Calculated Field
A Field which contains data computed from the values contained in other Fields.



Database
A unified collection of related information whose structure is defined by a specific set of
Fields.



Export
The process of converting Wyndfields data to a different File format for use by other
programs.



Field
A unit of information in a Database having a specific type of format.



File
A collection of information in any format stored on a computer disk.



Filter
A set of Conditions used to select a subset of Records in a Database.



Form
A screen layout used to display the information from one Record at a time in a Wyndow.



Formula
An expression made up of Fields, Functions, Operators, and Constant Values which produces
a single value in a Calculated Field or Search Condition.



Function
A code inserted into a Formula which calculates a value based on a set of Parameters
included with the Function.



Import
The process of converting data from a non-Wyndfields File into Records in a Wyndfields
Database.



Index
A list of the Records in a Database kept in a designated order based on specified Key Fields.



Key Field
A Field specified in an Index whose values are used to order the Records in a Database.



Label
A Design used to Print information from a Database one Record at a time, often used for
producing mailing labels.



Link
A defined relationship between two Databases which share common information in a
specified Field.



Marker
A number which can be assigned to a specific Record in order to find that Record quickly.



Master Database
The currently active Database when working with Linked Databases, which controls the
current location in the other Linked (Slave) Database.



Mode
The active state of Wyndfields, which determines the way in which data is displayed on the
screen and the Menu commands which are currently available.



Operator
A symbol used in a Formula or in Conditions which indicates how two values are to be
related.



Parameter
A value placed in parentheses after a Functioin name, supplying the Function with the
information needed for its calculation.



Record
A single set of the Fields of a Database which contains information on an individual person or
item.



Reindex
The process of rebuilding existing Index Files which may have become altered or damaged.



Report
A Design used to Print information from a Database in tabular form, showing data from
individual Records and/or summarized information.



Search
The process of finding Records which match specified Conditions, or of finding a Record at a
specific location in an Index.



Slave Database
A Linked Database which is not currently active, controled by the other Linked (Master)
Database.



Summary
An encapsulation of the values of the Fields in a Database covering either the entire
Database or calculated from a group of Records which meet specified Conditions.



Summary Field
A Field in a Report which is calculated based on all the values in a designated Field, either
from the entire Database or from a specified group of Records.



Table
A screen layout in which a Database is displayed in columns (each representing one Field)
and rows (each representing one Record).
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Overview

The Overview Help topics follow a logical progression, each building on what was covered
in the previous topic. By browsing them from start to finish, it is possible to learn to use
the program, beginning with its most basic features.

Using Wyndfields
Introducing Wyndfields
Viewing Data
Editing Data
Database Design
Indexing
Finding Data Quickly
Finding Specific Data

Printing
Printing Basics
Summarizing Data
Labels

Reports

Advanced Wyndfields

Customizing Wyndfields
Advanced Editing

Working with Files
Linking Databases




Using Wyndfields

These topics cover the basic concepts and procedures involved in maintaining a
Database in Wyndfields: Using the program, getting Help, creating Databases and
Indexes, adding and changing data, and finding specific data.

Introducing Wyndfields

Database Concepts
Working with Wyndows

Using the Menus

Getting Hel
Exiting Wyndfields

Viewing Data
Opening a Database

Viewing a Table

Viewing a Form

Opening Several Databases
Closing Databases

Editing Data
Edit Mode

Adding Records
Deleting Records

Ending Edit Mode

Database Design
Creating a New Database
Entering Field Attributes
Inserting, Deleting & Moving Fields
Modifying a Database Design

Indexing
Designing an Index

Changing the Current Index
Reindexing a Database

Finding Data Quickly

Ways to Locate Data
Performing a Quick Search

Using Markers
Finding Specific Data
Performing a Conditional Search

Building Conditions
Finding Next & Previous Records

Using a Filter




Introducing Wyndfields

Wyndfields is a general purpose Database program, useful for keeping track of any type
of structured information. Wyndfields runs in the Microsoft Windows environment. The
following topics give basic information on how to run Wyndfields for Windows. For
further information on using Windows, consult the Microsoft Windows documentation.

