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Copyrlghl Notice I Radio & lV Interference 

Copyright Notice 

This nvnual, and aU informadon rontained herein, Is provided "ISis", and ~ 
subject 10 change without notice. II does nol represent a oommltmcnt on the 
PIlt of ZEOS INTERNATIONAL, who shall not be liable for any ~ or 
damages either Incidental or consequential such as may result from the 
fumlshlng. perforulllnce, or use of the material. 

The lnIormatJon COI'Ilained In this manual. and the software programs to 
which the inlClrmltion refers. ill protected by copyright. Reproduction, 
ac:bplltion. or translation 01 this mllnml Of those softwue programs is 
prohibited without the prior written permission of the copyright owners. 

IBM Is. registered Iraciemuk or Intemational Business Machines Corpora~ 
.~ 

Lalu, and 1·2·3 are registered trademarks of Lotus Development Corporation. 

MlnofOft and MS·DOS are registered trademarks oJ Microsoft Corporation. 

Radio and TV Interference 

This equipment generates, uses and can radiate radio frequency energy. 
and m.y cause Interference to radio and television reception. The equipment 

cocnpUes with the limits for a CJa.S5 B digit..l. device pursuant to rart 15 01 FCC 
rules. which are designed to provide protection IglIinst such Intedenmce In II 
resldentiallnslJllation. However, there is no guarantee thallntederence will 
not occur In a putkuJar Installation. II the equipment does cause Int<'l'fcrence 
10 radlo and lV reception (which Gin be determined by turning the lV off and 
on), try to correct the Interference by one or more of the following procedures: 

oReorienl the receiving antenna. 
olncreuethe sepuatlon between thcequipment and the rocciver. 
oConnect the equipment Into a dlfferent outlet so that the equipment lind the 
receiver ueon different drcuits. 

To ~ cocnpllllf1Cll! with the Clue B limits, only periphenls (Input/output 
devices, tennln.als, printers, etc.) certified to romply with these llmitllllUlY be 
lIttached to thl! computer. Shielded abies must be u!iOO to conned to any 
peripheral devices. Operation with non-a>rtified peripherals Is llkely to result 
In Interference to radio lind televi5ion reoeptton. 

For more InIClrmltion,. consult your dCJI<'I' or an experienced ndlo/lV 

."""""". 



2 

........ ---------

t 
j 

• 

• 

• 
• 
• 
• 
• 
• 
• 
• 



Software LJcense Agreement 

Important - PlUM read thl, License Agreement canfully before operating 
the equipment. 

This Is • legal Igreemc-nt betwCUl you,. the end user, and ZEOS 
iNTERNATIONAl.. LTD. (herein alier the Company). By opentlng this 
equipment. you are agreeing to become bound by the terms of this Agree­
ment. It you do not agrtoe to the terms of thls Agreement promptly return the 
unopened pac:kagc in lIS entirety to the pI.ce wherQ you obtained II for. full 
,olund. 

o Grant of l ktnM On condition of your agreement 10 abldQ by the terms 
and conditions of this Ucense, and in consideration of the license ltoe, which is 
part 01 the price you paid lor the computer, the Company, as UCCIUIOr, grants 
to you.. the Ucensee. a non-exdusive right to use and display the software 
programs reeonied on your c:omputCl" (herclnaftCl" the "Software") on a single 
computer at a single location . 

• Owntrthip As the Ucensee, you own the physical media on which the 
Software Is orIglnaUy or subgequently recorded or llxed. The Company, 
however, retains title and ownership of the original and all subsequent copies 
of theSoftwarc, regardless of the form or media In or on which the original 
and other mpies may exist. 

'Copyright ThIs Software Is the subject of copyTighl Unauthorized copying 
of the software Is expressly forbidden. You may be held logally responsible 
lor any copyright infringement which Is caused or encouraged by your 
failure to abide by the lerrns of this license. 

Subject to the restrictions above, and U the Software is not copy-protected, 
you mly make one (1) copy of this software for backup purposes. You must 
reproduce.nd include the copyright notice on the backup copy. 

o Uu As the UcenK'e, you may physically transfer the Soltware from one 
c:omputer to another, provided that the software Is used on only one 
computer al. time. You may nol electronically transfer the Software from 
one computer to another over a network. You many not distribute copiQ!l of 
the Software to others. You may not modify, adapt, translate, fCYer.IC 

engineer, decompile, disassemble, or create derivative works based on the 
Software.. 

oTranaftr This software is liomsed. to you. the licensee. and may nol be 
transferred to anyone without the prior written consent of the Company. 
Any authorize transf~ of the Software shall be bound by the terms and 
conditions ol thls Ucense. In no event may you dispose ol the Software 
except as expressl. y provided herein. 
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oTermination This UoenMiJeffecdve untiltenninatfd. Th1J UoentewID 
Il.'fminale aUlomlliaoUy without notice from the Company if you laO to 
mmply with any ~viskll'I 01 this Uoeru;e. Upon tennlnation you shall 
destroy all «IpIe!II of the 5o(tware. 

You. as the UotJUee, acknowledge and agree that theSoitware lnIy have 
been devdoped by. th1rd pilrty supplier named in the Copyright Node:., 
who shall be authorized to hold you responsible for any copyright 
infringement or violation 01 the Ucense Agreement. 
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Technical Overview 

Proussor -NEe V30 (8OC86 oomP'ldble) 4.71/ 7.15 MHz dock speed 

Video -Non glare mono IUpertwiJt LCD 
- 640 x 200 resolution 
-80 x 2S coIwnnt 
-CCA emulation with 16 grey levell 
-32KB video SRAM 
- Rotary dial oontrast control 

Mnnory - ROM (driveC:\)SI2KB 
- ROM (drive 0:\) 1MB 
- RAM (drive E;\)384KB 
-RAM (system) 640KB 

Ie Memory -2 romputmlSlts avaIlable for lnslallation 01 PCMClA 1.0 
Card. memoryards. (drivl'SA:\ &: B:\) 

-128KB/ S I2KB/ l MB/2MB/ 4M B/ 8M B IUpponed ard 
conBgundon. 

Kryboard -m QWERTY dt'Sign 
- PC AT compatible with 12 funcrion keys 
- Embedded numeric kl')'JMd 
- Pre-progn.mmed hockeys for Ipplkation a«eI 
-lUrdware n'5et button 

YO PorU -I RS232C IM!ZUI pon with standard 9 pin output 
-I 2S pin oertll'onlC5<"OmP'ldble plraU~ por1 

Power Supply -Main · Q) AA size standard alkaline ~lIme& 
- Badrup . (l)3V Uthlum Nlllft)' (CR 2Ql2) 
- AC/ OC · optionaIIlO/ 220VAC AC/ OCconvmer 

Software - SIOS: Phoenix (Xl) 
-Operattng &ystem: MS DOS 5.0 

Dimension. -24Smm x IISmm x 25mm ClxWxli) 

Weight -55Ogms (J lLbs including battt>rie&) 

EMf - FeeB, ZZF-B 
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Introd uction 

Weighing less than 1.5 pounds and 1~ oa; oompatlb1e, the Pocket PC 
represents the latest in compact design and manufacturing lec:hnol.ogy. 

ThePockelPC fealUfeslMBofRAMand l.5MBolROM. TheROM memory 
has been pre-programmed with a personal organizer, MS DOS 5.0, the 
operating system,. and Microsoft Works 2.0 an integrated wordprocessor, 
spreadsheet, database and communlca tlons program. Additional memory lor 
storing data orother applications can beea,uy Installed by Insertingone or two 
PCMCIA I.OICmemorycarc1slnlothebutlt-inmemorycardcompartments. A 
RS2J2Cserl.aI port and centronics compatible parallel port are also built·1n to 
supporl your data rommunic:ations and printing Input and output. 

Setup 

In order for you to open.te yout Pocket PC quickly and effidently. 
The following 5 steps should be completed: 

-Step 1 · Visual inspection of the Pocket PC system and package. 
-Step 2 · Install the batteries and/or install the AC/OC adapter. 
-Step3- SetsYSlemdod:options. 
-Step'" Set time, date, password and per$OIlal options. 
-Step 5 - InsWl/format Ie Memory Card(s). 

Conventions 

To aUow for quid: and easy comprehension the following standards have 
boon ~ throughout thlSllUInual: 

-Bold has been used to highlight a key to pn:ss. 

fDlIIple: press Enter 

- Brad::ets have been used around rertain keys to indicate that you must 
press and hold down the bracketed key first. then press the key foUowlng i t. 

fDmple: pre9!lIAlt] E (Hold down the [Alt! key. then pll.lSS E). 

- If more than one key follows the brlIcketed key. press them in sequcnre. 

Eurn~: press fAIt) Eo l (Hold down the fAIt) Key then press E, release the 
fAIt! key. then press I} 
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Step 1 

Visuallnspection of Your Computer and Accessories 

Yow Pocket PC package .hould contain the following: 

- The Poc:ket PC Computer 
02 AA Size BaUcrie 
01 3V Uthlum Bauery 
01 Carrying use 

01 ParaUe! u ble 
01 Serial u ble 
oJ AC/ OC Pow« Convet1er 
o nu. Manual 

ClJec:k to be sure tNt aU equipment has been fMCUg«i and that then Is no 
damage to)'OUT compuln. 

Cables and Connectors 

When using the Pocket PC nole the loUowin, prcrauriont: 
oWhenever InstaJllng IX removing cables, tum the POC':kd PC oil t'itsL 
oToinsuU IX remove IheRrlaJ IX puallel ab~ hem the Poc:ket PC. 
squeeze the able connector and It will latch or unbid! &om the port. 

oAlways leave the covuon the parts when nOi in UletO preveRllbltlc 
discharge (£SO) damage and dust build up. 

oTo meet FCC requirements you must place _ ferrite core around the able 
end (suppUed with the cable). 

oTo conned 10 _ standard prinle-, oonned the spedal parallel cable to. 
standard centronics/25 pin printer cable. 

oTo conned to. modem. plug the modem dIrectly Into the 9 pin RS232 
5Crlal Cilblc. To conned 10 another ODUlputer you must use _ NULL modem 
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Step 2 

Installing Batteries 

The Pocket PC depends on 2!1OUtC1eS oCbatteries for Its pow{!J'. The main 
!IOUtOe lssupplled by two AA size lnitterles. (Battery lile varies with use 
and with t.ttery quality, but should last.t least 10 hours) The badcup 
powes- is suppUed by one 3V Uthium battery. (good lor about 1 year) 

To lastall or nplaot mila brottmes: 

-SUde and remove main ballery computment CCNes-. 
-Place 2 AA batteries in the (X)mpartrnent. direction asindlcted. 
- Rtpbce (DV1lf. 

To in.taU Dr ",place b«kup battery: 

-UnlCrew smaIl5eCUrlty ICrew on backup battery compartment. 
-Slide and remove COVeT. 
- Place 3V Uthium battery in the compartment (+) side up. 
- Rtpbce COVeT and screw small security screw lightly back Into plaCl!. 

__ When ",placing brottt.riu alw.ys obwrve the followlns pl'«lurion" 

-Turn computer 011 before removing batteries. 

- Always Install the mlln baueries first. 

- Do not leave your computer without the main batteries Installed,. the 
Ulhlum battery will only provide backup power for about 3 minutes. 

- Never remove the main and badcup batteries al the same lime, this will 
result in 10!i8 of any cbla stored In the RAM drive. 

- When repladng the Uthium battery, be sure that the main batteries have 
enough power 10 save your datil. U the main batteries have bit thclr 
charge, repbcethem before replacing the lithium battery. 

- Rq:Uce thc backup battery only with I CR 2m2 3V Uthlwn. 

-Do not mix old and new batteries together In the main compartment. 

- Re.cha.rgable batteries.,e nol recommended. 

-00 not mutibte, puncture, or dispose of battericsln fire. U you do 110, they 
may burst or explode, releasing hazardous chemicals. Discard used 
batlericsaccording 10 manufacturer's instrudlOM. 

l 
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Low Batt"ry Powu Waminp 

Whm the computer's battery power becomes low, one of the following ~ 
Ages will flalh in the center 01 yoursaeen, 1be Im"INge wW diAppeilr when 
you hit any key, but wW reappeangain the next time you tum on your l ystem. 

Main Battery Low The !NIln battery has aboutl hourolUle~ 
(ll aikallne batterie51 are used) 

Backup Battery Low Repllce the backup I'.oon ,. rx-ible. 
(RAM disk da.ta. CXJUld be lost) 

If you have installed an Ie memory card and It'. blnay power is becoInin& 
low, you wW!Iee one of the following meAges: 

Replace Battery on drive A: Replace Battery on drive B: 

Refer to Step 5 on how to change the IC m~y can:ll»uay, 

- 00 not remove the balleriea when using the acbpter, 

-Ensure that the adlpte remains connected to the AC outlet 10 avoid 
discharging the battery power. 

Power ConH:I"Vltion 

WhenC:Vef you are not using yourc:ompute-Itls reromm~ toprellthe:ONI 
Off key tOpul theoomputer in power down macH. 1be ONiOFfbydoesnot 
reboot the computer. To continue exactly where you left olf, pr8I the: ONIOFF 
key again. (You will not lose your data that has been stored In the RAM disk) 

If you leave your computer Inactive for I period of time (sped6ed in the setup 
menu· the default is 2 minutl'!l) it will automatically power down 10 c:on!II!I'W 
ballay power. 

When using AC power the screen will go blank Ifter In inactive period to 
proted the lifespan of the LCD~. Press the ONIOFf key 10 continue.. 

