Annex 16. Introduction to PDAs 
  

PURPOSE
This introduction to the basic operations of a personal digital assistant (PDA) is intended as a primer for novice users. Many audiences may benefit from this annex, including Layers trainers who may adapt the content to use in training sessions and enumerators who may refer to it following their training. This guide is not a replacement for formal training by someone who is experienced with PDAs or for the PDA manufacturer’s user’s manual. Please refer to the manufacturer’s user’s manual for complete instructions on how to use and care for your particular PDA. 

TOPICS IN THIS GUIDE
1. Introduction to PDAs

2. Familiarizing Yourself with the PDA
3. Getting Started

4. Inputting Information to the PDA
5. Synchronizing

6. Backing up Data

7. Charging the PDA
8. Resetting the PDA
9. Care and Maintenance

10. To Learn More

1. INTRODUCTION TO PDAS
PDAs are small touch-screen devices that perform many of the functions of a desktop computer. PDAs may also be referred to as handheld computers, handhelds or mobile computers, or by their commercial name or model, such as “iPAQ” or “Palm.” 

Software programs or applications on the PDA make it possible to access, create and store many types of files, including text documents, spreadsheets, databases, calendars and Layers questionnaires. PDAs can also browse the Internet and send and receive e-mail. 

In Layers, PDAs are used for data collection. Questionnaires are converted from paper to an electronic format so that data can be collected and analyzed more quickly and efficiently. The questionnaire appears on the screen of the PDA and the enumerator uses a stylus to enter question responses.

Like computers, every PDA requires an operating system (OS) to function. Layers questionnaires only work on PDAs with the Microsoft (MS) Windows OS. PDAs using the Palm OS are not able to run Layers questionnaires.

This guide includes some general instructions for using PDAs. For information about using a PDA specifically for Layers, refer to Appendix 17. Using Layers Questionnaires on PDAs. 

For best results, we recommend that you read the remainder of this document with a PDA in front of you. 

2. FAMILIARIZING YOURSELF WITH THE PDA
There are many types of PDAs on the market today. They vary in design; however, once you understand the basic features of one model, you should be able to adjust to others fairly easily. The instructions in this guide apply mainly to the Hewlett Packard (HP) iPAQ running on the MS Windows Mobile OS, which has been used by United States Agency for International Development (USAID) Missions implementing Layers, but most of the concepts will apply to other models you may encounter. 

Before turning the PDA on, familiarize yourself with its basic components:

· Your PDA may be protected by a metal, plastic or nylon case or flip cover. Always store your PDA in its case or close its cover when you are not using it.

· The small screen displays information like a computer monitor. When you are collecting data, questions will appear here. You will move from one question to the next, recording responses as you go. If you experience glare or sunlight reflecting off the screen when using the PDA outdoors, try adjusting the backlight (see the manufacturer’s instructions), holding the device at a different angle or moving into a shaded area.

· The stylus is a thin plastic stick stored in a slot on the back of the PDA and is used to enter information. You hold it as you would a pen or pencil and either “tap,” “drag” or “write” on the screen. Data entry methods will be discussed below. 

· The power button is located at the top center of the PDA. You may use your finger or the stylus to turn the power on and off. You should always turn your PDA off when you are done using it to conserve the battery. 

· At the bottom of the PDA you will see several small task buttons. When the PDA is on, you can use these buttons to open frequently used applications. The configuration of these buttons may vary between models and they can be reprogrammed to open applications of your choosing. They typically open the calendar/date book, contact list, email and an Internet connection; you do not need any of these particular functions for Layers. Refer to the manufacturer’s user’s manual to learn more about the buttons on your PDA. 

· In the same row as the task buttons, you will see a larger 5-way navigation button. This button enables you to move your cursor or pointer up, down, left and right on the screen. Within some applications, you also need to push on the center of the navigation button to perform certain tasks. You will become more familiar with these buttons and their functions as you practice using various applications.

Although they are not necessary in order to use the PDA, it is possible to attach an external keyboard for data entry. Keyboards come in many styles and sizes, and they connect to PDAs in a variety of ways. The devices may be physically connected or they may exchange data via an infrared beam. 

3. GETTING STARTED
When you turn the PDA on, it will display the Start screen. From this screen, you can launch or open any application on the PDA by touching the Start button in the upper left hand corner with your stylus. A drop-down menu, or list of choices, will appear. In some cases, you can tap on a menu item and go directly to that application. In other cases, you must tap on a menu item to open a folder then choose an application from within the folder. For example, if you tap on Calendar, you will go directly to the calendar function; however, if you tap on Programs, you will move to another screen listing a variety of choices, such as MS Word and MS Excel. 

As you move from screen to screen, you will see a variety of pictures or icons and word prompts representing different functions and applications. You can tap on these to open, move between and work within various applications. These images will become familiar and easy to navigate with practice.

The best way to acquire proficiency is through trial and error. You are unlikely to cause any damage by experimenting with various applications, so do not worry about making mistakes. The more you “play” with the PDA, the more quickly you will feel comfortable using it.