Database Concepts

Working with Wyndows
Using Menus & Dialog Boxes
Getting Help

Exiting Wyndfields



Database Concepts

A Database is a unified collection of related information, made up of any number of
Records, each of which consists of a set group of Fields. In Wyndfields, each Database is
contained in a set of Files on a computer disk. When a Database is opened, its data is
displayed in a new Wyndow within the main Wyndfields Wyndow.

Each Field in a Database defines a specific type of data (such as a date or city name)
which is included in each Record. Each Field must be of a specific Type (Character,
Numeric, Date, Time, or Extended), which determines what sort of information can be
entered into that Field.

Each Record contains the data for each Field as it relates to an individual person or item
(such as one person on an address list).

When a Database Wyndow is first opened, its information is displayed in a Table. The
columns of the Table represent each Field which is defined for that Database, and each
row shows the data contained in one Record.

Database information may also be displayed using a Form. The Form shows one Record
at a time, with its Fields organized on the screen in a specified way.

An Index is a list of the Records in a Database kept in a designated order based on
specified Key Fields. When an Index is in use, the Records of the Database appear in the
order indicated by the Index. Several Indexes may be Designed for a Database, each of
which will be automatically maintained by Wyndfields.



Working with Wyndows

When a Database is opened, its data is displayed in a new Wyndow within the main
Wyndfields Wyndow. Each Wyndow has several parts:

Control-Menu Box - A Box in the upper left-hand corner of the Wyndow, containing
a dash. When you click the Left Mouse Button on this Box (or press <Ctrl-Dash>),
options for moving, resizing, and closing the Wyndow are displayed. You may also
close the Wyndow by double-clicking the Left Mouse Button on this Box.

Title Bar - The bar across the top of the Wyndow, showing the name of the Database
displayed in the Wyndow.

Maximize Button - A Button in the upper right-hand corner of the Wyndow,
containing a triangle pointing up. When you click on this Button the Database
Wyndow is enlarged to fill the entire Wyndfields Workspace. When a Wyndow is
maximized, this Button changes to contain triangles pointing both up and down. You
may then click on this Button to restore the Wyndow to its normal size.

Minimize Button - A Button in the upper right-hand corner of the Wyndow, next to
the Maximize Button, containing a triangle pointing down. When you click on this
Button the Wyndow is reduced to an Icon in the Wyndfields Workspace. To restore
an lconized Wyndow to normal size, double-click on the Icon.

Scroll Bars - Bars across the bottom and right borders of the Wyndow. If a
Horizontal Scroll Bar appears at the bottom of the Wyndow, a Mouse may be used to
scroll the Wyndow's contents left or right. A Vertical Scroll Bar at the right edge of
the Wyndow permits you to scroll the Wyndow's contents up or down.

Border - A narrow band completely surrounding the Wyndow. By clicking on the
Border and holding the Mouse Button down, you may resize a Wyndow within the
main Wyndfields Wyndow.

Workspace - The main area of the Wyndow in which Database information is
displayed.

The main Wyndfields Wyndow also consists of these same parts (but with no Scroll Bars),
plus the following additions:

Control-Menu Box - The Wyndfields Control-Menu may be accessed by typing <Ctrl-
Spacebar>. This Menu also includes a command for switching between applications.
You may double-click on the Wyndfields Control-Menu Box to close the main Wyndow,
ending the program.

Menu Bar - A bar directly beneath the main Title Bar, containing the available Menu
commands. The options listed may vary depending on the current Mode of the
program.

Status Bar - A bar across the bottom of the main Wyndfields Wyndow, displaying
information about the active Database or about highlighted Menu commands.



Using Menus & Dialog Boxes

To select a Menu command:
Mouse: Point to the desired Menu item and click the Left Mouse Button.

Keyboard:
1 Press <F10> to activate the Menus.
2 Use the Direction Keys to highlight the desired Menu item.
3 Press <Return>.
or
Hold down the <Alt> key and type the underlined letter of the desired Menu item.
or
Press the Accelerator Key listed after a Menu item.
To cancel a displayed Menu:
Mouse: Click away from the Menu.
Keyboard: Press <Escape>.
Many Menu commands lead to a Dialog Box in which information may be entered. To
move between options in a Dialog Box:
Mouse: Point to the desired option and click the Left Mouse Button.

Keyboard: Press <Tab> or <Shift-Tab> or hold down the <Alt> key and type the
underlined letter of the desired option or group of options. Use the Direction Keys to
move within a group.