Otherwlys toconserve the Ureol your batteries Ire IOslow thedockspeed down 
by pressing: ICtrU(AItI • (minWl). To speed the compuler t.ck up press 
I CtJIJ(AIII+ (pIWl) Note: You must tum on the N UM lock and \De the green plus 
or minus key on the embedded numeric keypad. You can abo tum the RS232 
port off in the !letup menu to save power. (pres FlO for the IiMUp menul 

l 
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Tumin8 the System On 

After in5taUin8 the batteries, preiI the On/OFF key. You will brlclly see tho 
foUowin8 display: 

Pr-* ... ROM 8DS VaraIcIn 2..62.10 
CqIrr1gnI Ie) 1-..11_ "'-'III T~ 1.1:1. ,,--
DIM A : IC CARD 
DIM B : IC CARD 

"'b'aIcIIII'aoICIACAADDRlVES 1.lJ 
nw o..bC\l"w.~'" o::t~ -*9. '*" II.; 
"'J.OOS"- ....... ~V .... I'OO 

~lCIliJ1ilO.1WI Wbwc*Coop. 

ni. inform. you of: 

oThe BIOS version. 

oThe BIOS has recognized the drives tot the IC memory cards. 

oThedriver (Of the IC memory cards has been loaded. 

oThe Powtr coMefVation driver has been loaded. 

oThe ROM drive driver has hem kNlded to recognlu the 0:\ drive. 

oThe ROM disk hIS been tormatted and contains 384KB of avaiLable 
memory. (E:\ drive) 

1be first time you tum on younystem afler lnstalllng lhe! batteries you will be 
prompted foe the date and time. Enter the rorred date and time, then press 
Enltr. 

The Pocket PC will automatically erNie twodirectorics on the E:\ drive, one 
fot your personal organization dati and one for your Worb cbta. (You may 
wt5h to bKkup your data onto your Ie memory cards often for protection 
against acddentaI dati loss) 

1be nexl5l:n'en that will be displayed prompts you tOprC9Sany key to enter 
the Main Menu setuP5aceJ\. Press any key. 
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Step 3 

Set System Clock Options 

The next!IcreeJI that will appear will be the Main Menu Setup Kreen. 

The Main Menu Is Jelf explanatory, Use the UP and DOWN arrow keys to 
highlight a selection, then pr_ Enln. 

TOSilve your sdupc:onfIguntion,. be sure 10 tdghUshl the EXlTopdon and 
pre!lS Enttr. (To exit Uld not Ave pns the EM: by) 

,-­,-­, ... 
. - ~ MENU KT\,II1"AOQA,t,t,I_ 

To~...-"",,,,,,,, 
0I1)ooron _ MwID_ ~ .. 

III .. ...",...._ID~IWI 
~ E_ ID COfIInn 01 Etc 111.­N_ 

,<NO,.,... 
You c:M .... LP tIoow!I .... l .. _ 
Mr- ID _ h/otII9I'II '*. 0.... 

-~---

-Set the system tiIIlf' zone acrording to wh~ you live.. 

- Set the dayUghtAvings option If needed. 

- Highlight ExIt to Slve, then press Enttr. 

If the Main Menu Ipp"usafter turning yOUT oomputer on or if you Wlnlto 
mange any of your 8ctup options, press the Elf: key. AI the C:\RP> prompt 
type InsQU 10 enter the setup tneflu. 

To re-enter the Main Menu after configuring your 5ItUp lnIonnation,. type RP 
al the IX)S prompt. 
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Step 4 

Personalizing Your Computer 

oAt the Main Mmu press the FlO ke)' tomter the Utility Mmu. 

oHighlight Setup. then prl'lllS Enltr. You will see the following!lCreCn: 

COm""" -. p......,,,, 
Conmont 
Power Savings 
Ram cIsk a.Lz" 
Auto off lime 
RS-232 
C><t 

1~2.04. 22 

12:19:25 

EnablelOisable 
38<k.,... 
2 ninul9& 
OFF 

Thedate, time, name, addrest. company, phone and amunenl afl!.clf 
explanatory, use the anow keys 10 highlight choice then prl'lllS Enter. Type In 
your re1evlnlln(OfmItion. You must KrOll 10 Quillnd press Enler 10 IIIIVC the 

Infon:nation. 

ol-ligbtlght the password option. Yoo will be prompted to type In theCUl'Ten1 
password. If yoo hive not set I password yet or you do nol want 10 use a 
password, pre!II Enl tr . 

• You will then be prompted fora new password. Type In any 71ellet word. 
For geCWily,1t will prompt you I!IeCOM time 10 Iype your new pa9SWord Do 
this if you wanllO keep the password 01" press Enter llgaln for no password . 

• Highlighl Quit. press Enter 10 save and. exit 



" Getting Started 

Note: The PU8WOC"d !hat you type in is C'oI.te Mnutiw, me&Nna thalli you 
enter. plISfiword with captbllletten,. you must IJWIYS ~ apttab: lO_ter 
your ~wcrd and vis wrsa. 

If you have forgotten your JMJJ5Word. the only wly 10 change it would be to 
relfloveall of tho blUer:I_ ffOD't lheaxnputer. After removing ~ re­
lnstalling the balterief you must re-entl."f" all of the letup infonnation. 

POWIU Suu Enable/Dl .. ble 
Disable the power Aver switch only if you .... ve lnsb.lled. ltd pe.rty 
5Oltw.r.re and haw encounlft" any operating errors. To k't: 

oHighlight Power saver, press Enlu. 
- Select Enable (on) 01' Disable (010. pre95 Enter. 
- Highlight QuIt to saw. prell Enter. (or mntinue 10 nul oprion) 

oThe RAM disk size can not be modified.. 

!be Auto Off Is. screen saver tNt allows you 10 SC!I: the compulC'f 10 
automatically tum olf the LCD screeJllnd go III 10 • power down mode to 
lXInSCfVe battery' life and 5Cl"1!en LCD life when not in U5It., To k't: 

<Highlight the AUlo Off tim", press Enttr. 
· o.oose 1,2,. 3,4 or 5 minutes, pres Entco.r. 
oHighlight Quit to saY(', press Enter. (or COntinue to next option) 

Rs..132 Communication Port 

n.e RS232 port is rOf" your serW oommuniCitions such as. modem or to 
conned: to another oompuler. To set: 

oHighlight RS-232. pre!ll!l Enter. 
oo.oose ON or OFF, pn:95 Enler. 
"Highlight Quillo AW, press Enter. (or continue 10 nexI option) 

Tum off the OOInmunic3tions port to save ballery Ufe. 

Note: It is not necessary to tum this port on or elf while us"'g the MS 
Works Communications .ppllcattol1. It will nltOlNltiCilDy tum the port on 
or off as needed. It is r'II!a!'5$iiry)lowever, to tum thiJ port on or 0«, bdore 
or after, uslng the iXl5lnlerserve program. 
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Step 5 

Installing the Ie Memory Card 

On the bottom of the Pocket PC there are two computments to install 
PCMClA 1.0 IC memory cards. Belore you can use the card, you must 
{onnat II. IC memory card!! are avallable in many sizes, but the {onnattlng 
is the same for all Size cards. No special ~rameler!lll.re necessa:ry. 

To inltalilC memory card: 
-Tum system on. 
oOose the Pocket PC (1hts way, when you slide the compartment open, 
you will have a better hand position) 

oTum Pocket PC over, slide the rover off of compartment A {or your firstlC 
memory card 01' B {or the second card. 

oBe sure that the small write protection ,witch I, tumed off 90 you can 
format your card and write data to It. You may wish to tum this switch on 
after you have written data to II and want to save/protect it . 

• Insert card face side up, with small pin end inSerted first . 
oSlowly dose the compartment cover, visually checking to make sure that 
all thedala pins are lined up and that there Is a exact til 

There are three ways to format the cards, all of which perform the same 
function. 

To formal the Ie memory cud: 
oU!Ie the FUe Managemenllooi. See page 26. 

Press F3 al the Main Menu. 
PresslAltl D (for the disk pull down menu) 
Press A to format card A or B to format card B. 

oDruse theMS Works File Manager. See page 57. 
oOr go to the DOS prompt and use the Formal command. See the DOS 
.ppondl.<. 

To chMige Ihe Ie memory card Nttery: 
.Tum system on. 
oFUp the small cover up on the Ie memory card compartmenl 
oLeave the IC memory card in the computer . 
• U!Ie II. small !crew driver or paperdlp to flip the smaliialch 90 the b;Jtte£y 
door will open. 

oRemove the battery and replace It with II. new one. (5lnce each card uses a 
different battery, refer to the battery for the correct replacement size) 

.Oose both the battery (lOVer on the battery and on the PoclreI PC 

By leaving theard in the computer when thanging the battery, you protect 
your data from being lost Some IC cards have two b;Jtterics to protect your 
data. 
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Within your computer there Ire 2 types of memory, Read Only Memory 
(ROM) and Random ACCflII Memory (RAM). The ROM (J.5M"8) tlXltains 
factory pmgnmmed IppUCItions and the openlinS ,~un. The RAM 
(lMB) b used fOT.pplkatkm workspace (640KB) and RAM disk (384KB). The 
computer abo hu 5 driVel (Ulcluding the: opdcnallC l1*l'i01)' cards): 

Drive A:\ 

Drive B:\ 

Drive C:\ 

Drive 0:\ 

Drive £:\ 

The first Ie memory can::I drive. II COI'IWns RAM tneII'IOI')' and 
"used in much thesameWllY I'. noppydiJk. II has, wnte 
protect swltdland huitsown built·in blttery.aWIItQn 
retain dlta even II tMC2Cd Is fftnO\I'eId &un tMcompWer_ The 
z:nemoryc.rd drivemust be fonnltled beioreUM:. You INIYwish 
toston! your dJta 10 thisdriveor MoredoownkMded applications 
{or cbta} from another" PC. 

The second Ie mm'IOry ard drive (Nme u A:) 

ConliinsSJ2KB 01 ROM. This memory hIS been flctory 
prognnuned with the BIas, DOS boot fUN and the RaoI Pen 
application. This memc.y It READ Cl'll Y. You (:lin not.or, 
any data or modUy any fiJeJ on thb drive. 

ConWns 1MBoiROM. SimiLar to theC;\ drive. thJs memory 
hal been f-=tory progn.mr:ned with the M~ W«b 
application and MS DOS. 

Contains the remaining 384KB 0/ .ystem RAM. This memory 
gt'h formIlled to be. RAM disk. UnlIke. regubr PC. you 
will not Io8e the ebb! trurol you have Jtor«t In thit drive if you 
tum off thecompuleJ. 

Retetling the ComP'lltr 

If, for any reason, you need 10 reset the computer, Ihfttllre two ~ thaI 
you may use: 

HardwueR~1 

Press the small re5eI: button located near the u~ right aJITIft" 01 the 
backspace key. The harclwue reset will do a CIOUlpiete reboot 01 the system" 
which may rC!SUl1 in the los. 01 your RAM disk data, You will know if my 
data has been lost U you tee the "Formatting and InlliU%ing the RAM disk" 
statement while the system restarts. 

Software Ruel 

Press the Cl"RL. liLT + DEL buttons together. 'I'M IOftware re5et dears all 
of the data out of the CPU and system mema.-y but will not ckostf 
RAM disk d.ata. • oy your 
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Main Menu 

Introduction 

The Main Menu is a personallnfonnatlon management program that ha, been 
dcstgned to help you organlz.c and au tomate yourdata. You can keep track ol 
appointments, projectl.. businl!M 1XIf\1.cts. &iendl. fam.lly, fiJlIl1Q1!1f and more. 
The Main Menu tool5 gives you the convenlenceof .utomated calcuJations.nd 
conversions.. The main menu is also the Interlace used for easy ao:e!lS to 
Miaosoft WOI"b. 

The Main Menu hu been bctQry programmed Into your rornputer ROM 
(C:\) therefore, the application can never be accidently era.5C.'d or modified. 

Moving Around the Menu 

Press any of the preprogrammed !unctIon keys to enler a 1001 or U5e the arrow 
keys IQ select a tool. then press Enter. 

OnQ! In5ldeany of the toots. you an swllch between the tools bypresslngany 
of the preprogrammed fwlction keys. You cannot, however, switch 10 a 
Microsoft Worb .ppUcatlon. You must first return to the Main Menu, then 
press F9 to enter MS Works. 
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Thr Main Menu 

The main Ipplicadoa melU oIff!nj you 8 opdon!I to c:t.oc.e frcIa 

F3 File M.ilD-Su 

F4 Planner 

F5 To 00 LUI 

F6 Phone Book 

F7 InforDUlrion 

Fa Cakublor 

F9 MSWORKS 

flO Ulillrie. 

An N Sf IK'IO!!iIII menu tNt &IlowI you 10 lnal'llp your 
mel and diuctm~ You CUI.'" COftMt your RAM 
drive and Ie memory Clrdt from the pull down D'IBIU 

options. A commud line prompt aUows you 10 lee 

standard OOScornm.nda. 

A oJendar, planner and .ppointmmllChedukr. 
Selecbble for eboUy, Wft'Id), and monthly pbnning. 
Fe.tutes In alum fordlUy ~ 

Keep track of nln'll!'. ad~. phone &c fax 
numbers and mOIl!. 

International country and dty telephone arM a:Jdft. 
inkrn.ational time zone COI'IVtftOr, weight. temp.tc 
mea!Ulftnen1 convertor, cunmcy t'XChanser. and 
penoNllnfonNltion cblilibaH. 

Bask. trig. expor1ents, log. hyper-boUe and IMD'IOI')' 
functions. 

Word Processor, Spreadsheet. aarting. Dta..t..tc! and 
Reporting. Communbl ttons. AIann Clock,. C.JcualOf. 
and flle MANger. 

Puswotd option. power COMefVlItloa 5ettittgt. Jetup 
lor time &c date. Inter Server CIOmInwdation link. 
[X)SsheU. 

