Scroll arrow

Click a scroll arrow to move more slowly through the document.



Scroll box

Drag the scroll box to move quickly through the document.



Scroll bar

Click a scroll bar to page through the document.






To change the COM port

Note: You should change the default COM port only if your computer is connected to more than one
communication device, such as an internal modem and an external fax/modem.

1 On the Settings menu, click Communication.
2 In the Available Devices box, click the modem or communication device you want to use.

3 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1002)]!btip.bmp} Print

this topic



To change the COM port

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10002.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1WO007,2.1)]!btip.bmp}
Works can't find the modem?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1011)]!bjump.bmp}  To

change communication settings




To connect to another computer for the first time

Important: If this procedure goes away, click Cancel in the dialog box, and then click {ewc MVIMG,
MVIMAGE, lleftpage.bmp} at the bottom of the Help window.

1 Call the person you want to connect to and have them prepare their computer to receive a call.
2 Create a new Communications document.

How? {ewc MVIMG, MVIMAGE, [HOTMACRO=JS(TipCOMM1H001,4,2)]!btip.bmp}

3 In the Easy Connect dialog box, type the required information.

Tip: If the Easy Connect dialog box is not displayed, click Easy Connect on the Phone menu, and then
type the information.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

4 Click OK.

5 In the Dial dialog box, make sure the phone number is correct.
If the number is incorrect, click Modify, type the correct number, and then click Done.

6 Check the other information in the dialog box and correct it if necessary.

7 Click Dial.
When the other computer responds, you're ready to start your communication session.

8 When you finish, click Hang Up on the Phone menu, and then click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1032)]!btip.bmp} Print
this topic




To connect to another computer for the first time

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10004.1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, connect)|!bdemo.bmp}
Quick Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W006,2,2)]!btip.bmp}
The other computer doesn't respond?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W025,2.1)]!btip.bmp}
The text is too small to read?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2,2)]'btip.bmp}
Works cannot establish a connection?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W026,2.1)]!btip.bmp}
You can't see the entire width of your text?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W011,2,1)]!btip.bmp}
You can't see what you type?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W023,2.1)]!btip.bmp}
You connect to a different area code, but it's a local call?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W022.2 1)]!btip.bmp}
You connect within the same area code, but you have to dial long distance?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W005,2,2)]!btip.bmp}
You get a busy signal?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W004,2,1)]!btip.bmp}
You have Call Waiting?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W012,2 1)]!btip.bmp}
You see each character twice?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W021,2.2)]!btip.bmp}
You're dialing from a location that isn't listed?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C013)'bjump.bmp} To
connect to an information service or bulletin board

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1033)l'bjump.bmp} To
connect to another computer the next time

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C015)!'bjump.bmp} To
send text

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1010)]!bjump.bmp}  To
sign off and disconnect







To connect to another computer the next time

Important: If this procedure goes away, click Cancel in the dialog box, and then click {ewc MVIMG,
MVIMAGE, lleftpage.bmp} at the bottom of the Help window.

1
2

6

Call the person you want to connect to and have them prepare their computer to receive a call.
Open the Communications document for the computer you want to connect to.

How? {ewc MVIMG, MVIMAGE, [HOTMACRO=JS(TipWP1H005,4,1)]!btip.bmp}

In the Dial dialog box, make sure the phone number is correct.

Tip: If the Dial dialog box is not displayed, click Easy Connect on the Phone menu, and then click OK to
display it.

If the phone number is incorrect, click Modify, type the correct number, and then click Done.

Check the other information in the dialog box and correct it if necessary.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

Click Dial.
When the other computer responds, you're ready to start your communication session.

When you finish, click Hang Up on the Phone menu, and then click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayCOMMAO002,3,2)]!btip.bmp}

Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1033)]!btip.bmp} Print

this topic



To connect to another computer the next time

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10004.1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, connect)|!bdemo.bmp}
Quick Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W006,2,2)]!btip.bmp}
The other computer doesn't respond?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W025,2.1)]!btip.bmp}
The text is too small to read?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2,2)]'btip.bmp}
Works cannot establish a connection?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W026,2.1)]!btip.bmp}
You can't see the entire width of your text?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W011,2,1)]!btip.bmp}
You can't see what you type?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W023,2.1)]!btip.bmp}
You connect to a different area code, but it's a local call?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W022.2 1)]!btip.bmp}
You connect within the same area code, but you have to dial long distance?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W005,2,2)]!btip.bmp}
You get a busy signal?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W004,2,1)]!btip.bmp}
You have Call Waiting?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W012,2 1)]!btip.bmp}
You see each character twice?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W021,2.2)]!btip.bmp}
You're dialing from a location that isn't listed?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C013)'bjump.bmp} To
connect to an information service or bulletin board

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C015)]'bjump.bmp} To
send text

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1010)]!bjump.bmp} To
sign off and disconnect




To connect to an information service or bulletin board for the first time

Important: If this procedure goes away, click Cancel in the dialog box, and then click {ewc MVIMG,
MVIMAGE, lleftpage.bmp} at the bottom of the Help window.

1 Create a new Communications document.
How? {ewc MVIMG, MVIMAGE, [HOTMACRO=JS(TipCOMM1H001,4,2)]!btip.bmp}

2 In the Easy Connect dialog box, type the required information.

Tip: If the Easy Connect dialog box is not displayed, click Easy Connect on the Phone menu, and then
type the information.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

3 Click OK.

N

In the Dial dialog box, make sure the phone number is correct.
If the number is incorrect, click Modify, type the correct number, and then click Done.

5 Check the other information in the dialog box and correct it if necessary.

6 Click Dial.

7 When the other computer responds, follow the sign-on instructions from the service.
8

When you want to end the session, follow the sign-off instructions from the service.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1034)]!btip.bmp} Print
this topic




To connect to an information service or bulletin board for the first time

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10005,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, connect)|!bdemo.bmp}
Quick Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W027.,2.1)]!btip.bmp}
The service supports color, but you don't see it?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W025,2.1)]!btip.bmp}
The text is too small to read?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2,2)]'btip.bmp}
Works cannot establish a connection?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W026,2.1)]!btip.bmp}
You can't see the entire width of your text?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W011,2,1)]!btip.bmp}
You can't see what you type?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W023,2.1)]!btip.bmp}
You connect to a different area code, but it's a local call?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W022.2 1)]!btip.bmp}
You connect within the same area code, but you have to dial long distance?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W004,2.1)]!btip.bmp}
You have Call Waiting?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W012,2,1)]!btip.bmp}
You see each character twice?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W021,2.2)]!btip.bmp}
You're dialing from a location that isn't listed?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1035)I'lbjump.bmp} To
connect to an information service or bulletin board the next time

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C012)'bjump.bmp} To
connect to another computer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C015)]'bjump.bmp} To
send text

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1010)]!bjump.bmp} To
sign off and disconnect




To connect to an information service or bulletin board the next time

Important: If this procedure goes away, click Cancel in the dialog box, and then click {ewc MVIMG,
MVIMAGE, lleftpage.bmp} at the bottom of the Help window.

1
2

4
5
6

Open the Communications document for the service you want to connect to.

In the Dial dialog box, make sure the phone number is correct.

Tip: If the Dial dialog box is not displayed, click Easy Connect on the Phone menu, and then click OK to
display it.

If the number is incorrect, click Modify, type the correct number, and then click Done.

Check the other information in the dialog box and correct it if necessary.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

Click Dial.
When the other computer responds, follow the sign-on instructions from the service.

When you want to end the session, follow the sign-off instructions from the service.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayCOMMAO009,3,2)]!btip.bmp}

Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1035)]!btip.bmp} Print

this topic



To connect to an information service or bulletin board the next time

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10005,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, connect)|!bdemo.bmp}
Quick Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W027.,2.1)]!btip.bmp}
The service supports color, but you don't see it?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W025,2.1)]!btip.bmp}
The text is too small to read?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2,2)]'btip.bmp}
Works cannot establish a connection?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W026,2.1)]!btip.bmp}
You can't see the entire width of your text?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W011,2,1)]!btip.bmp}
You can't see what you type?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W023,2.1)]!btip.bmp}
You connect to a different area code, but it's a local call?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W022.2 1)]!btip.bmp}
You connect within the same area code, but you have to dial long distance?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W004,2.1)]!btip.bmp}
You have Call Waiting?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W012,2,1)]!btip.bmp}
You see each character twice?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W021,2.2)]!btip.bmp}
You're dialing from a location that isn't listed?

See also
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C012)'bjump.bmp} To
connect to another computer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C015)'bjump.bmp} To
send text

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1010)I'bjump.bmp}  To
sign off and disconnect




To redial the phone number

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the Phone menu, click Dial Again.
This command is available only for the number you just dialed.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayCOMMAO003,3,2)]!'btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1006)]!btip.bmp} Print

this topic



To redial the phone number

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10006,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2,2)]!btip.bmp}
Works cannot establish a connection?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1012)]!bjump.bmp}  To

change dialing options




To prepare for an incoming call
1 On the Phone menu, click Easy Connect.

2 Click Receive An Incoming Call.
Works is ready to receive an incoming call.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1008)]!btip.bmp} Print

this topic



To prepare for an incoming call

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10007.1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W009,2.1)]!btip.bmp}
Lines of text are overwriting each other?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W025,2.1)]!btip.bmp}
The text is too small to read?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2,2)]'btip.bmp}
Works cannot establish a connection?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W024,2 1)]!btip.bmp}
Works doesn't use the correct modem for the incoming call?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W010,2,1)]!btip.bmp}
Works doesn't wrap the text at the edge of the window?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W026,2,1)]!btip.bmp}
You can't see the entire width of vour text?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1WO011,2,1)]!btip.bmp}
You can't see what you type?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W004,2.1)]!btip.bmp}
You have Call Waiting?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W012,2,1)]!btip.bmp}
You see each character twice?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W013,2 2)]!btip.bmp}
You see strange characters?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1011)]!bjump.bmp} _ To

change communication settings
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1012)]!bjump.bmp} To

change dialing options
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1013)]!bjump.bmp} To

change terminal settings
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1044)]!lbjump.bmp} To

receive a file
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C016)]!bjump.bmp} To

save incoming text in another document




To make a cable connection between two computers for the first time
Note: Follow this procedure for both computers.

1 On the Settings menu, click Communication.

2 In the Available Devices box, click the COM port for the direct connection you want.
3 Click Properties.
4

Make sure the settings are correct.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

Click OK.
In the Settings dialog box, click OK.

5

6

7 On the Phone menu, click Easy Connect.

8 Make sure the Phone Number box and the Name of Service box are empty.
9

Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1036)]!btip.bmp} Print

this topic



To make a cable connection between two computers for the first time

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10008.1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W025,2.1)]!btip.bmp}
The text is too small to read?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2.1)]!btip.bmp}
Works cannot establish a connection?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W026,2,1)]!btip.bmp}
You can't see the entire width of your text?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1037)]!bjump.bmp} _ To

make a cable connection between two computers the next time
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1017)]!bjump.bmp} To

send a file
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1040)I'bjump.bmp} To

send a text file




To make a cable connection between two computers the next time
Note: Follow this procedure for both computers.

1 On Phone menu, click Easy Connect.
2 Make sure the Phone Number box and the Name of Service box are empty.

3 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1037)'btip.bmp} Print
this topic




To make a cable connection between two computers the next time

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10008.1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W025,2.1)]!btip.bmp}
The text is too small to read?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2.1)]!btip.bmp}
Works cannot establish a connection?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W026,2,1)]!btip.bmp}
You can't see the entire width of your text?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1017)]'bjump.bmp}  To

send a file
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1040)]!bjump.bmp} To

send a text file



To sign off and disconnect
From a session with another computer
1 On the Phone menu, click Hang Up.
2 Click OK.
From an information service or bulletin board
1 Follow the sign-off instructions from the service.

2 On the Phone menu, click Hang Up.
Note: If the Hang Up command is not available, Works has automatically disconnected your computer.

3 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1010)]!btip.bmp} Print

this topic



To sign off and disconnect

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10009.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1019)]'bjump.bmp}  To

pause communications






Communications Menu

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C020)]'bjump.bmp} See
more of your Communication document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C002)I'bjump.bmp}
Prepare for a connection

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C003)!'bjump.bmp}
Connect to another computer or service

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C021)]!bjump.bmp}
Troubleshooting

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1008)]!bjump.bmp}
Prepare for an incoming call

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C006)!'bjump.bmp} Send
text or files

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1CO007)I'bjump.bmp}
Receive text or files

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C008)!'bjump.bmp}
Record the sign-on procedure or other repetitive tasks

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C009)]'bjump.bmp} Name
and save vour Communication settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C010)'bjump.bmp} End a
connection

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Seeing more of your Communication document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowHELP0OO0!bjump.bmp} To
hide Help

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1020)]'bjump.bmp} To minimize

the Help window
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1015)]!bjump.bmp} To move to

any place in the document




Preparing for a connection

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM400N)]!bjump.bmp} To
install a new modem

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1011)]'bjump.bmp} To
change communication settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1012)]!bjump.bmp}  To
change dialing options

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1013)I'lbjump.bmp} To

change terminal settings

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help

window.



Connect to another computer or service

Phone connection

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C012)]!bjump.bmp} To

connect to another computer
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C013)]'bjump.bmp} To

connect to an information service or bulletin board

Cable connection

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C014)]!bjump.bmp} To

make a cable connection between two computers

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Connecting to another computer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1032)]!bjump.bmp}  The

first time
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1033)]!bjump.bmp?} The

next time

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Connecting to an information service or bulletin board

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1034)]!bjump.bmp}  The

first time
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1035)]!bjump.bmp} The

next time

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Making a cable connection between two computers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1036)]!bjump.bmp}  The

first time
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1037)]!bjump.bmp} The

next time

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Troubleshooting

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W009,2 1)]!btip.bmp}
Lines of text are overwriting each other

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W006,2,2)]!btip.bmp}
The other computer doesn't respond

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W015,2,2)]!btip.bmp}
The other computer or service ignores your input

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W025,2,1)]!btip.bmp}
The text is too small to read

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2 2)]!btip.bmp}
Works cannot establish a connection

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W024,2 1)]!btip.bmp}
Works doesn't use the correct modem for the incoming call

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W010,2,1)]!btip.bmp}
Works doesn't wrap the text at the edge of the window

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W026,2,1)]!btip.bmp}
You can't see the entire width of your text

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W011,2,1)]!btip.bmp}
You can't see what you type

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W023,2,1)]!btip.bmp}
You connect to a different area code, but it's a local call

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W022,2 1)]!btip.bmp}
You connect within the same area code, but you have to dial long distance

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W005,2 2)]!btip.bmp}
You get a busy signal

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W004,2.1)]!btip.bmp}
You have Call Waiting

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W012,2.1)]!btip.bmp}
You see each character twice

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W013,2.2)]!btip.bmp}
You see strange characters

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W021,2,.2)]'btip.bmp}
You're dialing from a location that isn't listed

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W014,2 2)]'btip.bmp}
Your communication partner doesn't receive all the information you sent




Sending text or files

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C015)!'bjump.bmp} To
send text

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1016)l'bjump.bmp}  To set
the correct transfer protocol before sending or receiving files

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1017)]!bjump.bmp} To
send a file

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1015)]!bjump.bmp} To
slow down text transmission speed

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Sending text
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1038)]!bjump.bmp} By

typing in the Communications document
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1039)1!'bjump.bmp} By

copying text from another Works document
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1040)!'bjump.bmp} By

sending a text file

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Receiving text or files

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1022)]!lbjump.bmp} To
receive text and copy it to another Works tool

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C016)]!bjump.bmp} To
save incoming text in another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1016)l'bjump.bmp}  To set
the correct transfer protocol before a file transfer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1044)1'bjump.bmp} To
receive a file

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Saving incoming text in another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1041)]!bjump.bmp}  To

save the text in a new document
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1042)]!bjump.bmp} To

save the text in an existing document

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Recording a sign-on procedure or other repetitive tasks

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1025)]!bjump.bmp}

To

record a sign-on sequence (script)
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1026)!'bjump.bmp}

To

record repetitive tasks
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1CO0191!'bjump.bmp}

To

play back a recorded sequence (script)
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C018)I'bjump.bmp}

To

change commands in a recorded sequence (script)

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help

window.



Playing back a recorded sequence (script)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1027)]'bjump.bmp}  To

play back a sign-on script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM?2006)]!bjump.bmp}  To

play back a script for repetitive tasks

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Changing commands in a recorded sequence

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2003)]!bjump.bmp} To
add new commands to a recorded sequence (script)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM?2004)]!bjump.bmp}  To
replace a command in a recorded sequence (script)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM2001)]!bjump.bmp}  To
change an argument in a recorded sequence (script)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM2002)I'bjump.bmp} To

delete commands in a recorded sequence (script

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help

window.



Naming and saving your Communication settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6016)]!bjump.bmp} To name
and save vour Communication settings the first time

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6017)]!bjump.bmp} To save your
Communication settings as you work

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Ending a connection

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1010)]!bjump.bmp} To
sign off and disconnect

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6020)]!bjump.bmp} To close a

session

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6021)]!bjump.bmp?} To quit
Works

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.






To create a new Communications document
1 On the File menu, click New.
2 Click the Works Tools tab.

3 Click the Communications button.






Using the correct COM port

Your computer has ports for connecting peripheral devices, such as printers and modems. The first time
you start a communication session, Works sets up your computer for the modem you use. If you want to use
a different port, for example, if you want to connect to another computer directly, you need to change the
COM port.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10002)]!btip.bmp} Print
this topic




Connecting to another computer

Before you connect to another computer for the first time, you must create a new Communications
document. In this document, you specify the phone number and name of the person you want to connect to.
You can also change certain phone, communication, or terminal settings so that your computer and the other
computer can understand each other.

Tip: Works uses phone, communication, and terminal settings that are common to most computers. Most of
the time you won't have to worry about the settings. Try to connect to the other computer first. If you have a
connection problem, change the settings.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10004)]!btip.bmp} Print
this topic




Connecting to an information service or bulletin board

Before you can connect to an information service, you need to subscribe to that service. The service will
provide instructions that include a phone number, communication settings, and sign-on and sign-off
procedures.

Before you can connect to a bulletin board, you need to find the sign-on information (phone number and
communication settings). Computer magazines and newspapers and local computer clubs provide sign-on
information for most bulletin boards.

When you connect to a service or bulletin board for the first time, you must create a new Communications
document. In this document, you specify the phone number and name of the service you want to connect to.
You may also change certain phone, communication, or terminal settings so that your computer and the
service can understand each other.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10005)]!btip.bmp} Print
this topic




Redialing a number

If you receive a busy signal, or if the other computer doesn't respond, you can redial the last phone number
Works dialed. You can also use the Dial Again command to reestablish a connection that was accidentally
broken.

If you want Works to redial a phone number automatically, change the phone settings to specify how many
redial attempts you want and how many seconds should elapse between attempts.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10006)]!btip.bmp} Print
this topic




Preparing for an incoming call

When you click Receive An Incoming Call in the Easy Connect dialog box, Works opens the COM port you
have chosen for your modem. You're now ready to receive messages from your communication partner.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10007)]!btip.bmp} Print

this topic



Making a cable connection
You may want to connect two adjacent computers; for example, to exchange files between computers with
different types of disk drives.

You can connect your computer directly to another computer using a null-modem cable. Contact your
computer dealer to get the correct cable.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10008)]!btip.bmp} Print
this topic




Signing off and disconnecting

Always sign off from an information service before you disconnect. Otherwise, the service may charge you
for the time it takes the service computer to recognize that you've disconnected.

The sign-off steps for information services vary depending on the service you are connected to. Some
services let you select a sign-off option from a menu; others expect you to press a key sequence, such as
CTRL+G; and others require you to type a word, such as logout or logoff

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10009)]!btip.bmp} Print

this topic



Changing communication settings

Before computers can exchange information, they must be set up to follow the same rules. These rules, or
settings, make sure that computers sharing information are able to understand each other.

When you first tell Works to make a connection, Works uses standard communication settings used by many
information services and computers. Change these settings only if text is incorrectly displayed or if the
information service explicitly tells you to do so.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10010)]!btip.bmp} Print
this topic




Sending text
There are three ways to send text to another computer:

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Type text in a Communications document. Works sends the text as
you type it to the other computer. Your communication partner can see everything as if he or she was
looking over your shoulder. You and your partner can type simultaneously.

{ewc MVIMG, MVIMAGE, !'bullet.bmp}  Copy text from the Word Processor, Spreadsheet, or Database to a
Communications document. Works immediately sends the copied text to the other computer. Works sends
the text only, without any character or paragraph formatting.

{ewc MVIMG, MVIMAGE, 'bullet.omp}  Send the contents of a text file. When you use the Send Text
command on the Tools menu, Works sends the contents of the file as soon as you open it in Works.

Note: If you want to send formatted information, send it as a file.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10013)]!btip.bmp} Print
this topic




Slowing down text transmission speed
When you send text by copying it into a Communications document or by opening a text file, Works copies

the text to the buffer, which is displayed in your Communications document. If this transmission is too fast,
some text may scroll out of the buffer before being sent to the other computer.

If your partner doesn't receive all the text, you can specify a delay time. Then Works will wait a fraction of a
second after each line of text before sending the next line.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10014)]!btip.bmp} Print
this topic




Changing the transfer protocol

Works supports four pl’OtOCOlS for transferring files.

Protocol

Advantages

Disadvantages

Xmode
m

Ymode
m

Zmode
m

Kermit

Most common protocol;
reliable

Faster than Xmodem

Faster than Ymodem;
as reliable as Xmodem

Very reliable;
compatible with most
computers

Slow

Needs a good
phone connection

Less common
among computer
users

Slowest protocol

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10015)]!btip.bmp}

Print

this topic



Sending a file

When you send a file to another computer, Works always sends it as a binary file. Binary files contain
character and paragraph formatting and take longer to transfer than text files.

During a file transfer, the contents of the file are not displayed on either computer screen. When you finish
sending the file, the other computer saves it in the directory specified by the user of the other computer.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10016)]!btip.bmp} Print

this topic



Sending a break signal

A break signal is a special code you can send to the other computer during a communication session if the
computer is ignoring your input or doesn't let you log off. Different systems may respond to break signals in
different ways. The break signal is four seconds long.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10017)]!btip.bmp} Print

this topic



Pausing communications
During your communication session, Works stores incoming text in a temporary storage area called a

buffer, which is displayed in your Communications document. Text scrolls out of the window as new text
appears. If you want to view all the text, you have to pause the session.

The buffer can store up to 256,000 lines. If the buffer becomes full, Works discards old text. If your session
is very long, you can pause the session and copy the text from the buffer to another Works tool to prevent
loss of text.

Note: This only applies to incoming text. If you receive a file, Works automatically saves the file on your disk
as you receive it.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10018)]!btip.bmp?} Print
this topic




Saving incoming text
During your communication session, Works stores incoming text in a temporary storage area called a

buffer, which is displayed in your Communications document. When you end your session and save your
document, Works saves only the settings, not the text in the buffer.

If you want to save the incoming text, you can:

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Copy text in the buffer to another Works document.

If you copy text to another Works tool, you can be more selective about what to copy. You can review the
buffer and then decide what's important to you.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Save incoming text to another document.
You can review the entire text after the session and then decide what you want to keep or discard.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10019)]!btip.bmp} Print
this topic




Receiving a file

You can receive an entire file from another computer and save it to your disk. This is often referred to as
"downloading." During a file transfer, the contents of the file are not displayed on either computer screen.
Works displays a status box that indicates how much of the file has been received.

Before receiving a file, you need to choose the correct QI’O’[OCO| using the Transfer command on the
Settings menu. Both computers must use the same protocol during a file transfer. If you are not sure which
protocol to use, check with the other computer user before beginning your file transfer.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10020)]!btip.bmp} Print

this topic



Recording scripts

You can record a sequence of steps used for a particular communication task. These recordings are called
scripts. When you play back the script, Works performs the steps that you recorded.

You can record two types of scripts:

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Sign-on scripts help you connect and sign on to a service. Each
Communications document can have only one sign-on script.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Other scripts help you with repetitive tasks such as accessing a
world news section of an information service.

When you save a Communications document, Works saves the scripts associated with it.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10021)]!btip.bmp} Print

this topic



Playing back a script

After recording a communication script, you can save time by playing it back whenever you want to perform
the same task again.

If you recorded a sign-on script for a specific phone number, Works automatically plays back the script every
time you connect to this number.

To have Works play back a script for other tasks, you need to explicitly select the script when you want
Works to perform the recorded steps.

Note: If you didn't choose the correct script, you can cancel playback at any time. Press ESC, and then click
OK to confirm that you want to end the playback.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM10022)]!btip.bmp} Print
this topic







Works can't find the modem?

Make sure the modem is turned on and the modem cable is connected to the modem and the COM port.



Works doesn't use the correct modem for the incoming call?
1 On the Settings menu, click Communication.

2 In the Available Devices box, click the modem port you want.
3 Click OK.



Works cannot establish a connection?

Works indicates the nature of the problem; for example, the settings may be incorrect or the modem may not

be connected properly. You may also want to check your cable. If you suspect your cable is the problem, try
using another cable.

For more troubleshooting information, use the Windows Help. Look for "Dialing another computer.”



You can't see the entire width of your text?

You can reduce the size of the Help window by clicking {ewc MVIMG, MVIMAGE, !shrink.bmp} at the bottom
of the Help window.

Or, if you want to view Help during your session, click Terminal on the Settings menu, and then choose a
different font and a smaller font size.



The text is too small to read?
1 On the Settings menu, click Terminal.

2 In the Font box, click the font you want.
The fonts come in different sizes. Click a font that has a size larger than your current font.

3 In the Size box, click a larger font size.
4 Click OK.



The service supports color, but you don't see it?
1 On the Settings menu, click Terminal.

2 In the Terminal box, click ANSI.

3 Click OK.



You have Call Waiting?
You should disable Call Waiting before you plug in the modem and log on.

When you first installed your modem, you may have specified that your phone line has Call Waiting and how
it should be disabled during a modem session. To check whether you have disabled Call Waiting for a
modem connection, follow this procedure:

1

2
3
4

On the Settings menu, click Communication.
In the Available Devices box, click the modem you want to use.
Click Location.

Under How | Dial From This Location, make sure the This Location Has Call Waiting check box has a
check mark in it.

In the To Disable It Dial box, click the down arrow and click the option you want.

If you don't know which option to use, contact your phone company or look in the front of your phone
book.

Click OK.
In the Settings dialog box, click OK.



You get a busy signal?
On the Phone menu, click Redial.

You can also change the settings so that Works redials the number automatically. On the Settings menu,

click Phone. Click Redial, and then specify the number of redial attempts and the number of seconds you
want Works to wait between redial attempts.



The other computer doesn't respond?
On the Phone menu, click Redial.

You also can change the settings so that Works redials the number automatically. On the Settings menu,

click Phone. Click Redial, and then specify the number of redial attempts and the number of seconds you
want Works to wait between redial attempts.



Lines of text are overwriting each other?

You need to add a carriage return (CR) or line feed (LF) at the end of each line. On the Settings menu, click
Terminal. Under End Of Lines, click either Add CR or Add LF. Click OK.

If that doesn't help, try the other one.



Works doesn't wrap the text at the edge of the window?
On the Settings menu, click Terminal. Click Wrap Around.



You can't see what you type?
On the Settings menu, click Terminal. Click Local Echo.



You see each character twice?
On the Settings menu, click Terminal. Click Local Echo.



You're dialing from a location that isn't listed?

1 On the Settings menu, click Communication.

In the Available Devices box, click the modem you want to use.
Click Location.

Click New.

Type the new location.

Click OK.

Fill in the dialing information for the new location.

Click OK.

© 0 N o O b 0N

In the Settings dialog box, click OK.



You connect within the same area code, but you have to dial long distance?
1 On the Phone menu, click Easy Connect.
2 Click OK.

3 Click Dial As Long Distance.
Works adds 1 and the area code before your number.



You connect to a different area code, but it's a local call?

In the Easy Connect dialog box, type your own area code in the Area Code box. In the Phone Number box,
type the area code of the computer you connect to before typing the phone number.

Works ignores hyphens or parentheses in the phone number. So you can use any of the formats listed
below:

(206) 555-0123
—Or -
2065550123



You see strange characters?

On the toolbar, click {fewc MVIMG, MVIMAGE, !tb8n1.bmp} or {ewc MVIMG, MVIMAGE, !tb7e1.bmp}.

If that doesn't help, click Terminal on the Settings menu. In the Terminal box, click a different terminal
emulation. VT100 works for most computers. If you still can't read the text, try TTY.

If you are communicating with a person in another country, you may be receiving characters that Works
doesn't understand. To have Works translate the characters, click Terminal on the Settings menu. In the ISO
Translation box, click the appropriate country.



Your communication partner doesn't receive all the information you sent?
When you send text to another computer by copying it into a Communications document or by opening a text

file, Works copies the text to the buffer, which is displayed in your Communications document. If this
transmission is too fast, your partner may not receive all the text you sent. You may need to specify a delay
time.

On the Settings menu, click Transfer. In the Line Delay box, type the length of time, in tenths of a second,
that you want Works to pause after sending each line of text.



The other computer or service ignores your input?
On the Phone menu, click Break.
This sends a break signal to the other computer or service and forces it to recognize your input.

If this doesn't work, click Hang Up on the Phone menu. To reconnect to the computer or service, click Dial
Again on the Phone menu.



The other computer or service still doesn't react?

On the Phone menu, click Hang Up. To reconnect to the computer or service, click Dial Again on the Phone
menu.



The system doesn't react to the Pause command?

On the Settings menu, click Communication. In the Available Devices box, click the COM port you're using,
and then click Properties. Make sure that you've selected a flow control option other than None.
If you're using a modem, click Xon/Xoff. If you're using a null-modem cable, click Hardware.



You want to copy all the text in the buffer?
On the Edit menu, click Select All before copying the text.

You can also save all the data that you received using the Save As command. For information on how to do
that, click "To save incoming text in another document" in the See Also section.



You want to copy text to a spreadsheet or database?

When you copy text to a Works spreadsheet or database, Works copies text to a single céell or field. It

copies columns of text, such as a list of stock quotes, to a range of cells or fields.



You hang up while you're recording?

When you click Hang Up on the Phone menu while you're recording a script, Works records the disconnect
and automatically ends the recording.






To change communication settings
1 On the Settings menu, click Communication.

2 In the Available Devices box, click the modem or communication device whose settings you want to
change.

3 Click Properties.

4 Change the settings you want.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

5 Click OK.
6 In the Settings dialog box, click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1011)]!btip.bmp} Print

this topic



To change communication settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10010,1,2)!'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W009,2.1)]!btip.bmp}
Lines of text are overwriting each other?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2.2)]!btip.bmp}
Works cannot establish a connection?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W010,2,1)]!btip.bmp}
Works doesn't wrap the text at the edge of the window?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W011,2,1)]!btip.bmp}
You can't see what you type?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W012,2 1)]!btip.bmp}
You see each character twice?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W013,2,.2)]!btip.bmp}
You see strange characters?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1012)I'lbjump.bmp} To

change dialing options
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1013)]!lbjump.bmp} To

change terminal settings




To change dialing options
1 On the Settings menu, click Phone.

2 Change the settings you want.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

3 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1012)]!btip.bmp} Print

this topic



To change dialing options

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10006,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W006,2,2)]!btip.bmp}
The other computer doesn't respond?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2.2)]!btip.bmp}
Works cannot establish a connection?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W005,2,2)]!btip.bmp}
You get a busy signal?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1011)]'bjump.bmp}  To

change communication settings
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1013)]!bjump.bmp} To

change terminal settings
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1008)]!bjump.bmp} To

prepare for an incoming call




To change terminal settings
1 On the Settings menu, click Terminal.

2 Change the settings you want.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

3 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1013)]!btip.bmp} Print

this topic



To change terminal settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10012.1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W013,2,.2)]!btip.bmp}
You see strange characters?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1011)]!bjump.bmp}  To

change communication settings
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1012)]!lbjump.bmp}  To

change dialing options



To send text by typing text in the Communications document
1 Connect to the other computer.
2 Once the other computer responds, start typing.

3 To indicate that you're done with your message and that you want the other person to respond, type over
or a similar word you've agreed on.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1038)]!btip.bmp} Print
this topic




To send text by typing text in the Communications document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10013,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W015,2.2)]!btip.bmp}
The other computer or service ignores your input?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W025,2.1)]!btip.bmp}
The text is too small to read?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W026,2,1)]!btip.bmp}
You can't see the entire width of your text?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W014,2 2)]'btip.bmp}
Your communication partner doesn't receive all the information you sent?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1018)]!bjump.bmp}  To

send a break signal
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1017)]!bjump.bmp} To

send a file



To send text by copying text from another Works document

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Connect to the other computer or information service.
2 Open or SWitch to the document you want to copy text from.

Highlight the information you want to copy.
On the Edit menu, click Copy.