To select a command Button in a Dialog Box:
Mouse: Point to the desired Button and click the Left Mouse Button.

Keyboard:
1 Press <Tab> or <Shift-Tab> or hold down the <Alt> key and type the
underlined letter of the desired Button.
2 Press <Return>.
To complete a Dialog Box, saving and acting on the entered values:
Mouse: Click on the OK Button.

Keyboard: Press <Return>.

To exit from a Dialog Box without saving its values:
Mouse: Click on the Cancel Button.
Keyboard: Press <Escape>.

For further information, consult the Microsoft Windows documentation.



Getting Help

To access on-line Help in Wyndfields:
Select a command from the Help Menu.
or
Select the Help Button in a Dialog Box.
or
Press <F1>.
If you press <F1> when a Menu command is highlighted, Help on the highlighted
command will be displayed.
The Help topics in Wyndfields are divided into two basic categories:

Overview - Instructional topics arranged in a logical progression, each building on
what was covered in the previous topic. By browsing them from start to finish, it is
possible to learn to use the program, beginning with its most basic features.

Reference - Topics arranged by Menu commands and Dialog Boxes.

The main Help Index gives access to all these topics, with additional alphabetical lists of
selected topics.

To exit Help:
Close the Help Wyndow by double-clicking on its Control-Menu Box.

For further information, consult the Using Help screens.



Exiting Wyndfields

To exit Wyndfields:
Select the File ~ Exit Wyndfields command.
or

Select the Close command from the Control-Menu Box.
or
Double-click on the Wyndfields Control-Menu Box.
or
Press <Alt-F4>.
Unless the Keep File Status When Exiting option in the Wyndfields Setup Dialog Box has

been disabled, any Database Files open when you exit the program will be re-opened the
next time Wyndfields is run.




Viewing Data
The most basic activity which can be performed in Wyndfields is Viewing the Records in a
Database. The following topics discuss how to open a Database and View its data.
Opening a Database

Viewing a Table
Viewing a Form

Opening Several Databases
Closing Databases



Opening a Database

To open an existing Database for use:
Select the File ~ Open Database command.

This command displays the Open File Dialog Box. Select a File from the current directory
or any other directory on any disk. All Database Files have a DSN extension (short for
Design), and only these Files are able to be opened. The easiest way to select a File is
to double-click on the Filename listed in the Files Box.

If the selected Database is Linked to other Databases, all other Linked Databases will
also be opened at the same time as the selected Database.

When a Database is opened, a Table of its Records is displayed in a new Wyndow which
fills the main Wyndfields Workspace, and Wyndfields is set to the View Mode.




Viewing a Table

The Table is one of two displays in Wyndfields for Viewing the Records of a Database.
The Table displays a list of the Records, one Record on each row, with each Field
represented as a different column. The Record which is currently selected is highlighted
in reverse video.

The Vertical Scroll Bar at the right edge of the Wyndow allows you to scroll from Record
to Record. If the Record listed at the top of the Wyndow is the first Record in the
Database, the Thumb of the Scroll Bar is positioned at the top of the Bar. If the bottom
Record in the Wyndow is the last Record in the Database, the Thumb is positioned at the
bottom of the Bar. Otherwise the Thumb is positioned in the middle of the Bar.

If the columns of the Table are too wide to fit completely in the Wyndow, a Horizontal
Scroll Bar appears at the bottom of the Wyndow, allowing you to scroll the Table from left
to right.

To scroll the Table:

Vertical Scroll Bar:

Click the Up or Down Arrow to scroll up or down one Record.

Click on the Bar above or below the Thumb to scroll up or down one page of
Records.

(Hold the Mouse Button down in any of these positions to continuously scroll the
display.)

Drag the Thumb to the top or bottom of the bar to move to the first or last Record
of the Database.

Horizontal Scroll Bar:
Click the Left or Right Arrow to scroll left or right one character.
Click on the Bar to the left or right of the Thumb to scroll left or right one page.
(Hold the Mouse Button down in any of these positions to continuously scroll the
display.)
Drag the Thumb to any location on the Bar to display the section of the Table at
that relative position.

Mouse: Click on any Record to highlight that Record.