Basic Tool Functions 

Tht.nlnoSQVen.1 bask fundion, U5ed throughout the prognm. In ordc!J lor you 
to becomeefficienl With it. you shouJd lamUlartu youndl Wl!h these fundioas. 
In the Planner. To Do UJt and Phone Boo« I~J you will notke the Rle, Edit. 
Query and Option pull down menus. (I'he Option menu i.d90 In the Calculator 
and Information tools) 

To enter the pull down menus, press the (All) key alon8 With the first Idter or 
the highlighted lettw 01 the menu chalce.. 
(£mmple: To get into the Rlernenu,. press (Altl f) 
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Edit Menu NIowEnlry .... ·N 
Copy Enuy .... -e 
0eIet0 EIIIIY .... ·0 ..... "' ... 
UMWk .... ·u 

M.ldng. Ntw Entry: 
° Press (Alii N (new entry) (or for pull down menus fAlt) E. N) 
oln the infonnatlon boxes, type In or select the required information. 
oPress TAB or Enltr to bypass any Information field that Is not need. 
oSelect OK to save and then pre9!l Enter. 

Copying iln Entry: 
-Select the entry you wish to copy. 
oPrt'SS(Ahl C(copy entry) (or for pull down menu fAlt] ao 
oModify the ~try with the new information then select OK 
oPress Enter 10 create a new record. 

Dtltting an Entry: 
oSelect the entry you wish to delete. 
-Prt'SS (AltJ 0 (delete entry) 
·Sded if you wish to delete one, all, marked or unmarked at the prompt. 
° Press En Itt 

Multing an Entry: 
oSclect the entry you wish 10 mark. 
oPress fAlil M <mark entry) 
oAiI entries that have been marked will be highlighted (reverse video). 

Urun.arlcing an Entry: 
oSelect the entry you wish to unmark. 
oPress (AItJ U (unmark) 
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File Menu 

Importins" Exportin& o.tI 

You can export (~fa) dati th.al you hay. c:re.-.d / MOftd In ~ IOOh 
10 other applications. You an u.o lmpoH dati from Dlhe appHcatKw. 
Oiowever, as 01 this writing. Main Menu files can noc be imported lntoMS 
Works) 

When you m.nsfer datil between files.. you must .. the cured dati formal 
so th.at the target ilpplication knows how 10 read the data. The Main Menu 
SlIpporu the 3 most lXIInmon formats. 11wy Ire: 

I. o.tl in ucb 6eld it Rlnounoded by quotation marb n and.ch 
6cld It: 5epIrlIled by I C'ODUNI(.). 

II. o.tlln each f1cld it lleplrated by a c:cuun1(J, 
Ill. Each dlta field Is Irnnged by Itt original siu. 

To Export Data: 
- PreselAhl F,E{file, export) 
- You wiD be In the Export Fne Box prompt. Type the name 01 the file that 
you wish the IUta 10 be trilns!ftnod 10. 

- Next, enter the data formal You will be prompced 1.2 or 3. OIOOM the 
formal that rebtes 10 your data. 

· Enter the dal .. mode - one 1iIe. all files or muked flies. 
- Select OK,. then Enter. (use the TAB key to go back to change an optIoa,) 

To Import Dilta: 
-rresa lAII) F,I (file-import) 
- Enter the name 01 the file tNl you wish to lmport. 
-Enter the data format 01 the file 10 be imported. 
-Select OK. then pre!I5 Enter. 

Printing 

To print: 
- Press IAIII F,P (fi}e. print) 

-Select one, a1L milrked or wun.arlmd ill the prompt. <type 1.2.3,4 or IadI) 
-Selcct 10 twn form feed on or off. (continuous feed paper") 
- SelecI OK. then press Enter. 

Exiting 

-Press the Etc key to exil any tooL 
- II you Ire In w puU down FUe menu preiS X. 
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Query Menu 

Searching for an Enby 

U there are a large number of entries in a too11l:st. you can scroll through 
them using the following keys: 

"Arrow keys to scroll up or down one entry at a time. 
o[FnlPgUplPgDn to scroll up /down 1 screen. 
°ICtdJPgUplPgDn to scroll from the IilII top to list bottom. 

You can also use the Search command to find a particular record. 

To lite the .earch command: 
• Press IA It) 5 (search) 
oIn the Pattern box type in the word your are searching for. 
- Select the direction 01 the search. 
- Select U you desire the search 10 be case sensitive. 
- Press Enlff 

Sorting your Data 

Sorting your lists rearranges your datil so thai you can view or prlnllhem a 
certaln way. Depending on the tool, you can sort by name, date, priority or 
se'V1!r.I1 other formats. (You can sort yourdata In anJy the Todo Ust and 
Business Card tools) 

To IOrt a lut: 
oPrl'95IAItI 0.0 (query, sort) 
. You will be prompted to enter the order of the field!! thai you wanl lo 
sort Use the a!TOW keys to tla"oU through the list. Select the field that 
you want sorted first, second, third, forth, fifth, and sixth.. If you want a 
simple sort or you wanllo leave out a few Held" use the TAB key to skip 
over a dtoioe. Use the delete field option If you want to changea field. 

-Choose if you want to sort In Il9O!IIding or descending order. 

Ascending order '" A to Z or lowest number first. 
Descendl.ng order '" Z to A or highest number first. 

0Clioose 11 you want to distinguish uppercase and lowercase in your sort. 
Enter YIN. 

-Select OK,. then press Enter. 
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Options Menu 

COiIIltndar 

The alendar provldela 4 InOrIth c:ontinuou. calmdar foe quick relftenc:.01 
dale. and lnd~ hoIJdly and idleduJeWCITI'IIIdon. Inlannation Nybe 
reaJldoo by using the Planner loot 

To operate tht Clltndar: 
oPre. IAIII D,C (option. caJendllr) 
ou. the up or down UI'Owkeyl; lQ view the next 2 II'dlthL 
• Ute the lFnlPs UpIP,On to view the tint 4 month .. 

Date Format 

You DUly wish to change the dire tonn.l di5pllyed a, tM top ol the.aft!rl 
and for cbIta entry. 

-Pre56 JAIt] 0,0 Coption . dale fonNt) 
' Choose the cLlte lonna! you prcie.-. 
-Select OK. then ~ Enter. 

Set Timezone 

When you trawl 10 • diI!erenl time za'll:, slmply IItIC!d the new tia. zone 
without having to R'5et the dock.. Whet you 1't'hIn\, swucb !he Tlznn:oM 
bad:lon~aL 

To HI the timuonr: 
oPres8 fAIt) D,S (option. set ti.rrIezane) 

-ScroI.l through the chart with Ule.' IU'TOW keys. highUght your ~.nd 
press Enlu. 

-Oaoose U you want to be In o.ytighl SlIvings mode. Enlb" . 
"Sclect Ok. then pr~ [nitr 

Show Clock 

DIsplays th(! time In the upper right comer, 

To . how or Te.D'tOVt dock: 
-Press IAItI O,H (option,. MOW dock) 



File Manager - F3 

The File Manager provides an easy to use menu to manage your lUes and 
directories. It also a1l~ you to fonnal your Ie cards and RAM disk. 

f o. V'I", \'.. '.',' \ 

AI' "'T 
C/TYru.lE OBF 
cnYj'HO 08F 

""'''' "'" HE"' "'" MEASURE OBF 
SORT OBF 
PREFER INI 
PICTtJAE 

OOA .'" 
0018 Fa. DIXIOf .. SeItct 

'" "" ", .. ... 
"'" "" .2 

" ... , ... 

04-16-02 
04-16-92 
04-18-112 
04-14-82 
04- '4-112 
04-14-11:2 

-~ ,..,-" 
-~ 04-15-92 

"'" 

Use The TAB key to choose between tile maintenance, directory mainte­
nance, or the drive letter/command line prompt. There will be a flashing 
block prompt In either the upper left comer of the menu wlndoWlJ or near 
lhe bottom of the menu in the oommand line area to Indiale which window 
15 active. (There are 3 TAB stops) 

The File Milnagu 1001 display.; 

Top menu bar: 

l..cil side window: 

Righi side window: 

Drive letters: 

Command prompt: 

Bottom status bar: 

Indicates FlIe, Disk and Window pun down menu 
choices. Also the day, date (formal selectable), 
timezone, time and daylight savings or Normal time. 

Displays a tree structure of the directories that have 
been created. 

Displays files, file name extensions, rue size, file 
creation dale, total number ol flies in the directory, 
lotal files selected and total bytes of the filessclccted 

Drives avaUable on your computer. 

(C:RPb) operates any DOS command. 

Brief explanadon oJ function and/or instnlctlon. 
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Ne;ar the top 01 the.aem you will see File, DIsk and Window pull down 
menu choices. To.a::.res lhe5e, use the fAl11 key In combin.ltion with the 
first Jetter of the menu you ,"nL 

oFor Files press IAIt! F 
oFor Disk (direccory) preIS IAhl 0 
oFor Window IAItI W 

Once you have I pull down menu .elected. you can 11M the Im>w byw 10 

choo6ebetween Rle, Oiskand WIndow. 'The-e areJ ways IO~ the 
functions within the pull down menus. 

I . Scroll with the.now keys. sdect the function you want. then pr_ [DIu 

2. ~ thchighllghted letlerol any function. 

3. Usc the keyboud shortcut 01 any function (JI'VJilablot) 

Note: If you are already In the pull down menu. the keyboard IhortaJ15 wUl 
not work. 

File Pull Down Me.nu 

To work on II file: 
· Use the TAB key IOIct\V<1te the fiJe window. 
- Use the arrow key 10 IUghUght the file you WllnllO work 01'1. 

- Press IAII) F to pull down the Ale menu. th«I aclect the function you w&I\l 
~ 

<Highlight the file, then use one of the keyboan:1 shorttuts. 

Run Flle 

Copy file 

Execute a file thai has been h.IghUghted. Ales thai an be 
run will hIve the.exe.. .com, or .btli file IUII"e exlen5ians. 

Copy any file or group 0( tagged fiJes to another location. 
For single file copy highlight the file you wish to tOp)' 
then pre!I8 [Ahl C you will be prompted for • location. 
En~ the tuget drive and dinxtory. For gTOUp rue copy. 
TAB to the File menLl" then lag the rue. you wanl by 
pressing the mit'!" key to 5eIect or de!IeIecc. Press IAItI c. 
Spedfy.1 the next prompt where 10 copy the files 10. 



Delete file 

Rename File 

View File 

Print file 

Change Attrib 

MIIln Menu· FUe Manager 2S 

Deletes file or fUel. Same as ropy except pres8 DeL 

Renames a file. Enter new name at the prompt. 

Lets you view the rode 01 the file in ACSII/HEX. 
HlghHght the file you want, then pressfALTJ V. Once 
In the view wlndow press A to switch between ACSII 
and HEX. Use the (Fn) PgUpfPgDn to KJ'Oll. 

Prints a file In either ASCII (text) or HEX. Spcdfy at the 
J'l'ompt. 

Changes the: attribute switch on the file. Highlight the 
file you want to change then enter [Altl A. Once in the 
attrlb menu highlight the switch to change, then press U 
to mnfirm. 

Disk Pull Down Menu Cr_ ow-y Cul-C 
o...c. DInoc:ItIfy C1rf.O 
'*'- Dnc:toty CtrI-A 
Famw IC cara ... 
Famw IC c.rd II 

Worlrins 011 a Directory 
Famw RAM~. 

There Ire two methods of selecting a directory to work on. 

Mnhod1j 

.Ute the TAB key to r:unor to the bottom option field . 
• Use the arrow keys to select which drive the directory you wanlls on or 
which drive you want 10 cn!;Jte:/reI\IIIme/delete a diroetory. 

oPress Enter 
OUte the TAB key IgIIln to highlight the left (Oirj window area. 
OUIC the alTO'N key to ~ down the diroctory tree and highlight the 
directory you want to work on. 

°UIC the keyoo.rd shortcut to aeate/n>name 01" delete a directory 01" press 
fAhl 0 {c. the Disk pull down menu. sclect and highlight the function you 
wlntlo~. then pre!iIS Enter. 

Mt1hodZ: 

. Use the TAB key to sclect I drive. (or 1)'pC In the drive you want such 
as A:\ 8:\ 0:\ E:\ on the command line) 

.On the command Une use the DOS command CD\ (for change directory) 

aIImplt:lt theC:\RP> prompt type: CO\WORKS 

.Presa Enter 
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Remember" that you ClIn not mab, delete or rmarM. diredOfy CIa theC: \ 
or 0:\ drive II i! READ ONLY. 

Fonnatting Your Memory Card o r RAM dbk. 

-Pre!lli'lIAII/ 0 for the pull down menu. 
- Highlight. thm preiI!I Entu on myof the foruul opdont. 

-FormatlCClrd A - bl.-rt cud.nd pre. Entu 
-FormaIICCard B- Arne 

Ills not necesury to type in any fonnatting puameters. The Pocket PC wW 
.utonutically lonn.! your Ie memory cards with the CDITeCI information. 

-Fonnat RAM d1slr:. - Thl' will quick.ly relonnat and erue my cbtll on yow 
RAM dlsk.. Pre!li!l Enler. 

Window Pull Down Menu 

There are 2 choiCES for you to use. The Rrst. (Alt) W,N perfotm!ll theAlM 
functioo u the TAB key. 

The 5eCOnd, I Ctfl) Z allow. you 10 zoom in on the Dnc:tory or file menu. 1'biI 
is useful to view file .ttrlbule!J and time of file creltion In the file menu or if 
you have very complex direc:tOl'y structures. 