Switch to the Communications document.

o o b~ W

On the Edit menu, click Paste Text.
Works automatically sends the text to the other computer.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1039)]!btip.bmp} Print

this topic



To send text by copying text from another Works document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10013,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W015,2.2)]!btip.bmp}
The other computer or service ignores your input?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W025,2.1)]!btip.bmp}
The text is too small to read?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP7W002,2,1)]!'btip.bmp} You
don't know how to highlight information?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W014,2 2)]'btip.bmp}
Your communication partner doesn't receive all the information you sent?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp} To highlight

database information
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowSS8016)]!bjump.bmp?} To highlight

spreadsheet entries
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP7001)]!bjump.bmp} To highlight

text

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1018)]!lbjump.bmp} To
send a break signal

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1017)]!bjump.bmp}  To
send a file




To send a text file
1 Connect to the other computer or information service.
2 On the Tools menu, click Send Text.
3 In the File Name box, click the text file you want to send.
If you can't see your text file, click the Look In box and click the folder where your file is located.
4 Click Send.
Works sends the contents of the text file to the other computer.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1040)]!btip.bmp} Print

this topic



To send a text file

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10013,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W014,2.2)]!btip.bmp}
Your communication partner doesn't receive all the information you sent?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W015,2,2)]!btip.bmp}
The other computer or service ignores your input?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1018)]'bjump.bmp}  To

send a break signal
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1017)l'lbjump.bmp} To

send a file



To slow down text transmission speed
1 On the Settings menu, click Transfer.

2 In the Line Delay box, type the length of time, in tenths of a second, that you want Works to pause after
sending each line of text.

3 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1015)]!btip.bmp} Print

this topic



To slow down text transmission speed

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10014.1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C016)]!bjump.bmp} To

save incoming text in another document
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1017)]!bjump.bmp}  To

send a file



To set the correct transfer protocol
1 Check with the other computer user or the information service to find out what pl‘OtOCO|S they use.
2 On the Settings menu, click Transfer.

3 Click the transfer pl’OtOCO| you want to use.
4 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1016)]!btip.bmp} Print

this topic



To set the correct transfer protocol

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10015,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1017)]'bjump.bmp}  To

send a file
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1015)]!bjump.bmp}  To

slow down text transmission speed




To send a file

1 Make sure you're using the same transfer protocol as the other computer or information service.

2 Call the person you want to send a file to and have them prepare their computer to receive the file.
—Or-—
If you want to send a file to an information service, type the command to start uploading the file.

3 On the Tools menu, click Send File.

4 In the File Name box, click the file you want to send.

If you can't see your file, click the Look In box and click the folder where your file is located.

5 Click Send.
Note: If you change your mind, you can cancel the file transfer by pressing ESC.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1017)]!btip.bmp} Print

this topic



To send a file

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10016,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W015,2.2)]!btip.bmp}
The other computer or service ignores your input?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W006,2,2)]!btip.bmp}
The other computer doesn't respond?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W003,2,2)]'btip.bmp}
Works cannot establish a connection?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W005,2.2)]!btip.bmp}
You get a busy signal?

See also
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1018)]!bjump.bmp} To
send a break signal

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C015)'bjump.bmp} To
send text

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1016)l!bjump.bmp}  To set
the correct transfer protocol

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1015)]!lbjump.bmp} To
slow down text transmission speed




To send a break signal

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the Phone menu, click Break.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1018)]!btip.bmp} Print

this topic



To send a break signal

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10017.1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W020,2,1)]!btip.bmp}
The other computer or service still doesn't react?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1017)I'lbjump.bmp} To

send a file
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C015)!bjump.bmp} To

send text



To pause communications

{ewc MVIMG, MVIMAGE, !bullet.bmp}  On the toolbar, click {ewc MVIMG, MVIMAGE, !tbpause.bmp}.
To resume communications, click {ewc MVIMG, MVIMAGE, !tbpause.bmp} again.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayCOMMAO005,3,1)]!'btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1019)]!btip.bmp} Print

this topic



To pause communications

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10018.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W016,2,2)]!btip.bmp}
The system doesn't react to the Pause command?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1022)]!bjump.bmp}  To

copy text from the buffer to another Works tool
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1020)]!bjump.bmp?} To

resume communications
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C016)!'bjump.bmp} To

save incoming text in another document




To resume communications

{ewc MVIMG, MVIMAGE, !bullet.bmp}  On the toolbar, click {ewc MVIMG, MVIMAGE, !tbpause.bmp}.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayCOMMAO0O07,3,1)]!'btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1020)]!btip.bmp} Print

this topic



To resume communications

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10018.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1022)]!'bjump.bmp}  To

copy text from the buffer to another Works tool
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C016)]!bjump.bmp} To

save incoming text in another document




To view the contents of the buffer

During your communication session, Works stores incoming text in a temporary storage area called a
buffer. This buffer is displayed in the active Communications document window.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Use the Scroll bar to move through the buffer to the text you want
to review.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1021)]!btip.bmp} Print
this topic




To view the contents of the buffer

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10018.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W016,2,2)]!btip.bmp}
The system doesn't react to the Pause command?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1022)]!bjump.bmp}  To

copy text from the buffer to another Works tool
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C016)]'bjump.bmp} To

save incoming text in another document




To copy text from the buffer to another Works tool

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Highlight the text you want to copy.
2 On the Edit menu, click Copy Text.

Switch to or open the document you want to copy the text to.

Click where you want the text.

3

4

5 On the Edit menu, click Paste.

6 Switch back to the Communications document.
7

On the toolbar, click {ewc MVIMG, MVIMAGE, !tbpause.bmp} to resume the session.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1022)]!btip.bmp} Print

this topic



To copy text from the buffer to another Works tool

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10019.,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W017,2.2)]!btip.bmp}
You want to copy all the text in the buffer?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W018,2,1)]!btip.bmp}
You want to copy text to a spreadsheet or database?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavCOMM1C016)]!bjump.bmp} To

save incoming text in another document







To check the transfer protocol

1 On the Settings menu, click Transfer.

2 In the Transfer Protocol box, click the protocol you and the other computer will use.
3 Click OK.






Modifying a script

You can edit a script instead of making a new recording. For example, if an information service changes one
of its prompts, you can change the text that Works types.

For information on each script command, click the question mark in the upper-right corner of the dialog box,
and then click the command.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConCOMM20001)]!btip.bmp} Print
this topic







You want to save the incoming file in a different directory?

Before receiving the file, follow this procedure to change the directO[y:
1 On the Settings menu, click Transfer.

2 Click Directory.

3 Double-click the directory and folder you want.
4 Click OK.

5 In the Settings dialog box, click OK.



You can't find the saved file?

On the Settings menu, click Transfer. The incoming file was saved in the directory and folder shown under
Receive Directory.



You want to add a key sequence to your script?

When you communicate with an information service, sometimes you need to press special keys. For
example, if the information service displays a list of items to choose from, you may need to press an F-key
to choose an item.

Key sequences are not displayed on your screen, but they affect what the other computer does. In a script,
you can type special key names in the argument next to the Commands box by typing caret (*), and then
pressing the key you would press in the session.

For example, if you want the computer to pick an item from a list using the F1 key, use the TYPE command.
In the TYPE box, type * and then press F1.






To save incoming text in a new document

1 After you finish the communication session, click Save As on the File menu.
2 In the File Name box, type the name of the new document.

3 In the Save As Type box, click the down arrow and click Session Data.

4

Click Save.
Works saves the text in a new text file.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayCOMMAO008,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1041)]!btip.bmp} Print
this topic




To save incoming text in a new document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10019.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1022)]!'bjump.bmp}  To

copy text from the buffer to another Works tool




To save incoming text in an existing document

1 Before receiving the text from the other computer, click Capture Text on the Tools menu.
2 Under Save In, click the document where you want to save the text.

3 Click Save.
4

To add the incoming text at the end of the document, click Append.
—Or -
To replace the text in the document with the incoming text, click Replace.

5 To stop saving incoming text, click End Capture Text on the Tools menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1042)]!btip.bmp}

Print

this topic



To save incoming text in an existing document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10019.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1022)]!'bjump.bmp}  To

copy text from the buffer to another Works tool




To receive a file

1

Make sure you're using the same transfer protocol as the other computer.

How? {ewc MVIMG, MVIMAGE, [HOTMACRO=JS(TipCOMMZ2H002,4,1)]!btip.bmp}

2

Ask the other computer user to begin sending the file.
—Or -

To receive a file from an information service, choose the file you want to download and follow the
instructions provided by the service.

On the Tools menu, click Receive File.

If you use the Xmodem protocol, type a filename of up to eight characters to name the file. Then click
Save.

If you use Ymodem, Zmodem, or Kermit, don't specify a name. Works saves the file with the name
it has on the other computer.

When the transfer is complete, click OK to continue the communication session.
Note: You can cancel the file transfer at any time by pressing ESC.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1044)]!btip.bmp} Print

this topic



To receive a file

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10020,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM2W003,2,1)]!btip.bmp}
You can't find the saved file?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM2W002,2.1)]!btip.bmp}
You want to save the incoming file in a different directory?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1017)]!bjump.bmp}  To
send a file

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1016)l'bjump.bmp} To set
the correct transfer protocol




To record a sigh-on sequence

1 On the Tools menu, click Record Script.

2 Under Type Of Script, click Sign-On.

3 Click OK.

4 Connect and sign on to a computer or information service.
5

To end and save the recording, click End Recording on the Tools menu.

The next time you open that Communications document, Works plays the sign-on sequence to connect to
the other computer.

Note: You can cancel the recording at any time. On the Tools menu, click Cancel Recording.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1025)]!btip.bmp} Print
this topic




To record a sigh-on sequence

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10021.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1029)]!'bjump.bmp}  To

delete a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1027)]!bjump.bmp}  To

play back a sign-on script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1026)l'bjump.bmp} To

record repetitive tasks



To record repetitive tasks

1 On the Tools menu, click Record Script.
Under Type Of Script, click Other.

Type a name for the script.

Click OK.

Perform the steps that you want to record.

(>SN C* I \ V)

To end and save the recording, click End Recording on the Tools menu.
Note: You can cancel the recording at any time. On the Tools menu, click Cancel Recording.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1026)]!btip.bmp} Print

this topic



To record repetitive tasks

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10021,1,2)]!bover.bmp}

Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM1W019,2,1)]!btip.bmp}

You hang up while you're recording?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1028)]!bjump.bmp}

To

change the name of a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1029)1'bjump.bmp}

To

delete a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM2006)]'bjump.bmp}

To

play back a script for repetitive tasks
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1025)]!bjump.bmp}

To

record a sign-on sequence



To play back a sign-on script
1 On the Phone menu, click the name of the service you want to connect to.
— Or -
Open the Communications document for this service.
2 Click OK.
If you recorded a sign-on script for this service, Works plays back the script to connect to the service.

Note: You can cancel the script while it's playing. Press ESC, and then click OK to confirm that you want
to end the playback.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayCOMMAO006,3,2)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1027)]!btip.bmp} Print

this topic



To play back a sign-on script

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10022,1,2)]!bover.bmp}

Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM?2003)]!lbjump.bmp} To
add new commands to a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM2001)]!bjump.bmp}  To
change a command's argument in a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1028)]lbjump.bmp} To
change the name of a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2002)]!bjump.bmp} To
delete commands in a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2004)]!bjump.bmp} To

replace a command in a script




To play back a script for repetitive tasks
1 Connect to the service or computer you want to communicate with.

2 At the bottom of the Tools menu, click the name of the script you want to play.

Note: You can cancel the script while it's playing. Press ESC, and then click OK to confirm that you want
to end the playback.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM2006)]!btip.bmp} Print
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To play back a script for repetitive tasks

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10022,1,2)]!bover.bmp}

Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM?2003)]!lbjump.bmp} To
add new commands to a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM2001)]!bjump.bmp}  To
change a command's argument in a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1028)]lbjump.bmp} To
change the name of a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2002)]!bjump.bmp} To
delete commands in a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2004)]!bjump.bmp} To

replace a command in a script




To change the name of a script

1 On the Tools menu, click Edit Script.
Click the script you want to rename.
Click Rename.

2
3
4 Type the new name.
5 Click OK.

6

When you finish renaming scripts, click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1028)]!btip.bmp}
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To change the name of a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10021,1,2)]!bover.bmp}

Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2003)]!bjump.bmp}

To

add new commands to a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM2001)!'bjump.bmp}

To

change a command's argument in a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1029)1'bjump.bmp}

To

delete a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2002)]!bjump.bmp}

To

delete commands in a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM?2004)]!bjump.bmp}

To

replace a command in a script




To delete a script

1 On the Tools menu, click Edit Script.
2 Click the script you want to delete.
3 Click Delete.

4 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM1029)]!btip.bmp} Print
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To delete a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM10021,1,2)]!bover.bmp}

Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM?2003)]!lbjump.bmp} To
add new commands to a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM2001)]!bjump.bmp}  To
change a command's argument in a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1028)]lbjump.bmp} To
change the name of a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2002)]!bjump.bmp} To
delete commands in a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2004)]!bjump.bmp} To

replace a command in a script




To change a command's argument in a script

1 On the Tools menu, click Edit Script.

2 Click the script you want to change.

3 Click Modify.

4 In the script, click the line that contains the argument you want to change.
5 To the right of the Commands box, highlight the argument, and then type the new argument.
6 Click Replace.

7 Click OK.

8 Click Yes to confirm the change.

9

In the Edit Script dialog box, click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMMZ2001)]!btip.bmp} Print

this topic



To change a command's argument in a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM20001,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM2W001,2,2)]!btip.bmp}
You want to add a key sequence to vour script?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM2003)]!bjump.bmp} To

add new commands to a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1029)]!bjump.bmp} To

delete a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM?2002)]!bjump.bmp}  To

delete commands in a script




To replace a command in a script

1 On the Tools menu, click Edit Script.

2 Click the script you want to change.

3 Click Modify.

4 In the script, click the line you want to change.
5 In the Commands box, click the new command.

6 If necessary, change the argument in the box to the right of the Commands box.

For example, if you choose the new command WAITFOR, you need to type what you want Works to wait
for.

7 Click Replace.
8 Click OK.
9 Click Yes to confirm the change.

101In the Edit Script dialog box, click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM2004)]!btip.bmp} Print

this topic



To replace a command in a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM20001,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM2W001,2,2)]!btip.bmp}
You want to add a key sequence to vour script?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM2003)]!bjump.bmp} To

add new commands to a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2002)]!bjump.bmp} To
delete commands in a script




To delete commands in a script

1 On the Tools menu, click Edit Script.

Click the script you want to change.

Click Modify.

In the script, click the command you want to delete.
Click Delete.

When you finish deleting commands, click OK.
Click Yes to confirm the change.

In the Edit Script dialog box, click OK.
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{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMMZ2002)]!btip.bmp} Print

this topic



To delete commands in a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM20001,1,2)]!bover.bmp}

Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2003)]!bjump.bmp}

To

add new commands to a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM2001)!'bjump.bmp}

To

change a command's argument in a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1029)1'bjump.bmp}

To

delete a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1026)]!bjump.bmp}

To

record repetitive tasks
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM?2004)]!bjump.bmp}

To

replace a command in a script




To add new commands to a script

1 On the Tools menu, click Edit Script.

2 Click the script you want to change.

3 Click Modify.

4 In the script, click the line above where you want to insert a command.
5

In the Commands box, click the command you want to add.

6 If necessary, type the required argument in the box to the right of the Commands box.
7 Click Add.

8 When you finish adding commands, click OK.

9 Click Yes to confirm the change.

101n the Edit Script dialog box, click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowCOMM2003)]!btip.bmp} Print

this topic



To add new commands to a script

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM20001,1,2)]!bover.bmp}

Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM2W001,2,2)]!btip.bmp}

You want to add a key sequence to vour script?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM200 N ]!bjump.bmp}

To

change a command's argument in a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1029)1!bjump.bmp}

To

delete a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM?2002)I'bjump.bmp}

To

delete commands in a script
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1026)l'bjump.bmp}

To

record repetitive tasks
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMMZ2004)]!bjump.bmp}

To

replace a command in a script






To install a new modem

1 Start the Communications tool.

How? {ewc MVIMG, MVIMAGE, [HOTMACRO=JS(TipCOMM1H001,4,1)]!btip.bmp}
2 On the Settings menu, click Modem.

Click Add.

3
4 Follow the instructions in the Install New Modem dialog box.

5 When you finish setting up the modem, click Finish.

6 To change the modem properties, click Properties, make the changes you want, and then click OK.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

7 To close the Modems Properties dialog box, click OK.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowCOMM4001)]!btip.bmp} Print
this topic




To install a new modem

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConCOMM40001,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatCOMM4W001,2,1)]!btip.bmp}
You don't want to use your old modem anymore?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1011)]!bjump.bmp}  To

change communication settings
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowCOMM1002)]!bjump.bmp}  To

change the COM port







Installing a new modem

The first time you work with a modem, Works starts the Modem Wizard, which detects the necessary
settings and makes the modem "officially" available. When you install a new modem, you need to start the
Wizard yourself so that Works can detect the new modem and use the new settings.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(ConCOMM40001)]!btip.bmp} Print
this topic







You don't want to use your old modem anymore?
1 On the Settings menu, click Modem.

2 Click the modem you want to remove.

3 Click Remove.

4 Click Close.






Changing terminal settings

Terminal settings control how your computer responds to the data sent to it, and how the data appears on
your screen. In a new Communications document, Works proposes settings that are compatible with most
other computers. You need to change terminal settings only when text is incorrectly displayed on your
screen.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(ConCOMM10012)]!btip.bmp} Print

this topic






To reconnect to another computer

1

2
3
4

On the Phone menu, click Easy Connect.
Under Services, click the name of the person you want.
Click OK.

In the Dial dialog box, make sure the phone number is correct.
If the number is incorrect, click Modify, type the correct number, and then click OK.

Check the other information in this dialog box and correct it if necessary.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

Click Dial.
When the other computer responds, you're ready to start your communication session.

When you finish, click Hang Up on the Phone menu, and then click OK.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayCOMMAOQO02)]!btip.bmp} Print

this topic



To reconnect to an information service or bulletin board
1 On the Phone menu, click Easy Connect.
Under Services, click the name of the service you want.

Click OK.

A W0 N

In the Dial dialog box, make sure the phone number is correct.
If the number is incorrect, click Modify, type the correct number, and then click OK.

5 Check the other information in this dialog box and correct it if necessary.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

6 Click Dial.
7 Follow the sign-on instructions from the service.

8 When you want to end the session, follow the sign-off procedure from the service.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayCOMMAOQQ9)]!btip.bmp} Print

this topic



To redial the phone number automatically

1 On the Settings menu, click Phone.

2 Under Connect Option, click Redial.

3 In the Redial Attempts box, type the number of times Works should try to redial a number.

4 In the Redial Delay box, type the number of seconds you want Works to wait between redial attempts.

5 Click OK.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayCOMMAO0Q03)]!btip.bmp} Print

this topic



To pause communications

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Click anywhere in the Communications window.
You can also click Pause on the Phone menu.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayCOMMAOQQS5)]!btip.bmp} Print

this topic



To resume communications

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the Phone menu, click Pause.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayCOMMAOQQ7)]!btip.bmp} Print

this topic



To save incoming text in a new document

1 Before receiving the text from the other computer, click Capture Text on the Tools menu.
2 In the Filename box, type the name of the new document.

3 Click Save.

4 To quit saving incoming text, click End Capture Text on the Tools menu.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayCOMMAOQ08)]!btip.bmp} Print

this topic



To play back a sign-on script

1 On the File menu, click Open.

2 Click the Communications file you want to open.
3 Click Open.
4

Click OK to have Works establish the connection.

If you recorded a sign-on script for the Communications file, Works plays back the script to connect to the
service.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayCOMMAOQQG6)]!btip.bmp} Print
this topic







To create a new database

Note: When you start a new database, Works displays the Create Database dialog box. Type the field

Nname you want, and then click the Add button. When you are finished, click Done.
1 On the File menu, click New.
2 Click the Works Tools tab.

3 Click Database, and then type a name for the first field.

Note: If you need information on each option, click the question mark in the upper-right corner of the
dialog box, and then click an option.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1002)]!btip.bmp}  Print this

topic



To create a new database

{ewc MVIMG, MVIMAGE

, [HOTMACRO=JS(ConDB10002,1,2)]!bover.bmp}

Overview
{ewc MVIMG, MVIMAGE

, [HOTMACRO=B(msworks.gkt, dbcreate)]!bdemo.bmp}

Quick Tour

What if...
{ewc MVIMG, MVIMAGE

, [HOTMACRO=JS(WhatDB1W001,2,1)]'btip.bmp} You

want to see the form associated with your database?

See also

{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB1003)]'bjump.bmp} To add a

field in list view
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB1004)]'bjump.bmp} To add a

field to a form
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB1008)]!bjump.bmp} To edit the

contents of a field
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB2001)]!bjump.bmp} To change a

number format
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB2003)]!bjump.bmp} To change

the date or time format

{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB1005)]!bjump.bmp} To insert a

blank record
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB1006)]!bjump.bmp?} To insert a

blank record on a form




To switch to list view

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the View menu, click List.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A006,3,2)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1020)]!btip.bmp}  Print this

topic



To switch to list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10001,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, database)]lbdemo.bmp}
Quick Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1003)]!bjump.bmp} To add a
field in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1005)]!bjump.bmp} To insert a
blank record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2010)]'bjump.bmp} To type text

or numbers



To switch to form view

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the View menu, click Form.
Note: To move to the next field, press TAB.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A006,3,2)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1021)]!btip.bmp}  Print this

topic



To switch to form view

{ewc MVIMG, MVIMAGE

, [HOTMACRO=JS(ConDB10001,1,2)]!bover.bmp}

Overview
{ewc MVIMG, MVIMAGE

, [HOTMACRO=B(msworks.qgkt, database)]lbdemo.bmp}

Quick Tour

See also

{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB1004)]'bjump.bmp} To add a

field to a form
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB1006)]!bjump.bmp} To insert a

blank record on a form

{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB2010)]!bjump.bmp} To type text

or numbers



To switch to report view

1 On the View menu, click Report.

2 Click the report you want to see.

3 Click Preview to see the report in print preview.

Click Modify to see the report definition.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A038,3,2)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1018)]!btip.omp} _ Print this

topic



To switch to report view

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB60002,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W018,2,1)]!btip.bmp} You
want to see a different report?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W039,2.1)]!btip.bmp} The
Report command on the View menu is dimmed?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a

report
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3007)]'bjump.bmp} To delete a

report



To switch to form design view

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the View menu, click Form Design.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A006,3,2)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1019)]!btip.bmp}  Print this

topic



To switch to form design view

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10003,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W034,2.1)]!btip.bmp} You
want to type information in your form?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W036,2.1)]!btip.bmp} You
want to see how vour form will look when printed?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2005)]!bjump.bmp?} To put a
border around objects on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2007)]'bjump.bmp} To add color
and shading to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1004)]'bjump.bmp} To add a
field to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2004)]!bjump.bmp} To draw a
rectangle

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4008)]!bjump.bmp?} To add clip
art, WordArt, or a drawing to your document




To add a field in list view

Note: If you're not in list view, click List on the View menu.

1 Click in the field next to where you want to add the new field.

On the Record menu, click Insert Field and drag to choose Before or After.
Type a field name of up to 15 characters.

Click Add.

2
3
4
5 Click Done.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A043,3,2)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1003)]!btip.bmp}  Print this

topic



To add a field in list view

{ewc MVIMG, MVIMAGE

, [HOTMACRO=JS(ConDB10002,1,2)]!bover.bmp}

Overview
{ewc MVIMG, MVIMAGE

, [HOTMACRO=B(msworks.gkt, dbcreate)]!bdemo.bmp}

Quick Tour

See Also

{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB2001)]!bjump.bmp} To change a

number format
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB2003)]!bjump.bmp} To change

the date or time format

{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB8011)]'bjump.bmp?} To delete a

field
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB7013)]!bjump.bmp} To type

default text or numbers for a field

{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB2010)]!bjump.bmp} To type text

or numbers



To add a field to a form
On the View menu, click Form Design.

Click where you want to add the field.

1
2

3 On the Insert menu, click Field.

4 Type a field name of up to 15 characters.
5

Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A042,3,2)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1004)]!btip.bmp}  Print this

topic



To add a field to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10003,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, dbcreate)]'lbdemo.bmp}
Quick Tour

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W015,2.1)]!btip.bmp} You
want to change the size of a field?

See Also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2010)]'bjump.bmp} To type text
or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2007)]'bjump.bmp} To add color
and shading to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2004)]'bjump.bmp} To draw a
rectangle

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2005)]!bjump.bmp} To put a
border around objects on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7013)]'bjump.bmp} To type
default text or numbers for a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2001)]!bjump.bmp} To change a
number format

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2003)]!'bjump.bmp} To change
the date or time format

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8011)]!bjump.bmp} To delete a
field




To insert a blank record

Note: If you're not in list view, click List on the View menu.

1 Click the record number to highlight where you want to add a blank record.

2 On the Record menu, click Insert Record.
Works inserts a blank record directly above the record you highlighted.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A044,3,2)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1005)]!btip.bomp} _ Print this

topic



To insert a blank record

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50006,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, database)]lbdemo.bmp}
Quick Tour

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W006,2,2)]!btip.bmp} You
want to add more than one record at a time?

See Also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8012)]!bjump.bmp} To delete a

record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8019)!!bjump.bmp} To move a
record in list view




To insert a blank record on a form

Note: If you're not in form view, click Form on the View menu.

1 Click {ewc MVIMG, MVIMAGE, !leftpage.bmp} or {ewc MVIMG, MVIMAGE, !rightpag.bmp} at the bottom
of the document window to go to where you want to insert a blank record.

2 On the Record menu, click Insert Record.
Works inserts a blank record before the current record.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1006)]!btip.bmp} _ Print this
topic




To insert a blank record on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50006,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, database)]lbdemo.bmp}
Quick Tour

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W005,2.1)]!btip.bmp} You
want to add a record to the end of the database?

See Also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8012)]!bjump.bmp} To delete a

record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8020)]!bjump.bmp} To move a
record on a form




To replace the contents of a field

1 Click the field entry you want to change.

2 Type the new information.
As you type, you replace the old contents.
If you change your mind, press ESC.

3 Press Enter to confirm your changes.
If you change your mind, immediately click Undo Entry on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1007)]!btip.bmp} Print this
topic



To replace the contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10004.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W007,2,1)]!btip.bmp} You
want to change information in both form view and list view?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear the

contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8011)]!bjump.bmp} To delete a
field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1008)]'bjump.bmp} To edit the
contents of a field




To edit the contents of a field

1 On the View menu, click List.

2 Double-click the field entry you want to change.
Works displays an insertion point.

3 Click anywhere in the field entry to move the insertion point to where you want to make changes.
How? {ewc MVIMG, MVIMAGE, [HOTMACRO=JS(TipDB2H001,4,2)]!btip.bmp}

4 Make the changes you want.

5 Press ENTER to confirm your changes.
If you change your mind, immediately click Undo Entry on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A005,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1008)]!btip.bmp} Print this
topic




To edit the contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10004.,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W038,2,1)]!btip.bmp} You
can't see the entry bar?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W008,2.1)]!btip.bmp} You
want to move the insertion point quickly to the beginning or end of a field entry?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W009,2.1)]!btip.bmp} You
want to highlight individual characters in the contents of a field?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W010,2.1)]!btip.bmp} You
want to delete characters in the contents of a field?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear the

contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8011)!bjump.bmp?} To delete a
field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
the contents of a field




To clear the contents of a field

1 Click the field entry you want to clear.

2 On the Edit menu, click Clear.
If you change your mind, immediately click Undo Clear on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A045,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1009)]!btip.bmp} _ Print this

topic



To clear the contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10004.,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W012,2,1)]!btip.bmp} You

want to clear the contents of more than one field at a time?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W013,2.1)]!btip.bmp} You

want to clear a field entry that contains the result of a formula, but nothing
happens?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1010)]'bjump.bmp?} To clear a
formula




To clear a formula

1 On the View menu, click List.

2 Click the field name to highlight the field that contains the formula you want to clear.

3 On the Edit menu, click Clear Formula.

Works clears the formula from that field in all your records, but keeps any formatting you applied to the
field.

If you change your mind, immediately click Undo Clear on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1010)]!btip.bmp} _ Print this
topic




To clear a formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, formula)]'lbdemo.bmp}
Quick Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear the
contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowSS3004)]'bjump.bmp} To use Easy

Calc to create a formula



To change a field name in list view

Note: If you're not in list view, click List on the View menu.

1 Click the field name of the field you want to change.
2 On the Format menu, click Field.

3 Type a field name of up to 15 characters.

4 Click OK.

Works changes the field name in list view and on your for

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1011)]!btip.bmp} _ Print this

topic



To change a field name in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10002,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1003)]!bjump.bmp} To add a
field in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp?} To clear the

contents of a field




To change a field name on a form

1 On the View menu, click Form Design.

2 Click the field entry of the field you want to change.

3 On the Format menu, click Field.

4 Type the new name.

5 Click OK.

Works changes the field name on your form and in list view.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1012)]!btip.bmp} _ Print this

topic



To change a field name on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10003,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1004)]'bjump.bmp} To add a
field to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp?} To clear the

contents of a field




To replace specific text or numbers

Note: If you're not in list view, click List on the View menu.

1 On the Edit menu, click Replace.
2 In the Find What box, type the characters you want to replace.

3 In the Replace With box, type the new characters you want.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

4 To begin searching, click Find Next.

5 To replace the specified characters and find the next occurrence, click Replace; Works automatically finds
the next occurrence.

— Or -
To find the next occurrence without replacing the highlighted one, click Find Next.

6 When you finish replacing, click Close.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1013)]!btip.bmp} Print this
topic




To replace specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10004.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W014,2.1)]!btip.bmp} You
want to replace all occurrences of the search text or number?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]'bjump.bmp?} To find
specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2016)]'bjump.bmp} To go to a
specific field or record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1015)]'bjump.bmp} To repeat a

search

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5013)]!bjump.bmp} To sort a
database in alphabetic or numeric order




To find specific text or numbers
1 On the Edit menu, click Find.
2 In the Find What box, type the characters you want to search for.

3 To find the next occurrence of the search characters but not search further, click Next Record.
— Or —

To find all records in the database that contain the search characters and then display those records only,
click All Records.

4 Click OK.
If you clicked Next Record, Works highlights the first field that contains the character.
— Or -

If you clicked All Records, Works displays all the records that match the search characters.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1014)]!btip.bmp} Print this
topic




To find specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10004.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W015,2,1)]!btip.bmp} You
want to search a specific field?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1015)]'bjump.bmp} To repeat a

search

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1013)]'bjump.bmp} To replace
specific text or numbers




To repeat a search

{ewc MVIMG, MVIMAGE, 'bullet.bmp} Press SHIFT+F4.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1015)]!btip.bmp} _ Print this

topic



To repeat a search

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10004.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1013)]'bjump.bmp} To replace

specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1016)!!bjump.bmp} To show
only records not found during a search




To show only records not found during a search

Note: You must be in list view or form view. To switch views, click List or Form on the View menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  On the Record menu, click Show and drag to choose Hidden
Records.

Works hides the records found in the search and displays the hidden records.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1016)]!btip.bmp}  Print this

topic



To show only records not found during a search

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10004.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W030,2,1)]!btip.bmp} You
want to know how many records are showing?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]'bjump.bmp} To find
specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1015)]'bjump.bmp} To repeat a

search

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1013)]'bjump.bmp} To replace
specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1017)]'bjump.bmp} To show all

records after a search



To show all records after a search

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the Record menu, click Show and drag to choose All Records.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1017)]'btip.bmp} _ Print this
topic




To show all records after a search

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10004.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]'bjump.bmp} To find
specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1015)]'bjump.bmp} To repeat a

search

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1013)]'bjump.bmp} To replace
specific text or numbers




To edit the contents of a field on a form

1 On the View menu, click Form.
2 Click the field entry you want to change.

3 Type the new information.

4 Press ENTER to accept the change.
If you change your mind, immediately click Undo Entry on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB1023)]!btip.bmp}  Print this

topic



To edit the contents of a field on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10004.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear the

contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
the contents of a field







To send a Works document as a fax

Note: You must have a modem to send a fax. If you are sending a fax from Works for the first time, follow
the steps in the procedure "To install Microsoft Exchange and Microsoft Fax," and then follow this procedure.

Tip: You may want to print this procedure before starting. Click the Print button at the end of the procedure.

1

2
3
4
5

»

9

Open or create the document you want to send.

On the File menu, click Print.

In the Name box, click the down arrow and choose Microsoft Fax.
Click OK.

In the Compose New Fax dialog box, check to make sure the location listed in the I'm Dialing From box is
correct, and then click Next.

In the To box, type the name of the recipient you're sending the fax to.
In the Fax # box, type the fax number of the recipient.

Click Add To List.
To send the fax to more than one recipient, repeat steps 6 through 8.

Click Next.

10Choose the options you want, and then click Next.

11 In the Subject box, type the subject line.

121In the Note box, type any text you want to go with your fax.
13Click Next.
14 Click Finish.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowDB10002)]!btip.bmp} Print this

topic



To send a Works document as a fax

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40017.1,2)]'bover.omp}
Overview

What if . . .
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB10W001,2,1)]!btip.bmp} You

don't know if you have a modem set up on your computer?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB10W002.2,1)]!btip.bmp?} You

don't know if Microsoft Exchange and Microsoft Fax are installed on your
computer?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB10003)]!bjump.bmp} To
install Microsoft Exchange and Microsoft Fax

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4033)]!bjump.bmp} To send a
Works document as a mail message

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4034)]!bjump.bmp} To set
Works to send documents as text or as attachments




To install Microsoft Exchange and Microsoft Fax
Tip: You may want to print this procedure before starting. Click the Print button at the end of the procedure.