Keyboard: Use the Direction Keys to scroll the Table:
Up/Down Arrow Up/down one Record
PgUp/PgDn Up/down one page
Ctrl-Up/Down To top/bottom of Wyndow
Ctrl-PgUp/PgDn To first/last Record of Database

Left/Right Arrow Left/right one character
Ctri-Left/Right Left/right one page

Home/End To leftmost/rightmost column of Table
Ctrl-Home/End To top left/bottom right corner of Table

For further information on Scroll Bars, consult the Microsoft Windows documentation.



Viewing a Form

The Form is one of two displays in Wyndfields for Viewing the Records of a Database.
The Form displays one Record at a time in the Database Wyndow.

To switch from the Table to the Form:

Select the Mode ~ Form command.

or

Press <F4>.

or

Double-click on the highlighted Record.

To switch from the Form to the Table:
Select the Mode ~ Table command.
or
Press <F4>,
or
Double-click anywhere in the Database Wyndow.
If the Form does not fit completely in the Wyndow, a Horizontal and/or Vertical Scroll Bar
appears in the Wyndow, allowing you to scroll the Form.
To scroll the Form:

Scroll Bars:

Click the Up or Down Arrow to scroll up or down one line.

Click the Left or Right Arrow to scroll left or right one character.

Click on the Bar above, below, to the left or right of the Thumb to scroll up, down,
left or right one page.

(Hold the Mouse Button down in any of these positions to continuously scroll the
display.)

Drag the Thumb to any location on the Bar to display the section of the Form at
that relative position.

Keyboard: Use the Direction Keys to scroll the Form:
Up/Down Arrow Up/down one line
PgUp/PgDn Up/down one page
Ctrl-PgUp/PgDn To top/bottom of Form

Left/Right Arrow Left/right one character
Ctrl-Left/Right Left/right one page
Home/End To left/right edge of Form

For further information on Scroll Bars, consult the Microsoft Windows documentation.

When the Form is displayed, four Buttons appear on the Wyndfields Status Bar. These
Buttons may be used to move from Record to Record in the Form.



To change the current Record in the Form:
Mouse: Click on the following Buttons:

First To first Record in Database
Previous To previous Record

Next To next Record

Last To last Record in Database

Keyboard: Use the Direction Keys:
Ctrl-Up/Down To previous/next Record
Ctrl-Home/End To first/last Record in Database



Opening Several Databases

Up to twenty different Databases may be open in Wyndfields at one time, each in its own
Wyndow. To open several Databases:
Select the File ~ Open Database command for each Database to be opened.

If you select a Database in the Open File Dialog Box which is already open, a new
Wyndow is not created. Instead, the Wyndow for this Database is made active.

When a Database is first opened, its Wyndow fills the main Wyndfields Workspace. To
display all open Wyndows at once:

Select the Wyndows ~ Cascade command (or press <Shift-F4>) to display the
Wyndows in an overlapping pattern.

Select the Wyndows ~ Tile command (or press <Shift-F5>) to display each Wyndow
separately.

To change the active Database Wyndow:
Select the name of the desired Database from the Wyndows Menu.
or
Click the Left Mouse Button in the desired Wyndow.
or
Select the Next command from the active Wyndow's Control-Menu Box.
or
Press <F6>.



Closing Databases

To close the active Database:
Select the File ~ Close Database command.
or
Select the Close command from the active Wyndow's Control-Menu Box.
or
Double-click on the active Wyndow's Control-Menu Box.
or
Press <Ctrl-F6>.

If the active Database is Linked to other Databases, all other Linked Databases will also
be closed at the same time as the active Database.

To close all open Databases:
Select the Wyndows ~ Close All command.




Editing Data
The following topics introduce the basic methods for making changes to the data in a
Database.
Edit Mode
Adding Records
Deleting Records
Ending Edit Mode



Edit Mode

In order to make any changes to the data in a Database, you must switch from View
Mode to Edit Mode. To switch to Edit Mode:

Select the Mode ~ Edit command.
or
Press <F3>.
Once in Edit Mode, the Edit Menu commands are enabled and an Edit Box appears for the

current Field in the current Record. If the Database contains no Records when you enter
Edit Mode, a new blank Record is added.

The Mouse and Keyboard are used in the same way in Edit Mode as in View Mode with
the following additions and exceptions:

Mouse:
Click on the desired Field to move the Edit Box to that Field.
Click within the Edit Box to move the Insertion Point to the desired location.