Going to DOS (3 methods) 

1. Press the ESC key.1 the Main Menu. (type RP to re-aller menu) 

2. Press flO CUtWty) function key.! the Main Menu. ScroD to the DOS 
shclI option. Press En ttt (type EXIT to re-enter the Main Mmu). 

3. In Mic:r09Oft Works, press IAItI F. scroll to run other" programs, then TAli 
to the <Run> motte, then press Enler. (type EXIT to re-entl!!" MS Worb) 

You may prefer to use the Ale Manager bullt into MS Works or use the OOS 
command line 1n.slead to manage your files (W to formal)'OW' drives. 



File Manager - Keyboard Sbortcuts 

" .. 
fAbI R · Run File 

IAIII C · Copy File 

Dd · DdeIeF.Je 

lAb] B· Re.wne File 

fAIII y . View File 

fAIl] p . Prinl File 

IAlI] A • <llanae Altribute 

BSC · WJI 

Diredoria; 

{CUll C · Crute New Oireaory 

(Orll D · Dekte Dm.cIory 

(CUI) R • Rename Oirecl(W)' 

(AlII OtA • Format Ie Card A 

(AlII 0..8 - formal ICCani B 

(AlII DtR · Fomuil RAM Did: 

Wl_ 

TAB · Tab 10 nul active window 

(Orl) Z · Zoc:m Aaive WilXiow 

Help 

1'1 



Planner- F4 

The piannll!J" I, .. 100110 org.niu Important~. "","" ~ not. and 
appotntmmts. Ie operates In 3 modes; 

-In Monthly Mod. (Ihown below) three windows wW bedUpbya:L 
Calendar, NDles Ind PenoM.llmporuntlnformalkln 

- In Weekly Modt the.:reen will di5p1ay VI overvi_oIyour Khedulefor 
a particular week. 

- In O.Uy Mode tN:1Cnm wWdi$pllIy .. Ust 01 all appalntmmts for. 
particular dly. You hive the option 01 letting an alInn and makins nota 
foe ndI Ippoinl:ml:nt. 

-'''' 

D 
... ..., ,~ .... "" '" .. , , , • , • , • • .. .. 
" " .. " .. " .. .. .. " " " .. [l!] .. " .. .. " 

Ii ---
By default the Plal\JlCf will always start i.n the monthly mode. 

·Toswltch to lhedaily mode press Enter on any date. 

· ToSWitch to lheweekly mode pr_'AIIJ P,W. 

-To return to the monthly mode pre55 Uc.. 

Ii 

- You may also use AIt.P (Special menu) toswilc:h bewetn modes. 

To move around the menu: 
Use theTAB key to choose whk:h ficld you Win! tOU!le. A block cuncrwW 
be in the upper left hand ~ of each window to lndfcale which window 
is active . 

......... ---------------~-



Monthly Mode 

Calendu 

To ulect • day: 
- Use the TAB by to activate the calendar window. 
- Use the arrow ke)"llO!Ja'OU 10 the day you wanl to schedule. 
-Ften Enteron any day and you will beln the daily mode. 

-To move loanolheT month prt'SS IFnIPgUplPgOn. 
-To move to another year press rFnHCtrlJPgUplPgDn. 

To uled a a~dflc dale: 
- Use theTAB key to ilCdVlle the calendar window. 
- PreseIAlt) P,I (special, Jump date option) 
. Select the year, month and day you wanl, pres!I Enter. 

To Hla holiday: 
- Use the TAB key to .ct1vatc the calendar window. 
· Pt_IAlt) p.s (spedal menu. Sel hoUdayoptioru 
· SeIect theday(t) you wish to K'llSa holiday and press £filer. 
-Press TAB 10 move 10 the Start Dale ficld. EnIef'1n the year and month you 
wish to start your holtcby. (You must Iype In the full year I.e. 1992) 

-Enll!rtMend.lngyear/ day 01 your hoUday. (Do you wanl the holiday 10 be 
marked pst lor Me month. I lew month5 or for a few yearsn 

- Sek!ct OK. press Enter. 

The day<s) you select as a holiday wW be hlghlighted on the calendar. 

To IC'led or d_Iecll .insle day u a holiday: 
- Use the TAB key 10 activate the calendar window. 
-Select Ihe dale you wish 10 set . 
• 1"r'C'!it IAIII H (The day will now be hlghlIghled,) 
- Press (AlII H again and you will ckoseI.ect the holiday. 

To cleuhoUdays: 
-Use the TAB key 10.rovaie the calendar window. 
-Press fAIII P,C (Oear holiday optiOl'l) 
-Select the day(,) you wish 10 dear. 
- Enlt'r the stan dale and end dille. 
· Sclect OK, press [nler. 
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Notes 

Use the nole fiekt 10 Iype In any importmllnklnnllbl for tNl dAy 

To type. note: 
• Use the T A8 key to actinle the Note window. 
oT~ in your message. 
oU.e the TAD key'gain 10 ft'tUm to the CIlIenct.r when IlniIMd. 

Personal Important Infonn~tion 

The third window 00 the moothly tnenu .lJOWS you 10 JlI"f!"Pf08JlUl'l oy U. 
porQnt infOfD'1alion. To do thLt you must .wila.1o u.. f7lnfOf"DaIion maL 

oPrt!!JS F7 

oSelect 5 (penooal inEoruution). p ress Enle.r 
oEnteron the name 0( your choice. (Rder to pge 37 10 mte-rwnlN) 
oAI the bottom olthe next menu 5I!Iect Importa.nt Ollte, "..... Enter. 
oPrI!99 IA It) N. t~ In the dilte and the me&lgoe. 
oSclect OK. then pr-c. Entu. 

U you have more !.him ooe lmpOl"Q,nt IneSNge you will noticeillllnall indiaJa' 
arrowpolnlinS up or down 00 thertghl.de oithe window border-. Ultthr 
arrow key 10 acroLI through your messages. You rnJaht llbo lind II UII!IuI willa 
you write a ml!!ilSlge 10 Indude names or numbers.tnc:e you Qn input dati 0. 
up 10 10 differen t people. 

Weekly Mode 

You can use the WeclcJy mode 10 revtew a SUZI'l.miIIry chan oi your ldIeduitlor I 
sclected week. The dAtes 01 the sclected wedc are shown in the upper Wi 
comer of the!l<rem. A soijd bu in the dulrt teprfterlb: yow.::heduJed 
IIppotntmenbCbU5Yperi0d5) based 00 the Wonn.alion n!COIidtd in lhedaily 
mode. The time On II 24 hour dock} Is displayed aaoM the lop oi the late\. 
Dayv are on the left. 

To . wltch to the weekly mode: 
- Press IAJtj P. W 

"Scroll throush the da tes wi th theanow keyw to..,.. conlinuouscale\darol 
dates or prest IFni PSUplPgDn 10 skip from week 10 week. 

-Prest Enter on any dil le and you will be in the dlUy mode 1Cnen. 

- Use CFn llCtrUPg UplPSDn 10 View month to month schedule. 

--------
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Daily Mode 

To .witch to the daily mode: 
-Press Enter on any date In the monthly 01" wecldy mode, or 
-PralAltl P,D 

-u you make an entry Into the daily mode on any date II will be lndicated in 
the monthly mode by a sman dot nexllo the date. 

To enter data into the Daily mGde; 
-Press (AlII N (New entry) 
-You will be prompted with a new entry data form. Enter the starting and 
ending lime of your scheduled appointment. (use 2 numbers for the time 
entries mcb 15 03:30 or 15:00 for easier entry) 

olf you want an alann beeper 10 go oif at a c:ertain time before your appoint­
ment Is to begin, enter the time at the prompt. You may aIsowish to 
change the default alarm ~d time 90 all your appointments use the alarm. 
(To do thb, preSI!IIAIt) P, then pl'e5111 enter. Enter the lead time, then pn!96 
enter again) 

oIn the note field type any relevant Informallon. The c:omplete field will be 
displayed when the alarm goes off. You can also view your notes by 
highlighting the appointment and pressing Enter. 

Monthly Mode 

fAitl F, E Export data record 
CAitl F, I Import data record 
fAltl P, D Co to dally mode 
fAltl P, W Co 10 weekly mode 
rAlI) P, S Set holiday 
(Alt] P, C Clear hoUday 
fAlII P, J Jump to spedfic date 
fAil] P, E Export data record 
(All) P, I Import dOlta record 

fAit) P,D Go 10 daily mode 
fAlt] P, W Co to weekly mode 
fAit] P, S Set holiday 
fAit) P, C Clear hoUday 
(All) p,J Jump to spedflc date 

Weekly Mode 

fAit) P, D Return to dally mode 
fAltl P, M Return 10 monthly mode 

Daily Mode 

(AltIN 
(Altle 
fAit] 0 
(AltIM 
(All] U 
[A1t]P 

New entry 
Copy entry 
Delete entry 
Mark entry 
Unmark entry 
Sets lead time for alarm 

DailYi Weekly & Monthly 

fAlt! F, P Print record 
fAitl F, 0 Enter IX)5 shell 
(Alii F, X Exit 
(Alii S Search for an eJltry 
(Alii R Repeat search 
(Alii 0, C View 4 month caleJ1dar 
fAltl 0, 0 Change date format 
[Alt] 0, S Set timez.one 
fAit) 0, H Show dock 

F1 Help 

l 
I 
I 
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To Do List - FS 

The To Do Ust was designed 10 help you with your prot«t lnlnageam. 
You can spedfy job priorities and U the projed:(l) has been oomplded. AIIII 
bulltlnto the Todo Ust is an overview fstunt lhataDows you 10 view JIU 
projects and commitments over a I year period. 

--PnonIr ( 1 ..... 208, 3-(; ; I I I 
FlniIfI ( I.Y., 2-"10 ) -­""-

To Enter Data: 

- --"1 

-Pr_ IAItI N (You will be prompted with the above muy.a-.> 
- Choose the priority of the project (type in A. Bore or me the anowb)'). 
-Mark U thepro;ect t..s been <Xm1p1eted Ya/ No. 
-Enter start date (example 1992 04 22). 
- Enter completion or scheduJ,ed <Xm1p&etion dale. 
- Fillln the Item project d~ption fonn with any mevant Infonnltion. 
-Select Ok. prllS!! Enter. 

Use the TAB key 10 skJp a Held or change dat.. Once you Nlveawted. 
record you can highlight on It at anytime and pres. entu to dwlgt the 
Information Of to read the complete flcld.. 

Overview 

To vll'w, complete Yl'arly OVerview of your projem: 
-Press (AliI P,O or (All) P, then Enter. 

-Use (FnlPgUpJPgDn to view next years (or previous years) prqedS. 

-To print the chart, press ShiJt+ PrtSc key. O'rint Screen), 



Card File - F6 

The Card File tool provides you In lutomat«t and organized way of 
tea:ll"dlIlg Inportanllnformlltton about clients, colleagues, friends, family, 
profe98OrS, doctors, etc. 

TIle new entry menu 15 sclf explanatory. Just enlCf the data that is a981.gned 
to each field. You have the option 01 defining 2 additional fields. 

f £ 0 0 p 

'''' .... 
""""" T" -

To QuiI" new catd: 

"pres (A1I1 N 

oType In the typed relationship (dlmt, vendOJ", friend, colleague. etc .. 
thb Is I good 6eld lo.art your data with) 

• FUlIn all the required Infonn. tlon, use the T A8 key to skip an entry. 

- Sded Ok,. then pre5S Enter. 

To cMnge FtH: Item FIeld. (user defined) 

opresslAlt1 P,C (or press fA1t1 p then Entu). 

° FlII In the space with the desired field label (10 cnanlctln). 

°Sdect Ok. then press &IU. 

The free Item field remain. oonsi9lenl across aU Phone Book entries. 

oTo view 01" edit any record. highlight the record, then press Entu . 
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Information - F7 

lbe general Information tool consists olin inlanationalldtphclM ... s 
code li!Iting. I dock that ,Dow. you 10 view 4 time ZCDeI al the aIM tUnt. • 
weight. temperature and measurement amVUl60tl bilk. I t'UI'T8'Iq' 
uchanger and a personal d,tabase for up to IOtmporunl «IntKtL 

Inlormation Menu 

1. Intematlooal Telephone AI .. Codes 
2. International Time Zone 
3. Weight & Measure Conversion TatMM 
4. Currency Exchange 
5. PersonaIlntonnabOn 
6. E>o1 

International Telephone Area Codes 

This IUt gives you fingertip reference 10 moll 01 the ZNjor countriesand 
dtiesMOund the WOfld. A list 01 the countries Isdbplayed on theWttldt cl 
the screen. while the rlghilide windows contain, the lNjor ada 

oTo move between the two windows use tM TAB key. 

oTo find a specific oountry. use the arrow k.e)'lIO acroll through the list. 

oUIe IFnlPgUpIP&Dn 10 KrOll bum OMp'S" oIcounll1el to thine«­

oUIe IFnHCtrIJP&UpIP&Dn 10!IC:Joll &om the top tobollOlnoi the bit. 

To .earth for I country or city: 

olf you want to search for I country. be sure thiIIt the le{tlide window is 
active. If you wlntlo 5e.1rch for I dty, be _we the right.de window II 
active. 

0pre!lS IAltJ 5 (search) 

-Enter the COUntry or dty 1UID\e. (Beware of periods in oertain naQ'lo5) 

- Enter if you want I cue aensltive IOeUCh and the dlredion 01 thl_rc:h. 
( It may be faster one way or another" depending on whit you .......... r,,) 

°Sclect OK. then press Enter. 

... 



International Time Zones 

The Intemationa111me Zones tool. a1I~ you to quickly chock the current 
time .nywhere in the world. You <:In .Iso set 4 docks for fISt reference to 
times th.t you refer to most. 

