
example would be to type “Bahnhof’ in German to replace “Train Station.”

Adding Budget types

Trip Boss can be configured to your needs. Budget types are another of the areas to
define as you plan or progress on your trip. Trip Boss includes a small number of
predefined Budget type to keep budgeting simple. However, you can easily add budget
types from the drop-down menu “Tools” “Budget Types...” Alternately, you can add
budget types whenever you are prompted for a budget type by tapping on the pop-up list
and selecting “Edit Budget types...” You will also find this option when editing Expense

types.
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If you have new no budget types created, you will

see a screen like this, with the defaults:
From this screen, you can tap: Ezzzrtamme"t
1) New= Gifes

Add a new budget type. Tap “New” and add a Lodging

Other

new budget type name, where prompted. Tap Personal

OK.
2) Edit

Edit an existing budget type. Tap “Edit” and [OK] [New] [DEIEte]
edit the existing budget type name.

3) Delete

Delete an existing budget type.

*Note: You will also have to add expenses to the budget types in order to debit expenses
against new budget items. The above budget items have default expenses associated to
them. You can see these lists by tapping the Budget tab, highlighting the budget type in
which you are interested, and tapping “Details...” To add, change, or delete associated
expenses, please refer to Adding Expense Types for more information.

Tip: You may want to change some of the default budget types to your own language by
editing current types or adding them as new types. For example, you might want to
change lodging to hospedaje in Spanish, or type “Essen” in German (to replace Food). If
you merely edit the existing types, you will retain all the expense associations. However,
if you add the new types, you will need to associate expenses to them.

Adding Expense types

Trip Boss can be configured to your needs. Expense Types are another of the areas to
define as you plan or progress on your trip. Trip Boss includes a large number of
predefined expense types. You can easily add expense types from the drop-down menu
“Tools” “Expense Types...” Alternately, you can add expense types whenever you are
prompted for an expense type by tapping on the pop-up list and selecting “Edit Expense

types...”

If you have no new expense types created, you will see a screen like this:
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On this screen you can tap:

1) New
Add a new expense type. (see below)

2) Edit
Edit an existing expense type by highlighting
it and tapping “Edit.” (see below)

3) Delete

Delete an existing expense type by
highlighting it and tapping “Delete.” You will
be asked “Are you sure?” to prevent
inadvertent deleting of items.

When you add a New expense type you will be
prompted for a expense name. After you enter
the name, and tap OK, you will see the expense
types screen. You will also see this screen if you

Trip Boss™ - Expense Types €

Breakfast

Bus

Business Meals
Car Rental
Cash

Dinner
Entertainment
Entrance Fee
Fax

() (vew) ) o)

Trip Boss™ - Expense Type O

Name: Lunch
Budget: w Food
¥ Meals

tap Edit.

1) Tap the pop-up list to select the budget
category to which this expense will be allocated.
If you wish to add a budget type, tap “Edit

Budget types...”

If you want the new type to be available in the
Meals tab, check “Meals.” As you can see in the
example, “Lunch” has been designated as a
Meals expense.

Tip: Edit existing expense types by changing them to your language. All associations
remain the same if you merely edit them, rather than adding them as new. For example, if
you want to change lodging to hospedaje in Spanish, edit “lodging” to “hospedaje.”
Another example would be to type “Mittagessen” in German (to replace Lunch) as a meal
and check the “Meals” check box. Note: Because Lodging is a special expense type, if
you want to change it to your language, be sure to EDIT the current type “Lodging”
rather than add a new one. This type is the only type linked to the Lodging tab. The
“Fuel” type works this way as well.
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Adding Payment Types

Trip Boss can be configured to your needs. Payment Types are another of the areas to
define as you plan or progress on your trip. Trip Boss includes a number of predefined
payment types. You can easily add payment types from the drop-down menu “Tools”
“Payment Types...” Alternately, you can add payment types whenever you are prompted
for a payment type by tapping on the pop-up list and selecting “Edit Payment types...”

If you have no new payment types created, you Trip Boss™ - Payments €
will see a screen like this:

i . Cash
On this screen you can tap: s
1) New Debit Card
Discover
Add a new payment type. Type a new name MasterCard
h ted and tap OK Personal Check
when prompted a p ) persone
i Traveler's Check
2) Edit ra

Edit an existing payment type by highlighting :
it and tapping “Edit.” Edit the name and tap [OK] [New] [DEIEte]
OK.

3) Delete

Delete an existing payment type by highlighting it and tapping “Delete.” You will be
asked “Are you sure?” to prevent inadvertent deleting of items.

Tip: Edit or add new to show payment types in your own language. For example, you can
edit “Cash” to read “Bargeld” in German, or “dinero” in Spanish.