1 On the Windows 95 taskbar, click Start.

Click Settings, and drag to choose Control Panel.

Double-click the Add/Remove Programs icon.

Click the Windows Setup tab.

In the Components box, click Microsoft Exchange and Microsoft Fax.

Click OK.

Follow the instructions in the Inbox Setup Wizard. Click Next to go to the next screen.

Click Microsoft Fax.

© 00 N o o »~ W N

Follow the instructions in the Install New Modem dialog box. Click Next.

101f Windows does not find your modem for you, under Manufacturers, click your modem from the list, and
then, under Models, click the model.

11 Click one of the Communications ports.

12Click Finish.

130n the Microsoft Fax screen of the Inbox Setup Wizard, type your name, and then type your fax number.
14 Click Finish.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowDB10003)!!btip.bmp} Print this
topic



To install Microsoft Exchange and Microsoft Fax

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40017.1,2)]'bover.omp}
Overview

What if . . .
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB10W001,2,1)]!btip.bmp} You

don't know if you have a modem set up on your computer?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB10W002.2,1)]!btip.bmp?} You

don't know if Microsoft Exchange and Microsoft Fax are installed on your
computer?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB10002)I'bjump.bmp} To
send a Works document as a fax

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4033)]!bjump.bmp} To send a
Works document as a mail message

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4034)]!bjump.bmp} To set
Works to send documents as text or as attachments







You don't know if you have a modem set up on your computer?
Tip: Print this procedure before you start. Click the Print button at the end of the procedure.

1 On the Windows 95 taskbar, click Start.
2 Click Settings, and drag to choose Control Panel.

3 Double-click the Modems icon.
If you have a modem set up, Windows displays it in the box.

4 If you don't have a modem set up, but want to add one, click Add.
Windows starts the Install New Modem wizard.

5 Follow the instructions in the wizard.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WhatDB10W001)]!btip.bmp}

Print

this topic



You don't know if Microsoft Exchange and Microsoft Fax are installed on your computer?
Tip: Print this procedure before you start. Click the Print button at the end of the procedure.

1
2
3

On the Windows 95 taskbar, click Start.
Click Settings, and drag to choose Control Panel.

Double-click the Mail and Fax icon.

If you don't see a Mail and Fax icon, double-click the Add/Remove Programs, click the Windows Setup
tab, and then click Microsoft Exchange and Microsoft Fax to install them.

Click Show Profiles.

If MS Exchange Settings is listed in the profiles box, then Exchange is already installed on your computer.
To see if Microsoft Fax is installed, click Properties and look for Microsoft Fax in the list. If it's not listed,
click Add to install it.

If MS Exchange Settings is not listed in the box, click Add to install Microsoft Exchange and Microsoft
Fax, and then follow the instructions in the Inbox Setup Wizard.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WhatDB10W002)]!btip.bmp} Print

this topic






To change part of a field's contents

1 Click the field contents you want to change.

2 Click the entry bar.
3 Click anywhere in the contents to move the insertion point where you want to make changes.

4 Make the changes you want.

5 Click the enter boxX to confirm your changes.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A005)]!btip.bomp} Print this

topic



To display views

To see On the toolbar, click

List view {ewc MVIMG, MVIMAGE, !
tblist.bmp}

Form view {ewc MVIMG, MVIMAGE, !
tbform.bmp}

Form design view {ewc MVIMG, MVIMAGE, !
tbfdes.bmp}

Report view {ewc MVIMG, MVIMAGE, !

tbreport.bomp}

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A006)]!btip.bmp} Print this

topic



To move a field on a form

Note: If you're not in form design view, click Form Design on the View menu.

1 Click the field you want to move.
2 On the Edit menu, click Position Selection.

3 Use the arrow keys to move the field to the new location.

4 Press ENTER.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A008)]!btip.bomp} Print this
topic




To change the size of a field on a form

Note: If you're not in form design view, click Form Design on the View menu.

1 Click the field entry you want to change.
2 On the Format menu, click Field Size.

3 Type the width and height you want.

4 Click OK.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A009)]!btip.bomp} Print this
topic




To change the field width to fit the largest entry
Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field you want to change.
2 On the Format menu, click Field Width.
3 Click Best Fit.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A010)]!btip.bmp} Print this

topic



To change the size of a field in list view

Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field you want to change.
2 On the Format menu, click Field Width.

3 Type the width you want.
Note: If you set the field width to 0, Works hides the field.

4 Click OK.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A011)]!btip.bmp} Print this

topic



To change the record height to fit the largest entry
Note: If you're not in list view, click List on the View menu.

1 Click the record number to highlight the record you want to change.
2 On the Format menu, click Record Height.

3 Click Best Fit.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A012)]!btip.bmp} Print this

topic



To hide a field in list view

Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field you want to hide.
2 On the Format menu, click Field Width.

3 Type 0 (zero).

4 Click OK.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A013)]!btip.bomp} Print this
topic




To change the position of a label on a form

Note: If you're not in form design view, click Form Design on the View menu.

1 Highlight the Iabel you want to move.
2 On the Edit menu, click Position Selection.

3 Use the arrow keys to move the caption to its new position.
4 Press ENTER.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A015)]!btip.bomp} Print this
topic




To add a label to a form

Note: If you're not in form design view, click Form Design on the View menu.

1 Click where you want to insert the label.
2 Type the text for the label.

Do not type a colon after the label text or Works will assume the label is a field name.
3 Press ENTER.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A016)]!btip.bmp} Print this

topic



To move a field in list view

Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field you want to move.

2 On the toolbar, click {ewc MVIMG, MVIMAGE, !tbcut.bmp}.
3 Click OK.

4 Highlight the field where you want to insert the field being moved.
The field will be inserted directly to the left of the field you highlight.

5 On the toolbar, click {ewc MVIMG, MVIMAGE, !tbpaste.bmp]}.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A021)]!btip.bmp}

Print this

topic



To highlight database information

Use the following shortcut keys to highlight database information in list view or on a form.

In list view

On a form

To highlight With the keyboard
Afield entry Press an arrow key until

An entire row (record)

An entire column (field)

The entire database

To highlight

the entry you want is
highlighted.

Click an entry in the row,
and then press CTRL+F8.

Click an entry in the
column, and then press
SHIFT+F8.

CTRL+SHIFT+F8.

With the keyboard

A field name, field
entry, label, or object

A record

Press an arrow key until
the element you want is
highlighted.

Press CTRL+PAGE UP or
CTRL+PAGE DOWN until
the record you want is
displayed.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A025)]!btip.bmp}

Print this

topic



To delete a record from a form

1 On the View menu, click Form.

2 Click the arrows at the bottom of the document window to move to the record you want to delete.
3 On the Edit menu, click Cut Record.

—Or -

Press CTRL+SHIFT+X.

If you change your mind, immediately click Undo Cut.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A026)]!btip.bomp} Print this
topic



To move a record

You can also use drag-and-drop to move a record in list view.

1

If the new location for the record is not in the same part of the database as the record to be moved, click
Split on the Window menu and drag the Split bar to where you want it.

—Or-—

If the new location is in another document, click Tile on the Window menu.

If necessary, scroll to where you want to move the record.

Click the record number to highlight the record you want to move.

Point to the lower edge of the highlighted record until the pointer looks like {ewc MVIMG, MVIMAGE, !
move.bmp}.

Note: If the pointer changes to a circle with a diagonal line through it, that means the information cannot
be moved, copied, or linked because it is the wrong type of information, or because the program does not
support drag and drop or linking.

If you're moving the record to another location in the same database, drag the record to the new
location.

—Or -

If you're moving the record to another document, hold down the SHIFT key and drag the record to the
new location.

If you change your mind, you can reverse the move by immediately clicking Undo Drag And Drop on the
Edit menu.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A028)]!btip.bmp} Print this

topic



To copy a record

You can also use drag-and-drop to copy a record in list view.

1

If the new location for the record is not in the same part of the database as the record to be copied, click
Split on the Window menu and drag the Split bar to where you want it.

—Or-—

If the new location is in another document, click Tile on the Window menu.

If necessary, scroll to where you want to copy the record.

Click the record number to highlight the record you want to copy.
Point to the lower edge of the highlighted record until the pointer looks like {ewc MVIMG, MVIMAGE, !
drag.bmp}.

Note: If the pointer changes to a circle with a diagonal line through it, that means the information cannot
be moved, copied, or linked because it is the wrong type of information, or because the program does not
support drag and drop or linking.

If you're copying the record to another location in the same database, hold down the CTRL key and drag
the record to the new location.

—Or -
If you're copying the record to another document, drag the record to the new location.

If you change your mind, you can reverse the copy by immediately clicking Undo Drag And Drop on the
Edit menu.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A029)]!btip.bmp} Print this

topic



To mark records

1 Click a field entry in the record you want to mark.

2 On the Record menu, click Mark Records.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A030)]!btip.bmp} Print this

topic



To mark multiple records

1 On the View menu, click List.

2 Click the record number of the first record you want to mark, and drag to highlight the rest of the
records you want to mark.

3 On the Record menu, click Mark Records.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A031)]!btip.bmp} Print this
topic




To mark all records

In list view or form view, you can also mark all records using the Mark All Records command on the
Record menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp} If no records are marked yet, click Mark All Records on the Record
menu.

If some records are marked, click Unmark All Records on the Record menu first, and then click Mark All
Records.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A032)]!btip.bomp} Print this
topic




To add instructions to a report

If you want, you can type field entry or calculation instructions in your report definition..

1

2
3

6

On the View menu, click Report.

Click the report to which you want to add a field entry or calculation instruction.
Click Modify.

In the report definition, click the cell where you want to add the instruction.
Field entry instructions (the record contents) are usually placed in Record rows.

Calculation instructions are usually placed in Summ fieldname or Summary rows.

To type a field entry instruction, type an equal sign followed by the field name whose entries you want to
print.

For example, to print all the addresses in your database, type =Address

To type a calculation instruction, type an equal sign followed by the calculation you want Works to
perform, and, in parentheses, the field name.

For example, to total the numbers in the field named Income, type =sum(Income)

Press ENTER.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A033)]!btip.bmp} Print this

topic



To edit linked or embedded information
1 If you are in a Database document, click Form Design on the View menu.
2 Click the object to select it.

3 On the Edit menu, click (object name), for example Microsoft ClipArt Gallery Object or Microsoft WordArt
Object, and then drag to choose Edit.

4 Make the changes you want.

5 If you are editing the object in another Works document, on the File menu, click Save.
If you are editing the object in another Windows program, on the File menu, click Exit.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A034)]!btip.bmp} Print this
topic



To link information
You can also use drag-and-drop to link one document to another.

1 Open the source document and the destination document, and arrange them so you can see
them both at the same time.

2 Switch to the source document and highlight the information you want to link.

3 Point to the edge of the highlighted information. When the pointer looks like {ewc MVIMG, MVIMAGE, !
drag.bmp}, hold down CTRL and SHIFT, and drag to the destination document.

Note: If the pointer changes to a circle with a diagonal line through it, that means the information cannot
be moved, copied, or linked because it is the wrong type of information, or because the program does not
support drag and drop or linking.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A035)]!btip.bmp} Print this
topic




To change the size of an object

Note: If you are changing an object in a Database form, you must be in form design view.

1 Click the object to select it.
Works displays the object in a rectangle with handles at the edges.
2 On the Format menu, click Picture.

3 To specify a size, type a measurement in the Width or Height box.
To specify a scale, type a percentage in the Width or Height box.
For example, type 50 in both the Width and Height boxes to reduce an object's size by 50 percent.

4 Click OK.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A036)]!btip.bmp} Print this

topic



To link a range of spreadsheet cells

You can also use drag-and-drop to link a range.

Note: You might want to print this procedure before you start. To print, click the Print button at the end of the
procedure.

1

Open the spreadsheet and the destination document, and arrange them so you can see them both at
the same time. If they are both Works documents, on the Window menu, click Tile.

In the destination document, click where you want to insert the range of cells.

In the spreadsheet, highlight the range of cells you want to link.

Point to the border of the highlighted range until the pointer looks like {ewc MVIMG, MVIMAGE, !
drag.bmp}.

Click and drag the range to the destination document.

Click Yes to link the range of cells.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A037)]!btip.bmp} Print this

topic



To view a report

{ewc MVIMG, MVIMAGE, !bullet.bmp}  On the toolbar, click {ewc MVIMG, MVIMAGE, !tbreport.omp}.

Works displays the current report definition.
If you haven't created a report yet, Works displays the New Report dialog box.

Note: To see how your report will print, click {ewc MVIMG, MVIMAGE, !tbprev.bmp} on the toolbar.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A038)]!btip.bomp} Print this
topic




To read a note
1 Click the note to select it.
2 On the Edit menu, click Microsoft Note-It Object, and drag to choose Read.

3 When you finish reading, click anywhere or press ESC to close the note.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A039)]!btip.bmp} Print this
topic




To add a field to a form
1 On the View menu, click Form Design.

With the right mouse button, click where you want to add the field.

2

3 On the shortcut menu, click Insert Field.
4 Type a field name of up to 15 characters.
5

Click OK.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A042)]!btip.bmp} Print this

topic



To add a field in list view

Note: If you're not in list view, click List on the View menu.

1 With the right mouse button, click in the field next to where you want to add the new field.
On the shortcut menu, click Insert Field and drag to choose Before or After.

Type a field name of up to 15 characters.

Click Add.

2
3
4
5 Click Done.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A043)]!btip.bomp} Print this
topic



To insert a blank record

Note: If you're not in list view, click List on the View menu.

1 With the right mouse button, click the record number to highlight where you want to add a blank
record.

2 On the shortcut menu, click Insert Record.
Works inserts a blank record directly above the record you highlighted.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A044)]'btip.bmp} Print this
topic



To clear the contents of a field

1 With the right mouse button, click the field entry you want to clear.

2 On the shortcut menu, click Clear.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A045)]!btip.bmp} Print this

topic



To draw a rectangle

1 On the View menu, click Form Design.

2 With the right mouse button, click where you want to place the rectangle.
3 On the shortcut menu, click Insert Rectangle.

To move the rectangle, drag it to the position you want.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(WayDB1A046)]!btip.bmp} Print this

topic






Database Menu

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C010)!'bjump.bmp} Name
and save your database

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C043)l!bjump.bmp} See
more of your database

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C003)!'bjump.bmp} Type
and correct information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C037)]'bjump.bmp} Add
columns (fields) and rows (records)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C004)]'bjump.bmp} Copy,

change, or delete information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C041)]'bjump.bmp}
Change how text looks (bold, italic, size, fonts,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C026)]'bjump.bmp}
Change how numbers, dates, and times look

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C039)'bjump.bmp}
Change how your form looks (color, shading, objects, labels,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C007)l'bjump.bmp} Find,
sort, or filter information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C008)]'bjump.bmp}
Create reports from database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavWP1C012)]!bjump.bmp}
Create envelopes or mailing labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C047)]'bjump.bmp} Add
pictures, tables, notes, and special text effects

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C009)!'bjump.bmp}
Preview and print vour database

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Typing and correcting information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2010)]'bjump.bmp} To type text
or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear text

or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1010)]'bjump.bmp} To clear a
formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp} To highlight
database information

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Copying, changing, or deleting information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1011)]!bjump.bmp} To change
the field (column) name in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1012)]'bjump.bmp} To change
the field name on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8017)]'bjump.bmp} To change
the tab order of fields on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8021)]'bjump.bmp} To copy a
record in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8022)]'bjump.bmp} To copy a
record on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8011)1!bjump.bmp} To delete a
field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8012)]'bjump.bmp} To delete a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8010)]'bjump.bmp} To delete
information from a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8019)|!bjump.bmp} To move a
record in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8020)]'bjump.bmp} To move a
record on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8026)]'bjump.bmp} To move a
field entry on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8023)]!bjump.bmp} To copy the

contents of a field (column) into adjacent fields (columns)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
the contents of a field (column) in list view

ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2020)]!bjump.bmp} To protect
information from being changed or deleted

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Finding, sorting, or filtering information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5013)]!bjump.bmp} To sort a
database in alphabetic or numeric order

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]'bjump.bmp} To search
for specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1013)]'bjump.bmp} To replace
specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]'bjump.bmp} To create a

filter to find specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6020)]'bjump.bmp} To filter for
records that have some contents in common

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2016)]'bjump.bmp} To go to a
specific field (column) or record (row) in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)]!bjump.bmp} To hide a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2014)]!bjump.bmp} To show all

hidden records
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2015)]'bjump.bmp} To switch
between hidden and displayed records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]'bjump.bmp} To mark
records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9005)]'bjump.bmp} To show or

hide marked records

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Changing how text looks (bold, italic, size, fonts,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp?} To highlight
database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3004)]'bjump.bmp} To change
the font

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3005)]!bjump.bmp?} To change
the font size (text size)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3006)]!bjump.bmp} To make text
bold

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3007)]!bjump.bmp?} To make text
italic

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3008)]!bjump.bmp} To underline
text

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Creating reports from database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]'bjump.bmp?} To calculate

database information (sums, averages,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create a
filter to find specific report information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3002)]'bjump.bmp} To change
how a report is sorted

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3014)]'bjump.bmp} To change
how a report is grouped

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1018)!'bjump.bmp} To view a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9007)]!bjump.bmp} To modify a

=
—~

epor
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3006)]!bjump.bmp} To copy a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3015)]'bjump.bmp} To copy
report information to another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3005)]'bjump.bmp} To change
the name of a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3007)]'bjump.bmp} To delete a
report

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Previewing and printing your database

Preparing to print

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6004)]'!bjump.bmp} To preview
your database before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7010)]!'bjump.bmp} To see how

your form will look when printed
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6006)]!bjump.bmp?} To preview
envelopes before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6007)]!bjump.bmp} To preview
labels before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7015)]!bjump.bmp?} To remove
extra space between fields on a form before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5010)]!bjump.bmp} To hide or
show a field name on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5011)]'bjump.bmp} To hide or
show gridlines in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5012)]'bjump.bmp} To hide or
show field lines on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]'bjump.bmp} To mark
records for printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7002)]!bjump.bmp} To insert a
page break

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6001)]'bjump.bmp} To change
margin settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6002)]'bjump.bmp} To change
page orientation

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6003)]!bjump.bmp} To change
paper size or paper source

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6015)]!bjump.bmp} To switch to

a different printer

Printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7011)l'bjump.bmp} To print
more than one record (row) per page on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7008)]!bjump.bmp} To print a
single record (row) on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7009)]!bjump.bmp} To print a
blank form




{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9006)]!bjump.bmp?} To print
marked rows (records)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6013)]!bjump.bmp?} To print
labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6011)]!bjump.bmp? To print
envelopes

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6008)]'bjump.bmp} To print your
document or report

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Naming and saving your database

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6016)]!bjump.bmp} To name
and save vour database the first time

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6017)]!bjump.bmp} To save your
database as you work

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Changing how numbers, dates, and times look

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2001)]'bjump.bmp} To change a
number format

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2003)]'bjump.bmp} To change
the date or time format

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8013)]'bjump.bmp} To create a
numbered field (ID numbers, model numbers, serial numbers,...)

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Database Menu

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C019)]'bjump.bmp}

Name

and save vour address book
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C044)]'bjump.bmp}

See

more of your address book
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C012)]'bjump.bmp}

Type

and correct information in your address book
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C014)]'bjump.bmp}

Add,

copy, change, or delete information in your address book
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C041)!bjump.bmp}

Change how text looks (bold, italic, size, fonts,...)
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C016)]'bjump.bmp}

Create another address book
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C015)!!bjump.bmp}

Find,

sort, and filter information in vour address book
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C017)]'bjump.bmp}

View

and create address book reports

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavWP1C012)]!bjump.bmp}

Create envelopes or mailing labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavWP1C011)]!bjump.bmp}

Create a form letter
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C018)]'bjump.bmp}

Preview and print information in your address book

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help

window.



Typing and correcting information in your address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2010)]'bjump.bmp} To type text
or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear text

or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1010)]'bjump.bmp} To clear a
formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp} To highlight
address book information

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Adding, copying, changing, or deleting information in your address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1004)]'bjump.bmp} To add a
cateqgory of information (field)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1012)]'bjump.bmp} To change
the name of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8017)]'bjump.bmp} To change
the tab order of fields on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8022)]'bjump.bmp} To copy an
address

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8020)]!bjump.bmp} To move an
address

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8012)]'bjump.bmp} To delete an
address

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8010)]!bjump.bmp} To delete
information

ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2020)]!bjump.bmp} To protect
information from being changed or deleted

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Finding, sorting, and filtering information in your address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5013)]!'bjump.bmp} To sort your

address book in alphabetic or numeric order

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]'bjump.bmp} To search
for specific names or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]'bjump.bmp} To create a
filter to find specific names or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6020)]'bjump.bmp} To filter for
records that have some contents in common

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2016)]'bjump.bmp} To go to a
specific address in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5008)]'bjump.bmp} To hide or
show a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)]'bjump.bmp} To hide an
address

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2014)]'bjump.bmp} To show all
hidden addresses

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2015)]'bjump.bmp} To switch
between hidden and displayed addresses

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]'bjump.bmp} To mark
addresses

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9005)]'bjump.bmp} To show or
hide marked addresses

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Creating another address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1019)]!bjump.bmp} To have
Works help you create a new address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8016)]!bjump.bmp} To use an

existing database as your address book

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Viewing and creating address book reports

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1018)]!bjump.bmp} To view a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]!bjump.bmp} To calculate

database information (sums, averages,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create a
filter to find specific report information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3002)]'bjump.bmp} To change
how a report is sorted

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3014)]'bjump.bmp} To change
how a report is grouped

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9007)]!bjump.bmp} To modify a

report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3006)]!bjump.bmp} To copy a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3015)]'bjump.bmp} To copy
report information to another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3005)]'bjump.bmp} To change
the name of a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3007)]'bjump.bmp} To delete a
report

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Previewing and printing information in your address book

Preparing to print

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]'bjump.bmp} To mark
specific addresses for printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7002)]'bjump.bmp} To insert a
page break

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6001)]!bjump.bmp?} To change
margin settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6002)!bjump.bmp?} To change
page orientation

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6003)]!bjump.bmp} To change
paper size or paper source

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6015)]!bjump.bmp} To switch to
a different printer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6004)]!bjump.bmp} To preview
your address book before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6006)]!bjump.bmp} To preview
envelopes before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6007)]!bjump.bmp} To preview
labels before printing

Printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9006)!'bjump.bmp} To print
marked addresses

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6008)]!bjump.bmp} To print vour
entire address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6013)!bjump.bmp?} To print
labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6011)]!bjump.bmp?} To print
envelopes

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Naming and saving your address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6016)]!bjump.bmp} To name
and save vour address book for the first time

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6017)]!bjump.bmp} To save your
address book as you work

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8014)]'bjump.bmp} To open
your address book again after closing it

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8016)]!bjump.bmp} To use an
existing database as your address book

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Database Menu

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C028)]!bjump.bmp}

Name

and save vour inventory list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C045)]'bjump.bmp}

See

more of your inventory list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C021)]'bjump.bmp}

Type

and correct information in your inventory list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C022)]'bjump.bmp}

Add,

copy, change, or delete information in vour inventory list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C041)!bjump.bmp}

Change how text looks (bold, italic, size, fonts,...)
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C042)]'bjump.bmp}

Create additional inventory lists
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C023)l!bjump.bmp}

Find,

sort, or filter information in your inventory list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C038)l!bjump.bmp}

View

and create inventory list reports
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C027)]'bjump.bmp}

Preview and print information in your inventory list

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help

window.



Typing and correcting information in your inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2010)]'bjump.bmp} To type text
or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear text

or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1010)]'bjump.bmp} To clear a
formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp} To highlight
inventory information

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Adding, copying, changing, or deleting information in your inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1003)]'bjump.bmp} To add a
column (field)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1005)]'bjump.bmp} To add a
blank record (row)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp?} To clear the

contents of a field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
the contents of a field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1011)]'bjump.bmp} To change a
field (column) name

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8023)]!bjump.bmp} To copy the
contents of a field (column) into adjacent columns (fields)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8021)]!bjump.bmp} To copy a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8019)|!bjump.bmp} To move a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8011)]'bjump.bmp} To delete a
field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8012)]'bjump.bmp} To delete a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2020)]'bjump.bmp} To protect
information from being changed or deleted

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Finding, sorting, or filtering information in your inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]!bjump.bmp} To search
for specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]'bjump.bmp} To create a
filter to find specific text or numbers (item cost, manufacturer,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6020)]'bjump.bmp} To filter for
inventory records that share information (supplier, number of items in stock,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5008)]'bjump.bmp} To hide or
show a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)!'bjump.bmp} To hide a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2014)]!bjump.bmp} To show all
hidden records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2015)]!bjump.bmp} To switch
between hidden and displayed records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]'bjump.bmp} To mark
records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9005)]'bjump.bmp} To show or
hide marked records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5013)]'bjump.bmp} To sort your

inventory list in alphabetic or numeric order

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Creating additional inventory lists

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1019)]!bjump.bmp} To have
Works help vou create a new inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1024)]!bjump.bmp} To save your
inventory list as a template

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Viewing and creating inventory list reports

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1018)]!bjump.bmp} To view a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]!bjump.bmp} To calculate

inventory report information (sums, averages,...)
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create a
filter to find specific report information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3002)]'bjump.bmp} To change
how a report is sorted

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3014)]'bjump.bmp} To change
how a report is grouped

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9007)]!bjump.bmp} To modify a

report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3006)]!bjump.bmp} To copy a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3015)]'bjump.bmp} To copy
report information to another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3005)]'bjump.bmp} To change
the name of a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3007)]'bjump.bmp} To delete a
report

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Previewing and printing information in your inventory list

Preparing to print

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]'bjump.bmp} To mark
specific records for printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7002)]'bjump.bmp} To insert a
page break

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6001)]'bjump.bmp} To change
margin settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6002)!bjump.bmp?} To change
page orientation

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6003)]!bjump.bmp} To change
paper size or paper source

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6015)]!bjump.bmp} To switch to
a different printer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6004)]!bjump.bmp} To preview
your inventory list before printing

Printing
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9006)]'bjump.bmp?} To print
marked records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6008)]!bjump.bmp} To print vour
inventory list

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Naming and saving your inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6016)]!bjump.bmp} To name
and save vour inventory list for the first time

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6017)]!bjump.bmp} To save your
inventory list as you work

Tip: To search for more topics, click the Index button at the bottom of the Help window.



Database Menu

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C035)]!bjump.bmp}

Name

and save vour phone list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C046)]'bjump.bmp}

See

more of your phone list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C030)]'bjump.bmp}

Type

and correct information in your phone list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C031)]'bjump.bmp}

Add,

copy, change, or delete information in your phone list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C041)!bjump.bmp}

Change how text looks (bold, italic, size, fonts,...)
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C032)]'bjump.bmp}

Find,

sort, or filter information in your phone list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C051)]'bjump.bmp}

View

and create phone list reports
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C052)]'bjump.bmp}

Create additional phone lists

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavWP1C012)]!bjump.bmp}

Create envelopes or mailing labels
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C034)]'bjump.bmp}

Preview and print information in your phone list

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help

window.



Typing and correcting information in your phone list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2010)]'bjump.bmp} To type text
or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear text

or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1010)]'bjump.bmp} To clear a
formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp} To highlight
phone list information

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Adding, copying, changing, or deleting information in your phone list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1003)]'bjump.bmp} To add a
field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1005)]'bjump.bmp} To add a
blank record (row)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp?} To clear the

contents of a field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1008)]'bjump.bmp} To change
the contents of a field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
the contents of a field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1011)]!bjump.bmp} To change a
field (column) name

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8023)]'bjump.bmp} To copy the
contents of a field (column) into adjacent columns (fields)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8021)]!bjump.bmp} To copy a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8019)|!bjump.bmp} To move a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8011)]'bjump.bmp} To delete a
field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8012)]'bjump.bmp} To delete a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2020)]'bjump.bmp} To protect
information from being changed or deleted

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Finding, sorting, or filtering information in your phone list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create a
filter to find specific names or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6020)]!bjump.bmp} To filter for
records that have some contents in common

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]'bjump.bmp} To search
for specific names or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2016)]'bjump.bmp} To go to a
specific field (column) or record (row)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5008)]'bjump.bmp} To hide or
show a field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)!'bjump.bmp} To hide a
record (row)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5013)]'bjump.bmp} To sort your

phone list in alphabetic or numeric order

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Previewing and printing information in your phone list

Preparing to print

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]'bjump.bmp} To mark
specific names and numbers for printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7002)]'bjump.bmp} To insert a
page break

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6001)]'bjump.bmp} To change
margin settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6002)!bjump.bmp?} To change
page orientation

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6003)]!bjump.bmp} To change
paper size or paper source

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6015)]!bjump.bmp} To switch to
a different printer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6004)]!bjump.bmp} To preview
your phone list before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6006)]!bjump.bmp} To preview
envelopes before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6007)]!bjump.bmp} To preview
labels before printing

Printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9006)!'bjump.bmp} To print
marked names and numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6008)]!bjump.bmp} To print vour
entire phone list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6013)!bjump.bmp?} To print
labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6011)]!bjump.bmp?} To print
envelopes

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Naming and saving your phone list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6016)]!bjump.bmp} To name
and save vour phone list for the first time

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6017)]!bjump.bmp} To save your
phone list as you work

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Adding columns (fields) and rows (records) to your database

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1003)]!bjump.bmp} To add a
field (column) to a database list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1005)]!bjump.bmp} To add a
blank record (row) to a database list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5004)]!bjump.bmp} To change

the size of a field on a form or in a database list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1004)]'bjump.bmp} To add a
category of information (field) to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1006)]!bjump.bmp} To add a
blank record to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5006)]!bjump.bmp} To change

the width of a field (column)
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5007)]!bjump.bmp} To change

the height of a record (row)

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Seeing more of your database

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1020)]'bjump.bmp} To minimize

the Help window
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1012)]!bjump.bmp} To zoom in
and out of your database

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1015)]!bjump.bmp} To move to
any place in your database

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1042)]!bjump.bmp?} To change
how much vou can fit on your screen

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Seeing more of your address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1020)]'bjump.bmp} To minimize

the Help window

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1012)]!bjump.bmp} To zoom in
and out of your address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1015)]!bjump.bmp} To move to
any place in your address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1042)]!bjump.bmp?} To change
how much vou can fit on your screen

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Seeing more of your inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1020)]'bjump.bmp} To minimize

the Help window

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1012)]!bjump.bmp} To zoom in
and out of vour inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1015)]!bjump.bmp} To move to
any place in your inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1042)]!bjump.bmp?} To change
how much vou can fit on your screen

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Seeing more of your phone list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1020)]'bjump.bmp} To minimize

the Help window

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1012)]!bjump.bmp} To zoom in
and out of vour phone list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1015)]!bjump.bmp} To move to
any place in your phone list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1042)]!bjump.bmp?} To change
how much vou can fit on your screen

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Changing how your form looks

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5004)]'bjump.bmp} To change
the size of a field on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8017)]'bjump.bmp} To change
the tab order of fields on vour form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2004)]'bjump.bmp} To draw a
rectangle on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2005)]!bjump.bmp?} To put a
border around objects on your form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2007)]'bjump.bmp} To add color
and shading to your form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5015)]'bjump.bmp} To add a
text label to vour form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4018)]!bjump.bmp} To add a
table to vour form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4020)]'bjump.bmp} To add a
picture from the ClipArt Gallery to yvour form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4027)]'bjump.bmp} To add a
note to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4025)]'bjump.bmp} To create a
drawing and add it to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4023)]!bjump.bmp} To add
WordArt to a form

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Adding pictures, tables, notes

Pictures

{ewc MVIMG, MVIMAGE

, and special text effects

, [HOTMACRO=J(HowDB4020)]!bjump.bmp} To insert a

picture

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowDB4011)]!bjump.bmp} To resize

pictures

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP2014)]'bjump.bmp} To delete

pictures
Tables

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowDB4018)]'bjump.bmp} To insert a

table

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7002)]'bjump.bmp} To change

information in a table

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7009)!bjump.bmp?} To resize a

table

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7014)]!bjump.bmp?} To delete a

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowDB4027)]'bjump.bmp} To add a

note to a document

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowDB4028)]!bjump.bmp} To read a

note

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowDB4029)1!bjump.bmp?} To move or

copy a note

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowDB4030)]'bjump.bmp} To delete a

note

Special text effects

{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB4023)]'bjump.bmp} To add

WordArt to a document

{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB4024)]'bjump.bmp} To change

WordArt
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB4011)]!bjump.bmp} To change

the size of WordArt
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowWP2014)]!bjump.bmp} To delete

WordArt

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help

window.