The window Of! the left side of the!lO\'Cn contUns the a)Untry and dty name. 
The 4 amaller windcnn on the right contain the lime zones of your 
choice. U the exact dty you w.nt Is not listed, use. dty th.tl, in the 
.same time zooe. 

To Id the 4 dO« window. on the rl&ht: 

-Use the TAB key to activate the right side windows. You wiD know that 
the tlme%one window •• re active by notidng the flashlng border.round 
one of the block.. UR the alTOW keylto select the clock you want to 
program. Once the flashing border Is around the border of the window 
you want, prest the T ABkey 10 activate the left side window. 

-Scroll through the rountry / dty list to find the timczone you want 
HighJ.laht th.t tUnemne, then pre. enter. 

- TAB blck to the right licie window, sclect the next window, press TAB. 

- Repel! the above sleps for aU 4 windows. 

- Press Etc to exit. or prt'9S another functloo key 10 enter I diffcrenllool.. 

-u.e IFnJPSUplPSDn to aaol1 han page to page or use IFnIlCb"IJPgUp/ 
Ps'Dn to KJOI.I from the top 01 the list to the bottom. 

- You can abo usc the (AliI S (searchJ command to search for I spedfic 
Iimezone. To use the search. the left windows need to be act:lve. Refer 10 
page for ~sk tool functions, U needed.. 

Weight &t Measure Conversion Table 

This tool coatalns a p-ogram for the following 10 IX)nversions: 

-Linear Measure 
- Nautical Measure 
-Square Measure 
-Cubic Measme 
• Uquid Masure: 

_Dry Measure 
-Avolrdupoi' Measure 
.Troywcighl Measure 
• Apothecaries Measure 
- Tempe-ature Measure 
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To UM the c:onvtmon nat: 

- In the Select Item mmu" tae the arrow keylto,elect and hlghllpt It. 
rl.'!qU1n!d typo of converlion then prt'Sf Enttr. Youcan _00 pre.1he 
nurn bcr oorresponding to the choice. 

- A diart will appear on the right side with a list 01 units followed by their 
values. 

-Thedel.ult value t.up !::'I!ed in I unit oImMSunt. Nodceonacb 
chart which unit the other units are aIfIvtrtl!d to (for your refft'mOt) 

-To enter in your rnNisurement. aaolI through the liM. highllzht II» unit 
that you have the meuul'ftnenlln. then prC!!l Enttr. 

-Type in yourmeuurement, then press Enltr. All othe- units will be 
displayed relative 10 the amount you entt!'. 

-To use the l~peratureCOJ'lverslon, ~ theTAS key toawitch bttwftn 
the F.Iohrenheit and Centigrade measurements. Enter In either dtgretfor 
oonversion then preM En1ft'. 

Currency Exchange 

This list c:antalns a list or countries and there currency t'XChange vMUiI!It. 

ToUS(!, you must fllst ente!"in the present exchange rates. PresslAitl C 
and you will be prompted to edit the CUI'l1!nC)' ratl'S. 

- Usc the arrow keys 10 lICroU to through the list llwr-e are 3 Usts within 
the Currency EcUt menu: Country Name, Cu.rrcncy N.me md Value. 

-ScroI.l through the Ust.s, when you sclect.nd highlight a chob, pret 
Enttr. EntC'J' the new values, press Enter agai.n,. then praI Esc. 

- Yau may Wish to custom oonfigure this list with new county c:hok:e5,. 
mange the sequence of oounbies or delete lOme entries. Be SUR aD 
update all 3115ts if you change or move any Wonnation. 

-Select and highlight the currency you Want 10exdlange, prc!M Enttr. 

- Enle!" in the amount 01 currency, f".'9S Enttr. 

-All values Will then be displayed relative 10 yourCW'Ttncy amount 



P~onal~onnatlon 

The Penonal lnlormatiCill dilabase allows you to reoord important 
WOllNltkm on up to lOconladS. You may record gencra1lnlormatioo. 
health lnlonnation. credit card WonnaliCill, bank informalion and important 
dale inlormltion (which will be dilplayed during the monthly znode d tM 
planner tooO. 

°The first st.." of using the databue 15 to reoord the name(5) of the people 
you wanllO ~ rea>rcis on. 

oAt the fint Ia'et'!fl, PrC56 (AlII C 10 ~ter a new name. 
oSelect and h.lghIlghl the entry number you want with the arrow keys and 
p"" Enter. 

o Type In the tiline. 

When finished,. either pre!IS Enll"r and you will be al the second per.tonal 
lnlormation menu or 10 amtinue adding names, saoU down with. the arrow 
keys 10 the fl(')(t selection. press (AL TI C again, then enter the next name. 

To UN the dallbue: 
oSdea and hlghUght the penon! tllme, then press Entl"r. (or pre!i!llhe 
( .. ,espondlng number) 

oAt the IIC.'COnd menu. select and highlight the record you wish to use, 
then pre. Enta. (or press the corresponding number) 

Idmtiflca tlon .. Health 

1bedata fldds are sell explanatory. Allin the relevant data, press Enler or 
U!e the T AS key to lIlOYe around the reo)rd Sclect OK and pre515 Enler 
10 AYe or Etc to quiL 

Credit Card .. Bank 

Thecredlt card and &onk da tabases display bank Information and credit 
card fnformation. (.cx:ount numben &- exptnHon dates) The dab! fields are 
Jell explanatory, U. (AItJ N 10 enter a ne\o'l record. 

Important Infonnation 

Use the importantWonnalion record to keep track of any dale thai has 
significance. The nole me58.lge tha i you type In will be d l5playcd In the 
monthly moded the PhMer Tool. 

-To Ute, pre!IIlAIIJ N to record a new entry. 
oType fn the date and mesage.SeledOK. lhm pre!ll!l Enttr. 
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Calculator - F8 

Use thenwnber bys to enter ilny numericln",,1 and buIc: f\mdkJn. To~ 
.dvan«d function!I. pI'ftB IA1tJ P 10 pull down the hmdkIn mal\&. Scroll 
through the menu. highlight any desired function.. Ibc!n P'- [ "If r You 
may also wish 10 use the keyboard shortcuts listed ~ 

a.-it FWirtion' 

c 
"""pc 
M , 
Q 

OearAlI 
CJe;r,f entry 
Mod 

" 
Memory Function. 

IAltJl 
IAhJ2 
(Ah) 3 
IA1I14 

Add ."m"'Y 
Delete memory 
RecaU memory 
Oeurnemory 

TrlsonomHrlc Function. 
\ Rad\Degswitch 
S Sin 
C eo. 
T T~ 
(Ah) 5 ARC(SJN) 
(All) C ARC(COS) 
(Alii T AReITAN) 

ICtrlIS SINh 
(Culle CCQ 
(OrIlT TANh 

Erponrntial Functions 

E 
p 

J 
H 
R 
W 

EXP 
x· 
'0· x· 

,f}o 



Main Menu· Utility " 
Utilities - flO 

Setup 

Plene refer 10 fMge 13 for complete covenge of the Setup uUllly. 

DOS Shell 

The OOSahdi optioo will switch you out of the Main Menu program 
lempcnrlly and mIG ~ at the C:\> cunmand line. You can run any 
IXl5 coaunand thai has beef! insWIed or run other Ipplication5. 

To UN tht OOS Mtll: 
- Press flO for the Utlllty menu. 
-Sek!d OOSprompt Ind press Enter. 
-You an ~ter Main Menu byTyplng EXIT. 

Interserve 

lnler.lefVe Is. MS [X)S S.o data transfer utility thai allows you 10 connect two 
comPUIa-t through either the 5eI1.1 port or parallel port vi, • client server 
uchltl.'dute. Thefler1lerruns. dedlatOO program;oncea connection is made 10 
the!el"Vel", thedlmt usesdevlCC!l on theserver machine as though they were local 
devias. Serial ports Ire linked with I NUU modem adlpter. Parallel ports are 
linked via I speda.lldapter provided by. lrd party. 

To automatically Install Interlink press flO, then dIOO!Ie the Interserver option. 
The file INTERSVR.EXE will I()')d .utOOlatk:ally into your computers memory. 
The IoIlowtng file. JNTERLNK.EXE mWll be ropIedand installed on thecomputer 
youwanllocommunkatewith. See thelopiconAutolnstall. YoumustaJsotum 
on the RS232 switch In theSetup menu before you can communicate. 

Client Device Driver (lNTERLNK.EXE) 
The file transferdJent is a single device driver performing the,.;-rial.nd parallel. 
cunmW1iJ:2,tion and rediredion ol server drives and printer. Use al thedrlves 
and printer .t!ached to the remote mad\lne is as lf the dcvtCC!l were local. 

Connection with the servervl. theserial or parallel port shall bedynami~ Once 
CXlru1ected, the drive type for remote drives would look like removable drives. 
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In order 10 improve eue of use lor die novice \l1l.'I', INTEJU.NK does not 
requite any .pedallWilChes or parameters for m'" oonIIgunlioni. 

1I the user wishes 10 minimize the driver's tnftJIory image. only portionJoi 
the driver required lor dl(l(lCn options an be IoIded. To exdude IoIdu1Sol 
,pedfic drive functions. the below CONFlC$YS p&r"&D'Ieten Ir. wecl. 

DEVICE_D:\OOS\lNTERLNK.EXE Udrivel:n)(Jnoprir!lerJUAutoJ 

!drlves:.n Maximum number" of drives to redirect. Ddlu11 Vf.lue Isl. 
Inoprinler Do nol enable prinler redkedkJn. 
I Aulo t:JofS nOlIc»d device drive- if no conned is In>>dell the boot 

oim~ 

In addition. the following pu-amden are u.ed to ovftT'lde thelutcmillk 
leature!! or dellu11 values. J( 5erW or puallcl ports are tpedfied u pamtt­
ders, only those ports Ire sc::annoo lor conntctlon. 

DEVICE-D:\OOS\INTERLNK.EXE\ l/lowlI/noICinD/C'Oml:lln ! addnttll 
Vlpt(:lln ! Iddtt .. U(IblIud:.axx.Vv 

flow 

In~ 
I~D 

Loads driver In convention.1 memory, even if upper meJnOf)' is 
.vallable. 
Do nOl san lor connections II booIlimt. 
Indk:ates thai only spedfied OOM port n 1110 be.anned fer 
connection. e.g. if l COM:l is 'pedfied. then the driver JhouId 
only scan CClMI. U l COM is sp«iBed.. then.ll COM porUm 
!lClU\ned, but no panUcl JXl'"ts.re scanned.. 

U lCom 19 spedfied with a port address, only Ihe port.t th.1 Jdd.tes Is 
SCilnnOO. To scan IU serial ports listed in the BIC6in .ddltion 10 the port 
specifjed,. use loom together with !com:.ddt ..... 

/lpl:n Indiatcs that only sped..lied port n Is the be ICAnned for (XI'ItIec" 

lion e.g. II I !pli is spec:ifted.. then the drivu should only SCln 
LPll. 

U /lpt is spedlled with. port 'ddress, only the port.ddras.t tJu,t addJ1!SIi 
is sanned. To kln.ll!lelUl ports listed in the BIOS in .ddilion to the port 
sped..fied,. use /lpl together with Iptlddres.. 

/boud 

Iv 

M.ximum baud rate used; 9600 19200 37400 57600 or 115200 
~ud. ' , , 

Forces lnterlnk 10 drop Into the vari.ble mode if using. serial 
connection. This mode hu reduced throughput bul UIeS -poHle" 
hlndling of the timer. II is because the -impolite- handle- doe 
not always pass timer inlerrupts to the rest of the dWn. The 
impoUle handler hangs some madUnes. 
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CUent Device Drive Executable 

The device driver 11 in .EXE fonnat 10 th.t It CIIn be nm as a program U 
callt'd from the c:onumnd line. The syntax for the dient program from the 
COmfTUlnd line Ire .5 follows: 

INTERLNK Inlcl!mt-(H.tVer J 

i1 

Olm. 

Dtspla~ hclp text information for this program (induding a 
description of config.IYI opti0n5) 
Spedfics I local drive to map 10. remote drive. 
Recl1rect3 the mapping U no remote drove is spedfied. 
Spedfiela remote drive to map • local drive to. 

U the cUm! program Is called wl.thoullrgwnenb, the current drive 
mappings and the driVel offered by the ler'Va Ire displayed. Orive5 
off«t'd by the serveft are displayed In the order of priority. 

In~,lnk Server Prognm (lNTERSVR.EXE) 

The.6.Je tnnsler terVer is a dedicaled, fuIl!JCl'eefl program. capable of 
axNnunN:.ting with the dient via 5erlaI and pil1llle:ll1nes. The aerva' 
.allows use oIloc:al drlV'fS'nd. Ittached printer by the client machine. 

The ~ program provide an Inl('flctlve user inlt'fface and a command 
line option to do the following: 

-Exclude certain drives from being offered on the 8enItf. 

- Allow the: U5ef to prioritize the offering of drives. 

WhUe !he server will not require .ny user action once started. It provide5 
fet'dhlck 10 the U!M!f on: 

-CtIm!tIt state 01 drive mappings Ind printer re-dlrection. 
"Drives tNt are rurrently being offered. 
• Whether conneat'd via COM or parallcl port. 
- Current biud nile. 
oOrive'divtty. 
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Server syntax I ... follow.: 

INTERSVR lI1ldrivt:{_.lIl/LFn:)[n I .dd.reNJI/COM{:)n I .ddrntll 
(b.udnte) tv 

/1 Dfspllys hclp text lnfonn.tlm few this program. 
drive: Spedfies the driveW tNt will be rtdim:ted. 
IX=dr1ve: Spedfies the drive(s) tNt will be fC!Idir«ted. 
I LPT:n SpedfieSi port t05CIn. (fLPTICaNall LPTports) 
IlPT:address SpedJh.'I' port addr_ to ICUI. 