Keyboard: Use the following keys:

Tab/Return Save Field and move to next
Shift-Tab Save Field and move to previous
Escape Restore Field to its original state
Backspace Delete character before Insertion Point
Delete Delete character at Insertion Point

Left/Right Arrow Move one character left/right in Edit Box
Ctrl-Left/Right Move one word left/right in Edit Box
Home/End Move to beginning/end of Edit Box



Adding Records

To add a new Record to a Database in Edit Mode:

Select the Edit ~ Insert Record command.

or

Press <F5>.

A new blank Record is added to the Database and the Edit Box moves to the first Field in
the new Record.



Deleting Records

To delete the current Record in Edit Mode:

Select the Edit ~ Delete Record command.
or

Press <F6>.

After selecting this command, you must confirm the deletion by selecting the Yes Button
in the Message Box which appears.

Once a Record is deleted, it is permanently removed from the Database File and cannot
be restored.



Ending Edit Mode

To end Edit Mode and return to View Mode, saving changes made to the current Record:

Select the Mode ~ View command.
or

Select the Edit ~ Save command.
or

Press <F2>.

To end Edit Mode without saving changes made to the current Record:
Select the Edit ~ Abort command.
or
Press <Alt-F2>.
Wyndfields saves data one Record at a time. Whenever a different Record becomes the

current Record, any changes made to the previous Record are automatically saved to the
disk. Aborting Edit Mode therefore cancels changes made only to the current Record.

Wyndfields will not save a blank Record. If the current Record is blank when Edit Mode
is ended, the Record will be deleted automatically.



Database Design

Each Database that you work with in Wyndfields has a certain set structure. To create a
new Database, or to change the Design of an existing Database, you must define the
Fields which make up this structure. The following topics outline the procedures
required to Design a Database.

Creating a New Database

Entering Field Attributes

Inserting, Deleting & Moving Fields
Modifying a Database Design



Creating a New Database

To create a new Database:
Select the File ~ Open Database command.

This command displays the Open File Dialog Box. Instead of selecting an existing File to
open, type in a new name for the new Database.

After selecting the OK Button (or pressing <Return>), the Database Design Dialog Box
appears. Here you will enter the information required for each Field in the Database, as
discussed in the next topic: Entering Field Attributes.

The Database Design Dialog Box is one of several "point and build" Dialog Boxes in
Wyndfields. The Field # List Box on the left side of the Dialog Box is used to select
which Field you wish to add or modify, while the Edit Boxes and List Boxes at the bottom
are used to build the Field Attributes for each Field. As you add Fields, the Attributes for
each will be displayed next to the Field # List Box on the same line as the corresponding
Field Number.

For each Field you wish to add to the Database:
Click on the number in the Field # List Box of the first unused Field.
In the Field Name Edit Box, enter a unique name for the Field.
Click on the desired Field Type in the Type List Box.
Click on the desired Field Format in the Format List Box.

If the Field Type is Numeric and the Field Format is not General, enter the desired
number of decimal places in the Decimals Edit Box.

Enter the desired Field Width in the Width Edit Box.

Use the following guidelines when creating a Database:

Make each Field the smallest unit of information you will use. For instance, create
separate Fields for First Name and Last Name rather than creating one Name Field.

Keep each Field as narrow as possible. Don't make a Field 50 characters wide if the
longest entry you will make in the Field will be 10 characters. (It is also better to
make a narrow Field wider in the future than to make a wider Field narrower, since
you may unknowingly lose data in the process of narrowing a Field.)

Use Numeric Fields only for values which actually express a numeric value which may
be used in a calculations. For instance, even though United States Zip Codes contain
only numbers, they are not numeric values and work better as Character Fields.

Don't worry too much about "getting it right" the first time. It is not difficult to make
changes to the Design of a Database if you need to.



Entering Field Attributes

When creating or modifying a Database Design using the Database Design Dialog Box,
you must enter Attributes for each Field. The Field # List Box on the left side of the
Dialog Box is used to select which Field you wish to add or modify, while the Edit Boxes
and List Boxes at the bottom are used to build the Field Attributes.