Adding Pastime Types

Trip Boss can be configured to your needs. Pastimes are another of the areas to define as
you plan or progress on your trip. Trip Boss includes a few predefined pastime types.
You can easily add pastime types from the drop-down menu “Tools” “Pastimes Types...”
Alternately, you can add pastime types whenever you are prompted for a pastime type by
tapping on the pop-up list and selecting “Edit Types...” The pastime types are special
place types and specific to the Pastimes tab. They are shown in the pop-up list when you
tap on “Pastime” in that tab.
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If you have no new pastimes types created, you
will see a screen like this:

On this screen you can tap:
1) New

Add a new pastime type. Type a new name
when prompted and tap OK.

2) Edit

Edit an existing pastime type by highlighting
it and tapping “Edit.” Edit the name and tap
OK.

3) Delete

Trip Boss™ - Pastime Types

States
Time Zones
Trails

() (vew) ) o)

Delete an existing pastime type by highlighting it and tapping “Delete.” You will be
asked “Are you sure?” to prevent inadvertent deleting of items.

Tip: Edit or add new to show pastime types in your own language. For example, you can

edit “Countries” to read “Land” in German, or “campo’” in Spanish.

Choosing Dates

Each time you tap on a date field, the standard calendar will pop up so that you can

choose a date.

Choosing Time and Time Zones

Each time you tap on a time field, a screen will
pop up for you to change the time and the time
zone, including daylight savings time (also
known as summer time).

1) Tap the pop-up list to select the time zone.

2) Check the box to select Daylight Saving Time
(aka Summer Time).

3) You can easily increase or decrease the hours
or minutes by tapping on the arrows.

4) Tap AM or PM.

5) If you tap “Now” the current time will appear

for the selected time zone. You can change the time zone and the time will be adjusted

accordingly.
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Select Time
Time Zone: ¥ Sweden
O Daylight Saving Time
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|w| Now || Cancel |




Exporting/Importing Data

Data can be exported and imported in several ways.

Entire Trip Databases

Entire trip databases are saved as a backup to your PC each time you Hot Sync ® . At
this time, trips cannot be edited on the PC. Future plans exist for a PC companion.

Places
You can import/export all places to your TripBoss™ -Places €
Address book/Contacts, including, but not Filter: « All
limited to, lodging, restaurants, sights, Ace
customers. The transfer is accomplished 233::1::;:*
whenever you are adding or editing a place. Aer Lingus
Aeroflot
AeroMexico
Air Canada
Air France ¥
( Import ] [Export ]
From this screen, you can: [ OK ] [ New ] [ Edit ] [ Delete ]

1) Import Contacts Lookup i)
Tap “Import” to look up a place (such as a aﬁ CH"' 'd Citv CT
restaurant or favorite bed and breakfast) from aysidelnn Shoresice tity,

your PDA address book/contacts and import it
into Trip Boss.

When you have multiple pages of Contacts,
you can use the “Look Up” function. This
function will look up by ANY keyword in
ANY part of your contact information, not

just merely by last name as in Contacts. New Look Up:|

for Trip Boss 2.0: speed greatly increased.
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2) Export

Highlight a place and tap “Export” to export a
place from Trip Boss to your PDA address
book. A notification will pop-up when
complete.

Itinerary items

TripBoss™ -Places €
Filter: w All

Best Western
Billund Rirport
Birmingham Rirport

Brisbane Intl.
British Air

Notification

Export to address book
complete.

You can export all Itinerary items to your Date Book/Calendar. This transfer is
accomplished in the details of the Itinerary item by checking the B2 Date Book

Calendar box.

When you check the export to Date Book
Calendar box, additional options will appear:
X% You can elect the appointment to be
private (the lock) and/or set the alarm (the
bell) from within Trip Boss.

When the B Date Book Calendar box is
checked, the itinerary item will export to your
Date Book calendar.
A descriptive note will be added to the
date/time slot (new for Trip Boss 2.0) in
your Date Book calendar.

« If your date book is set up in a different
time zone, the entry will converted to that
time zone. Example: Your Palm handheld
is set to USA (Eastern). Your itinerary
item is 3:35 PM USA(Pacific). The
exported entry in the Date Book will be
6:35 PM USA (Eastern).
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Airline: » Continenta Flight:1234
Seat:8A  w Coach ¥ Window

Status: v Confirmed ™ XEm
Ref#: cnt23dI5
Meal: - Light Snack » Vegetarian

[ Done ] [Delete] [Notes]

(ug 31,00 KEIIE] T BB

8:00
8:50 Drive from Home to Denver [J
[ Intl.
9:30
10:00
10:55 Continental flight 1234 from  [J
[ DEN to EWR
2:46
3:00
4:00
r 4:50 Continental flight 5678 from [J
.||=| (New) (Details) [Go ToJ &




For older Palm OS versions (that do not incorporate time zones), Trip Boss will use
for the conversion whatever time zone you indicate in Trip Boss trip preferences as
your Palm Time Zone.