ICOM: n Specifies. port to .::an (fCOM lQM.n (X)M plrlS) 
ICOM:clIddr_ Spedfta. pon .ddre.s to ICUI. 

Ib.ud:rate Set • mulmwn serial baud note. 
Iv Forces mterlnk to drip Into the vllriable mode If UIinJ tilt 

.sed.l connection. 

INTERLNK Connection 

Client tries to conned to. 5efVer In the fonowing Cl5C!£ 

-At the driver lnitiJUzation (i.e. boot time) 
-Every time Interlnlt prognom isexeruted on the d1ents~eIIl. 
-When any ol the remote volume Is IK'Cft!!Ied by thad1er!t l)'Stem. 

Auto DaudlnS 

Both server and client sample the transmissions .nd dynamicany tncreue 
ew decrease the boIud Inonsfer file dependins on !.he nwnber 01 erron 
detected... Minimum baud no te Is 9600. 

Auto In.tall 

The lNTERSVR IRCOPV comm.nd will Install the IN1'ERlJ',IK filsOll' 
remote c:omputer whose COM port Is connect to the Ioal COIIlputer by. 7 
wire null· modnm able. 

Cabltt Supported 

The file transfer utWty should support serlalllnks using a null modem able 
.nd should support aeri'!.nd para1lelllnks using abies provide by ~ 
01 the most popular data transfer softwalli! progrunL 
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Microsoft Works 

~tj~ . , , 

, " 

Introd uction 

MIaOlOit Works oonsists 01 the 4 D'IO!It commonly used applications in pet"­
SOnIlcocnputing- a Word Pz~,Spr-uheet. Databaseand a Commwti­
a.1Ions appUaotion. 

Allof the WorksappUcatlonsw('I'ede51gned to beusro togclhjy, givlngyou the 
added benefit 01 compatiblllty. They are s upported by several built In utilities 
Induding an a!ann dock. calculator, file manager. automatic phone dialer (If 
you hl~ I modem Installed) and In extensive help d.;:alabase. 

Works hu been pre-lNtalled on your computer's 0:\ (ROM) drive. It is read 
only lind can never be acddently erued or modified. 