The following Attributes must be entered for each Field:

Field Name: Each Field must have a unique Field Name which may be up to ten
characters long. You may use any characters in a Field Name (including spaces),
except for curly braces, { and }, and the tilde: ~. Capitalization is ignored, so "City"
and "CITY" would be considered the same Field Name.

Field Type: Wyndfields recognizes five different Field Types, each of which has its
own limitations of what type of information may be entered into the Field, and how
wide the Field may be:

Character Any characters (letters, numbers, or symbols) are allowed.
The Width may be from 1 to 76.

Numeric Only numbers are allowed. Depending on the Field's
Format, a Numeric Field may have a Width of 1 to 26.

Date Valid dates from January 1, 0 A.D. to December 31, 9999
A.D. are allowed. The Width is always 10.

Time A Time Field must contain a valid time expression, divided

into days, hours, minutes, and/or seconds. The Width may
be from 4 to 14, depending on the Format. Time Fields may
be used to express either a specific time of day, or a
duration of time.

Extended This is a special text Field containing up to 1260 characters,
but with a Width of 4.

Field Format: Field Formats define how the data in each Field will be saved and
displayed on the Screen. Each Field Type has its own set of Formats available:

Character The Format may be either General or Capitalized. The
Capitalized Format converts all letters to upper case.

Numeric Numeric Formats define how many decimal places will be
included in the number and whether commas, dollar signs,
or pound signs will be inserted.

Date Dates are always entered using the same Format, as set in
the Wyndfields Setup Dialog Box, but are displayed using
one of the six Date Formats.

Time Time Formats determine whether days, hours, minutes, or
seconds will be included in the Field.

Extended All Extended Fields have the same Format.

Decimals: Numeric Fields which are not in the General Format require you to enter
the number of decimal places which will be included in the Field.

Field Width: The Database Design Dialog Box displays (in the bottom right-
hand corner of the Box) the range of valid Widths available for the current Field,
depending on the Type, Format, and Decimals already specified.






Inserting, Deleting & Moving Fields

The order of the Fields in a Database Design does not affect the data in those Fields, but
it is usually convenient to place them in a logical order. It is possible to modify the order

of the Fields in the Database Design Dialog Box.

To insert a new Field between two existing Fields:
1 In the Field # List Box, click on the number of the Field before which you wish
to insert the new Field.
2 Select the Insert Button.
3 Enter the Attributes for the new Field.

To delete an existing Field:
1 |In the Field # List Box, click on the number of the Field you wish to delete.
2 Select the Delete Button.

To move an existing Field to a new location:

1 In the Field # List Box, click on the number of the Field before which you wish
to move the Field.

2 Select the Insert Button.

3 In the Field Name Edit Box, enter the name of the existing Field you wish to
move to this new location.

4 Press the <Tab> key to exit the Field Name Edit Box. Wyndfields will move
the Field to this new location. Any existing data in the Field will be saved in
the new location when you select the OK Button to complete the Dialog Box.



Modifying a Database Design

To modify the Design of an existing Database:
Select the Mode ~ Design ~ Database command.

The Database Design Dialog Box appears, displaying the current Design of the Database.
Make the desired changes to the Design, then select the OK Button to save the changes.
If significant changes have been made to the Design:

1 - A warning will be displayed asking if you are sure you wish to continue. Select
the Yes Button to continue.

2 - Wyndfields will ask if you wish to keep the previous Table and Form Design. If
you have spent time modifying the default Table or Form you may wish to select the
Yes Button, then manually make whatever changes are needed to the Table and Form
yourself. If you would rather have Wyndfields reset the Table and Form to their
default Designs (as determined by the new Database Design), then select the No
Button.

3 - The redesigning process will begin. If you select the Cancel Button during this
process, the Database will be restored to its previous state with no modifications
saved.

4 - The Database will be Reindexed. This is essential if changes have been made to
any Key Fields of the existing Indexes.

When saving a modified Design, Wyndfields will do its best to maintain the integrity of
your data and to convert data to any altered Field Types and Field Formats. If you have
valuable data which you are worried about losing, you may wish to make a copy of the
original Database before you enter Database Design, just in case your data is altered in
a way in which you do not expect. See Renaming, Deleting & Copy Files for instructions
on doing this. (Be sure to indicate that all data should be copied.)