Viewing and creating phone list reports

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1018)]!bjump.bmp} To view a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]!bjump.bmp} To calculate

database information (sums, averages,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create a
filter to find specific report information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3002)]'bjump.bmp} To change
how a report is sorted

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3014)]'bjump.bmp} To change
how a report is grouped

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9007)]!bjump.bmp} To modify a

report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3006)]!bjump.bmp} To copy a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3015)]'bjump.bmp} To copy
report information to another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3005)]'bjump.bmp} To change
the name of a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3007)]'bjump.bmp} To delete a
report

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Creating additional phone lists

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1019)]!bjump.bmp} To have
Works help you create a new phone lists

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1024)]!bjump.bmp} To save your
phone list as a template

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Database Menu

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C010)!'bjump.bmp} Name
and save your database

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C043)l!bjump.bmp} See
more of your database

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C003)!'bjump.bmp} Type
and correct information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C037)]'bjump.bmp} Add
columns (fields) and rows (records)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C004)]'bjump.bmp} Copy,

change, or delete information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C041)]'bjump.bmp}
Change how text looks (bold, italic, size, fonts,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C026)]'bjump.bmp}
Change how numbers, dates, and times look

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C039)'bjump.bmp}
Change how your form looks (color, shading, objects, labels,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C007)l'bjump.bmp} Find,
sort, or filter information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C008)]'bjump.bmp}
Create reports from database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavWP1C012)]!bjump.bmp}
Create envelopes or mailing labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C047)]'bjump.bmp} Add
pictures, tables, notes, and special text effects

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C009)!'bjump.bmp}
Preview and print vour database

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.






Views of a database
You can view your database information in four ways:

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Use liSt View to see your database as a grid of fields (columns)
and records (rows), like a spreadsheet. You can type information into fields, sort the information, or create

filters to see specific information.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Use form view to type information into fields on a form one
record at a time.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Use form design view to arrange fields on a form. You can
customize your form by adding borders, color, and shading to fields and field names, or by adding text
labels and Objects.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Use report view to modify the report definition. You can add or
delete fields you want in the report, group and sort report information, and specify calculations you want
Works to perform, such as counting and averaging information.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB10001)]!btip.bmp} Print this
topic




Planning a database

A database is similar to an index card file. Like an index card, a record in a database contains information
about a single person, place, or thing. All the records together make up the database.

Fields are columns of information that consist of:

{ewc MVIMG, MVIMAGE, 'bullet.bmp} A field name; for example, "First Name"
{ewc MVIMG, MVIMAGE, 'bullet.bmp} A specific field entry; for example, "Julio"
When you plan a database, you should:

{ewc MVIMG, MVIMAGE, 'bullet.omp} List the categories of information—the fields—you want in your
database.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Decide how you want to organize and find information in your
database. Each category should have its own field. For instance, if you want to be able to search for all
customers in Montreal, include a field named "City."

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Keep it simple, and don't worry if you forget something or want to
make changes—you can add, delete, move, and resize fields at any time.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB10002)]!btip.bmp} Print this
topic




Designing a database form

The most important thing to remember when you set up a database form is that the fields you choose now
affect what you can do with your database later, whether it's sorting, searching, adding, or deleting records
and fields. The more logically you set up your fields, the easier it will be to sort, search, add, or delete
records and fields. Two database views come in handy when you are designing a form:

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Use list View to add new fields in the order you want.

{ewc MVIMG, MVIMAGE, !bullet.omp}  Use form design view to arrange fields and add borders,
colors, text labels, and graphics.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB10003)]!btip.bmp} Print this
topic




Finding and replacing text and numbers

You can search a database in either list view or form view to find specific information or a specific record. If
you like, you can display only those records that contain the information you searched for, and print or
create a report from those records.

Replacing text and numbers

In list view you can also search for specific information and replace it with other information. For example,
you can find all the records that contain the word "Seattle" and replace "Seattle" with "Dublin."

Wildcards
When searching, you can use wildcards to find information that is similar but does not match exactly.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Use the question mark (?) wildcard to find information that matches
exactly except for one character. For example, type anders?n to find both Anderson and Andersen.

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Use the asterisk (*) wildcard to represent any number of characters
in a specific position. For example, type s*s to find all words that begin and end in "s," such as "sales,"
"series," and "salaries."

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB10004)]'btip.bmp} Print this
topic




Formatting fields

When you add a field, you should also format the information in the field. The field type you choose depends
on the information you want to enter in the field, such as names, dates, or serial numbers.

There are seven field types to choose from:

Type Description

General Default format. Uses
integer (123), decimal
fraction (1.23), or
exponential notation
(123E+75).

Number Currency symbols and
separators, percent signs,
leading zeros, true/false,
and exponential notation.

Date Day of the week, month,
and year. Choose from a
list of predefined formats.

Time Hours, minutes, and
seconds. Choose from a
list of predefined formats.

Text Words or information
containing words and
numbers.

Fractions Fractions rounded or

reduced to the number you
specify. When you type a
fraction, first type a 0, for
example: 0 1/32

Serialized A numbered sequence,
such as serial numbers, ID
numbers, or index
numbers.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB10005)]!btip.bmp} Print this
topic




Adding a rectangle, borders, colors, and shading to a form
You can accent categories and areas on a form by using rectangles, borders, color, and shading.

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Add a rectangle to enclose related fields or all the fields in a
record.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Choose different border styles and colors to emphasize rectangles,
objects, fields, field names, and text labels.

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Apply shading to emphasize certain rectangles, text labels, fields,
and field names. Or apply shading to the entire form.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB10006)]!btip.bmp} Print this
topic




Moving fields

After creating a database, you can change the position of a field to make it easier to use or more attractive.
For example, you can reposition fields on a form to match a preprinted form, or move fields with related
information closer to each other.

When you move information, Works deletes the information from its original location and moves it to the
location you specify. You can move information using the drag-and-drop method, or by using the Cut and
Paste commands on the Edit menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  In form design view or list view, click and drag the field to
the position you want.

{ewc MVIMG, MVIMAGE, !bullet.bmp} In form design view, you can also use the Snap To Grid command
on the Format menu to align fields in even increments.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB10007)]!'btip.bmp} Print this
topic




Protecting fields

After you have designed a database and entered information into it, you can protect the fields and their

contents from accidental changes or deletions.
When you turn on field protection, you prevent:

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Typing over existing information.
{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Deleting or clearing fields or their contents.
{ewc MVIMG, MVIMAGE, 'bullet.omp}  Changing the tab order of fields on a form.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Cutting and pasting information in fields.
You can still copy, sort, or change the appearance of protected fields.

Print this

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB10008)]!btip.bmp}
topic






You want to see the form associated with your database?

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Click {ewc MVIMG, MVIMAGE, !tbform.bmp} on the toolbar, or
click Form on the View menu.




You want to add a record to the end of the database?
1 On the View menu, click Form.

2 At the bottom of your document window, click {ewc MVIMG, MVIMAGE, !enddoc.bmp}.
Works displays the first blank record after the last record in the database.



You want to add more than one record at a time?

Note: If you're not in list view, click List on the View menu.

1 Highlight one record for each record you want to add.
2 On the Record menu, click Insert Record.

Works inserts the same number of blank records above the highlighted records.



You want to change information in both form view and list view?

List view and form view display the same information, so when you change the information in one view, you
also change it in the other.



You want to move the insertion point quickly to the beginning or end of a field entry?
{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Press HOME to move to the beginning of the field contents.
{ewc MVIMG, MVIMAGE, !bullet.bmp}  Press END to move to the end of the field contents.



You want to highlight individual characters in the contents of a field?

{ewc MVIMG, MVIMAGE, 'bullet.omp} Drag the pointer over the characters you want to highlight, or
press SHIFT+RIGHT ARROW or SHIFT+LEFT ARROW to highlight them.



You want to delete characters in the contents of a field?

{ewc MVIMG, MVIMAGE, !bullet.omp}  Highlight the characters you want to delete, and then press
DELETE.

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  To delete one character at a time, press BACKSPACE.



You want to clear the contents of more than one field at a time?

In list view, you can clear several adjacent field entries.

1 Highlight the fields whose contents you want to clear.
2 On the Edit menu, click Clear.

If you change your mind, immediately click Undo Clear on the Edit menu.



You want to clear a field entry that contains the result of a formula, but nothing happens?
To do that, you need to clear the formula, too.

1 Highlight the field that contains the formula you want to clear.
If you are in list view, click the field name to highlight the entire field.

2 On the Edit menu, click Clear Formula.
If you change your mind, immediately click Undo Clear on the Edit menu.



You want to replace all occurrences of the search text or value?

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  To replace all occurrences of the search text or values, click
Replace All in the Replace dialog box.



You want to search a specific field?

1 On the View menu, click List.

2 Click the field name to highlight the field you want to search.

3 On the Edit menu, click Find.

4 In the Find What box, type the characters you want to search for.
Works looks for those characters only in the highlighted field.



You want to apply a different filter?

1 On the Tools menu, click Filters.

2 In the Filter Name box, click the down arrow and click the filter you want to apply.
3 Click Apply Filter.



You want to see a different report?
1 On the View menu, click Report.
2 In the Report Name box, click the report you want to see.

3 To change the report, click Modify.
To see the report in print preview, click Preview.



You see #i#i# instead of your number?
A field can hold more information than it displays. If a number is too large to fit in a field, Works displays

###. The complete number is displayed in the ent[y bar. To see the complete contents of a field, widen the
field.

In list view
{ewc MVIMG, MVIMAGE, !bullet.bmp}  Double-click the field name of the field you want to widen.
On a form
1 On the View menu, click Form Design.
2 Click the field you want to change.
Works displays three handles on the field.

3 Drag the handle until the field is the size you want.



You want to move the rectangle?

Note: If you're not in form design view, click Form Design on the View menu.

1 Click the rectangle to highlight it.

2 Drag the rectangle to the position you want.



You want to change the size of the rectangle?

Note: If you're not in form design view, click Form Design on the View menu.

1 Click the rectangle to highlight it.

2 Drag a handle until the rectangle is the size you want.




You want to highlight more than one object on a form?

Note: If you're not in form design view, click Form Design on the View menu.

{ewc MVIMG, MVIMAGE, 'bullet.bmp} Hold down CTRL and click each field, field name label, or
graphic you want to highlight.
— Or —
Click and drag to highlight a selection of objects.




You want to remove the rectangle?

Note: If you're not in form design view, click Form Design on the View menu.

1 Click the rectangle to highlight it.
2 Press DELETE.



You can't see all the information you typed?
Increase the field width or record height to see more of your information.

In list view

1 Click the field name or record number to highlight the field or record you want to change.

2 On the Format menu, click Record Height or Field Width.
3 Click Best Fit.

On a form

1 On the View menu, click Form Design.

2 Click the field you want to change.

3 On the Format menu, click Field Size.

4 In the Width or Height box, type a larger number.

5 Click OK.



You want to know how many records are showing?

You can tell how many records are showing by looking at the right side of the status bar. The next-to-last
section shows the number of the current record. The last section, 40/66 for example, shows the number of
displayed records (40) and the total number of records (66).



You want to move more than one object at a time?

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Hold down the CTRL key and click each object you want to send to
the back or bring to the front.

Works sends all the objects to the back, or brings all objects to the front, keeping them in the same
relative order.



You want to protect some fields but not others?

You can protect any field by highlighting it before turning on the Protect Field option; Works protects only the
highlighted fields.



You want to type information in your form?

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the View menu, click Form.

When you finish typing information, you can continue designing your form by clicking Form Design on the
View menu.



You want to see how your form will look when printed?

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the File menu, click Print Preview.



You want to move more than one field at a time?

{ewc MVIMG, MVIMAGE, 'bullet.bmp} Hold down CTRL and click all the fields you want to move, and
then drag the fields to a new position.



You can't see the entry bar?

The ent[y bar may be turned off. To turn on the entry bar:

1 On the Tools menu, click Options.

2 Click the Data Entry tab.

3 Under Cell Data Entry Modes, click Edit In Cells And In Entry Bar.
4 Click OK.



The Report command on the View menu is dimmed?
You don't have any reports to view. Create a report by clicking ReportCreator on the Tools menu.






To change a number format

Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field you want to change.
2 On the Format menu, click Field.

3 Under Format, click Number.
4

Under Appearance, click the format you want.

If you want a default value for a field, click the Automatically Enter A Default Value check box, and then
type the default value.

5 Click OK.
If you change your mind, immediately click Undo Format Field on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2001)]!btip.bmp} Print this
topic



To change a number format

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10005,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W009,2,1)]!btip.bmp} You
want to change the number format of a field on a form?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W019,2.2)]!btip.bmp} You
see ### instead of your number?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W017,2,1)]!btip.bmp} You
typed a number starting with a zero and the zero disappeared?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2003)]'bjump.bmp} To change
the date or time format

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2002)]'bjump.bmp} To change
the default number of decimal places

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5006)]'bjump.bmp} To change
the field width to fit the largest entry

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8013)]!bjump.bmp} To create a

serialized field




To change the default number of decimal places

1 On the Tools menu, click Options.

2 Click the Data Entry tab.

3 In the Default Number Of Decimals box, type the number of decimal places you want.
4

Click OK.

The number you specify applies to all data you format until you change the setting. Previously formatted
data will not be affected.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2002)]'btip.bmp} Print this
topic




To change the default number of decimal places

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConSS10008,1,2)]'bover.bmp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2001)]'bjump.bmp} To change a
number format




To change the date or time format

Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field you want to change.

On the Format menu, click Field.

2

3 Under Format, click Date or Time.

4 Under Appearance, click the format you want.
5

Click OK.
If you change your mind, immediately click Undo Format Field on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2003)]!btip.bmp}

Print this

topic



To change the date or time format

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30012,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W010,2,1)]!btip.bmp} You
want to change the date or time format of a field on a form?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2001)]'bjump.bmp} To change a
number format




To draw a rectangle

1 On the View menu, click Form Design.

2 Click where you want to place the rectangle.
3 On the Insert menu, click Rectangle.

To move the rectangle, drag it to the position you want.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A046,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2004)]!btip.bmp} _ Print this

topic



To draw a rectangle

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10006,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W021,2,1)]!btip.bmp} You
want to move the rectangle?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W022,2.1)]!btip.bmp} You
want to change the size of the rectangle?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W024,2.1)]!btip.bmp} You
want to remove the rectangle?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2007)]'bjump.bmp} To add color
and shading to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4011)1!bjump.bmp} To change
the size of an object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3002)]!bjump.bmp?} To move an
object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2005)]'bjump.bmp} To put a
border around objects on a form




To put a border around objects on a form

1 On the View menu, click Form Design.
Click the object you want to add a border to.
On the Format menu, click Border.

2

3

4 Under Line Style, click the border you want.

5 If you want a color border, click the color you want in the Color box.
6

Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2005)]!btip.bmp} _ Print this

topic



To put a border around objects on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10006,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W023,2,1)]!btip.bmp} You
want to highlight more than one object on a form?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W012,2.1)]!btip.bmp} You
want to put a border around a field in list view?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W018,2,1)]!btip.bmp} You
want to add a border to a report?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2007)]'bjump.bmp} To add color
and shading to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2004)]!bjump.bmp} To draw a
rectangle

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2006)]!bjump.bmp} To remove a
border from objects on a form




To remove a border from objects on a form

1 On the View menu, click Form Design.

2 Click the object you want to remove a border from.
3 On the Format menu, click Border.

4 Under Line Style, click the empty box.

5 Click OK.

If you change your mind, immediately click Undo Format Field on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2006)]!btip.bmp}  Print this

topic



To remove a border from objects on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10006,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W023,2,1)]!btip.bmp} You
want to highlight more than one object on a form?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W013,2.1)]!btip.bmp} You
want to remove a border from a field in list view?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2007)]'bjump.bmp} To add color
and shading to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2004)]'bjump.bmp} To draw a
rectangle

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2005)]!bjump.bmp} To put a
border around objects on a form




To add color and shading to a form

1 On the View menu, click Form Design.

2 To add color and shading to the entire form, make sure no object on the form is highlighted.
—Or-—
Click the object you want to add color and shading to.

3 On the Format menu, click Shading.

4 Under Shading, click the shading pattern you want.

5 Under Colors, click the foreground and background colors you want.
Note: If you chose the solid shading pattern, the formatted object will display only the foreground color.

6 Click OK.
If you change your mind, immediately click Undo Format Field on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2007)]'btip.bmp}  Print this
topic




To add color and shading to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10006,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W023,2,1)]!btip.bmp} You

want to highlight more than one object on a form?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W011,2,2)]!btip.bmp} You

want to add color and shading to a field in list view?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W019,2.1)]!btip.bmp} You

want to add color and shading to a report?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3012)]'bjump.bmp} To change

color

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2004)]!bjump.bmp} To draw a
rectangle

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2005)]!bjump.bmp} To put a
border around objects on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2008)]!bjump.bmp} To remove

color and shading from a form




To remove color and shading from a form

1 On the View menu, click Form Design.

2 To remove color and shading from the entire form, make sure no object on the form is highlighted.
—Or—
Click the object you want to remove color and shading from.

3 On the Format menu, click Shading.

4 Under Shading, click None.

5 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2008)]!btip.bmp}  Print this

topic



To remove color and shading from a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10006,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W023,2,1)]!btip.bmp} You
want to highlight more than one object on a form?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W014,2.1)]!btip.bmp} You
want to remove color and shading from a field in list view?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2007)]'bjump.bmp} To add color
and shading to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2004)]'bjump.bmp} To draw a
rectangle

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2005)]!bjump.bmp} To put a
border around objects on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2006)]!bjump.bmp} To remove a
border from objects on a form




To type text or numbers

1 In list view or form view, click the field in which you want to type information.

2 Type the information.

3 Press TAB to move to the next field or press SHIFT+TAB to move to the previous field.
—Or -
Press ENTER.
If you change your mind, immediately click Undo Entry on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2010)]!btip.bmp} Print this
topic



To type text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10002,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W019,2,.2)]Ibtip.bmp} You
see ### instead of your number?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W017,2.1)]!btip.bmp} You
tvyped a number starting with a zero and the zero disappeared?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB6W009,2.1)]!btip.bmp} You
want to type one field entry after another?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp?} To clear the

contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1008)]'bjump.bmp} To edit the
contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
the contents of a field




To move a field on a form
1 On the View menu, click Form Design.
2 Click the field you want to move.

3 Hold down the mouse button, and drag the field to a new position.

If you change your mind, immediately click Undo Position Selection on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JM(snip mvfdfm)]!bsnip.bmp} Show
an example

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A008,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2011)]!'btip.bmp}  Print this
topic




To move a field on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10007,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W037,2,1)]!btip.bmp} You
want to move more than one field at a time?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1004)]'bjump.bmp} To add a
field to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8011)]!bjump.bmp} To delete a

field



To move a field in list view

1 On the View menu, click List.

2 Click the field name to highlight the field you want to move.

3 Click again, and when the pointer looks like {ewc MVIMG, MVIMAGE, 'move.bmp}, drag the field to a
new position.

If you change your mind, immediately click Undo Drag And Drop on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JM(snip dbdrag)]!bsnip.bmp} Show
an example

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A021,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2012)]!btip.bmp} Print this
topic




To move a field in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10007,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1003)]!bjump.bmp} To add a
field in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8011)]!bjump.bmp} To delete a

field



To hide a record
1 In form view go to the record you want to hide. You can hide only one record at a time in form view.
— Or -

In list view, highlight each record you want to hide. You can hide more than one adjacent record at a
time in list view.

2 On the Record menu, click Hide Record.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2013)]!btip.bmp} Print this
topic



To hide a record

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20003,1,2)]!bover.omp}
Overview

What if...

ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W016,2,2)]!btip.bm You
want to hide nonadjacent records?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2014)]!bjump.bmp} To show all

records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2015)]'bjump.bmp} To switch
between hidden and displayed records




To show all records

Note: You must be in list view or form view. To switch views, click List or Form on the View menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  On the Record menu, click Show and drag to choose All Records.

Works displays all the records in the database. You may need to scroll to the top of the document to see
your records.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2014)]!btip.bmp} _ Print this
topic




To show all records

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20003,1,2)]!bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)]!bjump.bmp} To hide a

record
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2015)]'bjump.bmp?} To switch

between hidden and displayed records



To switch between hidden and displayed records

Note: You must be in list view or form view. To switch views, click List or Form on the View menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  On the Record menu, click Show and drag to choose Hidden
Records.

Note: If you perform a search and then click Show Hidden Records, Works hides the records found in the
search and displays the hidden records.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2015)]!btip.bmp} Print this
topic




To switch between hidden and displayed records

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20003,1,2)]!bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W030,2,1)]!btip.bmp} You
want to know how many records are showing?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)]!bjump.bmp} To hide a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2014)]!bjump.bmp} To show all

records



To go to a specific field or record

1 On the Edit menu, click Go To.

2 In the Go To box, type the field name or record number you want to go to.
—Or-—
Click the field name you want to go to.

3 Click OK.
Works highlights the field or record you specified.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2016)]!btip.bmp}  Print this

topic



To go to a specific field or record

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10004.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]'bjump.bmp} To find
specific text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1013)]'bjump.bmp} To replace

specific text or numbers




To align fields and objects to a grid

Note: If you're not in form design view, click Form Design on the View menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  On the Format menu, click Snap To Grid.

Note: Snap To Grid is on when there is a check mark next to the command on the Format menu. To turn off
Snap To Grid, click the command again. Snap To Grid is on by default.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2017)]!'btip.bmp} Print this
topic




To align fields and objects to a grid

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10007,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2018)]!bjump.bmp} To send an

object to the back
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2019)]'bjump.bmp?} To bring an

object to the front




To send an object to the back

Note: If you're not in form design view, click Form Design on the View menu.

1 Click the object you want to move to the back layer.

2 On the Format menu, click Send To Back.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2018)]!btip.bmp} _ Print this
topic




To send an object to the back

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20001,1,2)]!bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W031,2,1)]!btip.bmp} You
want to move more than one object at a time?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2019)]'bjump.bmp?} To bring an

object to the front




To bring an object to the front

Note: If you're not in form design view, click Form Design on the View menu.

1 Click the object you want to move to the front layer.

2 On the Format menu, click Bring To Front.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2019)]!btip.bmp} _ Print this
topic




To bring an object to the front

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20001,1,2)]!bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W031,2,1)]!btip.bmp} You
want to move more than one object at a time?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2018)]!bjump.bmp} To send an

object to the back




To protect fields from being changed

Note: If you're not in list view or form design view, click List or Form Design on the View menu.

1 1In list view, click the field name to highlight the field you want to protect.
_Or—
On a form, click the field entry of the field you want to protect.

2 On the Format menu, click Protection.

3 To turn on protection, click Protect Field. Works displays a check mark in the box.
To turn off protection, click Protect Field again to remove the check mark.

4 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB2020)]!btip.bmp} Print this
topic



To protect fields from being changed

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB10008.,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W033,2,1)]!btip.bmp} You

want to protect some fields but not others?







Database Menu

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C028)]!bjump.bmp}

Name

and save vour home inventory list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB2C010)!'bjump.bmp}

See

more of your home inventory list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C021)]'bjump.bmp}

Type

and correct information in your home inventory list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C022)]'bjump.bmp}

Add,

copy, change, or delete information in vour home inventory list
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB2C007)'bjump.bmp}

Find,

sort, or filter information in your home inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C041)]'bjump.bmp}
Change how text looks (bold, italic, size, fonts . . .)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB2C005)]!bjump.bmp}

Create additional home inventory lists
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB2C006)]'bjump.bmp}

View

and create home inventory list reports

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C027)]'bjump.bmp}
Preview and print vour home inventory list

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help

window.



Typing and correcting information in your home inventory

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2010)]'bjump.bmp} To type text
or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear text

or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1010)]'bjump.bmp} To clear a
formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp} To highlight
home inventory list information

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Adding, copying, changing, or deleting information in your home inventory

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1004)]'bjump.bmp} To add a
field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1005)]'bjump.bmp} To add a
blank record (row)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1012)]!bjump.bmp} To change a

field (column) name
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear the

contents of a field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
the contents of a field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8023)]!bjump.bmp} To copy the
contents of a field (column) into adjacent columns (fields)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8021)]!bjump.bmp} To copy a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8019)|!bjump.bmp} To move a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8011)]'bjump.bmp} To delete a
field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8012)]'bjump.bmp} To delete a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2020)]'bjump.bmp} To protect
information from being changed or deleted

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Creating additional home inventories

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1019)]!bjump.bmp} To have
Works help vou create a new home inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1024)]!bjump.bmp} To save your
home inventory list as a template

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Viewing and creating home inventory reports

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1018)]!bjump.bmp} To view a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]!bjump.bmp} To calculate

home inventory report information (sums, averages,...)
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create a
filter to find specific report information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3002)]'bjump.bmp} To change
how a report is sorted

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3014)]'bjump.bmp} To change
how a report is grouped

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9007)]!bjump.bmp} To modify a

report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3006)]!bjump.bmp} To copy a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3015)]'bjump.bmp} To copy
report information to another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3005)]'bjump.bmp} To change
the name of a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3007)]'bjump.bmp} To delete a
report

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Finding, sorting, or filtering information in your home inventory

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]!bjump.bmp} To search
for specific text or numbers in your home inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]'bjump.bmp} To create a
filter to find specific text or numbers (composer, author, cost,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6020)]'bjump.bmp} To filter for
home inventory records that share information (producer, borrower's name,

publisher,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5008)]!bjump.bmp} To hide or
show a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)]!bjump.bmp} To hide a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2014)]'bjump.bmp} To show all
hidden records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2015)]'bjump.bmp} To switch
between hidden and displayed records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]'bjump.bmp} To mark
records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9005)]!bjump.bmp} To show or
hide marked records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5013)]!'bjump.bmp} To sort your

home inventory list in alphabetic or numeric order

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Naming and saving your home inventory

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6016)]!bjump.bmp} To name
and save vour home inventory list for the first time

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6017)]!bjump.bmp} To save your
home inventory list as you work

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Previewing and printing information in your home inventory

Preparing to print

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]!bjump.bmp} To mark
specific records for printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7002)]'bjump.bmp} To insert a
page break

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6001)]'bjump.bmp} To change
margin settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6002)!bjump.bmp?} To change
page orientation

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6003)]!bjump.bmp} To change
paper size or paper source

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6015)]!bjump.bmp} To switch to
a different printer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6004)]!bjump.bmp} To preview
your home inventory list before printing

Printing
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6008)]!bjump.bmp} To print vour
home inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9006)]!bjump.bmp} To print
marked records

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Seeing more of your home inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1020)]'bjump.bmp} To minimize

the Help window

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1012)]!bjump.bmp} To zoom in
and out of your home inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1015)]!bjump.bmp} To move to
any place in your home inventory list

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1042)]!bjump.bmp?} To change
how much vou can fit on your screen

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.






How to change an entry

To

Do this

Move the insertion point
to the beginning of the text

Move the insertion point to
the end of the text

Move the insertion point
left one character

Move the insertion point
right one character

Move the insertion point
anywhere in the entry
bar

Highlight a character

Highlight an entire word

Click to the left of the first
character in the line, and
then press DELETE

Click to the right of the last
character in the line, and
then press BACKSPACE

Click one character to the
left, and then press
DELETE

Click one character to the
right, and then press
BACKSPACE

Click the entry bar where
you want the insertion point

Drag the pointer over the
character

Double-click the word



How to group information in a report
To

Click

Start a new group when the
information in the field
changes.

Start a new group when the
first letter or number in the
field changes.

Use the field entry as the
group title.

Print each new group on
a separate page.

When Contents Change

Use First Letter Only

Show Group Heading

Start Each Group On A
New Page



How to use header and footer codes

Use these header and footer codes as a shortcut to typing. For example, instead of typing the entire date in
the Header box, you can type &n and Works will print the date at the top of each page.

To Type
Print the page number &p
Print the current date (1/24/95) &d
Print the filename &f
Print the current date (January 24, &n
1995)

Print the current time &t
Print one ampersand character &&

Left align the characters that follow &l
Right align the characters that follow  &r
Center the characters that follow &c



How to add summary information to your report

For each field you choose, click a summary.

Summary Description Example
Sum Totals all Total your
numbers. company's sales
for May.
Average Averages all Averages
numbers. students' scores.
Count Counts the Count the number
number of entries of items in a store
in a field or inventory.
group.
Minimum Finds the smallest Find the lowest
number. temperature for
the year from a
list of daily
temperatures.
Maximum Finds the largest Find the highest
number. score in a series
of tests.
Standard Calculates the Calculate the
Deviation standard standard
deviation. deviation for the
life of a product.
Variance Calculates the Calculate the

{ewc MVIMG, MVIMAGE, 'bullet.omp}

variance.

variance for a set
of population
data.

Under Display Summary Information box, specify where you want

Works to place the result of the calculation on your report—at the end of a group, or at the end of the

entire report.

{ewc MVIMG, MVIMAGE, !bullet.bomp}

To show only the result of a calculation without the summary label

preceding it, click Show Summary Name to clear the check box.



How to add text, a number, or a date to a report
To add information

Type in the

Next to the report title
As a heading

At the end of the report
Below each group

Title row

Headings row
Summary row

Summ fieldname row






Layering objects
When you add an object, such as a rectangle, to a form, Works adds the object on its own layer. Every new

object is placed on the top, or front, layer. Other objects and form elements are stacked beneath the new
object.

If you want to edit an object that is beneath the front layer, click it. If the object you want to edit is covered
by other objects or other form elements, you can bring it to the front by using the Bring To Front command
on the Format menu.

If you want an object to appear as the background for a group of fields or other objects, you can send it to
the back with the Send To Back command.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB20001)]!btip.bmp} Print this
topic



Creating a report

Reports organize and summarize database information. With the Works ReportCreator, you can:

{ewc MVIMG, MVIMAGE, 'bullet.omp}
report.

{ewc MVIMG, MVIMAGE, !bullet.bmp}
{ewc MVIMG, MVIMAGE, !bullet.bmp}

{ewc MVIMG, MVIMAGE, 'bullet.bmp}
statistical information.

{ewc MVIMG, MVIMAGE, !bullet.bmp}

Specify which fields to include and where to place them on the

Sort and group field entries.
Filter the database to print only the information you want.

Perform calculations, such as counting and averaging, to show

Add titles, text labels, and notes to enhance your report.

You can create a report quickly with ReportCreator. First, type a title for your report, and then add the fields
you want included in the report. You can also sort, group, or filter information, or add statistics to your report.
ReportCreator automatically creates the report based on your selections.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB20002)]!btip.bmp} Print this

topic



Hiding information
When you want to protect confidential information, make your form or list easier to use, or print specific
information, you can hide fields, field names, and records.

In list view, you can hide entire fields to:

{ewc MVIMG, MVIMAGE, 'bullet.omp} Hide private information.

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  View nonadjacent fields side by side by hiding all the fields
between them.

In form view, you can hide field names to:
{ewc MVIMG, MVIMAGE, 'bullet.omp}  Make your form easier to read.
{ewc MVIMG, MVIMAGE, 'bullet.omp}  Align a series of fields.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Use more descriptive text or instructions.

In both views, you can hide individual records to prevent them from printing. When you hide records you
cannot display them, go to them, or accidentally delete them.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB20003)]!btip.bmp} Print this
topic






You want to display only records that don't match the filter definition?

Note: If you're not in report view, click Report on the View menu. Click the report you want to change, and
then click Modify.

1 On Tools menu, click Report Filter.

The current filter is highlighted in the box.
2 Click Modify Filter.
3 Click the Invert Filter check box.

Works displays a check mark in the box.
4 Click OK.
5 Click Done.

Works reverses the filter and displays only the records that don't match the filter definition. To see a
preview of your filtered report, click {ewc MVIMG, MVIMAGE, !tbprev.bmp} on the toolbar.



You want to sort more than one field at a time?

Sort the most important field first. For example, if you are sorting a list of names, sort by Last Name first,
and then sort by First Name. That way, any duplicate last names are alphabetized by first names.



You want to change the number format of a field on a form?

Note: If you're not in form design view, click Form Design on the View menu.

1 Click the field you want to change.
2 On the Format menu, click Field.

3 Under Format, click Number.
4

Under Appearance, click the number format you want.

If you want a default value for a field, click the Automatically Enter A Default Value check box, and then
type the default value.

5 Click OK.
If you change your mind, immediately click Undo Format Field on the Edit menu.



You want to change the date or time format of a field on a form?

Note: If you're not in form design view, click Form Design on the View menu.

1 Click the field you want to change.

To format more than one field, hold down CTRL as you click the fields you want. You can format multiple
fields only if you choose the same format for all the selected fields.

On the Format menu, click Field.
Under Format, click Date or Time.
Under Appearance, click the format you want.

Click OK.
If you change your mind, immediately click Undo Format Field on the Edit menu.
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You want to add color and shading to a field in list view?

Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field you want to add color and shading to.
2 On the Format menu, click Shading.

3 Under Shading, click the shading pattern you want.

4

Under Colors, click the foreground and background colors you want.
Note: If you chose the solid shading pattern, the formatted object will display only the foreground color.
5 Click OK.



You want to put a border around a field in list view?

Note: If you're not in list view, click List on the View menu.

1
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Click the field name to highlight the field to which you want to add a border.
On the Format menu, click Border.

Under Line Style, click the border you want.

Under Border, click where you want to put the border.

If you want a color border, click the color you want in the Color box.

Click OK.



You want to add a border to a report?

1
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On the View menu, click Report.

Click the report you want to add a border to, and then click Modify.

Click the cell containing the information you want to put a border around.
On the Format menu, click Border.

Under Line Style, click the border you want.

Under Border, click where you want to put the border.

If you want a color border, click the color you want in the Color box.

Click OK.



You want to remove a border from a field in list view?

Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field you want to remove a border from.
2 On the Format menu, click Border.

3 Under Line Style, click the empty box.

4 Under Border, double-click the box next to each border you want to remove.

5 Click OK.



You want to remove color and shading from a field in list view?

Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field you want to remove color and shading from.
2 On the Format menu, click Shading.

3 In the Pattern box, click None.

4 Click OK.



You want to add color and shading to a report?

1 On the View menu, click Report.

Click the report you want to add color and shading to,and then click Modify.
Click the cell(s) you want to color or shade.

On the Format menu, click Shading.

Under Shading, click the shading pattern you want.

Under Colors, click the foreground and background colors you want.

Click OK.
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You want to change the size of a field?
1 On the View menu, click Form Design.
2 Click the field you want to change.
Works displays three handles on the field.

3 Point to a handle.

4 When the pointer looks like {ewc MVIMG, MVIMAGE, !resize.bmp} drag the handle until the field is the
size you want.



You want to hide nonadjacent records?
You can hide nonadjacent records by marking them first.

Note: If you're not in list view, click List on the View menu.

1 Click the check box next to the record humber of each record you want to mark and hide.

2 On the Record menu, click Show and drag to choose Unmarked Records.
Works hides the records you marked and shows only the unmarked records.



You typed a number starting with a zero and the zero disappeared?
You may need to change the field format to see numbers with leading zeros.

1 On the View menu, click List.

Click the field name to highlight the field whose format you want to change.

On the Format menu, click Field.

2

3

4 Under Format, click Number.

5 Under Appearance, click 01235.
6

Click OK.
Note: If the field is not going to be calculated, such as a postal code field, you can also format it as Text.






To create a report

1 On the Tools menu, click ReportCreator.

Type a name for your report up to 15 characters.
Click OK.

Type the title you want to appear on your report.
Click the Fields tab.

In the Fields Available box, double-click each field you want to add to the report.
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If you want to sort information for your report, click the Sorting tab.
Under Sort By, click the down arrow and click the field you want to sort for your report.
8 If you want to group information, click the Grouping tab.
Under Group By, choose the options you want.
For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.
9 If you want to filter out certain records, click the Filter tab.
In the Select A Filter box, click a filter.
— Or -
If you want to create a filter, click Create New Filter.
101f you want to add summary information to your report, click the Summary tab.
Choose the summary options you want.
11 Click Done.
Works creates your report and displays a message.
12To see your report data, click Preview.
—Or -
To see your report definition and make changes to it, click Modify.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3001)]!btip.bmp} Print this
topic




To create a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB60002,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, report)]!bdemo.bmp}
Quick Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W021,2.2)]!btip.bmp} You
want to see your database again?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W022,2.2)]!btip.bmp} You
don't understand the report definition?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W023,2,.2)]Ibtip.bmp} You
don't like how your report looks?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W024,2.2)]!btip.bmp} You
want to add or remove field nhames?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W025,2.2)]!btip.bmp} You
want to add or remove summary information?

ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W026,2,2)]!btip.bm You
want to add or remove field entries?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]!bjump.bmp} To calculate

database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3014)]'bjump.bmp} To change
how a report is grouped

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3002)]'bjump.bmp} To change
how a report is sorted

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create
and apply a new filter to a report




To change how a report is sorted

1

2
3
4
5

On the View menu, click Report.

Click the report you want to sort.

Click Modify.

On the Tools menu, click Report Sorting.

To change the first sorted field, under Sort By, click the down arrow and click the new field you want to
sort by.

Note: If you grouped information on the previously sorted field, you can't change your grouping options.
To change grouping options, see the procedure, "To change how a report is grouped.”

Choose the sort order you want by clicking either Ascending or Descending.

To change the other sorted fields, under Then By, click the field you want and then click the sort order.
Click Done.

Works displays your report definition.

To see a preview of your report, click {fewc MVIMG, MVIMAGE, !tbprev.bmp} on the toolbar.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3002)]!btip.bmp}  Print this

topic



To change how a report is sorted

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20002,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, sort)]!lbdemo.bmp} Quick

Tour

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W006,2.1)]!btip.bmp} You
want to sort more than one field at a time?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W021,2.1)]!btip.bmp} You
want to see your database again?

See also
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3009)]!bjump.bmp} To add
grouping to an existing report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]'bjump.bmp?} To calculate

database information
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3014)]'bjump.bmp} To change
how a report is grouped

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]!bjump.bmp} To create a
report




To apply an existing filter to a report

1 On the View menu, click Report.

Click the report you want to apply the filter to.

Click Modify.

On the Tools menu, click Report Filter.

In the Select A Filter box, click the filter you want to apply.

Click Done.

Works applies the filter to your report. To see a preview of your filtered report, click {ewc MVIMG,
MVIMAGE, !tbprev.omp} on the toolbar.
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{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3003)]!btip.omp} _ Print this

topic



To apply an existing filter to a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20002,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]'!lbdemo.bmp} Quick
Tour

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W004,2.2)]!btip.bmp} You
want to display only records that don't match the filter definition?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create
and apply a new filter to a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3013)]'bjump.bmp} To modify a
filter applied to a report




To create and apply a new filter to a report

1 On the View menu, click Report.

2 Click the report you want to apply the new filter to.

3 Click Modify.

4 On the Tools menu, click Report Filter.

5 Click Create New Filter.

6 In the Filter Name dialog box, type a name for the filter, and then click OK.

7 Under Field Name, click the down arrow and click a field you want to find matching records for.
8 Under Comparison, click the down arrow and click a comparison phrase.

9 Under Compare To, type the text or numbers you want Works to compare the field to.

101f you want to add another field to your filter, click the down arrow and click And or Or.
11 Click OK.

12Click Done.

Works applies your new filter to the report. To see a preview of your filtered report, click {ewc MVIMG,
MVIMAGE, !tbprev.bmp} on the toolbar.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3012)]!btip.bmp} Print this
topic



To create and apply a new filter to a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20002,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]'!lbdemo.bmp} Quick
Tour

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W004,2.1)]!btip.bmp} You
want to display only records that don't match the filter definition?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3003)]!bjump.bmp} To apply an
existing filter to a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]'bjump.bmp?} To calculate
database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3013)]'bjump.bmp} To modify a
filter applied to a report




To calculate database information

(>SN C* I \ V)

8
9

On the Tools menu, click ReportCreator.

Type a name for your report up to 15 characters.

Click OK.

Type the title you want to appear on your report.

Click the Fields tab, and then double-click each field you want to add to the report.

Click the Sorting tab, and then choose the fields you want to sort for your report.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

Click the Grouping tab, and then choose the options you want for putting space between sorted groups in
your report.

Click the Summary tab, and then click the summary options you want.

Click Done.

10 To see your report data, click Preview.

—Or -
To see your report definition and make changes to it, click Modify.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3004)]!btip.omp} _ Print this

topic



To calculate database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20002,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB6W005,2,1)]!btip.bmp} You
want to add summary information manually to an existing report?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB6W004,2.1)]!btip.bmp} You
want to show each group and its summary information on a separate page?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9016)]'bjump.bmp?} To add a
calculation to a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3009)]'bjump.bmp} To add
grouping to an existing report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a

report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create
and apply a new filter to a report




To change the name of a report

1 On the Tools menu, click Rename Report.

Click the report you want to rename.

In the Type A Name Below box, type the new name up to 15 characters.
Click Rename.

If you want to rename more reports, repeat steps 2 through 4.

Click OK.
—Or -
If you change your mind, click Cancel.

(>SN C* I \ V)

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3005)]!btip.bmp}  Print this

topic



To change the name of a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB60003,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a

report
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3007)]!bjump.bmp} To delete a

report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3006)]'bjump.bmp} To copy a
report




To copy a report

1 On the Tools menu, click Duplicate Report.

Click the report you want to duplicate.

In the Type A Name Below box, type the new name up to 15 characters.
Click Duplicate.

If you want to duplicate more reports, repeat steps 2 through 4.

Click OK.
—Or -
If you change your mind, click Cancel.

(>SN C* I \ V)

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3006)]!btip.bmp}  Print this

topic



To copy a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB60004.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3005)]!bjump.bmp} To change
the name of a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a

report
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3007)]'bjump.bmp} To delete a

report



To delete a report

1 On the Tools menu, click Delete Report.

Click the report you want to delete.

Click Delete.

If you want to delete more reports, repeat steps 2 and 3.

To delete the report(s), click OK.

(>SN C* I \ V)

If you are sure you want to delete the report(s), click OK.
—Or -
If you change your mind, click Cancel.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3007)]!btip.bmp}  Print this

topic



To delete a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB60004.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3005)]!bjump.bmp} To change
the name of a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a

report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3006)]'bjump.bmp} To copy a
report




To add grouping to an existing report

Note: This procedure assumes that you didn't group information when you created your report, and want to
add grouping now. If you already sorted and grouped information, go to the procedure, "To change how a
report is grouped."

1
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On the View menu, click Report.

Click the report you want to group.

Click Modify.

On the Tools menu, click Report Sorting.

Under Sort By, click the down arrow and click the field you want to sort and group.
To sort additional fields, click a second or third field under Then By.

Click the Grouping tab.

Choose the grouping options you want for each sorted group.

How? {ewc MVIMG, MVIMAGE, [HOTMACRO=JS(TipDB2H002,4,1)]!btip.bmp}

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

Click Done.
To see a preview of your report, click {fewc MVIMG, MVIMAGE, !tbprev.bmp} on the toolbar.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3009)]!btip.omp} _ Print this

topic



To add grouping to an existing report

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20002,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, sort)]!lbdemo.bmp} Quick

Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB6W005,2,1)]!btip.bmp} You
want to add summary information manually to an existing report?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB6W004,2.1)]!btip.bmp} You
want to show each group and its summary information on a separate page?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]'bjump.bmp?} To calculate

database information
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3014)]'bjump.bmp} To change
how a report is grouped

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3002)]'bjump.bmp} To change
how a report is sorted




To change how a report is grouped

Tip: If you are changing more than one grouped field, it may be faster to create a new report with the
ReportCreator on the Tools menu.

1 On the View menu, click Report.

2 Click the report you want to regroup.
3 Click Modify.
4

On the Tools menu, click Report Sorting.
You need to clear your previously sorted fields before you can change the grouping options.

(¢)]

Under Sort By, click the down arrow and click (None) to clear your previous sort.
If you have additional fields sorted, under Then By, click the down arrow and click (None).

6 Click Done.

7 Click Yes.

8 On the Tools menu, click Report Sorting.
9

Under Sort By, click the down arrow and click the field you want to sort.
To sort additional fields, click a second or third field under Then By.

10Click the Grouping tab.

11 Choose the grouping options you want for each sorted field.

How? {ewc MVIMG, MVIMAGE, [HOTMACRO=JS(TipDB2H002,4,1)]!btip.bmp}

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

12Click Done.

To see a preview of your report, click {ewc MVIMG, MVIMAGE, !tbprev.bmp} on the toolbar.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3014)]!btip.bmp} Print this
topic




To change how a report is grouped

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20002,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, sort)]!lbdemo.bmp} Quick

Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB6W005,2,1)]!btip.bmp} You
want to add summary information manually to an existing report?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB6W004,2.1)]!btip.bmp} You
want to show each group and its summary information on a separate page?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]'bjump.bmp?} To calculate

database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3002)]'bjump.bmp} To change
how a report is sorted

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a
report




To modify a filter
1 On the Tools menu, click Filters.
2 In the Filter Name box, click the down arrow and click the filter you want to change.

3 Make any changes you want.
For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

4 To apply the filter and close the dialog box, click Apply Filter.

To close the dialog box without applying the filter, click Close. If you want to keep the changes you made,
click Yes.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3010)]!btip.bmp} Print this
topic




To modify a filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create
and apply a new filter to a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6010)]!bjump.bmp} To delete a
filter




To modify a filter applied to a report

Note: If the filter you want to modify is already applied to the report, and you are displaying the report
definition in report view, go to step 4.

1 On the View menu, click Report.

Click the report you want to filter.

Click Modify.

On the Tools menu, click Report Filter.

In the Select A Filter box, click the filter you want to change.

Click Modify Filter.
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In the Filter dialog box, make the changes you want.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

8 Click OK.

9 Click Done.

Works applies the new filter to your report. To see a preview of your filtered report, click {ewc MVIMG,
MVIMAGE, !tbprev.bmp} on the toolbar.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3013)]!btip.bmp} Print this
topic




To modify a filter applied to a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20002,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]'!lbdemo.bmp} Quick
Tour

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB2W004,2.1)]!btip.bmp} You
want to display only records that don't match the filter definition?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create
and apply a new filter to a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3010)]'bjump.bmp} To modify a
filter




To copy report information to another document
1 On the View menu, click Report.
2 Click the report you want to copy.
3 Click Modify.
4 Highlight the part of the report you want to copy.
If you want to copy the entire report, don't highlight anything.
5 On the Edit menu, click Copy Report Output.

6 Open or switch to the document you want to paste the report into.

7 On the Edit menu, click Paste.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB3015)]!btip.bmp}

Print this

topic



To copy report information to another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB60005,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB6W007,2,2)]!btip.bmp} The
copied report doesn't look the way you want?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowSS5010)]!bjump.bmp} To change
the width of a column

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3A016)]!bjump.bmp} To
change the alignment of a tab stop

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3A018)]!bjump.bmp} To
move a tab stop

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3A015)]'bjump.bmp} To set
a tab stop







Database Menu

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB3C010)]'bjump.bmp}

Name

and save vour membership address book
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB3C002)]'bjump.bmp}

See

more of your membership address book
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB3C003)]'bjump.bmp}

Type

and correct information in your membership address book
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB3C004)]'bjump.bmp}

Add,

copy, change, or delete information in your membership address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB1C041)]'bjump.bmp}
Change how text looks (bold, italic, size, fonts,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB3C007)!'bjump.bmp}
Create another membership address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB3C006)]!bjump.bmp}

Find,

sort, and filter information in vour membership address book
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB3C008)]'bjump.bmp}

View

and create membership address book reports

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavWP1C012)]!bjump.bmp}
Create envelopes or mailing labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavWP1C011)]'bjump.bmp}
Create a form letter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(NavDB3C009)!'bjump.bmp}
Preview and print information in your membership address book

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help

window.



Seeing more of your membership information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1020)]'bjump.bmp} To minimize

the Help window

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1012)]!bjump.bmp} To zoom in
and out of yvour membership address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1015)]!bjump.bmp} To move to
any place in your membership address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1042)]!bjump.bmp?} To change
how much vou can fit on your screen

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Typing and correcting information in your membership address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2010)]'bjump.bmp} To type text
or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
text or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear text

or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1010)]'bjump.bmp} To clear a
formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp} To highlight
address book information

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Adding, copying, changing, or deleting information in your membership address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1004)]'bjump.bmp} To add a
field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1012)]'bjump.bmp} To change
the name of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8017)]'bjump.bmp} To change
the tab order of fields on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8022)]'bjump.bmp} To copy an
address (record)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8020)]!bjump.bmp} To move an
address (record)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8012)]'bjump.bmp} To delete an
address (record)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8010)]!bjump.bmp} To delete
information

ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2020)]!bjump.bmp} To protect
information from being changed or deleted

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Finding, sorting, and filtering information in your membership address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5013)]!'bjump.bmp} To sort your

membership address book in alphabetic or numeric order

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]'bjump.bmp} To search
for specific names or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]'bjump.bmp} To create a
filter to find specific names or numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6020)]'bjump.bmp} To filter for
addresses (records) that have some contents in common

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2016)]'bjump.bmp} To go to a
specific address (record) in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5008)]'bjump.bmp} To hide or
show a field (column)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)]'bjump.bmp} To hide an
address (record)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2014)]'bjump.bmp} To show all
hidden addresses (records)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2015)]'bjump.bmp} To switch
between hidden and displayed addresses (records)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]'bjump.bmp} To mark
addresses (records)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9005)]'bjump.bmp} To show or
hide marked addresses (records)

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Creating another membership address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1019)]!bjump.bmp} To have
Works help you create a new address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP1024)]!bjump.bmp} To save your
membership address book as a template

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Viewing an dcreating membership address book reports

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1018)]!bjump.bmp} To view a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3001)]'bjump.bmp} To create a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3004)]!bjump.bmp} To calculate

database information (sums, averages,...)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3012)]'bjump.bmp} To create a
filter to find specific report information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3002)]'bjump.bmp} To change
how a report is sorted

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3014)]'bjump.bmp} To change
how a report is grouped

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9007)]!bjump.bmp} To modify a

report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3006)]!bjump.bmp} To copy a
report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3015)]'bjump.bmp} To copy
report information to another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3005)]'bjump.bmp} To change
the name of a report

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3007)]'bjump.bmp} To delete a
report

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Previewing and printing information in your membership address book

Preparing to print

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]'bjump.bmp} To mark
specific addresses (records) for printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7002)]'bjump.bmp} To insert a
page break

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6001)]!bjump.bmp?} To change
margin settings

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6002)!bjump.bmp?} To change
page orientation

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6003)]!bjump.bmp} To change
paper size or paper source

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6015)]!bjump.bmp} To switch to
a different printer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6004)]!bjump.bmp} To preview
your membership address book before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6006)]!bjump.bmp} To preview
envelopes before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6007)]!bjump.bmp} To preview
labels before printing

Printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9006)!'bjump.bmp} To print
marked addresses (records)

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6008)]!bjump.bmp} To print vour
entire membership address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6013)!bjump.bmp?} To print
labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6011)]!bjump.bmp?} To print
envelopes

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.



Naming and saving your membership address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6016)]!bjump.bmp} To name
and save vour membership address book the first time

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6017)]!bjump.bmp} To save your
membership address book as you work

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8014)]'bjump.bmp} To open
your membership address book again after closing it

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8016)]!bjump.bmp} To use your
membership address book as your default address book

Tip: To search for more topics, click {ewc MVIMG, MVIMAGE, !search.bmp} at the bottom of the Help
window.






Printing database information

There are several ways to print database information. You can print:

{ewc MVIMG, MVIMAGE, 'bullet.bmp}
{ewc MVIMG, MVIMAGE, !bullet.bmp}
{ewc MVIMG, MVIMAGE, 'bullet.omp}
{ewc MVIMG, MVIMAGE, 'bullet.omp}
{ewc MVIMG, MVIMAGE, !bullet.bmp}
{ewc MVIMG, MVIMAGE, !bullet.bmp}
{ewc MVIMG, MVIMAGE, 'bullet.bmp}

Your form as displayed on your screen.

Your form with one or several records per page.

A blank form showing only the field names and labels.

Your entire database list in rows and columns.

Individual records that you explicitly mark in your database list.
Statistical summaries of report data.

Information grouped by category in a report.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB30005)]!btip.bmp} Print this

topic



Adding labels or descriptive text to a form

You can include titles and other descriptive text to make your form easier to use. This information is called a
label. If other people will be working in your database, it's a good idea to include labels that contain
instructions, descriptions, or examples for making correct field entries.

You can format labels as bold, italic, underlined, or a specific color to make them stand out from field names.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB30004)]!btip.bmp} Print this
topic




Using formulas to calculate fields

You can use a formula to calculate the contents of one field based on the contents of other fields. You can
have only one formula in each field. When you type a formula into a field, that formula is automatically
entered into the same field in all records. When you type information into a new record, the formula
automatically creates a value for that field in the new record. Formula values are not displayed in blank
records.

The following illustration shows an example of using a formula to calculate field data.
{ewc MVIMG, MVIMAGE, !db30.wmf}

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB30006)]!btip.bmp} Print this
topic




Setting page breaks

On a form

Works automatically prints one record per page in form view, but you can set Works to print more than one
record per page. If your form is too long to fit on one page, and you want to change where the page break
occurs, you can insert a manual page break.

In list view
In list view, you can insert both vertical and horizontal page breaks.

On a report

As in list view, in a report you can insert either a vertical (by column) or horizontal (by row) page break. If
you sort and group report data, you can insert a page break so that Works prints each group on a separate

page.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB30007)]!btip.bmp} Print this
topic




Using default text or numbers in a field

You can type a default value, either text or numbers, for a field. Entering a default value is helpful if a field in
your database contains the same information in all records. You can type the default value once, and Works
automatically fills in the new records for you.

For example, suppose most of your organization's members live in Washington state. Rather than type WA
in the State field for most of the records, you can enter it once as a default value. Then each time you create
a new record and begin typing information for that record, Works enters WA in the State field for you.

To change a record from WA to something else, click in the field, and then type the new information.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB30008)]!btip.bmp} Print this
topic




Using functions in a formula

Many Works functions are useful in your database. Functions save time when you are typing a complex

formula. For example, a teacher could use the AVG (average) function to compute each student's average

score on a series of tests. The formula might look like this: =AVG(Test Score 1, Test Score 2, Test Score 3)
where Test Score 1, Test Score 2, and Test Score 3 are field names.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB30009)]!btip.bmp} Print this
topic



Changing alignment in a field

You can make a database or a database report more attractive and easier to read by changing the horizontal
and vertical alignment of text and values in a field.

When you create a database or a report, all information is formatted with general alignment—text is left-
aligned, and dates and numbers are right-aligned. But you can change the alignment of any entry to left,

right, or centered. In list view or report view, if a text entry is longer than the width of a field (column),
you can wrap the text within the field.

{ewc MVIMG, MVIMAGE, !db30a.wmf}

You also can change the vertical alignment to have Works display information at the top, bottom, or center of
a field.

{ewc MVIMG, MVIMAGE, !db30b.wmf}
{ewc MVIMG, MVIMAGE, !'db30c.wmf}

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB30010)]!'btip.bmp} Print this
topic




Changing the size of fields and records

As you type information in your database, you may find that you want to change the height or width of a field
to better match the size of the information in the field.

Changing field size on a form

When you create a new field on a form, Works makes it 20 characters wide by 1 line high, but you can
change field dimensions to match the information you enter. For example, a Last Name field might be 1 line
high by 15 characters wide, but a Note field might be 4 lines high by 50 characters wide.

Changing field and record size in list view

In list view, Works makes each field 10 characters wide and each record the height of the font size. Use the
Best Fit option to have Works calculate the field width or record height needed to fit the largest entry in a
field or record.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB30011)]!btip.bmp} Print this
topic




Using dates and times in a database

You can type dates and times in a database and use them in formulas. Once you type a date or time in a
format Works recognizes, the field retains that number format until you choose a different format for that
field. You can also change the format of an entire field before you enter any information into it.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB30012)]!btip.bmp} Print this
topic




Formatting your form for printing

If a field is wider than the information in the field, there may be blank spaces before or after the information
in the field. If you don't want these blank spaces to print, you can remove them. Removing the spaces before
printing is especially useful when you're printing forms that contain addresses.

Also, when Works prints a form, the spacing between letters may be slightly different from what appears on
your screen. With the Format For Printer command, you can display a form on the screen as it will print so
you can check the alignment of items on the form.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB30013)]!btip.bmp} Print this
topic







You can't see all the text in a field?
In list view

The Wrap Text check box is turned off. To see all the text:

1 Click the field name to highlight the field.

2 On the Format menu, click Alignment.

3 Click the Wrap Text check box.
Works displays a check mark in the box.

4 Click OK.

In form view

The field is not wide enough. To see all the text:
1 On the View menu, click Form Design.

2 Click the field you want to change.

3 Drag the handle to change the field size.



You want to print gridlines?

Note: If you're not in list view, click List on the View menu.

1 On the File menu, click Page Setup.
2 Click the Other Options tab.

3 Click the Print Gridlines check box.
Works displays a check mark in the box.

4 Click OK.



You want to print field lines on a form?
Note: You must be in a form view. On the View menu, click Form or Form Design.

1 On the File menu, click Page Setup.
2 Click the Other Options tab.

3 Click Print Field Lines.
Works displays a check mark in the box.

4 Click OK.



You want to sort more than three fields?

If you need to sort more than three fields, you can sort the database twice. Specify the least important fields
the first time you sort, and the more important fields the second time.



You want to include a colon in a label?
To include a colon in a label, type a double quotation mark (") before the label text.
Example: "Enter this customer data first:



You want to see how the page breaks look on your report?
1 On the File menu, click Print Preview.

2 To page through your report, click Next or Previous.
To zoom in, click the preview.

3 When you finish looking at the preview, click Print to print the report, or click Cancel to return to the
report definition.




You can't get to the record you want to print?
There are three ways to move to the record you want to print:

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Press CTRL+PAGE DOWN to go to the next record in the
database, and CTRL+PAGE UP to go to the previous record.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Click the arrows at the bottom of the document window.

{ewc MVIMG, MVIMAGE, !bullet.bmp} In list view or form view, use the Find command in the Edit
menu to find the record.



The form doesn't look quite right?

The Format For Printer command spaces characters on the form according to how they will print, so the form
will generally look better when printed than it does on your screen. If you need to make adjustments, you
can move or resize the fields on your form.



The result of your formula is 0 (zero)?

If the fields you are using to calculate the result are empty, the result will be 0 until you type information in
one of the fields.



Works displays the formula as text?

Make sure the formula starts with an equal sign (=).

Also, make sure the field is not formatted as a text field.

1 Highlight the field in which you are typing the formula.
2 On the Format menu, click Field.

3 Under Format, click a format other than Text.

4 Click OK.



You want to treat a number as text?

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Type a double quotation mark (") before the number.
For example, type: "911 to enter the common emergency number as text.
—Or-
To format the entire field, click Field on the Format menu. Under Format, click Text, and then click OK.



You want to use a field name in a formula, but it resembles a number or function?
Enclose the field name in single quotation marks (') so that Works will recognize it as a field name.
For example: If you have a field name "DATE," Type 'DATE'



You mistakenly type over the field containing the formula?

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the Edit menu, click Undo Entry.
Works restores your formula.



You see an error message?

When you use a function in a formula, be sure to enclose in parentheses the values or references you want
the formula to evaluate. Otherwise, Works will display an error message.



You want to see your database again?

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the View menu, click List.



You don't understand the report definition?

For an explanation of the report definition:

1 Click the More Info tab in the Help window.
2 Click Overview.

Note: If you want to print the explanation, click the scroll bar to go to the bottom of the Help window, and
then click Print This Topic.



You don't like how your report looks?
You can create a new report quickly by using the ReportCreator, or you can modify your report by making
changes to the report definition.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  To create a new report, follow the steps in the procedure, "To
create a report.”
{ewc MVIMG, MVIMAGE, 'bullet.bmp}  To modify the report, use the procedures listed under "See also."

Note: If you don't see the procedure you are looking for, click the Index button at the bottom of the Help
window to search for procedures on reports.



You want to add or remove field names?

To add a field name

1 On the View menu, click Report.

2 Click the report you want to add a field name to.
3 Click Modify.

4 Click where you want to insert the field name.
Field names are usually placed in Heading or Intr fieldname rows.

5 On the Insert menu, click Field Name.
Works displays a list of the field names in the active database.

6 Click the field name you want to add.

7 Click Insert.

To remove a field name

1 Click the field name you want to remove.

2 Press DELETE.

3 To see a preview of your report, click {ewc MVIMG, MVIMAGE, !tbprev.bmp} on the toolbar.



You want to add or remove summary information?

To add summary information

1
2
3

On the View menu, click Report.
Click the report you want to add a calculation to.

Click Modify.

If you chose grouping options for a field, Works displays a Summ fieldname row, where fieldname is
replaced with the name of the field you grouped. For example, Summ State. Below that row, Works also
displays a Summary row.

The Summ fieldname row holds the summary information for a group, such as the total number of clients
per state. The Summary row holds summary information for the entire report, such as the total number of
clients.

To display calculations for a sorted group, click the first cell in the Summ fieldname row.
To display calculations for the entire report, click the first cell in the Summary row.

On the Insert menu, click Field Summary.

Click the field name of the field you want to calculate.
For example, Item.

Click the calculation you want Works to perform.

For example, COUNT.

Click Insert.
Works inserts the calculation in the Summ fieldname or Summary row, for example =COUNT(ltem).

To delete summary information

1
2

3

Click the summary title you want to remove.

Press DELETE.

To see a preview of your report, click {ewc MVIMG, MVIMAGE, !tbprev.omp} on the toolbar.



You want to add or remove field entries?
To add field entries

1 On the View menu, click Report.

2 Click the report you want to add a field entry to.
3 Click Modify.

4 Click where you want to insert the field entry.
Field entry instructions are usually placed in Record rows.

5 On the Insert menu, click Field Entry.
Works displays a list of the field names in the active database.

6 Click the field name you want to insert.

7 Click Insert.
Works inserts an equal sign followed by the field name you chose. For example: =ltem.

To remove field entries
1 Click the field entry you want to remove.

2 Press DELETE.

3 To see a preview of your report, click {ewc MVIMG, MVIMAGE, !tbprev.bmp} on the toolbar.






To link information from another document

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1

5
6
7

Open or switch to the Works document or Windows program that contains the information you want to
link.

In the source document, highlight the information you want to link (cells, text, a table, a picture, and so
on).

On the toolbar, click {ewc MVIMG, MVIMAGE, !tbcopy.bmp}.

Open or switch to the Works document you want to add the linked information to, and then click where
you want to insert the information.

Note: If you are linking to a Database form, you must be in form design view.

On the Edit menu, click Paste Special.
Click Paste Link.
Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A035,3,2)]!btip.bmp}

Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4001)]!btip.bmp} _ Print this

topic



To link information from another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40006,1,2)]!bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W005,2,1)]!btip.bmp} The

Paste Link option is unavailable?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W006,2.1)]!btip.bmp} You

want to switch quickly between open documents?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4002)]'bjump.bmp} To link an
entire file

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4003)]'bjump.bmp} To edit
linked information




To link an entire file

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1
2

Open or SWitch to the document you want to link the file to (the destination document).

On the Insert menu, click Object.

Note: If you are linking to a Database form, you must be in form design view and must not have a
field selected.

Click Create From File.

In the File Name box, type the path and filename of the file you want to link.
—Or-—

Click Browse. Find the file you want, and then click Insert.

Click Link.

Works displays a check mark in the box.

Click OK.

Works inserts the linked document into the destination document.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4002)]!btip.bomp} _ Print this

topic



To link an entire file

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40006,1,2)]!bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W007,2,1)]!'btip.bmp} You

don't want to display the entire linked file in the destination document?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4001)]'bjump.bmp} To link
information from another document




To edit linked information

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Double-click the Object you want to edit.

Note: If you are editing a linked object in a Database form, you must be in form design view and must
not have a field selected.

2 Make the changes you want.

3 If you are editing the object in another Works document, on the File menu, click Save.
If you are editing the object in another Windows program, on the File menu, click Exit.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A034,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4003)]!btip.bmp} Print this
topic




To edit linked information

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40006,1,2)]!bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W008,2.1)]!btip.bmp}
Nothing happens when you double-click the object?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4002)]!bjump.bmp} To link an

entire file

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4001)]'bjump.bmp} To link
information from another document




To change from automatic to manual link updating

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1

2
3
4
5

Open or SWitch to the document containing the link you want to update manually.
On the Edit menu, click Links.

Click the link you want to update manually.

Click Manual.

If you want to update the link, click Update Now, and then click Close.
If you want to close the dialog box without updating, click Close.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4005)]!btip.bmp}  Print this

topic



To change from automatic to manual link updating

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40007,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4004)]!bjump.bmp} To update a

link manually




To update a link manually

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Open or SWitch to the document containing the link you want to update manually.

2 On the Edit menu, click Links.

3 Click the link you want to update.
4 Click Update Now.

5 Click Close.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4004)]!btip.bmp} _ Print this
topic



To update a link manually

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40007,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4005)]!bjump.bmp} To change

from automatic to manual updating




To update all links automatically when you open a document

1 Open a document that contains linked Objects.

2 To update the linked objects, click Yes. Works updates your document to reflect all the changes made to
the source documents.

To open the document without updating linked objects, click No.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4006)]!btip.bmp} Print this
topic




To update all links automatically when you open a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40007,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4004)]!bjump.bmp} To update a

link manually




To reconnect or change the source of a link

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1
2

Open or SWitch to the document containing the link you want to change.
On the Edit menu, click Links.
Note: If you're changing a link in the Database, you must be in form design view.

Click the link whose source you want to change.
Click Change Source.

In the File Name box, type the path and filename for the source document you want to reconnect or
change the link to.

—Or -
Double-click the folder containing the document you want, and then click the document you want.
Click Open.

Click Close.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4007)]!btip.bmp} _ Print this

topic



To reconnect or change the source of a link

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40007,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W012,2.1)]!btip.bmp} You
want to change all the links from the previous source document to the new one?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4006)]!'bjump.bmp} To update all
links automatically when vou open a document




To add clip art, WordArt, or a drawing to your document

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Open or SWitch to the document you want to add an object to.

Note: If you are adding an object to a Database form, you must be in form design view and must not
have a field selected.

Click where you want to add the object.
On the Insert menu, click the command for the object you want to add: ClipArt, WordArt, or Drawing.

Click or create the object you want to add.

a b O DN

To return to your document, use the following methods:
To close a dialog box, click OK or Insert.

To close a program, click that program's Exit or Quit command on the File menu. If there is no File menu,
press ESC.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4008)]!btip.bmp} _ Print this
topic




To add clip art, WordArt, or a drawing to your document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40008.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4009)]!bjump.bmp} To create
and embed an object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4010)]!bjump.bmp} To edit an
embedded object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4024)]'bjump.bmp} To change

WordArt



To create and embed an object

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1

Open or SWitch to the document you want to add an object to.

Note: If you are inserting an object in a Database form, you must be in form design view.

Click where you want to add the object.
On the Insert menu, click Object.

To create a new object, click Create New, and then choose the type of object you want to create.