Quick Index 
Flies, Windows Ind ACCIt50ries ....... ___ ....... __ ._ ... _ ................ _. __ ... _ 49 
Word ~ _ .. __ .• __ ._ ........... __ ...... _ ... _ ......... __ ..................... _ ..... 67 

~~~=====::=:==:::::::==:::::::::::=::::::::::::::::::::::::::::::::::::::::::: !~ 
Co.nmunlcations _ ............................................. _ ............................................... 159 
Appendix A Printing ... _ .... __ .. _ ................... _._ ..... _ ................................... 171 
AJ'Pft1dix B Func:tions ____ . __ .... __ ....... __ ._._ ... __ ... ················· __ · .... .. 185 
Appeondix C Maao. . _____ ._ ...... _. ____ . __ ._ ......... ·············-··--··· 195 



44 MS Wcwu • Getting Started 

Getting Started 

To enter Works. you mUllt fint be out clan Maln Menu tools. At the Main 
Menu. prt'9II Ato enter Works. 

u you wish, you can abo start Wcwb from the IX)S prompt. 

To.tart Woru (rom tht DOS prompt: 
- Press Etc to exit the Race Pen main menu. 
-At the IX)Sprompt C\RP\> type works 
• Press Enttf 

Getting Help 

Worb' he!p conlalns informlltion on many tapk:a. Worb can.elect an 
lIpproprlate topl<: (or you hued on wh.lt you are CUln'fllly doing. or you 
can selcd lItOpic fr<xn the Hclp Index 01 all avallable topics. 

To gd help rtlaltd to whllt you an dolnS on tht ktyboard: 

" ""'" F1 - Pre9& PgUplPsDn If the toplar langer than one terHn. 

If you are UlIlng theCcmmunicalions tool,. and you. life CIONlC'ded to anotb« 
computer, pressiAIt) then press Fl. 

To .eltd. topi~ (rom tht Help Index: 
-Pre9& IAIII H.H 
• Follow the lnstruclions on the !II::n!en. 
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Looking at the Works Screen 

The puts of the 5Cf'een are the same for.U Works loob. 

Menll &rThe menu bar, IIhown at the top of lhe window, lIlIt m(!ftu na.mes. 
The names differ deper1ding on whldl tool you are using. 

MenWi The ml!f1us, which Ippear la'O!II the top of the window, open to list 
commands. The menus are slmUar in eKh ol the tools. 

Command. You use commands, which drop down from each menu,. to teU 
Worb whit to do. 

St.ahl. Line ThestaluJ Une, which iJshown near the bottom of the window, 
conlaln5lnlot'lNtion such IS your iOClltion in the file, keys that are locked. 
and other inIonnation spedfl.c to eadl tool. 

MHillSt Lint The ~ge line Ippearsal the bottom of tbe window. 
Illdh you what action 10 take or It diJplays a brief description of the 
h1ghllghred amunand. 

Hrlp nmlndu The Help remlnd~ Ippea" It the fir right of the statuJ 
line. You Qf\ press FI for help Itlny time. 

Choosing Commands 

To ChOOM I command from the keyboard: 
·rr-the fAIt! key. Works activates the menu bar. 

-~the Highlighted Ielt~ in the name of tbe menu you want. Once the 
CUIWlr" In the menu bar, you can choose a different pull down menu with 
the arrcr.v key. 

-Pre. the highlighted letter 01 the oommand you want from the pull down 
menu or 1* the arrow keyI to .terolL 

III comJJW\d does not apply 10 what you are doing, the command will not 
have a hlghllghted Jelter Ind you will not be able to use It. 



Using Function Key Shortcuts 

You Cln take ad ... antage 01 the many Ihortcuts ..... U.ble 1n Works by usInfI 
the keyboard lIhorta.lts lilted in each menu or by using function kIyI on 
your keylxMrd. For. oomprehesl ... e listing ollunctlon keys and keyboud 
comblnaUon shortruts, rel~ to the Help Index KeylxMrd. 

function Key. 
F1 Help topic:: 

F2 Edilocll 

F3 Move selection 

F4 Absolute ocll reference (SS) 

F5 GoTo 
Go 10 nllDled range (55) 

F6 Nexl/previous pne 

f'7 Repeat Seardl 

Fa Extend telectian 

P9 Paglna Ie now (WI') 
Ust / Vlew form (DB) 
Calculalenow (SS) 

FlO Lea ... e Chart/report 
VI~ 

D ialog Box 

.lIb SHIH 
Hclpl.-on 

wllbCDL 

Go 10 MXt boolunIrk (WP) 

Repot Copy or Formal 

SeJect flcld or coIwnn Scled ncord 
... cnu..seted all otDs or row 

View Chart or report 

When you choose!iOalf! corrunands. Works display. a DWog box to get 
infonnalion from you.. 

To enter inform.tlon in. Dillo8lext hol(: 
- Hold down the IAln key .nd pre!l5 the hlgtillghled 1ei1e- 01 the optklII 
you want. 

-T)'pe the new inform.tion In. 

-To delete selected text, press Backapace or Delete .. 
· To dclete the chancter to the left of the cursor, f'1'\'!111Mckspace .. 
-To sclect text, hold down SHlFT and use the arrow keys. 
-To move the cunor, press RlGlfl' • LEFT, HOME or END . 

..... --------------.--~ 
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List Box 

You dunge a Ust Item by scleding an Item in the Us! box. The seIocI:e<llrern 
Is lndicated by a highlight. If th«e are more items than you can !ICC alone 
timt', you can scroU 10 soo the resl. In the Usl box you can select more than 
ont'ltem. 

To Hied a Ust box ltt'DI: 
-Hold down tht' IAItI key and press the highlighled letter oJ the opdon you 
want. 

oTo change tht' selection. preJ8 Up, Down, Home, End, PgUp or pgDn. 
-To select the nexlltem in the Usl tNl begins with a particular letter, pre!iS 

the leiter you want. 

Check Box 

A Check box can either beon or off. When you open a dJalog box thai 
contains I checlt box, It rdlec:u whatever you selected In your lUe prior to 
choosing tMCOll\D\&nd. An X In the Ourl; box means Ills turned on. A 
dash rnnns that you have choecn more than one item. When you see a 
dash. you Cln tum il on (II' oIf, or you can Ie.lve It as is. If you leave II. 
W(II'b will not change the Idectlon. 

To "led a Checkbox item: 
-Hold down the (Altl key and f'J'CSII the highlighted letler 01 the option you 
wanl. 

Option Box 

A mark beside an Option box D'IC.lIm that Ills the selected optton In the box. 
You an have only one opdon selected ala time. 

To "i«tan Option box Item: 
-HokI down the IAIt) key and pre!il the highlighted letter of theoption you 
w.llnt. 

Command Button 

Aller selecting the rommands you want, you choose a button to carryoutor 
ancela command. Mosl dialog boxes have just two buttons, OK and 
Caricel. The OK button doses the dialog box and carries oul a (DDlmand. 
The Cancel doses the dialog box wlthoul arrying out the command. 
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-To choose OK.. r:n- £ntu. 
-To choose Cancel, pre115 EK. 
-To choose the Done buHon or any Olhli!l'" button. hold down the (Altl by 
and press the highlighted letter or the bulton you want. (or U!II! th.lnow 
keys or TAB Key to saoU to the bolton and prIeSS Enlu) 

Using a Tenninatr-And-Stay-Residrnt Program 
with Works 

To Ilge a TSR progr.un. with Worlct you must run Worlct In text mode. Don~ 
use a TSR fl"ogram while Worlct is displaying I dulrt or previC'wing I p!lse. 
(See FOes, Window, and Ac:a!9SOries to change modes) 

Where To Go Next 

As you will notice, the Works commands are listed In alphlbetical order. 

To get. started In any tool.. read the first pilge (or I penl ouillne 01 the 
features of that toot. then read how to Seled In 80ch tool 

Reading through the FOes, Wlnd~ and ACXleUOrie 5«tlon willibo help 
you with many 01 the standard commanc:b and options. 

Refer to the Printing appendix to 5etup your prillter Rttlngs before autin, 
any flJe. 

a 
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Files, Windows and Accessories 

Miao!ott Works provide550me buicretOuras that are Ivailablein a.U four 
Works Tools. Forexample, Worn U5e\!I files 10 belp you organize information 
and wlndowt tOdlspla y fUel on the 1tCreeJ\. Works ilo::e!IIIOrielc.omplement the 
Inlrgnl«lloob They include: 

An Alann Clock thai is both a dod:: and an electronic scheduler. Use It 10 
mnind yout'IeiIlboul blrthda ys, meetinp.. appointments« Iny other events 
you might note On a calendar. 

A Calculator that is iln 0fl5Q'eftI pocket calculator. You can insert numbers 
directly from the odcu1alor into In Ictlve Works rue. 

A Teltphone D .. I",. thai will lutomatiClUydial telephone numbers. Usel! to 
pbce I call 10 any ~ephone number tbill appears in an Ictlve Works6le. 

A File Mmil8f-menl system that help' in oompuler "housekeeping". Use II to 
copy. deRteand rename files; IOc:Teilleand remove diredorics; and 10 formal 
disks without !elvlng WC7lb. 



Alarm Clock 

You an set the Ilarm to go oIf It specified times Ind dltes 10 ranind )'Oll d 
any scheduled evenlS. The initill AJIfDl dock dale and time Ire aupplltd 
by your compuler. H they are not corred.. you can n'!Iet them. (See lheDt~ 
and TIme lopIc) 

Note: U Works 15 not rwming when an aJann so- oil, the.tann wW be 
displayed the nexl time)'Ou start the prognun. 

The Alarm dialog box dbplaya: 

MeNage Yow me!liUige can be up 1060 characten klnS. 

Dale You can Iype in the date in sevt'n.llonNIts. including 12 /JIJ1fJ1.; 
December 30, 1992; Dec 30, 1992. 

Time You can type the time in formats. ,Ud! u8:3OPM; 20-30; ancS 830. 

CllfJ'ftll Alanna ShOW1 the date, t:ime, and mesNge lor an aWmt cumntly 
iII!t. When you "SOOO7.e" In alum thalls.tel 10 go oIf more than mor.. 
Works shows both regular and "'snoozed" abnns. A JnOOZCld alann Is 
shown with an (5) nexllo it. 

SUlpend Alumt Prevents abmu from golngolJ, but doesn't ddetealmnl­

Sf't Adds a new alarm 10 the list. 

Change Makes the changes you specified for the specUk aY:rm. 

Delete Deletes the selected alarm. 

To open the Alarm Clock: 
- Prc9s [Alt) O;A (options. aLum dock) 

To .el an alann: 
- Pmts fAIl) O,.A (option menu. alann clock) 

- In the message, date and time boxes. type in the Ippropri&te infonn.1 tio11.. 

If you don't type a date, the alarm will go 011 lithe next /X'I:UTteI'tCII of the 
time. U youdon'l type a time, the alarm will go 011 It 12:00 AM. 

-~c frequency box. ,peaty howollen you want theaiann to goolf 
- IAIt! s <set) To K1 alarm, tMn press done. 
• Set another aJann or press fAit) D (done). 
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The alarms you 8ct will nol be saved on disk Wltilaftcr you leave Works. 

To chan8e an HUlin8 a1ann: 
oPrel(AItI O.,A (options. alarm dock) 
oin the Current Alarms bol(, Ritd the allnn you waniio change. 
oSelect the rnesage. dale. lime or fuquency you wanllo change. 
orr- [AlII C (change) 
oOuongeanoth« alann 01" press [AIt) 0 (done). 

To delete I n a!ann: 
oPress [Altl O.,A (options. alarm dock) 
oln theCurrmt ALanNI bol(, 5e\cc1 the a!ann you wan to delete. 
oPre. [AlII T (delete) 
oDriete another alann 01" pr_ [Alt) 0 (done). 

To au.pend 11I.1annk 
oPress [AIt) O.,A (options. alarm dock) 
oTum on the Suspend Alarm Oock check box. 
o ~IAItIO(done) 

Responding 10 ~ Alarm 

To abut or.n.1Inn: 
o Pres. Enler 

To ",nooze" In 11ann (or 10 mlnutU: 
oln theAlann dWog box. preDlAlt! S(snocne). 

To rttet In IIInn: 
In Iht Abrm dialog box. press IAIII R (reset). 
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Backing Up Your Work 

A backup filels_n additional copy 01 a me. BadruplUes poYideutr. 
protoction apinst accidently 10000g)'OUt worfr: in cue 01 hardWJrI tuhn 
or power outage. You an open. Nckup 6leand UN II jwIt •• you ~ 
any other Worb file. II will have an the wortcyoudid Iince!hl" uw 
you saved the me. 

S.vInS' Backup File 

The first time you ~\le I rue, Works AVes one copy oIl1lnd IddI.1«JI.. 
specific Works lilenameextension. If you make changes 10 the m. ,nd.w 
Itapin whUe the Mili e.dcup copy ched: D'II.rX Is turned on.. Warb."" 
the new version •• It norm.uy does and alto.vn the prevbu vmIIon •• 
the backup fiJe.. It gives the previous vtnIon. dIfferent 61ims1on 10 
Identify il IS a backup copy and stora it in thed1rectory from wlUdi '!OJ 
opened the original rue. 

:rw 
Word l'nxc!Isor 
Spreadsheet 
Database 
Communlaljollll 

Prlai°il Work. EJttn.loD 
.wI'S 
.WKS 
.WOB 
.WCM 

To saVe" badcup ropy: 
"Press fAll) F,A (tiJe • .!lave as) 
"Tum on the Make s.ck:up Copy check boll. 
-Pre. Entu 

S.,kvp Egcndgo 
.BI'S 
.BKS 
.BOB 
.BCM 

Works stores thb Jetting With YOUT file, 50 It rernernben 10 bid:: up yow file 
e.tIch time you Ave it unlil you turn off the ched:: box. To tum II elf. you 
must use the Save As COOl.tNnd again. Works does not make I backup 
copy the first time you AYeI B.Je.. Also beware that Ndrup copes oIlarp 
files or several lUes an occupy a l.uge amount 01 disk.f*'e. 

u,ins I ibocJrup Copy 

&ckup (X)pIes Ire llsted under Other Rles in the CIpm dUllog box. You an 
open both your original file and you backup file to retrie...e work,. or you an 
open only yOlU' backup file. H your OrigINl fiJe It damaged Ind you UN Ihf 
backup COpy 10 replace ii, you can rename your b.clcup ropy II I ngu1ar 
workslUe. Now when you SiI ... e It,. Works will lnlkel new backupCXlf'Y. 

To U te I BIC:icup copy: 
-Pr('9S fA1t1 F,O ffUe, open exisl:irlg file) 

-Sclect the Ipproprtale drive or directory in Ihe Directories box..oo then 
press En ler 10 h .... e Works display the files in lbl' drive or directory. 

-In the FUes be"" select the name of the backup file you Wlnt -Press Enter 10 open the file. 



C.lculator 

TIlealculltor wOI"Q like a hand held or desk calrulalor. You can also use II 
10 inem I number Into the file you are working in. If you have already 
u5ed the calculltor since you Ia,t ,taned Works, Works remembers and 
dbpboys the Ia~ number you ca1cuhltoo. You use most 01 the butteM on the 
calculator by pressing the corresponding keys on the keyboard. 

CHS 
CL 
CE 

""'" 
Co""" 

To do. calndatlon: 

Ganges the sign of the displayed number. 
ON" everything. 
OeaNonly thela!t entry. 
Inse1s the displayed number in the active file at the 
kxalion of the highHghl or cunor. 
OOlltS the calculator. 

- Press (Altl o,e (options, c:alrulator) 
11 there Is a number displayed that you don'l wanl louse, press (Alti e 
(dHr entry) 10 dear the calcubtor . 

• M.ke your alcuJation. 
oPreli Esc: te dose the calculator. 

To intat a number &om the c:aICUlatOT into the active fUe: 
oMoveihetur.la' 10 where you want 10 insert the numbcr. 
oPts (Altl O,C (options. calculator) 
-Make whlteVer calcubl:ion!l you want. 
-PreIs (All) I (insert) 

To COP)' a number 10 the calculator. 
oSelect the number in your Works file you wanl to copy. 
-Pre. SHIFT F3 or (All) E.C (edit, copy) 
-Prew (All) o,e (options, cala.llator) 

The number you selected In your file Isdispl.ayed in the calculalOt. 

Closing. File 

When you finish working with a file, you dose 1110 ~r II from thescreen. 
Oosing a me remoVe!! II from the computCf'S memory. 

To dOH the actin file: 
oPre!e IAit)F,C (file. dose) 
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Copying a File 

You can make an identical copy oIa filecm a dkkordnveandpveJt. 
different name. 

To copy a file: 
- Pre!r& (All) F,F (file, fiJe ~Ngemml) 
-Select Copy FUe 
If the file you want 10 copy ls in a different driveor directory, ~«1 tht 
drive or directory in the Directories box. then preiS Enter. 

- In the FUes box" eelect the file you want to copy or type the fiHNlne ID tilt 
FIle to Copy box. 

- Pre!r& Entu 
- In the new fileName box. type a new r\Ime for th.r.lfiJe. 
- Pre!Is Enter to copy the file. 

WorkscreatC$ a new copy of the original fiJe and 8lves it the I'\lIne you ."""''''--To copy another lIIe, repeat the above Itcps. 
- Press ElK 

Creating a File 

When you create a rue, Works displays an mlpty window in the tool you 
chOO8e. You 0Ul create a file in any tool at any time. Ho\..'eYer, 1f ttwn art' 
already eight filC$ open, you must close one 0/ thctn bdore you aellI 
another IIIII'. 

To~a~afUe: 
- Pre!Is (All) F,N (fiJe, new) 

- QOO!ie the type 01 fiJe you want to ante. 
- You can immed:latcly begin working in the liIe. 

Date and Time 

Date You can type In the date in sevenl formats. Inducting: 12/ YJ/n 
December 30, 1992,; Dec 30, 1992.. For more Wonnation see the Otte and 
time topic;: in the Spreadsheet reie!'moe. 

Time You can type in the time lonnats IUc:h _&30 PM; 20'.30; and 8:30. 

To change the dale or time: 
-Press (AltJ F,F (file, file management) 
-Select Set Date &: TIme. 
-i>re9s Entu 

-Type in the new d .. te or time in the aPF"oprbte box. 
-Press Entu to save or Elf: to cancel.. 
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Deleting Files 

You Ciln dclete files in your disk or drive that you no longer wlnt from 
within Works. You cannot, howover, ck>lelO I file that is currently open; 
dOIM! the rue, and then ck>lete If. 

To delete I file: 
oPre!l!lIAItI F,F (file, file management) 
-Seled. lRIete File. 
err-Enter. 
II the file you want to ddete is in another drive or dlfectory. &clect the 
drive or directory In the Directorie!l bolf" thm press En ter. 

oln the fil5 OOlf" sek!d the file you want to delete, or type the fUename in 
the Rla to delete box. 

-rre. Entu to delete the file. 
-rr- Enter 19ain to accept the deletion. 
o Pnw £K 10 cancel. 

Dialing a Telephone Number 

II you have a Haye!l oompitiblemodem. you can use Worial to .utomati­
ca1Iy dUll telephone number to talk with lCImeCll1e. Dialing. telephone is 
not the SlIme as axnmunlCllling with another computer. (See the (l)mmunl­
catkins tection) If you do not hne a modem you can not use thbl feature. 

Connectins Your Modem 
To UH lulomltkdlallng. your modm'l must be able to opente at a data­
lransmlllion rate 01 al least 1200 bltxi. Most modems areeqwwed with 