If you accidentally delete a wanted Field from an existing Database, do not simply re-
enter that Field in the Dialog Box or you will lose any existing data in the Field when you
save the Design. Instead, cancel the Dialog Box, then reselect the Mode ~ Design ~
Database command.



Indexing

Wyndfields utilizes Indexes to display the Records in a Database in a logical order. The
following topics discuss how to create and modify Indexes, how to select an Index for
use, and how to rebuild damaged Indexes.

Desighing an Index
Changing the Current Index
Reindexing a Database



Designing an Index

As you add Records to a Database, they are appended to the end of the Database File.
To allow you to see your data in a more logical order, Wyndfields utilizes Index Files. An
Index is a list of the Records in the Database kept in a specific order based on selected
Key Fields. When an Index is in use, the Records of the Database appear in the order
indicated by the Index.

Each Wyndfields Database may have up to ten different Indexes associated with it.

Each Index is maintained automatically as you add, modify, or delete data in the
Database. Each Index may have up to ten Key Fields, each of which may be designated
to be in Ascending (0 to 9, A to Z) or Descending (9 to 0, Z to A) order.

To create or modify an Index for the active Database:
Select the Mode ~ Design ~ Index command.

This command displays the Select Index Dialog Box. To modify an existing Index,
double-click on the desired Index. To create a new Index, select the New Button and
type in a new name for the Index.

After selecting the desired Index, the Index Design Dialog Box appears. This is one of
several "point and build" Dialog Boxes in Wyndfields. The Key Fields List Box on the left
side of the Dialog Box is used to select which Key in the Index you wish to add or modify,
while the List Boxes at the bottom are used to build the Index specifications for each Key.
As you add Key Fields, the specifications for each will be displayed next to the Key Fields
List Box on the same line as the corresponding Key Number.

By default, a new Index will have one Key Field, the first Field in the Database, which will
be set to Ascending Order.

For each Key Field you wish to include in the Index:
Click on the number in the Key Fields List Box of the Key you wish to add or modify.
Click on the desired Field Name in the Field List Box.
Click on the desired sorting order in the Order List Box.

To insert a new Key Field between two existing Keys:
1 In the Key Fields List Box, click on the number of the Key before which you
wish to insert the new Key.
2 Select the Insert Button.
3 Enter the specifications for the new Key Field.

To delete an existing Key Field:
1 In the Key Fields List Box, click on the number of the Key you wish to delete.
2 Select the Delete Button.

To clear all Key Fields: Select the Clear Button.

When finished entering all Key Fields, select the OK Button to complete the Dialog.
Wyndfields will build the new Index (or rebuild an existing Index) based on the new Key
Fields. If no Key Fields have been designated, the order of the Index will be determined
by the actual order of Records in the Database data File. Otherwise, the Index will be
ordered by the first Key Field. If there are duplicates in the first Key Field, those Records



will be ordered by the second Key Field, and so on.

Index Files in Wyndfields are not case-sensitive, so capitalization of the data in a
Database will not affect the order of Records in an Index.



Changing the Current Index

When a Database is first opened, its first Index is made active. The name of this current
Index is displayed on the Status Bar at the bottom of the main Wyndfields Wyndow.

To change the current Index:
Select the File ~ Select Index command.

This command displays the Select Index Dialog Box. Double-click on the Index you wish
to use.

The Records of the active Database appear in the order designated by the selected
Index, and the name of the Index is displayed on the Status Bar.



Reindexing a Database

In some situations (particularly if your computer loses power while you are running
Wyndfields), Index Files may become corrupted. If a Database appears to have no
Records, or fewer Records than you remember, it may be necessary to Reindex the
Database. The process of Reindexing rebuilds each of the Indexes of the Database,
Record by Record.

To Reindex the active Database:
Select the File ~ Reindex command.

When this command is selected, a Message Box appears, asking if you wish to Reindex
the Database. Select the Yes Button to begin the Reindexing process.

If you select the Cancel Button during this process, the Index Files will not be properly
rebuilt, and your Database will not display the correct Records until you reselect the File
~ Reindex command.



Finding Data Quickly

Wyndfields provides a number of methods to Search a Database for information. The
following topics discuss these methods and give instructions on how to use some of the
faster of these methods.