4. INPUTTING INFORMATION TO THE PDA
Many applications, including Layers questionnaires, contain fields or spaces that you must fill in with information. There are several ways to input information, all of which become more comfortable with practice. When you are working in an application that involves inputting information, you will see the input selector at the bottom right-hand corner of the screen. This icon looks like a pencil poised to write or a keyboard. When you tap on this icon, you will be given four options for inputting information: the block recognizer, letter recognizer and transcriber, which allow you to “write” on the screen with your stylus, and the onscreen keyboard, which is configured just like a computer keyboard. Initially, novice users are encouraged to use the on-screen keyboard because of its accuracy, but experienced users may prefer the other methods, which allow for faster data entry. 

The block recognizer allows you to write letters, numbers or symbols in the designated writing area at the bottom of the screen. To use it from any program, tap the Input Selector arrow, then tap Block Recognizer. Letters should be written on the left side of the writing area marked “abc,” and numbers should be written on the left side marked “123.” Symbols may be written on either side.

The letter recognizer works similarly except that you may enter lowercase and uppercase letters in addition to numbers. To use it from any program, tap the Input Selector arrow, then Letter Recognizer. Enter capital letters by writing in the left side of the writing area marked “ABC,” enter lowercase letters by writing in the middle section of the writing area marked “abc,” and enter letters by writing in the right side of the writing area marked “123.” Punctuation may be written in any section.

When the transcriber is turned on, the PDA recognizes writing anywhere on the screen. To use it within any program, position the cursor where you want the text to appear and “write” directly on the screen with the stylus.

To use the onscreen keyboard from any program, tap the Input Selector arrow, then choose Keyboard. Using the stylus, tap on the keys to input letters, numbers and punctuation. 

Another way to enter information or data is simply to tap the desired answer on the screen from a selection provided by the PDA. When you reach a question with this feature, the options will appear automatically. They may be presented in a variety of formats, such as “yes/no” or a multiple choice menu. 

5. SYNCHRONIZING
Synchronizing or “syncing” is the process by which data is exchanged between the PDA and a desktop or laptop computer. This connection can be established in a variety of ways. Most PDAs used with Layers can be connected to a computer via a cable inserted into an opening or port on each device. In some cases, the PDA is placed or docked in a cradle which is in-turn connected to the desktop or laptop via a cable. Some PDAs synchronize wirelessly. 

6. BACKING UP DATA
PDAs are durable and powerful, but they can be lost or damaged, and their memory can only hold a certain amount of information. Therefore, several systems are in place to protect the data on your PDA. Each time you synchronize your PDA, your PDA’s data will be saved to the primary computer or server. Between synchronization sessions, you can backup your data onto secure digital memory cards, also known as SD cards. These small storage devices or chips fit into a slot at the top of the PDA. Data can be stored on them just like on a computer diskette or compact disc (CD). 
7. CHARGING THE PDA
Your PDA is equipped with a removable rechargeable battery. You must recharge the battery regularly, ideally every day for 15-30 minutes, according to the manufacturer’s instructions. Depending on your location, you may need to use a power adaptor and/or outlet converter to recharge your unit. In most cases, it is also possible to recharge your PDA from a car battery via the cigarette lighter and a special adapter. 

Be sure to charge your PDA before the battery runs out completely or else you may lose the data in your PDA. If the battery discharges completely, you may have to reconfigure the settings of your PDA (e.g., date, time) and reload applications, including Pocket PC Creations (PPCC), the software that runs the Layers questionnaires. The battery indicator at the top of the Start screen shows how much power is remaining.

8. RESETTING THE PDA
Your PDA is likely to freeze occasionally, making it impossible to navigate between screens or input information. The reset options depend upon the type of PDA you are using.  In general, a soft reset will shut the unit off without damaging any of your files. When you turn the unit back on, it will usually function properly again. For most models, a soft reset is performed by pushing a small, deeply inset button on the back of the device with the stylus or an opened paper clip. 

It is important to understand the difference between a soft reset, which you can perform with little risk to your programs and files, and a hard reset, which will erase the entire contents of your PDA. A hard reset should only be performed when there is no other way to restore the functionality of a frozen PDA. A hard reset is typically performed by pressing a specific combination of buttons on the PDA in conjunction with the soft reset button. If you must perform a hard reset, consult the manufacturer’s user’s manual for instructions. 

9. CARE AND MAINTENANCE
PDAs are durable, but not unbreakable. Follow these common-sense precautions to keep your PDA in good working condition:

· Store your PDA in its case or with its cover closed when it is not in use. 

· Avoid dropping, crushing or smashing your PDA.

· Avoid exposing your PDA to dust, dirt and water.

· If your PDA becomes dirty, wipe it with a soft cloth (dampened only with water if necessary).

· Only use a stylus to write on the screen. 

· Recharge the battery before it is completely exhausted.

10. TO LEARN MORE
You will learn a lot by exploring the device on your own. In addition, you may refer to Appendix 17 for information on using Layers questionnaires on PDAs and to the manufacturer’s user’s manual. 

� This annex has been modeled after training materials developed by AED-SATELLIFE (http://www.healthnet.org).
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