This export feature is one way, with a few exceptions:

a) If you delete the appointment in Date Book/Calendar, the “Date Book/Calendar”
export check box will become unchecked in Trip Boss.

b) For PDA's with Palm OS versions that incorporate time zones in the time/date
preference:

If you change the time zone in your main PDA preferences, the next time you
open Trip Boss, and if the “Date Book™ is checked, Trip Boss will update the
appointment in your Date Book, converted to the new main PDA time zone. You
must launch Trip Boss after the change for this to occur.

¢) For PDA's with earlier Palm OS versions (no time zones):

If you manually change the Palm Time Zone in Trip Boss, the Trip Boss
itinerary appointments will be adjusted in Date Book. You would however, have
to change the time on your PDA to simulate the time zone change.

d) Warning: If you make any changes to the details in the Trip Boss exported item
in your Date Book (i.e. time, date, alarm, repeat, private), they will be
automatically reset the next time you launch Trip Boss.

e) If you read the attached note with the
appointment (see screenshot), it will Exported by Trip Boss™. Any
note that it was exported by Trip Boss changes to this record will be
and warn you not to make changes. removed by Trip Boss.

(Done ) (Delete... )
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Expense Items

You can export a complete listing of your raw expenses to Memo Pad in Comma
Separated Value (CSV) format. Once you have performed a Hot Sync ® operation to
your PC, you can cut and paste this data into any type of spreadsheet or program on
your computer. Reference the tutorial at the beginning of this manual for more info.

To export this CSV file to Memo Pad, choose
“Record” “Export Expenses” while in any tab.

The format in Memo Pad is as follows:

1) Trip Boss {trip title} Expense Report as of
{date, time}

2) Headings:

Date, Category, Total, Currency, Payment,
Notes (Notes new for Trip Boss 2.0)

3) Data in the order noted by the headings.

Notel: The amounts will be in the original
raw currencies that were entered, rather than
converted amounts. Trip Boss is set up like
this since users will have many ways to

(EYIIT N Edit Options |

gy AN v DeleteEntry =~ Iy
Export Expenses...

.
Fg;‘:; 7l IlExport Mileage...
8/5  Fuel 20.003USD
8/7  Fuel 23.00$USD I
8/7  Groceries 289%usp H
8/7 Groceries 9.18$USD
8/10 Lodging 9.75$USD
8/10 Dinner 50.00$USD
8/10 Groceries 2.40$UsD

TripBoss™ Out west Expense Report
asof Sun 2/26/06 6:20 pm PST
Date,Category,Total,Currency Pay
ment,Notes
8/5,'IFuel","20"’"$USD"’"cash"’""
8/7."Fuel","23","$USD" "MasterCard

8)/?,"Groceries","2.89","$USD","Cash

8}?,"Groceries","9.18","$USD","Cash

v

convert currencies from company policies to credit card statements. The actual
conversion for reporting is usually better done after it is in a spreadsheet format.

Note2: The Notes field will only export the first 255 characters. However, the Notes

field entry is much larger.
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Mileage Data

You can export a complete listing of your mileage data to Memo Pad in Comma
Separated Value (CSV) format. Once you have performed a Hot Sync ® operation to
your PC, you can cut and paste this data into any type of spreadsheet or program on
your computer. Reference the tutorial at the beginning of this manual for more info.

To export this CSV file to Memo Pad, choose
“Record” “Export Mileage” while in any tab.

The format in Memo Pad is as follows:

4) Trip Boss {trip title} Mileage Report as of
{date, time}

5) Headings:

Date, Time, Place, Odometer, Elapsed,
Distance

6) Data in the order noted by the headings.

Page 93 of 97

(EYIIT N Edit Options |

o AN & EXport Expenses._..
i Export Mileage._. il
Date Place Tine  vinedage
8/8 Amanacam 7:30a 42552 &
8/8 SiouxCity, 5:00p 43009
8/9 Sioux City, 8:02a 43027
8/9 Rapid City, 4:00p 43350
8/10 Mt.Rushmo 7:50a 43394
8/10 Rapid City, 7:15p 43840
8/11 Rapid City, 9:12a 43840 3
8/11 Yellowstone 11:30a 43915 w

TripBoss™ Out west Mileage Report 4
asof Sat2/11/06 613 pm PST
Date, Time, Place, Odometer,
Elapsed, Distance

"8/8"."7:30a (DT","Amana
campground"”,"42552" "0:00","0"
"g/8","5:00p CDT","Sioux City,
NDII'II43009"'"9:30"'"45?"
"8/9","8:02a CDT","Sioux City,
ND","4302?","15:02","18"
"8/9","4:00p MDT","Rapid City, -




Tips for Trip Planning

Trip planning can be very frustrating without the right tools. To plan a road trip, you will

need:

v Trip Boss (reference details for using the Trip Planner Tab)

v Road maps that include your intended route and detail distances between cities.