To embed an existing document as an object, click Create From File, and then type the path and filename
of the document you want to embed.

Click OK.

Works opens the document or program. Some programs temporarily replace the Works menus and
toolbar; other programs open a separate window.

If you chose to create a new object, create the object you want.

To return to your document, use the following methods:
Click anywhere in the document.
To close a dialog box, click OK.

To close a program, click that program's Exit or Quit command on the File menu. If there is no File menu,
press ESC.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4009)]!btip.bmp} _ Print this

topic



To create and embed an object

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40008.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W011,2,1)]!btip.omp} You
don't see the object you want to embed?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4008)]!bjump.bmp} To add clip

art, WordArt, or a drawing to your document
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4010)]!bjump.bmp} To edit an
embedded object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4001)]'bjump.bmp?} To link
information from another document




To edit an embedded object

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Double-click the object.
Note: If you are editing a sound or video clip, just click the object once to select it, and then choose the
item from the Edit menu.

2 Make the changes you want.

3 To return to your document, use the following methods:
To close a dialog box, click OK.

To close a program, click that program's Exit or Quit command on the File menu. If there is no File menu,
press ESC.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4010)]!btip.bmp} Print this
topic



To edit an embedded object

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40008.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4008)]!bjump.bmp} To add clip

art, WordArt, or a drawing to your document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4009)]'bjump.bmp} To create
and embed an object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4003)]'bjump.bmp} To edit
linked information




To change the size of an object

Note: If you are changing the size of an object in a Database form, you must be in form design view.

1 Click the object to select it.
Works displays the object in a rectangle with gray handles.
2 Position the pointer over a handle until it looks like {ewc MVIMG, MVIMAGE, !resize.bmp}.

3 Click and drag until the object is the size you want.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JM(snip rszobj)l'bsnip.bmp} Show an
example

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A036,3,2)]!btip.bmp}

Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4011)]!btip.bmp}  Print this
topic




To change the size of an object

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, objects)]!bdemo.bmp}
Quick Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4008)]'bjump.bmp} To add clip
art, WordArt, or a drawing to your document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4009)]'bjump.bmp} To create
and embed an object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4010)]'bjump.bmp} To edit an
embedded object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3002)]!bjump.bmp?} To move an

object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6001)]!bjump.bmp?} To change
margin settings




To link a range of spreadsheet cells

Note: You must already have named the range of cells and saved the spreadsheet before you can link the
range to another document.

1

0o N o o B~ W N

Open the spreadsheet that contains the range of cells you want to link.

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of
the Help window.

Open or switch to the document in which you want to insert the range.

Click where you want to insert the range.

On the Insert menu, click Spreadsheet.

Click Use A Range From An Existing Spreadsheet.

Under Select A Spreadsheet, click the spreadsheet that contains the range you want to link.
Under Select A Range, click the range you want to link.

Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A037,3,2)]!btip.bmp}

Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4016)]!btip.bmp}  Print this

topic



To link a range of spreadsheet cells

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40006,1,2)]!bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W006,2,1)]!btip.bmp} You

want to switch quickly between open documents?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W013,2.1)]!btip.bmp} The

range you want doesn't appear in the Insert Spreadsheet dialog box?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4003)]'bjump.bmp} To edit
linked information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4001)]'bjump.bmp?} To link
information from another document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowSS5005)]!bjump.bmp} To name a

cell or range



To create and embed a new spreadsheet

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Open or SWitch to the document into which you want to insert a spreadsheet.
2 Click where you want to insert the spreadsheet.

3 On the Insert menu, click Spreadsheet.

4 Click Create A New Spreadsheet.

5 Click OK.

6 In the spreadsheet, type the information you want.
7

To return to your document, click anywhere outside the spreadsheet.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4017)]!btip.bmp} Print this
topic




To create and embed a new spreadsheet

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40008.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W014,2.2)]!btip.bmp} You
didn't return to your document?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4010)]!bjump.bmp} To edit an
embedded object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP2016)]!bjump.bmp} To copy an
object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3002)]!bjump.bmp} To move an
object

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowSS1009)]!bjump.bmp?} To type over
an entry with new information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowSS8001)]!bjump.bmp} To type text
or numbers in a spreadsheet

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowSS8005)]!bjump.bmp} To wrap text

within a cell



To add a table to your document

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1

2
3
4
5
6
7

Open or SWitch to the Word Processor document into which you want to insert a table.
Click where you want to insert the table.

On the Insert menu, click Table.

In the Number Of Rows box, type the number of rows you want.

In the Number Of Columns box, type the number of columns you want.

In the Select A Format box, click a table format.

Click OK.

Note: To add your table to a Database form, copy the table and then SWitCh to Database form design
view. Paste the table onto your form.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4018)]!btip.omp} _ Print this

topic



To add a table to your document

{ewc MVIMG, MVIMAGE

, [HOTMACRO=JS(ConDB40013.,1.2)]!bover.bomp}

Overview
{ewc MVIMG, MVIMAGE

, [HOTMACRO=B(msworks.gkt, tables)]!bdemo.bmp}

Quick Tour

See also

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7011)]!bjump.bmp} To add a

column in a table

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7010)]'bjump.bmp} To add a

row in a table

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7002)]'bjump.bmp} To change

information in a table

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7009)]!bjump.bmp} To change

the size of a table

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7006)]!bjump.bmp} To change

the format of a table

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7008)]!bjump.bmp} To copy a

table

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7005)]!bjump.bmp} To move a

table

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowWP7007)]'bjump.bmp} To wrap text

around a table



To add a picture from the ClipArt Gallery to a document

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Open or SWitch to the document you want to add a picture to.
Note: If you are adding a picture to a Database form, you must be in form design view.

Click where you want to add the picture.

On the Insert menu, click ClipArt.

2
3
4 Click the category for the clip art you want to view.
5 Click the picture you want to insert.

6

Click Insert.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4020)]!btip.bmp} Print this
topic




To add a picture from the ClipArt Gallery to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40011,1,2)]'bover.bmp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W015,2,1)]!btip.bmp} You

need Help for the ClipArt Gallery, WordArt, Microsoft Draw, Microsoft Equation

Editor, or Note-It?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4010)]'bjump.bmp} To edit an

embedded object



To add WordArt to a document

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Open or SWitch to the document you want to add WordArt to.
Note: If you are adding WordArt to a Database form, you must be in form design view.

2 Click where you want to add the WordArt.
3 On the Insert menu, click WordArt.

4 In the Enter Your Text Here box, type the text you want.
To begin a new line, press ENTER.

5 Use the WordArt toolbar buttons to create the effects you want.

6 When you finish making changes, double-click outside the Enter Your Text Here box.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4023)]!btip.bmp}  Print this
topic




To add WordArt to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40012,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W015,2,1)]!btip.bmp} You

need Help for the ClipArt Gallery, WordArt, Microsoft Draw, Microsoft Equation

Editor, or Note-It?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4024)]'bjump.bmp} To change

WordArt



To change WordArt

1 Double-click the WordArt object.

2 To change the text, type new text in the Enter Your Text Here box.
To create different effects, use the WordArt toolbar buttons.

3 To see your changes, click Update Display.

4 When you finish making changes, double-click outside the Enter Your Text Here box.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4024)]!btip.bmp} Print this
topic



To change WordArt

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40012,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W015,2,1)]!btip.bmp} You

need Help for the ClipArt Gallery, WordArt, Microsoft Draw, Microsoft Equation

Editor, or Note-It?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4023)]'bjump.bmp} To add
WordArt to a document




To create a drawing and add it to a document

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1

2
3
4
5
6

Open or SWitch to the document you want to add a drawing to.

Note: If you are adding a drawing to a Database form, you must be in form design view.

Click where you want to insert the drawing.

On the Insert menu, click Drawing.

Create your drawing.

When you finish, click Exit And Return on the File menu.

To return to Works and add the drawing to your document, click Yes.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4025)]!btip.omp} _ Print this

topic



To create a drawing and add it to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40014.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W015,2,1)]!btip.bmp} You
need Help for the ClipArt Gallery, WordArt, Microsoft Draw, Microsoft Equation
Editor, or Note-It?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W019,2,2)]!btip.bmp} You
get an error message when vou try to add a drawing to vour document?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4026)]'bjump.bmp} To change a
drawing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4020)]'bjump.bmp} To add a
picture from the ClipArt Gallery to a document




To change a drawing

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Double-click the drawing.
2 Use the Microsoft Draw tools to make your changes.

3 When you finish, click Exit And Return on the File menu.

4 If you want to update your Works document to reflect the changes in your drawing, click Yes.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4026)]'btip.bmp} _ Print this
topic




To change a drawing

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40014.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W015,2,1)]!btip.bmp} You
need Help for the ClipArt Gallery, WordArt, Microsoft Draw, Microsoft Equation
Editor, or Note-It?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4025)]!bjump.bmp} To create a

drawing and add it to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4020)]'bjump.bmp} To add a
picture from the ClipArt Gallery to a document




To add a note to a document

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Open or SWitch to the document you want to add a note to.

Note: If you are adding a note to a Database form, you must be in form design view.

2 Click where you want to add the note.

3 On the Insert menu, click Note-It.

4 In the Choose A Picture box, click a picture.
Note: Use the Scroll bars to see more pictures.

5 In the Type Your Caption Here box, type the caption you want to appear beneath the picture in your
document.

6 In the Type Your Note Here box, type the text.
7 Click the text size you want for the note.

8 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4027)]'btip.bmp} _ Print this
topic



To add a note to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40016,1,2)]!bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W015,2,1)]!btip.bmp} You
need Help for the ClipArt Gallery, WordArt, Microsoft Draw, Microsoft Equation
Editor, or Note-It?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatAddition004,2,1)]!btip.bmp}
You want to read a note in form view?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4031)]!bjump.bmp} To change
the size of a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4032)]'bjump.bmp} To change
the picture or text of a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4030)]!bjump.bmp} To delete a

note
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4029)]'bjump.bmp} To move or

copy a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4028)!'bjump.bmp} To read a
note




To read a note
1 Double-click the note to display it.
Note: If you are reading a note in a Database form, you must be in form design view.

2 When you finish reading, click anywhere to close the note.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A039,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4028)]!btip.omp} _ Print this

topic



To read a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40016,1,2)]!bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatAddition004,2,1)]!btip.bmp}
You want to read a note in form view?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4027)]'bjump.bmp} To add a
note to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4031)]'bjump.bmp} To change
the size of a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4032)]'bjump.bmp} To change
the picture or text of a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4030)]!bjump.bmp} To delete a

note
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4029)]!bjump.bmp} To move or

copy a note



To move or copy a note
1 Click the note to select it.

Note: If you are moving or copying a note in a Database form, you must be in form design view.

2 To move the note, click Cut on the Edit menu.
To copy the note, click Copy on the Edit menu.

3 Click where you want to place the note.

4 On the Edit menu, click Paste.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4029)]!btip.bmp} _ Print this
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To move or copy a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40016,1,2)]!bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4027)]'bjump.bmp} To add a
note to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4031)]'bjump.bmp} To change
the size of a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4032)]'bjump.bmp} To change
the picture or text of a note
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4030)]'bjump.bmp} To delete a

note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4028)!'bjump.bmp} To read a
note




To delete a note
1 Click the note to select it.

Note: If you are deleting a note from a Database form, you must be in form design view.

2 Press DELETE.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4030)]!btip.omp} _ Print this

topic



To delete a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40016,1,2)]!bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4027)]'bjump.bmp} To add a
note to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4031)]'bjump.bmp} To change
the size of a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4032)]'bjump.bmp} To change
the picture or text of a note
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4029)]!bjump.bmp} To move or

copy a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4028)!'bjump.bmp} To read a
note




To change the size of a note
1 Click the note to select it.

Note: If you are changing the size of a note in a Database form, you must be in form design view.

Works displays the note in a rectangle with gray handles.

2 Point to a handle.

3 When the pointer looks like {ewc MVIMG, MVIMAGE, !resize.bmp} click and drag the handle until the
note is the size you want.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4031)]!btip.bmp} Print this
topic




To change the size of a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40016,1,2)]!bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4027)]'bjump.bmp} To add a
note to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4032)]'bjump.bmp} To change
the picture or text of a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4030)]'bjump.bmp} To delete a

note
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4029)]!bjump.bmp} To move or

copy a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4028)!'bjump.bmp} To read a
note




To change the picture or text of a note
1 Click the note to select it.

Note: If you are changing the picture or text of a note in a Database form, you must be in form design
view.

2 On the Edit menu, click Microsoft Note-It Object and drag to choose Edit.
3 Make the changes you want.

4 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4032)]!btip.bmp} Print this
topic




To change the picture or text of a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40016,1,2)]!bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4027)]'bjump.bmp} To add a
note to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4031)]'bjump.bmp} To change
the size of a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4030)]'bjump.bmp} To delete a

note
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4029)]!bjump.bmp} To move or

copy a note

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4028)!'bjump.bmp} To read a
note




To send a Works document as a mail message

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Open or create the document you want to send.
2 On the File menu, click Send.

3 In the Choose Profile dialog box, if MS Exchange Settings is not displayed, click the down arrow to
choose it from the list, and then click OK.

Works displays the New Message dialog box. The document you are sending is displayed as an icon in
the message box.

4 In the To box, type the email name or address of the recipient.

5 In the Subject box, type a subject line if you want one.

6 In the message box, type any text you want to go with your document.
7

On the File menu, click Send.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4033)]!btip.bmp} Print this
topic




To send a Works document as a mail message

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40017.1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W020,2,1)]!btip.bmp} The

Send command isn't available?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W016,2.1)]!btip.bmp} The

document you want to send doesn't appear in the mail message?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W017,2,1)]!btip.bmp}
Recipients can't read your document?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4034)]'bjump.bmp?} To set
Works to send documents as text or as attachments

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB10002)I'bjump.bmp} To
send a Works document as a fax




To set Works to send documents as text or as attachments
1 On the Tools menu, click Options.
2 Click the General tab.

3 Under Send Mail As, click Text to send documents as text in mail messages.
Or click Document to send documents as attachments to mail messages.

4 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB4034)]!btip.omp} _ Print this

topic



To set Works to send documents as text or as attachments

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40017.1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4033)]!bjump.bmp} To send a

Works document as a mail message

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB10002)]'!bjump.bmp} To
send a Works document as a fax




To create labels
1 On the Tools menu, click Labels.

2 Click Labels, and then follow the instructions in the Labels dialog box.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowDB4035)]!btip.bmp} _ Print this

topic



To create labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConWP50001,1,2)I'bover.bmp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, mailing)]!bdemo.bmp}
Quick Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W025,2,2)]!btip.bmp} You

don't want to print the labels for all the names in your database?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W005,2,2)]!btip.omp} You

want to add addresses from a second database?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W018,2,2)]'btip.bmp} You

want to insert a picture on your label or envelope?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W031,2,1)]!btip.bmp} You

want to move your text closer to the label edge?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W032.2 1)]!btip.bmp} You

want to move your text further away from the label edge?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W017,2,2)]'btip.bmp} You

want to print cards for rotary files or card files?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4023)]'bjump.bmp} To add
WordArt to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP5003)]!bjump.bmp} To change

labels
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP5023)]'bjump.bmp} To change

the addresses on your mailing labels
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP5025)]'bjump.bmp?} To create
multiple copies of the same label

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4036)]'bjump.bmp} To create
return address labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4020)]'bjump.bmp} To add a
picture from the ClipArt Gallery to a document




To create return address labels
1 On the Tools menu, click Labels.

2 Click Multiple Copies Of One Label, and then follow the instructions in the Labels dialog box.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowDB4036)]!btip.bmp} _ Print this
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To create return address labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConWP50013,1,2)]'bover.bmp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, mailing)]!bdemo.bmp}
Quick Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W018.,2,2)]!btip.omp} You
want to insert a picture on your label or envelope?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W031.,2,1)]!btip.omp} You
want to move your text closer to the label edge?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W032,2,1)]'btip.bmp} You
want to move your text further away from the label edge?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4023)]'bjump.bmp} To add
WordArt to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP5018)]!lbjump.bmp} To adjust the

size of a label

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP5003)]!bjump.bmp?} To change
labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4035)]!bjump.bmp} To create
labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4020)]'bjump.bmp} To add a
picture from the ClipArt Gallery to a document




To create envelopes

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the Tools menu, click Envelopes and then follow the
instructions in the Envelopes dialog box.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowDB4037)]!btip.bmp} _ Print this

topic



To create envelopes

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40010,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, mailing)]!bdemo.bmp}
Quick Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP4W066,2,2)]!btip.bmp} You

don't want to print envelopes for all the names in the database?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W005,2,1)]!btip.omp} You

want to add addresses from a second database?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP4027)]!bjump.bmp} To change

the addresses on your envelopes

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]'bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)]!bjump.bmp} To hide a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP4019)]!bjump.bmp} To insert
additional fields as placeholders

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9003)]!bjump.bmp} To mark
multiple records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6011)]!bjump.bmp?} To print
envelopes

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9006)]'bjump.bmp} To print
marked records




To add an equation to a document

Important: If this procedure goes away, click {ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the
Help window.

1 Open or SWitch to the document to which you want to add an equation.

Note: If you are adding an equation to a Database form, you must be in form design view.

Click where you want to add the equation.
On the Insert menu, click Object.
In the Object Type box, click Microsoft Equation.

Click OK.
Works inserts a frame for the equation and displays the Equation toolbar.

a b O DN

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowDB4039)]!btip.bomp} Print this
topic



To add an equation to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40018.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W015,2,1)]!btip.bmp} You
need Help for the ClipArt Gallery, WordArt, Microsoft Draw, Microsoft Equation
Editor, or Note-It?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4040)]'bjump.bmp} To edit an
equation

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4041)]!bjump.bmp} To delete an
equation




To edit an equation

1 Double-click the equation you want to edit.
Works displays the Equation toolbar.

2 Make any changes you want to the equation.

3 When you finish, click anywhere in your Works document outside of the equation.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowDB4040)]!btip.bmp} _ Print this
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To edit an equation

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40018.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4039)]!bjump.bmp} To add an
equation to a document

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4041)]'bjump.bmp} To delete an
equation




To delete an equation
1 Click the equation to select it.

2 Press DELETE.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowDB4041)]!btip.bmp} _ Print this
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To delete an equation

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40018.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4039)]!bjump.bmp} To add an

equation to a document
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB4040)]'bjump.bmp} To edit an

equation






Reversing the results of a filter

You can view or print the records the filter did not select. When you reverse, or invert, a filter, Works hides
the current records—the records selected by the applied filter—and displays the hidden records instead.
After inverting the filter results, you can reapply the filter to see the filtered records again. When you want to
see all your records again, click Show All Records on the Record menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40001)]!btip.bmp} Print this
topic




Naming filters

When you create a filter, you can either name it right away or wait until later. If you choose not to name the
filter right away, Works names the first filter Filter 1, the second filter Filter 2, and so on. Later, you can
rename the filter, giving it a descriptive name to remind you of its purpose. For example, you might name a
filter that finds all items that cost $100 "$100 Items." You can name and save up to eight filters for each
database.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40002)]!'btip.bmp} Print this
topic



Using Works functions in a filter

When you create a filter that contains a formula, you might be able to use a Works function as part of your
formula. Functions are built-in calculations for common financial, mathematical, statistical, and other
operations. In the Filters dialog box, choose the field you want to filter on, and then click Filter Using
Formula. In the Filter Definition box, type the formula you want. Some examples of using functions in a filter
formula are:

{ewc MVIMG, MVIMAGE, !bullet.bmp}  To filter for all payments due in March, type =MONTH()=3.

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  To filter for all records where the value in a field is approximately
15, type =ROUND(field, 0)=15.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40005)]!btip.bmp} Print this
topic




Linking information

You can link information from one Works or Windows-based document to another. Creating a link means that
any changes made to the original information in the source document are reflected in the destination
document you are linking to. The linked information is referred to as an obiect or linked object.

You can link the following types of information:
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charts

spreadsheet cells

text

tables

pictures

ClipArt

WordArt (special text effects)

entire files
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Updating linked information

Works automatically updates a linked object when you open the document that contains the object, unless
you specify otherwise. For example, if you link a spreadsheet and then make changes to it, the spreadsheet
object in your document is updated automatically to reflect the changes.

You can specify that a link be updated manually instead of automatically if you want to control when the
linked information is updated.

You can also change the SOuUrce document of a link, or reconnect a broken link. A link is broken, for
example, when the source document is renamed or moved.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40007)]!btip.bmp} Print this
topic




Embedding information

You can insert information into your Works document without switching to another Works tool or Windows-

based program. This process is called embedding. For example, if you want to insert a piece of clip art in
your document, click the ClipArt command on the Insert menu, and then choose the art you want. You don't
have to leave your document and open the ClipArt Gallery because Works does it for you. The embedded

information is referred to as an Object or an embedded object.

You can embed the following types of information:
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charts
spreadsheet cells
text

tables

pictures

ClipArt

WordArt (special text effects)
equations

entire files
animation

sounds

videos
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Creating envelopes

If you have a database that contains the addresses of all the people you correspond with, you can have
Works use these addresses to create envelopes for you.

When you create the envelope, you merge the address information from your database onto your envelope.
Works inserts placeholders into your document. When you print the envelopes, Works replaces the
placeholders with the information from each record in the database.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40010)]!btip.bmp} Print this
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Adding pictures to your document from the ClipArt Gallery

To make your document more visually appealing, you can insert pictures from the ClipArt Gallery. The
ClipArt Gallery displays thumbnail sketches of all the clip art stored in your computer, including the clip art
that comes with Works. The ClipArt Gallery organizes your clip art into categories to help you find the picture
you want quickly.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40011)]!btip.bmp} Print this
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Creating special text effects with WordArt

Use WordArt to add style and panache to the text in your documents. Add distinctive titles, fancy first letters,
or logos. For example:

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Change the spacing between letters in a word.
{ewc MVIMG, MVIMAGE, !bullet.bmp}  Add shadowing effects.

{ewc MVIMG, MVIMAGE, 'bullet.omp}  Rotate text so that it displays at an angle or in a shape.
If you don't see what you want at first, experiment with combinations of WordArt effects.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40012)]'btip.bmp} Print this
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Adding a table to your document

Use tables to organize and arrange information in rows and columns. Arranging text and numbers side-by-
side can make information in your document easier to read. Anything you can do in a spreadsheet—such as
sort information, calculate numbers, or add rows and columns—you can do in a Works table.

When you add a table to your document, you choose the number of rows and columns you want. You can
quickly give your table a professional look by choosing one of the predefined table formats.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40013)]!btip.bmp} Print this
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Creating and modifying a drawing

You can use Microsoft Draw for Windows to create original drawings for your Works documents. For
example, you can create a company logo, a decorative illustration, or a family coat of arms.

Once you've created your drawing, you can add it to a Word Processor document or a Database form. To
modify a drawing, double-click it, and then use any of the Microsoft Draw tools to make your changes.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40014)]!btip.bmp} Print this
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Using Note-It to annotate your documents
You can use Note-It to add pop-up notes to your documents. Note-It notes are good for jotting down
reminders, notes to colleagues, or instructions on using a document.

You can read, move, copy, or delete a Note-It note. After you've inserted a note in your document, you can
easily change the picture or text of the note. When you print a document that contains notes, Works prints
the Note-It picture, but not the text of the note.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40016)]!'btip.bmp} Print this
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Sending documents in electronic mail

If your computer is connected to a mail server, you can send Works documents in electronic mail messages
while working on your document. You can send articles, reports, charts, or any other Works document that
you want to share with someone. You can also send a document as a fax.

You can tell Works to send the contents of a document as text in a mail message, as an attachment to a mail
message, or as a fax. When you send the document as an attachment, the attachment appears in the mail
message as a Works icon with the name of the document under it.

By default, Works sends documents in a mail message as an attachment rather than as text, but you can
change this setting in the Options dialog box.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB40017)]!btip.bmp} Print this
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Adding equations to your documents

With Microsoft Equation Editor, you can build complex equations to add to technical documents such as
tests, research papers, and articles. You build equations by choosing symbols from a toolbar and typing
variables and numbers. You can add fractions, exponents, integrals, and other mathematical elements to a
Works document. As you build an equation, Microsoft Equation Editor adjusts font sizes, spacing, and
formatting for you, such as reducing the font size for exponents or displaying variables in italic.
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You can't create a new filter?

You can have eight filters per database. You may need to delete an existing filter before you can create a
new one.



You want to find records in which the contents are similar but not exactly the same?

You can use a wildcard in a filter to select records that have part of an entry in common. A wildcard is a
character that substitutes for one or more characters in a word. Works has two wildcards—the question mark
(?) and the asterisk (*).

The question mark substitutes for any single character. For example, to find both "Anderson" and
"Andersen" in a filter, type anders?n in the Compare To box.

The asterisk substitutes for any number of characters. For example, to find all the names that begin with
"Ben" followed by any number of characters ("Ben," "Bendel," "Benedict," and so on), type ben* in the
Compare To box.



You want to find records above or below a specific letter?

You can use comparison phrases to find records in a particular range of the alphabet. For example, you
could find all records where the last name starts with a letter before T by using the comparison phrase Is
Less Than. This filter would display all records where the last name starts with a letter that precedes T in the
alphabet. To find records that occur after a particular letter, use the comparison phrase Is Greater Than.



The Paste Link option is unavailable?

If you are linking between a Works document and another Windows program, the other program may be
unable to create a link or may not support object linking and embedding.

If you are linking between two Works documents, check to make sure that you've named and saved the
source document before trying to create a link.



You want to switch quickly between open documents?

{ewc MVIMG, MVIMAGE, !bullet.bmp}  To SWitCh to another open Windows program press ALT+TAB.
{ewc MVIMG, MVIMAGE, 'bullet.omp}  To switch to another open Works document, click the document
name on the Window menu, or press CTRL+TAB.

Tip: When you switch, a different Works Help menu replaces this procedure. To restore the procedure, click
{ewc MVIMG, MVIMAGE, !leftpage.bmp} at the bottom of the Help window.



You don't want to display the entire linked file in the destination document?

You can display it as an icon.

{ewc MVIMG, MVIMAGE, 'bullet.bmp} In step 5 of the procedure, click Link in the Insert Object dialog
box, and then click Display As Icon.
Works will display and print the file as an icon.



Nothing happens when you double-click the object?

If you are working in a Database document, the obiect may be locked so that you can't make changes to it
in form view.

To unlock the object:

1 On the View menu, click Form Design.
2 Click the object to select it.

3 On the Format menu, click Picture.

4 Click Enable Activation.
5

Click OK.
Now you can edit the object in form view.

You can always edit an object in form design view. If you don't want to unlock the object, switch to form
design view:

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the View menu, click Form Design.
Double-click the object to edit it.



You don't see the object you want to embed?

Not all programs support linking and embedding. The Object Type list in the Insert Object dialog box shows
you which of your installed programs support embedding.
—Or -

If the program does support linking and embedding, that program's server may not be installed or registered
correctly.



You want to change all the links from the previous source document to the new one?
You must select and change each link separately.



The range you want doesn't appear in the Insert Spreadsheet dialog box?
You have to name the range before you can insert it in another document.

1 Click the cell or highlight the range you want to name.

2 On the Insert menu, click Range Name.

3 Type a name of up to 15 characters.

4 Click OK.



You didn't return to your document?

If you are editing an obiect in another Windows program, you may have to do one of the following in order
to return to your document:

{ewc MVIMG, MVIMAGE, 'bullet.bmp} If the program opened a separate window, on the File menu, click
Exit, Exit And Return, Quit, or Return.

{ewc MVIMG, MVIMAGE, 'bullet.bmp} If the program is in a dialog box, click OK or press ESC.



You need Help for the ClipArt Gallery, WordArt, Microsoft Draw, Microsoft Equation Editor, or Note-It?
WordArt and Equation Editor

{ewc MVIMG, MVIMAGE, !bullet.bmp}  On the Help menu, click Contents.
— Or -

On the Help menu, click Index or Search For Help On, and then type the word or phrase you want to get
help on.

Draw

{ewc MVIMG, MVIMAGE, !'bullet.bmp}  On the Help menu, click How To.
ClipArt and Note-It

{ewc MVIMG, MVIMAGE, 'bullet.omp} In the dialog box, click the Help button.



The document you want to send doesn't appear in the mail message?
The document must be open and active before you can send it from within Works.

{ewc MVIMG, MVIMAGE, 'bullet.bmp} To make your document the active document, click the document
name on the Window menu.



Recipients can't read your document?

If you send a Works document as an attachment, recipients of your message must have Works open on their
computers to open the attachment.



You get an error message when you try to add a drawing to your document?
If Works can't find the drawing program you need, you can reinstall it by running Works Setup again.



The Send command isn't available?

Note: You must have an email account on a postoffice to use Microsoft Mail. If you don't have an account,
contact your Microsoft Mail administrator to set one up for you.

You must install Microsoft Exchange and Microsoft Mail to send a document as a mail message. To install
Microsoft Exchange and Microsoft Mail:

1 On the Windows 95 taskbar, click Start.

Click Microsoft Mail, and then click Next.

2 Click Settings, and drag to choose Control Panel.
3 Double-click the Add/Remove Programs icon.

4 Click the Windows Setup tab.

5 In the Components box, click Microsoft Exchange.
6 Click OK.

7 Click Next.

8

9

Type the path to your postoffice, and then click Next.
If you don't know where your postoffice is, click Browse, click the postoffice, and then click Next.

10 Type your mailbox name and email password, and then click Next.

11 Click Finish.



You want to read a note in form view?

1

2
3
4
5

On the View menu, click Form Design.
Click the note to select it.

On the Format menu, click Picture.
Click Enable Activation.

Click OK.

Now you can read the note in form view.






To change horizontal alignment

Note: You must be in list view, form design view, or report view. To switch views, click List, Form
Design, or Report on the View menu.

1 In list view, click the field name to highlight the field you want to change.

In report view, click the label or heading you want to change.

In form design view, click the field entry of the field you want to change.

2 On the Format menu, click Alignment.

3 Under Horizontal, click the alignment you want.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

4 Click OK.
If you change your mind, immediately click Undo Format Field on the Edit menu.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowDB5001)]!btip.bomp} Print this
topic



To change horizontal alignment

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30010,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W019,2,1)]!btip.bmp} You
see ### instead of your number?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W003,2.1)]!btip.bmp} You
can't see all the text in a field?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5003)]'bjump.bmp} To change
vertical alignment

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5002)]'bjump.bmp} To wrap text

within a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2010)]'bjump.bmp} To type text
or numbers




To wrap text within a field

Note: If you're not in list view or_report view, click List or Report on the View menu.

1 In list view, click the field name to highlight the field you want to change.
In report view, click the field name or cell you want to change.

2 On the Format menu, click Alignment.
3 Click Wrap Text.

4 Click OK.
Note: This alignment applies only to text. Works will not wrap numbers, dates, or times within a field.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5002)]'btip.bmp}  Print this
topic



To wrap text within a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30010,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5001)]!bjump.bmp} To change

horizontal alignment
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5003)]'bjump.bmp} To change

vertical alignment




To change vertical alignment

Note: If you're not in list view or_report view, click List or Report on the View menu.

1 In list view, click the field name to highlight the field you want to change.
In report view, click the field name or cell you want to change.

2 On the Format menu, click Alignment.

3 Under Vertical, click the alignment you want.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

4 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5003)]!btip.bmp} Print this
topic



To change vertical alignment

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30010,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5001)]'bjump.bmp} To change
horizontal alignment

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5002)]'bjump.bmp} To wrap text

within a field



To change the size of a field

To change the size of a field in list view

1 To change the width, point to the right border of the field name.
—Or-
To change the height, point to the lower border of the record number.

2 When the pointer looks like {ewc MVIMG, MVIMAGE, !colwid.bmp}, drag the border until the field is the
size you want.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JM(snip fldwid)]!lbsnip.bmp} Show an
example

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A011,3,1)]'btip.bmp}
Another way

To change the size of a field on a form

1 On the View menu, click Form Design.

2 Click the field entry of the field you want to change.
Works displays three handles on the field.

3 Point to a handle.

4 When the pointer looks like {ewc MVIMG, MVIMAGE, !resize.bmp}, click a handle and drag until the field
is the size you want.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JM(snip fldsiz)]lbsnip.bmp} Show an
example
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A009,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5004)]!btip.bmp} Print this
topic




To change the size of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30011,1,2)]'bover.bmp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB1W019,2,1)]!btip.bmp} You

see ### instead of your number?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5006)]!bjump.bmp} To change

the field width to fit the largest entry
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5007)]'bjump.bmp} To change

the record height to fit the largest entry




To change the field width to fit the largest entry
Note: If you're not in list view, click List on the View menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  To make the field the right size for the largest entry, double-click
the field name.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A010,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5006)]!btip.bmp} Print this
topic




To change the field width to fit the largest entry

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30011,1,2)]'bover.bmp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5004)]!bjump.bmp} To change

the size of a field
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5007)]'bjump.bmp} To change

the record height to fit the largest entry




To change the record height to fit the largest entry
Note: If you're not in list view, click List on the View menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  To make the record the right height for the largest entry, double-
click the record number.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A012,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5007)]!btip.bmp} Print this
topic




To change the record height to fit the largest entry

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30011,1,2)]'bover.bmp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5004)]!bjump.bmp} To change

the size of a field
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5006)]'bjump.bmp} To change

the field width to fit the largest entry




To hide or show a field in list view
To hide a field in list view

Note: If you're not in liSt view, click List on the View menu.