Ways to Locate Data
Performing a Quick Search
Using Markers




Ways to Locate Data

The Locate Menu in Wyndfields provides several commands for finding information in a
Database. These commands fall into four groups:

Searching by Index: The Quick Search command utilizes the current Index to find
a Record almost instantaneously. Quick Searches are discussed in the next topic:
Performing a Quick Search.

Searching by Conditions: The Conditional Search command allows you to enter
Conditions to find the first Record in the Database which meets specific requirements.
Once this first Record is found you can find more Records which meet the same
requirements using the Next and Previous commands.

Viewing by Conditions: The Set Filter command permits you to View a subset of
the Records in a Database based on specified Conditions. After using this command,
the Unset Filter command restores the display to show all the Records in the
Database again.

Moving by Markers: Up to ten different Markers may be assigned to different
Database Records using the Mark Record command. Once assigned, you can return
instantly to one of these Marked Records using the Go to Marker command.

All of these commands are introduced in the next few topics.



Performing a Quick Search

The fastest and easiest way to find information in a Database is to perform a Quick
Search. The Quick Search is fast because it checks the Key Fields of the current Index
rather than looking through the entire Database itself.

To perform a Quick Search in the active Database:

Select the Locate ~ Quick Search command.

or

Press <Ctrl-Q>.
This command displays the Quick Search Dialog Box. One Edit Box for each Key Field in
the current Index is displayed. Enter the desired data for each Key Field, then select the

OK Button. Wyndfields will take you immediately to the first Record in the active
Database which has a value equal to or greater than those entered for the Key Fields.

Quick Searches are not case sensitive, so it does not matter whether or not you
capitalize your entries in the Quick Search Dialog Box.

Remember that the Index is built based primarily on the first Key Field. Only if there are
duplicates in the first Key Field would you need to enter information for the second Key
Field.

You do not need to completely fill a Key Field to find a match. For example, if using a list
of names which are Indexed alphabetically, entering the letter "S" in the Quick Search
will take you to the first name on the list which begins with the letter "S".



Using Markers

Sometimes you may be working with a specific Record in a Database, then need to View
a different Record and then return again to the original Record. Wyndfields allows you to
assign a numeric Marker to up to ten different Records. You may then at any time return
instantaneously to a Record which has been Marked.

To Mark a Record in the active Database:
1 Highlight the desired Record.
2 Select the Locate ~ Mark Record command (or press <Ctrl-M>).
3 Select the Button of the Marker (numbered 0 to 9) you wish to use for this
Record.

To move to a Marked Record in the active Database:
2 Select the Locate ~ Go to Marker command (or press <Ctrl-G>).
3 Select the Button of the Marker which corresponds to the desired Record. The
Marked Record will be displayed and highlighted for you.

Records remain Marked as long as the active Database is in use (or until you re-assign a
Marker to a different Record). If you close the Database, then re-open it, all Markers will
be cleared. However, if you exit Wyndfields itself with the Database still open (and the

Keep File Status When Exiting option is enabled in the Wyndfields Setup Dialog Box), all

Markers will still be assigned when you re-enter Wyndfields the next time.




Finding Specific Data

The methods for finding data which were discussed in the previous topics are very fast,

but they are also limited. The following topics show you how to Search a Database for
Records which meet very specific Conditions.

Performing a Conditional Search
Building Conditions
Finding Next & Previous Records

Using a Filter




Performing a Conditional Search

A Conditional Search allows you to enter Conditions in order to find the first Record in a
Database which meets specific requirements.

To perform a Conditional Search in the active Database:
Select the Locate ~ Conditional Search command.

or

Press <Ctrl-C>.

This command displays the Conditions Dialog Box. This same Dialog Box is used often in
Wyndfields, such as to indicate which Records will be Printed in a Report. Its most
common use is for performing a Conditional Search.

The Conditions Dialog Box is one of several "point and build" Dialog Boxes in
Wyndfields. The Conditions List Box on the left side of the Dialog Box is used to select
which Condition you wish to add or modify, while the Edit Boxes and List Boxes at the
bottom are used to build the actual Conditions. As you add Conditions, the
specifications for each will be displayed next to the Conditions List Box on the same line
as the corresponding Condition Number.

For each Condition in the Search:

Click on the number in the Conditions List Box of the Condition you wish to add or
modify.

If not at Condition 1, 