Alternately, instead of maps, you can use a map program that provides distances between

cities,

or log onto the Internet and use a mapping site. New for Trip Boss 3.0, access

important travel information, such as maps, wirelessly via Mobile Travel Aide. (requires
internet connection).

To start, determine your starting and end point. Note places of interest that you wish to
visit along the way.

To plan using distance:

L.
2.
3.

Select your route (roads you wish to take) to your first stopping point.
Using the map (or alternative), determine the mileage.

Use Trip Boss' Trip Planning calculator to determine how long this will take. You
will need to enter your estimated average speed.

. If this is acceptable, lock the Distance, and enter any extra stopping time to the

Time. Now you can enter departure or arrival times (especially if you have a
constraint, such as park closings or appointments with your customer).

. Enter the starting and ending places.

. Enter this segment into Trip Boss.

Repeat as necessary.

To plan using time:

L.

Select the time you wish to spend on the road before stopping. Be sure to account
for time at anything such as sights, meals, or customer visits.

. Enter only the time excluding stops into the Trip Boss Trip Planning calculator.

. You will need to enter your average estimated speed and Trip Boss will determine

how far you will travel.

Review your map and find a convenient location for stopping, based on the distance
information.

. Modify the actual distance in Trip Boss, once you have pinpointed a stopping

place.
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7.
8.
9.

. Lock distance and add the stopping time back into the Time. You can now enter

departure or arrival times. (Trip Boss will calculate whichever one you do not
enter.)

Enter the starting and ending places.
Enter this segment into Trip Boss.

Repeat as necessary.

To plan using set departure and arrival times:

1.
2.

8.
9.

Select the time you plan to leave and when you would like to stop.

The time will be calculated. Lock the Depart and Arrive times. The Time will
automatically be locked.

. You will need to enter your average estimated speed and Trip Boss will determine

how far you will travel.

Review your map and find a convenient location for stopping, based on the distance
information.

. Depending on which is more constrained (your departure or arrival time), unlock

one of these. This will unlock the Time lock.

. Modify the actual distance in Trip Boss, once you have pinpointed a stopping place,

which will recalculate the time and also the Departure or Arrival time that is
unlocked.

If you would like to include stops in your time, follow step one, but in step two, only
lock the more constrained of Depart or Arrival times. Subtract the stopping time
from Time. Follow steps 3-4. Adjust your distance from the map, lock the
distance, then add in any stopping time to have the Departure or Arrival time
recalculated (whichever is unlocked.)

Enter the starting and ending places.

Enter this segment into Trip Boss.

10.Repeat as necessary.

Determine average speed when you have distance and time constraints.

1.
2.

Enter the time and distance you wish to travel. The speed will be calculated.

Review the speed. If it is acceptable (i.e. not exceeding the speed limit, or seems
reasonable, based on the roads you plan to take and the estimated stopping time),
then you can set your departure or arrival time and the other will be calculated.

If this is not acceptable, lock the more constrained of time or distance and adjust the
speed to a more reasonable number. Review the changes and adjust your plans
accordingly.
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4. You can also use the estimated speed as a guideline during the course of your trip,
to keep the segment on track.

After you have finished mapping out your trip, you can use the information to make
reservations for lodging, such as hotels or campgrounds; restaurants; and others. As you
determine availability of such items, you can modify your trip segments as necessary.
Have a good trip!

Tips for budgeting

Trip Boss makes budgeting for your trip simple. The program defaults to a short set of
budget categories, but they can be edited, deleted, and more can be added. Reference the
Budget tab for details on how to use the program.

v

Start with a total budget in mind. You can end here, but it is more meaningful if you
can break it down into categories.

Keep the number of categories small. While Trip Boss has the ability to track every
detailed expense, there really is no need. Group small items into other, unless you
have a reason to track a certain expense.

Review past trips for spending habits. You can set up your budget to reflect past trends
or you can limit a category where you overspent in past trips (perhaps you bought too
many souvenirs?).

Try to stick to your budget, but be reasonable. Budgets are guidelines. The categories
especially are guides—as long as you don't exceed your overall budget, moving monies
around is an option. Perhaps you saved a lot on hotel costs and would like to reward
yourself by adding more to gifts for yourself or others?

Page 96 of 97



Installing the program onto your PDA

Reference Install.pdf for instructions on how to install the program onto your PDA.
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