1 Point to the right border of the field hame.

2 When the pointer looks like {ewc MVIMG, MVIMAGE, !colwid.bmp}, drag the border to the left until the
field is hidden.

If you change your mind, immediately click Undo Field Width on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A013,3,1)]!btip.bmp}
Another way

To show a hidden field in list view
1 On the Edit menu, click Go To.
2 In the Select A Field box, click the name of the field you want to show.
3 Click OK.
The field is highlighted, even though it is not shown.
4 On the Format menu, click Field Width.

5 Click Standard.
If you change your mind, immediately click Undo Field Width on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5008)]!btip.bmp} _Print this
topic



To hide or show a field in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20003,1,2)]!bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5010)]!bjump.bmp} To hide or
show a field name on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)]'bjump.bmp} To hide a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2014)]!bjump.bmp} To show all

records



To hide or show a field name on a form

1 On the View menu, click Form Design.

2 To hide a field name, click the field name to highlight it, and then click Show Field Name on the
Format menu.

—Or-

To show a hidden field name, click the field to highlight it, and then click Show Field Name on the Format
menu.

A field name is hidden when there is no check mark next to Show Field Name on the Format menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5010)]!btip.bmp}  Print this
topic




To hide or show a field name on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20003,1,2)]!bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5008)]!bjump.bmp} To hide or
show a field in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2013)]'bjump.bmp} To hide a
record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2014)]!bjump.bmp} To show all

records



To hide or show gridlines in list view

Note: If you're not in list view, click List on the View menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  On the View menu, click Gridlines.
Gridlines are hidden when there is no check mark next to Gridlines on the View menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5011)]!btip.bmp}  Print this

topic



To hide or show gridlines in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20003,1,2)]!bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W005,2,1)]!btip.bmp} You

want to print gridlines?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5012)]!bjump.bmp} To hide or

show field lines on a form




To hide or show field lines on a form
1 On the View menu, click Form Design.

2 On the View menu, click Field Lines.
Field lines are hidden when there is no check mark next to Field Lines on the View menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5012)]!btip.bmp}  Print this

topic



To hide or show field lines on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB20003,1,2)]!bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W006,2,1)]!btip.bmp} You

want to print field lines on a form?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5011)]!bjump.bmp} To hide or

show gridlines in list view




To sort a database in alphabetic or numeric order

Note: You must be in list view or form view. To switch views, click List or Form on the View menu.

1 On the Record menu, click Sort Records.

2 Under Sort By, type the name of the first field you want to sort, or click the down arrow and choose it from
the list.

3 Click either Ascending or Descending.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

4 If you want to sort additional fields, under Then By, repeat steps 2 and 3.

5 Click OK.
If you change your mind, immediately click Undo Sort on the Edit menu.

To repeat a sort
1 On the Record menu, click Sort Records.
2 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5013)]!btip.bmp} _ Print this
topic




To sort a database in alphabetic or numeric order

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, sort)]!lbdemo.bmp} Quick

Tour

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W007,2,1)]!btip.bmp} You
want to sort more than three fields?

See also
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1014)]'bjump.bmp?} To find
specific text or numbers




To add a text label to a form
On the View menu, click Form Design.

Click where you want to add the text label.

1
2
3 On the Insert menu, click Label.
4 Type the text for the label.

5

Click Insert.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A016,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5015)]!btip.bmp}  Print this

topic



To add a text label to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30004.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W008,2,1)]!btip.bmp} You
want to include a colon in a label?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5016)]'bjump.bmp} To change
the position of a text label on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5017)]'bjump.bmp} To delete a
text label from a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2005)]!bjump.bmp?} To put a
border around objects on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2007)]'bjump.bmp} To add color
and shading to a form




To change the position of a text label on a form

1 On the View menu, click Form Design.

2 Click the text label and drag it to a new position on the form.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A015,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5016)]!btip.omp} _ Print this

topic



To change the position of a text label on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30004.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP3002)]!bjump.bmp} To move an

object
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5017)]'bjump.bmp} To delete a

text label from a form




To delete a text label from a form
1 On the View menu, click Form Design.
2 Click the text label you want to delete.

3 On the Edit menu, click Delete Selection.
If you change your mind, immediately click Undo Delete Selection on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB5017)]!btip.bomp} _ Print this

topic



To delete a text label from a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30004.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5015)]!bjump.bmp} To add a
text label to a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5016)]!bjump.bmp} To change

the position of a text label on a form







Highlighting information
Before you can make changes to your document, such as adding, correcting, or copying information, you

must first highlight the information you want to change. When you follow a procedure in Help and you don't
get the expected results, first check whether you highlighted the information you want to change. Highlighted
information has light text or numbers on a dark background.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50001)]!btip.bmp} Print this
topic




Creating headers and footers

Before you print, you may want to add text, page numbers, or dates to the top or bottom of your page. Text
that appears at the top of every printed page is called a header; text that appears at the bottom of every
printed page is called a footer. Headers and footers aren't displayed on your screen, but you can see them
when you preview or print your document.

Works provides header and footer codes, which are shortcuts for information you might include in a header
or footer, such as titles, page numbers, dates, times, or filenames. You can also use codes to align header
or footer text to the left, right, or center. For example, to add page numbers and center them on the page,
you would type &c&p in the Header box of the Headers And Footers dialog box.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50002)]!btip.bmp} Print this
topic




Changing header and footer margins

The header margin is the space between the top edge of the paper and the bottom edge of the header
information. The footer margin is the space between the bottom edge of the paper and the top edge of the
footer information. Works initially places the header 0.5 inch from the top of the page and the footer 0.75
inch from the bottom of the page. You can change the vertical position of the header and footer by adjusting
their margins in the Page Setup dialog box.

When you change the header or footer margins, make sure that the header margin is smaller than the top
margin, and that the footer margin is smaller than the bottom margin. Otherwise, your header or footer
information will not be printed.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50003)]!btip.bmp} Print this
topic




Deleting information from a form
After you start using your database, you may find that you don't need certain elements on your form. In
form design view, you can permanently remove fields, labels, and objects from your form. In form

View, you can permanently remove field entries. Before deleting, you must first highlight what you want
to remove.

If you change your mind about deleting field entries, labels, or objects from your form, immediately click
Undo on the Edit menu to put them back on your form. If you delete a field from a form, you cannot undo the
deletion.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50004)]!btip.bmp} Print this
topic




Deleting database fields

Deleting a field, either in list view or from a form, removes the entire field from the database. When you

delete a field, you lose the entries in that field for every record in the database. For example, if you
delete the Address field from your address book database, all the addresses for the people listed in the
address book will be deleted.

If you delete a field in list view, you can undo the action by immediately clicking Undo on the Edit menu; if
you delete a field from a form, however, you cannot undo the deletion.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50005)]!btip.bmp} Print this
topic




Adding and deleting records

You can add new records to a database by inserting them below the last record or between existing
records. If you add a new record to a Serialized field—a field containing serial numbers or ID numbers,
for example—Works assigns the next number to the new record.

You can also delete records you no longer need. You can delete records one at a time from a form, or you

can delete several records at a time in list vView. Before deleting, you must first highlight the record or

records you want to delete. If you change your mind about deleting a record, immediately click Undo Delete
Record on the Edit menu to get it back.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50006)]!btip.bmp} Print this
topic




Creating a serialized field

By using a serialized field, you can assign a number to each record in your database, such as an ID number,
model number, index number, or serial number. You tell Works what you want the starting number to be and
how much to raise or lower each number, and Works automatically numbers each record for you.

You can include leading zeros if you need numbers like, "0001" or "001001."

When you insert a new record, or fill down a selection of records in a serialized field, Works numbers the
new records as well.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50007)]!btip.bmp} Print this
topic




Creating an address book
With the Address Book TaskWizard, you can create a:

{ewc MVIMG, MVIMAGE, 'bullet.bmp} Personal address book.

{ewc MVIMG, MVIMAGE, 'bullet.omp} Business address book with information about customers,
suppliers, and employees.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  School and club address book for membership rosters, student
records, and team rosters.

After the Address Book TaskWizard creates your address book, you can set the address book as your
default. Then, when you click the Address Book command on the Tools menu or the Address Book button on

the toolbar, Works opens this address book automatically.

You can create as many address books as you want, and change the default address book when you want. If
you already have a database of addresses, you can set that database as your default address book.

You can open your default address book from any Works tool.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50008)]!btip.bmp} Print this
topic




Changing the tab order of fields on a form

The tab order is the order in which you move from field to field on a form by pressing the TAB key. The
default tab order is from left to right, then top to bottom on the form.

You can change the default tab order to make it easier to move between related fields on your form. For
example, you may want to change the tab order so that you can move easily between two columns of related
information, such as a billing address and a shipping address.

If you don't like the new tab order, you can restore the default tab order by clicking the Reset button.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50009)]!btip.bmp} Print this
topic




Copying and moving database information

You can copy or move fields, field entries, records, or objects to another location in your database or to
another Works document. When you copy information, Works places a duplicate of the information in the
location you specify. When you move information, Works deletes the information from its original location
and moves it to the location you specify.

You can copy or move information by using the drag-and-drop method, toolbar buttons, or menu
commands. Drag-and-drop is a quick method. The toolbar buttons or menu commands may be better if you
are copying or moving large amounts of information, or if you have to scroll within a document to where you
want to paste the information.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50010)]!btip.bmp} Print this
topic




Moving records

As you work in your database, you may want to move entire records. For example, you may want to move
related records closer to each other, or move a record from one database to another. When you move
information, Works deletes the information from its original location and moves it to the location you specify.

You can copy or move information by using the drag-and-drop method, toolbar buttons, or menu
commands. Drag-and-drop is a quick method. The toolbar buttons or menu commands may be better if you
are copying or moving large amounts of information, or if you have to scroll within a document to where you
want to paste the information.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50011)]!btip.bmp} Print this
topic




Copying records
As you work in your database, you may want to copy entire records from one location to another within the

same database, between different databases, or to another document. When you copy information, Works
places a duplicate of the information in the location you specify.

You can copy or move information by using the drag-and-drop method, toolbar buttons, or menu
commands. Drag-and-drop is a quick method. The toolbar buttons or menu commands may be better if you
are copying or moving large amounts of information, or if you have to scroll within a document to where you
want to paste the information.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50012)]!btip.bmp} Print this
topic




Copying to adjacent fields
In list view, you can copy the text or numbers in one field into adjacent fields below or to the right using
the Fill Down or Fill Right command on the Edit menu.

You can also copy a series using the Fill Series command on the Edit menu. A series is a set of numbers,
dates, or text that automatically changes by a specified amount. For example:

{ewc MVIMG, MVIMAGE, 'bullet.bmp} 1,2,3,4,5,...
{ewc MVIMG, MVIMAGE, 'bullet.omp}  January, February, March,...

You type the first field entry, highlight the entries you want to fill with a series, and then click Fill Series
on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB50013)]!btip.bmp} Print this
topic







You want to highlight more than one entry in list view?

Note: If you're not in list view, click List on the View menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  To highlight more than one field entry, click the upper-left
entry, and then dﬁg across the entries you want.
—Or-
Hold down the SHIFT key, and then press the arrow keys to highlight the entries you want.



You want to highlight the entire database?

Note: If you're not in list view, click List on the View menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  To highlight the entire database, click the upper-left corner of the
document window to the left of the first field name.
—Or—
Press CTRL+SHIFT+F8.



You want to highlight more than one item on a form?

Note: If you're not in form design view, click Form Design on the View menu.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Hold down the CTRL key while clicking the field names, field
entries, labels, or objects you want to highlight.




Your header or footer is too far from the page edge?

The header margin must fit within the top (page) margin and the footer margin must fit within the bottom
(page) margin. When you change the header or footer margins, make sure the header margin is smaller than
the top margin, and that the footer margin is smaller than the bottom margin. Otherwise, your header or
footer information will not be printed.

You can either reduce the header or footer margin, or increase the top or bottom page margin. For example,
if you want a header margin of 1 inch, set the page margin to 1.5 inches.



You can't see your headers and footers?

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the File menu, click Print Preview.
To magnify your document, click Zoom In. To page through your document, click Next and Previous.



You want page numbering to start on the second page?
1 On the File menu, click Page Setup.

Click the Other Options tab.

In the Starting Page Number box, type 0

Click OK.

On the View menu, click Headers And Footers.

(>SN C* I \ V)

If your page numbers are at the top of the page, click No Header On First Page.

If your page numbers are at the bottom of the page, click No Footer On First Page.
7 Click OK.

Works assigns page number 1 to the second page.



You want to delete more than one record at a time?
It's easiest to delete adjacent records in list view.

1 On the View menu, click List.

2 Hold down the SHIFT key and drag down the record numbers of the adjacent records (rows) you
want to delete.

3 Press DELETE.




You want to delete more than one field at a time?
It's easiest to delete adjacent fields in list view.

1 On the View menu, click List.
2 Drag across the field names of the adjacent fields (columns) you want to delete.
3 On the Record menu, click Delete Field.

4 If you're sure you want to permanently delete the fields, click OK.



You want to change individual numbers in a serialized field?

You can't change individual numbers in a serialized field. For example, you can't change the serial number
for a single record in list view or on a form. You can change the starting number or the increment for the
entire field in the Format Field dialog box, but the change will affect all the records in the field.



You want the numbers in a serialized field to decrease instead of increase?

In the Increment box, click the down arrow to choose a negative number. Works will decrease new records
by the amount you specify.



You want to add serial numbers to existing records?

You can add serial numbers to existing records by using the Fill Series command.

1
2

o 0 b~ W

Click the field entry where you want to start adding serial numbers.

Type the serial number you want, and then press ENTER.

Tip: If you can't type a number, check to see if the field is protected. On the Format menu, click
Protection. If there is a check mark in the Protect Field check box, click Protect Field to remove field
protection, and then click OK.

Click the first field entry and drag to highlight the field entries you want to number.
On the Edit menu, click Fill Series.

In the Step By box, type the increment you want to increase or decrease each record by.

Click OK.



You can't find Address Book in the list?

If you don't see Address Book in the list, click Common Tasks, and then click Address Book.
If you still can't find it, try this:

1 Click List Categories In Different Order.
2 Click Alphabetical Order.
3 Click OK.

4 Click Address Book from the list of Task Wizards.
Tip: It should be the second item in the list.



Works can't find your address book?

You may have deleted or changed the name of the database you are using as your default address book.

1
2
3

On the Tools menu, click Options.
Click the Address Book tab.

In the Default Address Book box, check to see if there is a database named as the default address book.
If there is no database listed, you have not chosen a default address book.

Under Works Databases, click the database you want as your default address book.
—Or-

If you don't have any databases listed, click Run The Address Book TaskWizard to create a new database
and set it as your default address book.

If you don't see the database you want, click Open A Document Not Listed Here.
Click the database you want, and then click Open.

Click OK.



You add a new field?

If you haven't changed the default tab order, and you add a new field to your database, Works puts it into the
tab order based on the default rule of left to right, then top to bottom. For example, if you add a field to the
very beginning of your database, Works puts that field first in the tab order.

If you change the default tab order, and then add a new field to your database, Works places the new field at
the end of the tab order, regardless of where it appears in list view or on your form.



You want to move or copy information between two documents?

You can open both documents and move or copy information between them like you would inside a
document. To view both documents at the same time, click Tile on the Window menu.



You want to create a series with decreasing nhumbers?
In the Step By box, type a negative number.

For example, to create a series of dates that goes back chronologically on a weekly basis, type the starting
date, highlight the fields you want to fill, and click Fill Series on the Edit menu. In the Step By box, type -7



You want to skip a field so that it is not included in the tab order?
1 On the View menu, click Form Design.

2 Click the field you want to skip.

3 On the Format menu, click Protection.

4 Click Protect Field.

5 Click OK.

In form view, when you press the TAB key, Works doesn't highlight the field so you can't make changes to
it.



You want to position fields to match a preprinted form?

If you position fields so that the field entries are aligned correctly, you can print your database information
directly onto preprinted forms.

1 On the View menu, click Form Design.

2 On the Format menu, click Snap To Grid.
Note: You want to turn the grid off so you can reposition the fields precisely on your form. When the grid
is off, Works removes the check mark next to the Snap To Grid command on the menu.

3 Position the fields and text labels where you want them to match your preprinted form.

Before you print onto your form, make sure only the field entries are visible by hiding the field names.

1 On the View menu, click Form Design.
2 Press CTRL+SHIFT and click each field name you want to hide.

3 On the Format menu, click Show Field Name.

Note: You want to hide field names so they don't print. When field names are hidden, Works removes the
check mark next to the Show Field Name command on the menu.

To see how your form will look when printed, click Print Preview on the File menu.






To create and apply a new filter

1

o g A WN

8
9

On the Tools menu, click Filters.

Note: If this is the first filter you are creating for this database, type a name for the filter in the Filter
Name dialog box and click OK; then go to step 4 of this procedure.

Click New Filter.

In the Filter Name dialog box, type a name for the new filter, and then click OK.

Under Field Name, click the down arrow and click a field you want to find matching records for.
Under Comparison, click the down arrow and click a comparison phrase.

Under Compare To, type the text or values you want Works to compare the field to.

To Click
Find all records And
that match the

criteria in both

fields you are

filtering on

Find all records Or
that match the
criteria in either

field

If you want to add another field to your filter, click the down arrow to the left of Field Name, and then click
And or Or.

Repeat steps 4 through 7 for each field you want to add to the filter.
To find the records, click Apply Filter.

Note: To show all records again, on the Record menu, click Show and drag to choose All Records.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6001)]!btip.bmp} _ Print this

topic



To create and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W001,2,1)]!btip.bmp} You
can't create a new filter?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W002,2.2)]!btip.bmp} You
want to find records in which the contents are similar but not exactly the same?

See also
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6009)]!bjump.bmp} To apply an
existing filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6022)]'bjump.bmp} To create
and apply a filter using a formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6010)]!bjump.bmp} To delete a
filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6007)]'bjump.bmp} To rename a
filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6003)]!bjump.bmp} To reverse
the results of a filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6004)]!'bjump.bmp} To show all
records aqgain after filtering




To reverse the results of a filter

Note: The Filter dialog box may cover up these steps. You can move the dialog box by clicking its title bar,
and then dragging it to the left.

1 On the Tools menu, click Filters.

2 In the Filter Name box, click the down arrow and click the filter you want to reverse.
3 Click the Invert Filter check box.

4 Click Apply Filter.

Works displays all the records that don't match the criteria in the applied filter.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6003)]!btip.bmp} Print this
topic




To reverse the results of a filter

{ewc MVIMG, MVIMAGE

, [HOTMACRO=JS(ConDB40001,1,2)]!bover.bmp}

Overview
{ewc MVIMG, MVIMAGE

, [HOTMACRO=B(msworks.qkt, filter)]!bdemo.bmp} Quick

Tour

See also

{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB6009)]!bjump.bmp} To apply an

existing filter
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create

and apply a new filter
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB6010)]!bjump.bmp} To delete a

filter
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB6007)]!bjump.bmp} To rename a

filter
{ewc MVIMG, MVIMAGE

, [HOTMACRO=J(HowDB6004)]!bjump.bmp?} To show all

records aqain after filtering




To show all records again after filtering

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the Record menu, click Show and drag to choose All Records.
Tip: To see all your records, press CTRL+HOME to go to the beginning of your document.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6004)]!btip.bmp}  Print this
topic




To show all records again after filtering

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6009)]!bjump.bmp} To apply an
existing filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6006)]'bjump.bmp} To reapply
the last filter




To reapply the last filter

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  On the Record menu, click Apply Filter and drag to choose the last
filter you were using.

Tip: The most recently used filter has the F3 shortcut next to it on the menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6006)]!btip.bmp} Print this
topic




To reapply the last filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6009)]!bjump.bmp} To apply an
existing filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6004)]!'bjump.bmp} To show all
records again after filtering




To rename a filter

Note: The Filter dialog box may cover up these steps. You can move the Filter dialog box by clicking its title
bar, and then dragging it to the left.

1 On the Tools menu, click Filters.
In the Filter Name box, click the down arrow and click the filter you want to rename.

Click Rename Filter.

Click OK.

2
3
4 Type the new name for your filter.
5
6 Click Close.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6007)]!btip.bmp} Print this
topic




To rename a filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB40002,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]'!lbdemo.bmp} Quick
Tour

See also
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6009)]!bjump.bmp} To apply an
existing filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]'bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6010)]'bjump.bmp} To delete a
filter




To apply an existing filter

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  On the Record menu, click Apply Filter and drag to choose the filter
you want.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6009)]!btip.bmp} Print this
topic




To apply an existing filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6004)]!'bjump.bmp} To show all
records again after filtering

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6003)]'bjump.bmp} To reverse
the results of a filter




To delete a filter
1 On the Tools menu, click Filters.

2 In the Filter Name box, click the down arrow and click the filter you want to delete.
3 Click Delete Filter.

4 If you're sure you want to delete the filter, click Yes.

5

Click Close.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6010)]!btip.bmp}  Print this
topic




To delete a filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6009)]!bjump.bmp} To apply an
existing filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]'bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6007)]'bjump.bmp} To rename a
filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3010)]!bjump.bmp} To modify a
filter




To filter for records that match exactly

1

On the Tools menu, click Filters.

Note: If this is the first filter you are creating for this database, type a name for the filter in the Filter
Name dialog box, and then click OK; then go to step 4.

Click New Filter.
In the Filter Name dialog box, type a name for the new filter, and then click OK.

Under Field Name, click the down arrow and click the field you want to find matching records for.
For example, click Cost.

Under Comparison, click the down arrow and click Is Equal To.

Under Compare To, type the text or values you want Works to compare the field to.

For example, type 100

This filter finds all records for items that cost $100.

To find the records, click Apply Filter.

To close the Filter dialog box without applying the filter, click Close. Click Yes to save changes to your
filter.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6012)]!btip.bmp}  Print this

topic



To filter for records that match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6013)]!bjump.bmp} To filter for
records that match in more than one field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6019)]'bjump.bmp} To filter for
records that don't match exactly




To filter for records that match in more than one field

1

On the Tools menu, click Filters.

Note: If this is the first filter you are creating for this database, type a name for the filter in the Filter
Name dialog box, and then click OK; then go to step 4.

Click New Filter.
In the Filter Name dialog box, type a name for the new filter, and then click OK.

Under Field Name, click the down arrow and click the first field you want to find matching records for.
For example, click Last Name.

Under Comparison, click the down arrow and click Is Equal To.

Under Compare To, type the text or values you want Works to compare the field to.
For example, type Tanner

Click the down arrow and click And.

Repeat steps 4 through 6 for the second field you want to find matching records for.

For example, click First Name, click Is Equal To, and then type Glenn

This filter finds all records where the last name is Tanner and the first name is Glenn. You can make the
filter more precise by adding additional fields.

To find the records, click Apply Filter.

To close the Filter dialog box without applying the filter, click Close. Click Yes to save changes to your
filter.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6013)]!btip.omp} _ Print this

topic



To filter for records that match in more than one field

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6012)]'bjump.bmp} To filter for
records that match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6019)]'bjump.bmp} To filter for
records that don't match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6018)]!bjump.bmp} To filter for
records that meet some or all of several conditions




To filter for records that are above or below a specific value

1

On the Tools menu, click Filters.

Note: If this is the first filter you are creating for this database, type a name for the filter in the Filter
Name dialog box, and then click OK; then go to step 4.

Click New Filter.
In the Filter Name dialog box, type a name for the new filter, and then click OK.

Under Field Name, click the down arrow and click the field you want to compare to the value.
For example, click Cost.

Under Comparison, click the down arrow and click Is Less Than, Is Greater Than, Is Less Than Or Equal
To, or Is Greater Than Or Equal To.

For example, click Is Less Than.

Under Compare To, type the text or values you want Works to compare the field to.
For example, type 1000
This filter finds all records for items that cost less than $1000.

To find the records, click Apply Filter.

To close the Filter dialog box without applying the filter, click Close. Click Yes to save changes to your
filter.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6014)]!btip.bmp}  Print this

topic



To filter for records that are above or below a specific value

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB4W004,2.1)]!btip.bmp} You
want to find records above or below a specific letter?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6019)]!bjump.bmp} To filter for
records that don't match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6012)]'bjump.bmp?} To filter for
records that match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6015)]!bjump.bmp} To filter for
records within a specific range




To filter for records within a specific range
1 On the Tools menu, click Filters.

Note: If this is the first filter you are creating for this database, type a name for the filter in the Filter
Name dialog box, and then click OK; then go to step 4.

2 Click New Filter.

3 In the Filter Name dialog box, type a name for the new filter, and then click OK.

4 Under Field Name, click the down arrow and click the field you want to be within the range.
For example, click Last Name.

5 To set up the first half of the range, under Comparison, click the down arrow and click Is Less Than, Is
Greater Than, Is Less Than Or Equal To, or Is Greater Than Or Equal To.

For example, click Is Greater Than Or Equal To.

6 Under Compare To, type the text or values you want Works to compare the field to.
For example, type B

7 Click the down arrow to the left of Field Name, and then click And.

8 Under Field Name, in the second row, click the down arrow and click the same field as in step 4.
For example, click Last Name.

9 To set up the second half of the range, under Comparison, click the down arrow and click Is Less Than, Is
Greater Than, Is Less Than Or Equal To, or Is Greater Than Or Equal To.

For example, click Is Less Than Or Equal To.

10Under Compare To, type the text or values you want Works to compare the field to.
For example, type N
This filter finds all records where the last name begins with a letter between B and N.

11 To apply the filter, click Apply Filter.

To close the Filter dialog box without applying the filter, click Close. Click Yes to save changes to your
filter.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6015)]!btip.bmp} Print this
topic




To filter for records within a specific range

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6014)]'bjump.bmp} To filter for
records that are above or below a specific value




To filter for records that meet one of several conditions
1 On the Tools menu, click Filters.

Note: If this is the first filter you are creating for this database, type a name for the filter in the Filter
Name dialog box, and then click OK; then go to step 4.

2 Click New Filter.
3 In the Filter Name dialog box, type a name for the new filter, and then click OK.

4 Under Field Name, click the down arrow and click the first field you want to find matching records for.
For example, click Last Name.

5 Under Comparison, click the down arrow and click Is Equal To.

6 Under Compare To, type the text or values you want Works to compare the field to.
For example, type Woo

7 To find all records that match at least one of the specified conditions, click the down arrow to the left of
Field Name, and then click Or.

8 Under Field Name, in the second row, click the down arrow and click the same field as in step 4.
For example, click Last Name.

9 Under Comparison, click the down arrow and click Is Equal To.

10Under Compare To, type the text or values you want Works to compare this field to.
For example, type Brooks
This filter finds all records where the last name is Woo or Brooks.

11 To find the records, click Apply Filter.

To close the Filter dialog box without applying the filter, click Close. Click Yes to save changes to your
filter.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6017)]!btip.bmp} Print this
topic



To filter for records that meet one of several conditions

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6019)]'bjump.bmp} To filter for
records that don't match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6012)]'bjump.bmp} To filter for
records that match exactly




To filter for records that meet some or all of several conditions
1 On the Tools menu, click Filters.

Note: If this is the first filter you are creating for this database, type a name for the filter in the Filter
Name dialog box, and then click OK; then go to step 4.

2 Click New Filter.
3 In the Filter Name dialog box, type a name for the new filter, and then click OK.

4 Under Field Name, click the down arrow and click the first field you want to find matching records for.
For example, click Last Name.

5 Under Comparison, click the down arrow and click Is Equal To.

6 Under Compare To, type the text or values you want Works to compare the field to.
For example, type Gabor

7 To find all records that match at least one of the specified conditions, click the down arrow to the left of
Field Name, and then click Or.

8 Under Field Name, in the second row, click the down arrow and click the same field as in step 4.
For example, click Last Name.

9 Under Comparison, click the down arrow and click Is Equal To.

10Under Compare To, type the text or values you want Works to compare the field to.
For example, type Gabour

11 Click the down arrow to the left of Field Name, and then click And.

12Under Field Name, in the third row, click the down arrow and click the field you want to add to the filter.
For example, click City.

13Under Comparison, click the down arrow and click Is Equal To.
14Under Compare To, type the text or values you want Works to compare the field to.

For example, type London

This filter finds all records where the last name is either Gabor or Gabour and the city is London.
15To find the records, click Apply Filter.

To close the Filter dialog box without applying the filter, click Close. Click Yes to save changes to your
filter.

{ewc MVIMG, MVIMAGE, HOTMACRO=P(HowDB6018)]!btip.omp} Print this
topic




To filter for records that meet some or all of several conditions

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6012)]'bjump.bmp} To filter for
records that match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6019)]'bjump.bmp} To filter for
records that don't match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6017)]'bjump.bmp} To filter for
records that meet one of several conditions




To filter for records that don't match exactly

1

On the Tools menu, click Filters.

Note: If this is the first filter you are creating for this database, type a name for the filter in the Filter
Name dialog box, and then click OK; then go to step 4.

Click New Filter.
In the Filter Name dialog box, type a name for the new filter, and then click OK.

Under Field Name, click the down arrow and click the field you want to find nonmatching records for.
For example, click Last Name.

Under Comparison, click the down arrow and click Is Not Equal To.

Under Compare To, type the text or values you want Works to compare the field to.
For example, type Bourget
This filter finds all records where the last name is not Bourget.

To find the records, click Apply Filter.

To close the Filter dialog box without applying the filter, click Close. Click Yes to save changes to your
filter.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6019)]!btip.bmp}  Print this

topic



To filter for records that don't match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6012)]'bjump.bmp} To filter for
records that match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6013)]'bjump.bmp} To filter for
records that match in more than one field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6020)]'bjump.bmp} To filter for
records that have some contents in common




To filter for records that have some contents in common

1

On the Tools menu, click Filters.

Note: If this is the first filter you are creating for this database, type a name for the filter in the Filter
Name dialog box, and then click OK; then go to step 4.

Click New Filter.
In the Filter Name dialog box, type a name for the new filter, and then click OK.

Under Field Name, click the down arrow and click the field you want to find matching records for.
For example, click Address.

Under Comparison, click the down arrow and click Contains.

Under Compare To, type the text or values you want Works to compare the field to.

For example, type 123rd St

This filter finds all records where the address is on 123rd Street. Works looks for any part of the address
that contains "St" in case the word "Street" isn't abbreviated.

To apply the filter, click Apply Filter.

To close the Filter dialog box without applying the filter, click Close. Click Yes to save changes to your
filter.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6020)]!btip.bmp} _ Print this

topic



To filter for records that have some contents in common

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.qgkt, filter)]!lbdemo.bmp} Quick
Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6019)]'bjump.bmp} To filter for
records that don't match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6012)]'bjump.bmp} To filter for
records that match exactly

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6013)]!bjump.bmp} To filter for
records that match in more than one field




To create and apply a filter using a formula

1

On the Tools menu, click Filters.

Note: If this is the first filter you are creating for this database, type a name for the filter in the Filter
Name dialog box, and then click OK; then go to step 4.

Click New Filter.
In the Filter Name dialog box, type a name for the new filter, and then click OK.

Click Filter Using Formula.
If you change your mind and want to create a filter without a formula, click Easy Filter.

To begin a formula, type =
Type the formula.

To apply the filter, click Apply Filter.
Note: To show all records again, on the Record menu, click Show and drag to choose All Records.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB6022)]!btip.omp} _ Print this

topic



To create and apply a filter using a formula

{ewc MVIMG, MVIMAGE,

[HOTMACRO=JS(ConDB40005,1.2)]!bover.omp}

Overview

{ewc MVIMG, MVIMAGE,

[HOTMACRO=B(msworks.gkt, formula)]'bdemo.bmp}

Quick Tour

See also

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowDB6001)]'bjump.bmp} To create

and apply a new filter

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowSS2001)!'bjump.bmp} To use a

date or time function

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowSS6001)]!bjump.bmp} To use a

financial function

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowSS4001)]!bjump.bmp} To use an

informational function

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowSS2011)]!bjump.bmp} To use a

logical function

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowSS4006)]'bjump.bmp} To use a

lookup or reference function

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowSS6014)]'bjump.bmp} To use a

math or trigonometric function

{ewc MVIMG, MVIMAGE,

[HOTMACRO=J(HowSS4013)]!bjump.bmp} To use a text

function






Marking records
Marking records is a convenient way to select records that can't easily be selected with a filter or by sorting.
Use record marking to identify:

{ewc MVIMG, MVIMAGE, 'bullet.bmp} A nonconsecutive selection of records; for example, every tenth
record.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Records that you can't find with a filter because they don't meet the
filter's conditions; for example, marking records of clients who are also personal friends.

{ewc MVIMG, MVIMAGE, 'bullet.bmp} Multiple records, such as an arbitrary section in your database; for
example, the first 20 records.

After marking records, you can view or print just the marked records.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60001)]!'btip.bmp} Print this
topic




Understanding the report definition

When you create a report with the ReportCreator, Works automatically creates a report definition. The

report definition is organized in rows and columns similar to list view. Instead of numbered records,
however, report view has labeled rows. A row's label indicates its type; each row type has a specific
purpose, as shown in the following table:

Row type Purpose

Title Prints the report title or other
text, such as the company
name or the date, on the first
page only.

Headings Prints the page heading or
other text, such as a column
heading, at the top of each
page.

Record Designates which fields are to
be printed. For example, =Cost
tells Works to print the
contents of the Cost column.

Intr fieldname Designates a blank row or
heading before each group of
records when the report is
sorted and grouping options
are specified. Works replaces
the word fieldname with the
actual field name, such as Intr
Cost.

Summ fieldname Designates a statistical
summary to be printed after
each sorted group of records.
Works replaces the word
fieldname with the actual field
name, such as Summ Cost.

Summary Designates a statistical
summary to be printed at the
end of a report.

When you manually add calculations to your report, you type or insert the calculation in the appropriate row,
based on the type of row and its function. Initially, Works inserts the necessary rows to create the report you
specified. You can insert as many additional rows as you like, of any type. You can also delete any rows you
do not want.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60002)]!btip.bmp} Print this
topic




Modifying a report
It is usually faster to create a new report with the ReportCreator than it is to modify an existing report. But if
you want to make changes to an existing report, you can:

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Add subtitles or explanatory text.
{ewc MVIMG, MVIMAGE, !bullet.bmp}  Sort, group, or filter information.

You modify your report by changing the report definition. You can add new rows or columns, or type or
insert new information.

You can also rename a report to give it a more descriptive name.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60003)]!btip.bmp} Print this
topic




Deleting or duplicating a report

When you no longer need a report, you can delete it. Because each database can have no more than eight
reports, you might need to delete an existing report before creating a new one.

If you don't want to start over from scratch, you can create variations of an existing report by copying it,
giving the duplicate a new name, and then making the modifications you want.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60004)]!btip.bmp} Print this
topic



Copying report information to another document

You can copy a report to another Works document or another Windows program. Works copies the same
information that you would get if you printed the report—it performs all report instructions, including any
calculations, and then copies the report output to the other document.

When you copy a report to a Word Processor document, Works separates the columns with tab marks, and
ends each row with a paragraph mark.

If you copy a report to a Spreadsheet document, Works places the contents of each entry in a report row into
a separate cell in a spreadsheet row.

After copying the report to another document, you might need to adjust column widths to display the report
information properly.

Note: If you highlight two or more cells when you copy, Works only copies the information in the highlighted

cells, not the entire report.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60005)]!btip.bmp} Print this
topic




Adding and deleting rows and columns in a report

You can add blank rows or columns to a report definition when you want additional space in your report,
or when you want to insert additional text, calculations, or formulas.

When you insert a new row, you choose the row type you want to insert (Title, Headings, Intr fieldname,
Record, Summ fieldname, or Summary). Works groups rows of the same type together, and always keeps
row types in the same order in the report definition.

Insert a new column if you want to insert new entries between two columns that already contain information,
or if you want to insert extra space between two columns.

When you insert a row or column, Work moves the existing row down or the existing column to the right and
then inserts the blank row or column. When you delete a row or column, any information contained in the
row or column is removed from the report definition, but not from the database.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60006)]!'btip.bmp} Print this
topic




Adding titles, headings, and labels to a report

You can add text to label columns or rows, or to provide additional information about the report. For
example, you can add:

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Headings and titles.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Labels to explain calculations. For example, add the label "Total
items" to describe a calculation that totals the number of items in a group.

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Notes at the end of a report that explain how numbers were
computed, who created the report, the names of other reports that contain related information, and so on.

{ewc MVIMG, MVIMAGE, !bullet.bmp} A date to identify when the report was printed or when certain
information was compiled.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60O007)]!btip.bmp} Print this
topic




Adding a field name to a report

You insert a field name in a Headings row. You can insert a field name as a column heading or as part of a
formula. For example, if you want to add a new column that will include the entries in a field named Supplier,
you might insert the Supplier field name in a Headings row at the top of the column. Works adds the heading
"Supplier" to your report.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60008)]!btip.bmp} Print this
topic




Adding a field entry to a report

You insert a field entry in a Record row which tells Works to include all the entries from a specified database
field. For example, if you insert a field entry for the Department field, Works prints all the entries in the
Department field.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60009)]!btip.bmp} Print this
topic




Adding calculations to a report

Reporting has seven functions you can use to calculate report information. For example, SUM totals the
numbers in a numeric field, and COUNT gives you the number of entries in a field.

To perform calculations in a report, you insert a calculation in either a Summ fieldname row or a Summary
row. If you've sorted and grouped fields in your report, you can insert a function in a Summ fieldname row
and Works will perform the calculation for the sorted group only. If you insert a function in a Summary row,
Works performs the calculation for the entire report, and prints it at the end of the report.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60011)]!btip.bmp} Print this
topic




Performing arithmetic operations in a formula

You can use standard arithmetic operators alone or together with functions to calculate database, report, or
spreadsheet information. Works arithmetic operators are:

Operator Function

+ Addition

- Subtraction

* Multiplication
/ Division

A Exponentiation

Some examples of formulas:

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Find the average daily income for the past month by dividing (/) the
total sales amount by the number of days in the month. Example: =SUM(Total Sales)/31.

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Calculate the overall sales for your company by adding (+) the
Total revenue in each District field. Example: =(District1+District2+District3).

{ewc MVIMG, MVIMAGE, 'bullet.bmp}  Find your bank balance by subtracting (-) the Withdrawal field from
the Deposit field. Example: =(Deposits—Withdrawals).

Note: Use parentheses to group the values or references you want the formula to calculate.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(ConDB60012)]!btip.bmp} Print this
topic







You want to view only marked records on a form?
To see marked records one at a time on a form:

1 On the View menu, click Form.
2 On the Record menu, click Show and drag to choose Marked Records.
3 Click the arrow buttons at the bottom of the document window to look at each marked record.

{ewc MVIMG, MVIMAGE, !formscro.bmp}

Note: You can see if a record is marked by looking on the Record menu. If a record is marked, there is a
check mark next to the Mark Records command.



You want to mark all the records in your database?

1 On the View menu, click List.

2 In the upper-left corner of the database window, click the check box to mark all records.
—Or-—
On the Record menu, click Mark All Records.

If you change your mind about marking all the records, click Undo Marking on the Edit menu.



You want to print only unmarked records?

Works prints whatever records are currently showing in your database. To print unmarked records:
1 On the Record menu, click Show and drag to choose Unmarked Records.

2 On the File menu, click Print.

3 Choose the printing options you want.

For information on each option, click the question mark in the upper-right corner of the dialog box, and
then click an option.

4 Click OK.
Works prints only the unmarked records.



You want to show each group and its summary information on a separate page?

The easiest way to group information and add summary information to your report is to use the
ReportCreator and follow the procedure, "To calculate database information" by making the following
choices:

1 In step 7 of the procedure, under Group By, click Start Each Group On A New Page.

Works displays a check mark in the box.

2 In step 8, under Display Summary Information, click At End Of Each Group.
Works displays a check mark in the box.

To modify an existing report, you must insert a page break and an extra blank Summ fieldname row. To show
each group on a separate page, along with its summary information, the page break must be inserted in a
blank row beneath the row containing the calculations.

1 On the View menu, click Report.
2 Click the report you want, and then click Modify.

If you sorted on a field before grouping, Works displays a Summ fieldname row, where fieldname is
replaced with the name of the field you sorted by. For example, Summ State. Below that row, Works also
displays a Summary row.

The Summ fieldname row contains the summary information for a sorted group, such as the total number
of clients per state. The Summary row contains summary information for the entire report, such as the
total number of clients.

4 In the report definition, click Summary to highlight the entire row.

5 On the Insert menu, click Insert Row.

6 Click Summ fieldname, and then click Insert.
Works inserts a blank Summ fieldname row below the first one.

7 Click the blank Summ fieldname to highlight the entire row.

8 On the Format menu, click Insert Page Break.
Works will display each group, along with its summary information, on a separate page.

To see a preview of your report, click {fewc MVIMG, MVIMAGE, !tbprev.bmp} on the toolbar.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(WhatDB6WO004)]!btip.bmp} Print this
topic




You want to add summary information manually to an existing report?

The easiest way to add summary information to your report is to use the ReportCreator and follow the
procedure called, "To calculate database information." If you have an existing report that you want to modify
by adding summaries manually, follow these steps:

1
2

7

On the View menu, click Report.

Click the report you want, and then click Modify.

If you sorted on a field before grouping, Works displays a Summ fieldname row, where fieldname is
replaced with the name of the field you sorted by. For example, Summ State. Below that row, Works also
displays a Summary row.

The Summ fieldname row contains the summary information for a sorted group, such as the total number
of clients per state. The Summary row contains summary information for the entire report, such as the
total number of clients.

To display summary information for a sorted group, click the first cell in the Summ fieldname row.
To display summary information for the entire report, click the first cell in the Summary row.

On the Insert menu, click Field Summary.

Click the field you want summary information on, and then click the statistic you want Works to calculate
and display.

For example, Last Name and Count.

Click Insert.
Works inserts the calculation in the Summ fieldname or Summary row, for example =COUNT(Last Name).

To see a preview of your report, click {ewc MVIMG, MVIMAGE, !tbprev.bmp} on the toolbar.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(WhatDB6W005)]!btip.bmp}Print this

topic



The copied report doesn't look the way you want?

You may need to adjust column widths to display the copied information properly.

If you copied the report to a Word Processor document, change the column width by highlighting the
report text, and then dragging the tab stop on the ruler.

If you copied the report to a Spreadsheet document, change the column width by clicking the column
heading, and then dragging the edge of the column heading when the pointer looks like {ewc MVIMG,
MVIMAGE, !colwid.bmp}.

Note: If you highlight two or more cells when you copy, Works only copies the information in the highlighted
cells, not the entire report.



You want to type one field entry after another?

You can set an option that will save you time. When you press ENTER, Works automatically highlights the
next entry in the field.

1 On the Tools menu, click Options.
2 Click the Data Entry tab.

3 Click Move Selection After Enter.
Works displays a check mark in the box.

4 Click OK.






To insert a page break
To insert a page break in list view

Note: If you're not in liSt view, click List on the View menu.

1 To insert a horizontal page break, click the record number to highlight the record you want to start
the new page with.

To insert a vertical page break, click the field name to highlight the entire field you want to start the new
page with.
2 On the Format menu, click Insert Page Break.
Works shows the page break as a dotted line.
If you change your mind, immediately click Undo Insert Page Break on the Edit menu.
To insert a page break on a form
1 On the View menu, click Form Design.

2 Click the field contents in the line you want to start the new page with.

3 On the Format menu, click Insert Page Break.
Works shows the page break as a dotted line.
If you change your mind, immediately click Undo Insert Page Break on the Edit menu.
To insert a page break on a report
Note: If the report you want isn't displayed, click Reports on the View menu. Click the report you want, and
then click Modify.

1 Click the row or column heading to highlight the entire row or column that you want to start a new page
with.

2 On the Format menu, click Insert Page Break.
Works shows the page break as a dotted line.
If you change your mind, immediately click Undo Insert Page Break on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB7002)]!btip.bmp} Print this
topic




To insert a page break

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30007,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W009,2,1)]!btip.bmp} You
want to see how the page breaks look on vour report?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7003)]!bjump.bmp} To delete a

page break

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB3009)]!bjump.bmp} To add
grouping to an existing report




To delete a page break
To delete a page break in list view

Note: If you're not in liSt view, click List on the View menu.

1 Click the record number below the page break to highlight the entire record.
—Or -
Click the field name to the right of the page break to highlight the entire field.

2 On the Format menu, click Delete Page Break.

If you change your mind, immediately click Undo Delete Page Break on the Edit menu.
To delete a page break from a form
1 On the View menu, click Form Design.
2 Click the field contents in the line below the page break.
3 On the Format menu, click Delete Page Break.

If you change your mind, immediately click Undo Delete Page Break on the Edit menu.
To delete a page break from a report
Note: If the report you want isn't displayed, click Reports on the View menu. Click the report you want, and
then click Modify.
1 Click the row heading below the page break to highlight the entire row.

—Or-—

Click the column heading to the right of the page break to highlight the entire column.
2 On the Format menu, click Delete Page Break.

If you change your mind, immediately click Undo Delete Page Break on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB7003)]!btip.bmp} Print this
topic




To delete a page break

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30007,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7002)]!bjump.bmp} To insert a

page break



To print a single record on a form

Note: If you're not in form view, click Form on the View menu.

1 Click the arrow buttons at the bottom of the document window to find the record you want to print.
2 On the File menu, click Print.

3 Under What To Print, click Current Record Only.

4 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB7008)]!btip.bmp}  Print this

topic



To print a single record on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30005,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W012,2,1)]!btip.bmp} You

can't get to the record you want to print?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9001)]!bjump.bmp} To mark
records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9002)]'bjump.bmp} To mark
records on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7009)]'bjump.bmp} To print a
blank form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB9006)]!'bjump.bmp?} To print
marked records

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7011)]!bjump.bmp} To print
more than one record on a page




To print a blank form
1 On the View menu, click Form Design.
2 On the File menu, click Print.

3 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB7009)]!btip.bmp} Print this
topic




To print a blank form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30005,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7008)]!bjump.bmp} To print a

single record on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7011)l'!bjump.bmp} To print
more than one record on a page




To see how your form will look when printed
1 On the View menu, click Form Design.

2 On the View menu, click Format For Printer.
If there is a check mark next to the command name, Works adjusts the spacing to display the form exactly
as it will print.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB7010)]!btip.bmp} Print this
topic




To see how your form will look when printed

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30013,1,2)]!bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W013,2,1)]!btip.bmp} The
form doesn't look quite right?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7008)]!bjump.bmp} To print a
single record on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6006)]!bjump.bmp} To preview

envelopes before printing
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6007)]!bjump.bmp} To preview

labels before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6011)]!bjump.bmp? To print
envelopes

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6013)]!bjump.bmp?} To print
labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6025)]!bjump.bmp} To print
return address labels




To print more than one record on a page

1 On the File menu, click Page Setup.

2 Click the Other Options tab.

3 Click the Page Breaks Between Records check box to remove the check mark.
4

In the Space Between Records box, type the amount of space you want between records or click the
arrows to choose an amount.

5 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB7011)]!btip.bmp} Print this
topic



To print more than one record on a page

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30005,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6006)]!bjump.bmp} To preview

envelopes before printing
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6007)]!bjump.bmp} To preview

labels before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7008)]!bjump.bmp} To print a
single record on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6011)!!bjump.bmp} To print
envelopes

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6013)]!bjump.bmp?} To print
labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6025)]!bjump.bmp?} To print
return address labels




To calculate a field's contents using a formula

Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field in which you want the formula.

2 Type = and then type the formula. Works displays the formula in the entry bar.

Example: Type =price - deposit into a field named "Total Due" to create a formula that calculates the
total amount due.

Note: In the example, "Price" and "Deposit" are the names of fields that contain the total price of an item
and the deposit paid; "Total Due" is the name of a field that contains the total amount due for the item.

3 Press ENTER.
Works displays the formula in the entry bar, and the result of the formula in the field.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB7012)]!btip.bmp} Print this
topic




To calculate a field's contents using a formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30006,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, formula)]'bdemo.bmp}
Quick Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W014,2.1)]!btip.bmp} The
result of your formula is 0 (zero)?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W015,2.1)]!btip.bmp} Works
displays the formula as text?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W016,2,1)]!btip.bmp} You
want to treat a number as text?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W017,2.1)]!btip.bmp} You
want to use a field name in a formula, but it resembles a number or function?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W018,2.1)]!btip.bmp} You
mistakenly type over the field containing the formula?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7014)]!bjump.bmp?} To type a
formula that uses a function

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7013)]'bjump.bmp} To type
default text or numbers for a field




To type default text or numbers for a field

1 In list view, click the field name to highlight the field in which you want the default text or numbers.
— Or -

In form design view, click the field in which you want the default text or numbers.

2 On the Format menu, click Field.
3 Click Automatically Enter A Default Value.
Note: Default values are not available for serialized fields.

4 Type the information you want in this field for all records.

Example: If you expect that most of the records in this field will contain the 206 telephone area code,
type 206

5 Click OK.

Works inserts the default value for each new record you add to your database.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB7013)]!btip.bmp} Print this
topic




To type default text or numbers for a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30008.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7012)]'bjump.bmp} To calculate

a field's contents using a formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7014)]'bjump.bmp} To type a
formula that uses a function




To type a formula that uses a function

Note: If you're not in list view, click List on the View menu.

1 Click the field name to highlight the field in which you want the formula.
2 Type = and then type the function.
Example: Type =avg

3 In parentheses, type the name of the fields, separated by commas, that you want the function to
calculate.

Example: Type (Test Score 1, Test Score 2, Test Score 3)
4 Press ENTER.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB7014)]!btip.bmp} Print this
topic



To type a formula that uses a function

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30009,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, function)]!bdemo.bmp}
Quick Tour

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB3W019,2,1)]!btip.bmp} You
see an error message?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7012)]'bjump.bmp} To calculate
a field's contents using a formula

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7013)]!bjump.bmp} To type
default text or numbers for a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowSS3004)]!bjump.bmp} To use Easy

Calc to create a formula



To remove extra space between fields on a form before printing

1

o o b~ W

On the View menu, click Form Design.
On forms with more than one field per line, you remove extra space between fields by sliding the right

field or label to the left.
If necessary, hide the field hame of the field you want to slide to the left.

Click the field name or field entry to highlight it, and then click Show Field Name on the Format menu.
The field name is hidden when there is no check mark next to Show Field Name.

Highlight the field or label you want to slide to the left.
On the Format menu, click Alignment.
Click the Slide To Left check box. Works displays a check mark in the box.

Click OK.
To see the effect, click Form on the View menu, and then, on the File menu, click Print Preview.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB7015)]!btip.bmp}  Print this

topic



To remove extra space between fields on a form before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB30013,1,2)]!bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6006)]!bjump.bmp} To preview

envelopes before printing
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6007)]!bjump.bmp} To preview

labels before printing

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7008)]!bjump.bmp} To print a
single record on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6011)!!bjump.bmp} To print
envelopes

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6013)]!bjump.bmp?} To print
labels

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB7011)!bjump.bmp} To print
more than one record on a page

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP6025)]!bjump.bmp} To print
return address labels







To highlight database information
In list view

{ewc MVIMG, MVIMAGE, !bullet.bmp}  Choose one of the following methods:

To With a
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On a form
{ewc MVIMG, MVIMAGE, !bullet.bmp}  Choose one of the following methods:

Note: You must be in form design view to highlight field names, labels, or objects.

To With a

highlight mouse

A field Click the

name. field field, field
’ entry, label,

m’ or object.
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object {ewc
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Database
window.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A025,3,2)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8002)]!btip.bmp} _ Print this

topic



To highlight database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50001,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W001,2,2)]!btip.bmp} You
want to highlight more than one entry in list view?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W002,2.2)]!btip.bmp} You
want to highlight the entire database?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W003,2,2)]!btip.bmp} You
want to highlight more than one item on a form?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowSS8016)]!bjump.bmp} To highlight

spreadsheet entries
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowWP7001)]!bjump.bmp?} To highlight

text



To add a header or footer
1 On the View menu, click Headers And Footers.

2 Type the header or footer text you want.
If you want, you can type a header or footer code in the Header or Footer box.

How? {ewc MVIMG, MVIMAGE, [HOTMACRO=JS(TipDB2H003,4,2)]!btip.bmp}
3 Click OK.

To see your header and footer, click Print Preview on the File menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8003)]!btip.bmp} Print this
topic




To add a header or footer

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50002,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W005,2,2)]!btip.bmp} You
can't see your headers and footers?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W016,2,2)]!btip.omp} You
want to number several documents consecutively?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8007)]!'bjump.bmp} To add page

numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8004)]'bjump.bmp} To change
header and footer margins

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8009)]'bjump.bmp} To change
the starting page number

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8005)]!bjump.bmp} To remove a
header or footer from the first page

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8006)]!bjump.bmp} To remove
all headers and footers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8008)]!bjump.bmp} To remove
page numbers




To change header and footer margins
1 On the File menu, click Page Setup.
2 Click the Margins tab.

3 In the Header Margin and Footer Margin boxes, type the new measurements.
4 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8004)]!btip.bmp} Print this
topic




To change header and footer margins

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50003,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W004,2,2)]!btip.bmp} Your
header or footer is too far from the page edge?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8003)]!bjump.bmp} To add a
header or footer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8007)]!'bjump.bmp} To add page

numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8009)]'bjump.bmp} To change
the starting page number

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8005)]!bjump.bmp} To remove a

header or footer from the first page

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8006)]'bjump.bmp} To remove
all headers and footers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8008)]!bjump.bmp} To remove
page numbers




To remove a header or footer from the first page
1 On the View menu, click Headers And Footers.

2 To remove a header, click No Header On First Page.
To remove a footer, click No Footer On First Page.

3 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8005)]!btip.bmp}

Print this

topic



To remove a header or footer from the first page

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50002,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W006,2,2)]!btip.bmp} You
want page numbering to start on the second page?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8003)]!bjump.bmp} To add a
header or footer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8007)]!'bjump.bmp} To add page

numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8004)]'bjump.bmp} To change
header and footer margins

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8009)]'bjump.bmp} To change
the starting page number

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8006)]'bjump.bmp} To remove
all headers and footers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8008)]!bjump.bmp} To remove
page numbers




To remove all headers and footers
1 On the View menu, click Headers And Footers.
2 If the text you want to remove is highlighted, press DELETE.
—Or-—
Highlight the header or footer text you want to remove, and then press DELETE.
3 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8006)]!btip.omp} _ Print this

topic



To remove all headers and footers

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50002,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8003)]!bjump.bmp} To add a
header or footer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8007)]!'bjump.bmp} To add page

numbers
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8004)]'bjump.bmp} To change
header and footer margins

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8009)]'bjump.bmp} To change
the starting page number

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8005)]!bjump.bmp} To remove a
header or footer from the first page

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8008)]!bjump.bmp} To remove
page numbers




To add page numbers

1 On the View menu, click Headers And Footers.

2 If you want numbers at the top of the page, type one of these codes in the Header box.

If you want numbers at the bottom of the page, type one of these codes in the Footer box.

3 Click OK.

To add Type

page

numbers

at

Left &l&p

Center &c&p
Right &r&p

To see your page numbers, click Print Preview on the File menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8007)]!btip.bmp}

Print this

topic



To add page numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50002,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W005,2,2)]!btip.bmp} You
can't see your headers and footers?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatWP5W016,2,2)]!btip.omp} You
want to number several documents consecutively?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8003)]!bjump.bmp} To add a
header or footer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8004)]'bjump.bmp} To change
header and footer margins

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8009)]'bjump.bmp} To change
the starting page number

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8005)]!bjump.bmp} To remove a
header or footer from the first page

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8006)]!bjump.bmp} To remove
all headers and footers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8008)]!bjump.bmp} To remove
page numbers




To remove page numbers

1 On the View menu, click Headers And Footers.

2 If the page number text or code you want to remove is already highlighted, press DELETE.
—Or -
Highlight the page number text or code you want to remove, and then press DELETE.

3 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8008)]!btip.omp} _ Print this

topic



To remove page numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50002,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W006,2,2)]!btip.bmp} You
want page numbering to start on the second page?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8003)]!bjump.bmp} To add a
header or footer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8007)]!'bjump.bmp} To add page

numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8004)]'bjump.bmp} To change
header and footer margins

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8009)]'bjump.bmp} To change
the starting page number

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8005)]!bjump.bmp} To remove a
header or footer from the first page

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8006)]!bjump.bmp} To remove
all headers and footers




To change the starting page number
1 On the File menu, click Page Setup.
2 Click the Other Options tab.

3 In the Starting Page Number box, click the arrows to choose the number you want printed on the first
page.

4 Click OK.
Works numbers the pages in order, beginning with the page number you specify.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8009)]!btip.bmp} _ Print this

topic



To change the starting page number

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50002,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W006,2,2)]!btip.bmp} You
want page numbering to start on the second page?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8003)]!bjump.bmp} To add a
header or footer

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8007)]!'bjump.bmp} To add page

numbers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8004)]'bjump.bmp} To change
header and footer margins

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8005)]!bjump.bmp} To remove a

header or footer from the first page

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8006)]'bjump.bmp} To remove
all headers and footers

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8008)]!bjump.bmp} To remove
page numbers




To delete information from a form

To delete a field, label, or object

1 On the View menu, click Form Design.

2 Click the database element you want to delete.

3 Press DELETE.
If you delete a field, you cannot undo the action.

To delete a field entry
1 On the View menu, click Form.
2 Click the entry you want to delete.

3 Press DELETE.
If you change your mind, immediately click Undo Clear on the Edit menu.

To delete an entire record

1 On the View menu, click Form.

2 To go to the record you want to delete, click the arrow buttons at the bottom of the document window.

3 On the Record menu, click Delete Record.
If you change your mind, immediately click Undo Delete Record on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A026,3,1)]!btip.bmp}
Another way

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8010)]!btip.bmp} Print this
topic




To delete information from a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50004.,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8025)]!bjump.bmp} To copy a
field entry on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8012)]!bjump.bmp} To delete a

record
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp} To highlight

database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8026)]'bjump.bmp} To move a
field entry on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB2011)]!bjump.bmp} To move a
field on a form




To delete a record
In list view

Note: If you're not in liSt view, click List on the View menu.

1 Click a field entry in the record (row) you want to delete.

2 On the Record menu, click Delete Record.
If you change your mind, immediately click Undo Delete Record on the Edit menu.

On a form
1 On the View menu, click Form.
2 To go to the record you want to delete, click the arrow buttons at the bottom of the document window.

3 On the Record menu, click Delete Record.
If you change your mind, immediately click Undo Delete Record on the Edit menu.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8012)]!btip.bmp} Print this
topic




To delete a record

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50006,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W007,2,1)]!btip.bmp} You
want to delete more than one record at a time?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear the

contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8010)]!bjump.bmp} To delete
information from a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8011)l'bjump.bmp} To delete a

field
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp} To highlight

database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1005)]'bjump.bmp} To insert a
blank record

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1006)]!bjump.bmp} To insert a
blank record on a form




To delete a field

In list view

Note: If you're not in liSt view, click List on the View menu.

1 Click a field entry in the field (column) you want to delete.
2 On the Record menu, click Delete Field.
3 If you're sure you want to delete the field, click OK.
If you change your mind, immediately click Undo Delete Field on the Edit menu.
On a form
1 On the View menu, click Form Design.
2 Click the field you want to delete.
3 On the Edit menu, click Delete Selection.
4

If you're sure you want to permanently delete the field, click OK.
Important: If you delete a field, you cannot undo the deletion.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8011)]!btip.bmp}  Print this
topic



To delete a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50005,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W008,2,1)]!btip.bmp} You
want to delete more than one field at a time?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1009)]'bjump.bmp} To clear the

contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8010)]!bjump.bmp} To delete
information from a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1008)]'bjump.bmp} To edit the
contents of a field

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]'bjump.bmp} To highlight

database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1007)]'bjump.bmp} To replace
the contents of a field




To create a serialized field
To create a new serialized field

Note: To create a serialized field, you must be in list view or form design view. To switch views,
click List or Form Design on the View menu.

1 Click where you want to insert the new field.

2 In list view, on the Record menu, click Insert Field and drag to choose Before or After.
—Or-—

In form design view, on the Insert menu, click Field.

In the Field Name box, type a name for the field.

Under Format, click Serialized.

In the Next Value box, type the starting number.

In the Increment box, click the arrows to choose the number you want to increase each record by.

N o o~ W

In list view, click Add, and then click Done.

—Or-

In form design view, click OK.

When you add a new record, Works enters the starting number in the serialized field.
To change an existing field to a serialized field

Note: You must be in list view or form design view. To switch views, click List or Form Design on the
View menu.

1 In list view, click the field name to highlight the field you want to change.
— Or -

In form design view, click the field entry you want to change.

On the Format menu, click Field.

Click Serialized.

In the Next Value box, type the starting number.

In the Increment box, click the arrows to choose the number you want to increase each record by.

Click OK.
Works starts numbering with the next new record you add to the field.
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{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8013)]!btip.bmp} Print this
topic




To create a serialized field

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50007,1,2)]!bover.bmp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W019,2,2)]Ibtip.bmp} You
want to add serial numbers to existing records?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W009,2.1)]!btip.bmp} You
want to change individual numbers in a serialized field?

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W010,2,1)]!btip.bmp} You
want the numbers in a serialized field to decrease instead of increase?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1003)]'bjump.bmp} To add a
field in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB1002)]'bjump.bmp} To create a

new database



To open your address book

{ewc MVIMG, MVIMAGE, 'bullet.bmp} On the Tools menu, click Address Book.
Works displays your default address book.
—Or-
If you haven't defined a default address book, Works displays the Options dialog box.
Under Works Databases, click the database document you want to use as your default address book.
—Or-

If you don't see the database you want, click Open A Document Not Listed Here to choose one of your
databases as your default address book.

—Or -

If you want to create an address book from scratch, click Run The Address Book TaskWizard.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8014)]!btip.bmp} _ Print this
topic




To open your address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50008.,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, database)]lbdemo.bmp}
Quick Tour

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8015)]'bjump.bmp?} To create an
address book with the Address Book TaskWizard

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8016)]!bjump.bmp} To use an
existing database as your address book




To create an address book with the Address Book TaskWizard
1 On the File menu, click New.

2 Click the TaskWizards tab.

3 Click Address Book.

4 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8015)]!btip.bmp}  Print this

topic



To create an address book with the Address Book TaskWizard

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50008.,1,2)]'bover.omp}
Overview

{ewc MVIMG, MVIMAGE, [HOTMACRO=B(msworks.gkt, dbcreate)]'lbdemo.bmp}
Quick Tour

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W012,2,2)]!btip.bmp} You

can't find Address Book in the list?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8014)]'bjump.bmp} To open
your address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8016)]!bjump.bmp} To use an

existing database as your address book



To use an existing database as your address book
1 On the Tools menu, click Options.

Click the Address Book tab.

Click the database you want as your address book.

2
3
4 If you don't see the database you want, click Open A Document Not Listed Here.
5 Click the database you want, and then click Open.

6

Click OK.

Print this

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8016)]!btip.bmp}
topic



To use an existing database as your address book

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50008.,1,2)]'bover.omp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W013,2,1)]!btip.bmp} Works
can't find your address book?

See also
{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8015)]'bjump.bmp} To create an
address book with the Address Book TaskWizard

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8014)]'bjump.bmp} To open
your address book




To change the tab order of fields on a form
1 On the View menu, click Form Design.

2 On the Format menu, click Tab Order.

3 Click the field whose order you want to change.

4 To move that field higher in the tab order, click Up.
To move the field lower in the tab order, click Down.

5 Click OK.
Click Reset to undo any changes and restore the default tab order.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8017)]!btip.bmp}

Print this

topic



To change the tab order of fields on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50009,1,2)]'bover.omp}
Overview

What if...
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W014,2,1)]!btip.bmp} You

add a new field?
{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W020,2.1)]!btip.bmp} You

want to skip a field so that it is not included in the tab order?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8018)]!bjump.bmp} To restore

the default tab order of fields on a form




To restore the default tab order of fields on a form
1 On the View menu, click Form Design.

2 On the Format menu, click Tab Order.

3 Click Reset.

4 Click OK.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8018)]!btip.bmp} _ Print this

topic



To restore the default tab order of fields on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50009,1,2)]'bover.omp}
Overview

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8017)]!bjump.bmp} To change

the tab order of fields on a form




To move a record in list view

Note: If you're not in list view, click List on the View menu.

1 Click the record number to highlight the record you want to move.

2 On the toolbar, click {ewc MVIMG, MVIMAGE, !tbcut.bmp}.

3 If you're moving the record to another location in the same database, click the record number below
where you want to insert the record.

—Or -

If you're moving the record to another document, open or switch to the document, and then click where
you want to insert the record.

4 On the toolbar, click {ewc MVIMG, MVIMAGE, !tbpaste.bmp}.
{ewc MVIMG, MVIMAGE, [HOTMACRO=JM(snip_dbdrag)]!bsnip.bmp} Show
an example

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WayDB1A028,3,1)]!btip.bmp}
Another way
{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8019)]!btip.bmp} Print this
topic




To move a record in list view

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50011,1,2)]'bover.bmp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W017,2,1)]!btip.bmp} You
want to move or copy information between two documents?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB6001)]!bjump.bmp} To create
and apply a new filter

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]!bjump.bmp} To highlight

database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8020)]'bjump.bmp} To move a
record on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB5013)]'bjump.bmp} To sort a
database in alphabetic or numeric order




To move a record on a form

1 On the View menu, click Form.

2 Click the arrow buttons at the bottom of the document window to go to the record you want to move.
3 On the Edit menu, click Cut Record.

4 If you are moving the record to another location in the same database, click the arrow buttons to go to the
record before which you want to insert the record.

— Or -

If you're moving the record to another document, open or switch to the document, and then click where
you want to insert the record.

5 On the Edit menu, click Paste Record.

{ewc MVIMG, MVIMAGE, [HOTMACRO=P(HowDB8020)]!btip.bmp} _ Print this
topic




To move a record on a form

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(ConDB50011,1,2)]'bover.bmp}
Overview

What if...

{ewc MVIMG, MVIMAGE, [HOTMACRO=JS(WhatDB5W017,2,1)]!btip.bmp} You
want to move or copy information between two documents?

See also

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8002)]!bjump.bmp} To highlight

database information

{ewc MVIMG, MVIMAGE, [HOTMACRO=J(HowDB8026)]!bjump.bmp} To move a
field entry 