two modub.r phone Jacks. Connect one of these jackets to the telephone 
ouUet and the other to your telephone, using normal telephone cables. 
Connect the modem to the serial port CIIble of the Pocket PC. 

Check Your Settings 
Belono you dial iil number, you should check the Works telephone settings to 
make IUJe they match your own system. To do this, choose the Options 
Works Settings command and either Iccept or chilnge the Modem Port and 
OiaItype options. Modem Port ldentllies the romputer port you conned 
the modem to. 1l.a1 type identifies whether you are uslng a pube or tone 
telephone. These ~tinp rm\IIln In effect until you change them. You do 
not hive to reset thl5I\ e.ach time you dlala nwnber. 

Chec:kingthe Phone Number 
The! telephone nwnber you select must contain any special codes you would 
normally dial For ~mple,1I you aeied I long distant number, it must 
oontlln 11 befono the area code. 11 you first need an outside Une, you might 
type 9 lIefono the number. If necesazy. you can ,Iso insert' comml (,) In 
the number to teU the modem to paUle bef«e it continues to dial. 
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To autoQ'Ultically dl.all telephone nwnbor:r: 
You can nOi d..I.roJ a number if you ue aJreedy conneded to another 
mmputer. 
-Open a Word Proa!ssor, Spreadsheet or Oauhll. file that contains !he 
phone numbel- you want to dill 

-Select the tekphone number. 
-Prae fAItJ 0,0 (options. dill this number) 
-Worksd..l.rols the number, then dispby. I tnelMp. 
-Pkk up your telephone and pr~ Enter. 
if the C2ll did not go through or I.( you wlntlo canm autCllnlIic d!.I.Ibta 
press Eac. Works rehun:s to your file. 

-When you anfinbhed. with thea..LI hang up the phone. 

DirectOries 

Diredorlcs provide a convenien t way to organize your HJes. £.en dirt'dUy 
is Illce a Ii1e (older. It contllns files that are like the documents you D'Ilghl 
normally place in I file (okier. Each directory can contain Rlhdlredoris to 
help you organize your work. 

You an move 10 the dirC!da.-y immedia tcly lbove the one you are ammt/y 
in by selecting the two dob ( .. ) in the Directories list. the diredory your art 
in is ailed the current directory. 

To create I new directory: 
-I're!is fAIt] F,F (file, 6Je management) 
-Select Oeate directory. 
- I're!is Enter. 

The dIrectory you O"ea.le will be a subdirectory in tMCUlTmt directory. 
If you Want I direc:tcry to be beiow a dl((erent du'ectwy, Ided the 
appropn.te directory in the Dfrectories box. Then pres Enter. 

- In the Dlrectory to Create box.lype the rw:ne (a.- the new directory. 
-To aeate another directory repeal the abovesteps. frets &c to canoel 

To nmove I dlndOry: 

Note: Before you remove a directory, you must dclete III files IIIll 
-Press IAllJ F,F ane, IDe managernerll) 
-Select remove directory. 
-Press Enter 

If the directOries you want to remove ls a subdirectory a.- a dlnctory other 
than the aUTent one, select the appropriate drive a.- directory in the 
DlrectOrles box. then press fA1t1 C (change). 

-In the DI.roctorie5 box. sclect the name of the directory you Wlntlo remove. 

- PressIAltJ R (remove) to remove thedircctory. 
- Press E,t: 

------
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You canopen I file from another drive or direttoTy, either by changing the 
current directory« by typing the full path name of the file. 

To change the CUrrfnt drin and dlrfctOry: 
oPre.(AIt] F,O (file, open) 
oln the DIrectories box. aclect tho drive or dirocr.ory OOIltalnlng tho file you 
wlnt to opm. Selecttng the two dots ( .. ) takes you to the next higher 
dlrft:t«y. 

·PreII Enler to see the lUes In the new ('UJ'Tent drive and directory. 

Disks 

Formatllns enseseverything on your disk. You do not need to type In any 
special pmmeters.. 

To fOlTMt I dltk: 
· Pre. (Al t] F,F (file, file mana.gcmcnt) 
-Select format disk. 
oPrels Entu 
oFollow the Instructions on your acroefl. 
oPn!$fEK 

Exiting Worlcs 

To exit wotU: 
o Press (AliI F,X {file, wI} 

If there are any W\!l;lved fl]e!II Worn asks If you wanl to save the changes. 
Worb abo sa'lts information about your printer and change!ll you made 
using the Works 5cttings command In a file called WORKS.INI. Work5 uses 
this Information the next time you atart Works. 

File Mmagement 

The infonnaticm in your computer is stored on your disks or drive In files. 
A fOe on oontain many different typee cllnlcn,.tion. To help you manage 
your fl]e you U!Ie DOS. You can use lOme IX)5 coaunands wlthoullC4lving 
Worn. 

IXSlltands for Disk Operating System. IX)5contains a set of commands 
lhIl you UIe to manlput.le filel. DOS can do much more than what I! 
de.c:ribed here.. If you are interested in J .... ming more about DOS, there are 
numerous boob available. 
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TOUM DOScornmand, from Worlca 
-Prt>ss IAltJ F.F (file, BJe manager) 
-Seloo the command you wlnt 10 use. 
-Pres Enter 
• When your finished,. prt'SII EK. 

Opening a Fil~ 

You an open and dl:spby. file you have Oft_ Nved and doMd. w.. 
you open a file II ft'DIains open until you doee II or mt Worb. You call 
have up 10 eight files open • once. 

Note: U you Wlntlo display filenames of only one l)'pe in the fUtot bed. yaa 
can type wildcards In the Files To Open Box. Foreu.mpie type ' .l¥ktIrJ'll' 
wanl to Ust only Spr-e.cbheet rues. The asterisk C").undl for any nllll'lber. 
character.. In lhIt Nine position. The qUC'Stion mlfb (7) aln .and for any 
single charactcr In the same posiUon II the question IRuk. 

If you open an ASCII Hie I'1Ither than I Works tile, Works wiD.sk It' P 
wlntlo open the lUe u. Word Processing file, 5preIchheec IUe or 0.1.1. 
fIl •. 

To Open I file from the CU.tJ'l'nl directory: 
-Prest fAit) F,O (file, open existtnglile) 
° In the FU(!!I bm:. select. name from the Fib bo"" Worb lun:.n.daJly 
displays the name in the FUe To Opm box. 

• Press En ter 

To open I file from another driVl' Or directory: 
- Press IAIiI F,O (1Ue, open existing file) 

-In the Directories box. select the drive or dinrctcwy containing the file you 
wlnt 10 open. Select the two dols <_} II !he Icp 01 the Ust 10""'10 lhenal high.""""""". 0 _ 

-Pre9s Enter to see the files in the new CUTrenI drive and directory_ 
• In the Files box. select the rue you want 10 open. 
-Pres Enter 

To open ~ file from I dillerent drive Ind diftctory withoul mll!.p.l~ cumnl dlJl!cto.ry: 

-Press fAil) F,O (file, open existing rue) 
-In the File To Open bol{" tYPe In the CODlplete ptlthname..,d fUeNlmtol 

the rue you WIlllI to <>pen. Fw example, to open the ftJe TOYS In the 
SAMPLE directory o n drive C:\ tYPe C:\l5Iomple\toys -PTc9s Enter 
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Renaming i; File 

You ca.n rename any file on a disk or drive. If you want to create a duplicate 
rue and give lIa new name, you U8e the File Save As command. 

To rename I file: 
-Pre.IAIIj F,F (HIe, flJe managro'tent) 
oSelect Rmame Ale. 
. Pre. Enler 
If the IiIe you WlInllo rename bJ in another directory, scled the appropriate 
drive or directory In the Oln!ctortes box. 

orr- EDler 
oln theN_ AJeName Box. type the new name for the file. 
-Press Enler. Works renames the fUe with the name you specify . 

. ""'" '" 
Running Other Programs 

From within Works, you can run DOS commands or temporarily display the 
DC6 prompt IlJ'Id tN:n type whatever you would normal.ly type In DOS. 

To run I PJ'OSRIn! 
oPresIAlt1 F.R~. run other file) 
oln the PtograD"ll box. eeled the program you want 10 run or in the 
CJOmIl'llJ'ld bole type a program command. 

-Pres (Alii R (run) 
Work!! runs the program. When you are finished using the program. a 
mSAge tells you to prCSIIlny key to retwn to Works. 

To tempo,.rily edt to DOS: 
-Pnw,AJI] F,R (file, run other program,) 
oln the program box. ~J«1 DOS. 
- Pres, (Altl R (run) 
-Pres Enlt:r to .capt leaving DOS. 
oType EXIT and then prets Enlu to Ie.ve DOS and return to Works. 
(You do not need to type WORKS.gain to return to Works) 

Chanslns I Prosnm in the Litt 
You an add. remove, or change program na~ and program commands In 
the OwIge Us! dialog box. 

To ldd • prognm to the JlJ:t: 
o Pre. (Aid F.R (file, run other programs) 
- Prtsl(Altl C (change) 
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- In the Prognm Names boJ(. type the descriptive name 01 the Pf'OF'1ID)QI 
want to add. 

-In the f'rosrun Command boJ(. type the..,edficc:ommandyou UJfIoI"lll 
theprognm. 

-Press fAltl A (add) 
-Repeat flnecessary or press fAIt! 0 (done). 

To d.l.t •• propm from lb. iUt: 
- Pn.oM fAIt) F,R (file. ru.n) 
-Press fAit) C (change) 
-In the Programs boN,..cled the prognm you want to ~ 
- Prese (All, T (delete) 
- Repeatlf necessary or pre!II!IfAII) 0 (done). 

To chlnge I propm in thl' lut: 
-Pres. JAIt) F,R (fijI.', run) 
-PressIAIIi C(chllllge) 

-In the Progr.uu box. select the prognm you wanllo duon~ 
-In the Program Name and/ or Program Command box,. type the chi. 
you want. 

- Press fA1t1 C (change) 
-Repeat fI necessary or pn!SIS JAIII 0 {done}. 

Saving and Naming a File 

UnW you save a new file, aJI your WOrk is held temponrily in the 
computer's O'ICDlory. To I.Ive your woric pl'nnanenrJy, ave Ihe fiJI em a 
driw. 5.ve lTequenrJy to pnXect y~ from kl. 01 work and time. 

\Vhcr) you ~tea file, Worbl gf\l\'S it a name, such., WORD1 .wPS. You 
can change this 10 a fJ'IOre dcsaiptive r1.lIlne. If you do not change the n.lmt. 
Worlc.t will n.>pboe your file the nexllimeil James a file WORDl .WPS. 

To .. n • fil~ 
-Press (All) F,s (tile, ave) 

-In the 5.ve File h boN,.l)'pea name for the Iilco,lf you are avinS thco IUr 
for the first time. Do not type a extension IS Worb: wUlautomatiaUy addll 

-Pres., Enter. WOf"ks saVell the lUI' in the directory from whlch II was 
0"""",-

N.ming Guidelin ... 

When you create I file, Works au tomatically gfVelIl1 a name.nd I':ldenslon 
thQlldcntfllcs whlch tyPe of file Itls (Word Processor, Spreadsheet. 
Database or Communications) and the 5eqUencein whkh il WilSatllted. 
For example If yOUr created IWO Word PI"Oce9sor files. Worb IWneJ thI'm 
WORDt.wPsand WORD2.wPs. 

------
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When you Ave a file lor the first time, you will want to give. mort' 
delaiptlvl! naml! thallcl1s you whallnformatlon the BIe amtalns. 

A filename can be up 10 et&ht dlaracters king. You can usc any chancters 
m a filename except for sp.ces and o nes thai have special meaning to DOS 
lnduding: O ?/.,;()+_\: I <> 

Ale extensions help you Identify and organize IDes. When you c;:reale a file, 
WorkilulDmlltiClUy Idds In Ippropriate extension to the filename. 

for Ibh lpgl 
Woo::IPt~ -­Datllbf,5e 
CommunkiJdons 

Work' ,dd,lbb nlcpslon 
.WI'S 
.WKS 
.WOO 
.WCM 

For example I filename mlY look like Ihls: 

EMPLOYEE.WDB 
I n.-. I c..u.;.. 

If you dlange the flk!name that Works proposes. you can add an optional 
blftlJion or &-om one 10 three characters. If you add I non-standard 
exlen!Iion 10 I Works file,lt will not be llstoo in the rales Ust box In several 
dialog boxes. If you Wlnl no extension, type I period alter the file name. 

Saving In a Diflutnl OriVt or Oirutof)' 

When you AYe I file with the FlJe Save As or File Save command. Works 
AVes the me In the c:um"nl directory. If you change: the current directory, 
Worb AVes all rues you acale in the new current directory unless you 
spedfy othewise. FlJes opened from other directories, however, are saved 
In the drlwordired:ory from which they were opened, regardless olwhlt 
the Qln'ml directory Is. 

To change the currenl directory Ind driVt and an a file 
°rr-lAltI F,A (file, Ave as) 
oln the dindories box. sclect thedri"", and/ordireclory you want to !lave 
yourfUeln. 

orr- Enln to change the CWTt'I11 directory to the one you selected. 
°ln the Slve Ale As box. type the name of your lUe. 
°Pr". Enltt to Ave the file. 

To uvel file In another drive or dlnctory without changing the curren t 
directory: 
oPre. (Alii F,A (file, live as) 
0In the SaVt rue As box. type the complete palhname and filename. 
0Prm. Enltr. 
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Settings 

You an customize thedlspby and c»ntroi certain preetoptions. WCIfb 
remembers Iny changes Hch time you start I Worlal sesskn 

Country - Selects the Ippropriate presd Rttlnp for the Item li5ttd below 
thlt reflects the standards of the Rlected ClOUntTy. 

-Plgelength Ind width (J'he propc»ed responMIln the PrinIPageSdup 
&: Margins dWog box) 

- Currency symbol &: display rormat On Spadsheet Ind Dall~ 

- Date and tiIneorder&rdlsplay lorma' (In Spr8dsheetand Dall~ 
U500 whenever Works dispbJ1la date and tiDw) 

- Miscellaneous Items"l.nduding column width On IpreadIheec and 
Oitabase) and 5epMator chaflcten used In numben, dates and lima. 

Unlll- Determines the default unit used whm you type a meuuremmlin. 
one of the command bo;l(e5 (spedly margins, Indents. etc.) To ipI!dfy a UNI 
other than what you set In this bo;l( you must type both the number and Iht 
unita,ymbol. Works wW then ronvert II for you.. 1M foIlowingllb&e1howS 
the avallable units,. the acxq>Uble abbreviations and an eumpk!:: 

l1nlI 
I""'" C •• "I.",.,. 
Ten pitch 
Twelve pitch 
Polnts 

Abbrcviation 
In~· 

an 
pl. 
pJ2 
"..~p 

Eump1c 
O.5ln «OS 
125 an 
5pl0 
6pJ2 
36pb~36p 

Screen colora . Detennlnes IMCODlbinatlon oIcolon/wdes 01 gray used 
for the display. Uperlmml tr you wish. LCD works the best. 

LilIel_ Works Is preset todbpby 25llnes. 

Use tempble ror - determines Whether a new fUc that you open In. Worta 
tool is I templa te file or a 8IIndard Works file. 

Modem port · selects which port your modem is connected 10. Your 
computer- is only compatible with external type modems. Since theft ~ 
only 1 port (COM 1) you do not need 10 change tlWsetting. 

Dial type - 5pedf_ the type 0( dialing your phone Alpporta. U you hlw' 
push button phone select tone, if you hive a rotary dial seled: puI!II!. 
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Trmplatt Files 

Creating I Ie01p1ate roe reduca the need for you to do the same work over 
Ind OYI~ ... glin. You can ltore IU 01 the Rtlings. text and (annals that you 
wlnt to keep mnstant from roe to file in. template and not have to start 
from ICntch every lime you wlntto open I slmilar document. You can 8Ct 
up OM h!mpllte file for ~ch of the" Works Ipplications. 

To enlle I template file-: 
oPrta'Altl F.N (6Iemenu. crate new) 
-Sdtd whic:h tool you wlnttocreate the Iempbtetn. 
oSet up the template ex.ctIy IS you want II by typing text oc dlOOIIing 
00IJ\D\ands u ~ry. 

oPrest IAItI F,A (file, Nvt I.) 
oTum on the s.1o'e AtTernpllte check box.. 
oPrtM Entu. 

To UK the template file: 
°Pr_fAIt) O,W(optIon menu. works5eltings) 
- Use the TAB key to IC:TOII to the Use template for box. 
0Selec! thelppliadon the templlte will be used for. 

Mer you let this switch,. Wotks will IlwIYS open the IppUcation with. 
copy oI)'OUt template. II you wish 10 O'E'ate I standard Worb document 
other tN.n the template, you must tint check this box oIf then proceed to 
Mart I new DowmenL 

To edit I template: 
oPre.IAltl F,O (file menu. open existing file) 
oln the Alel bel(, 5eIC.'d the template liIe that you wlnllO change. 
o Pre. Enter 
The template.files IN! identified by the fUenamc lEMPLATE.loUowed by 
theeextensionl: .PS (Wocd Procegeor),.KS (Spreadsheet), .DB (OItlbase), 
.Q.f (Communications) They are always in the Works program directory. 

o Make the changes 10 the file. 
oPre. ,AIt) F,s (file menu. SlV'C option) 

Text (ASCm File 

File11.rf! normaUy Nved in Works (ormat. AJes with Works fonnat oontain 
text you type Ind Iny fonn.tting you do. You can save files In the Text and 
Commasor Tb:t &. TIM formlts. TheH files, caUed text or ASCII fiies, 
contain only the text and numbers from the file (without the formllting) 
and an beUSl'd with other programs thll don't use the Works lonnlt. 
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Windows 

W ith Works, youc:an display up toB windOWllI' I tlme· one fOfuc:hopm 
file. Windows may overlap each oth('f" or be arranged lide byt.kle. You (:In 
swi tch from one rue 10 another without doslng Iny 01 the 8lN you InI 
working on. The dve wind ow is the one you Ire rurrendy workfngln. It 
axttains the runor and the scroll ban. The menu bar, "tus bar Uld 
mCIIAge bar always apply 10 the active window. 

You can axttroli the size 01 the windows and..,ul the wIndow'lltS inlo2 
or 4 equal me lreal or p-ne5. This is u5efuJ if you wlnllO refer 10 two 
different parts 011 large dorumenl al the ume time. Adpant IMIIt'S «JOIl 
logether along the direction of the spilt. O.e. slde-by'-de pilne&1a'OU 
together and uppa- &: lower ~es saoU ~. 

To open ano ther window: 
If you Ire in one Works application and you WIni io open anoth« me ln the 
same IppUcatkm or differel t Works appUcation, prt'M (Altl F.N (Rle new) 
and you will be prompted with the new file diaJosue bolt. Alier 5tuIfng the 
new file II will be displayed overlapping your o&d rue. 

To awitch bt'tween windowlJ: 
- Press (ClrU F6 

You can al50 preM (Alt) W to pull down the wtndOWl menu. AI the 
bottom 01 the menu there is I list of the open mea. ffi3hUght the file )"OU 
want and pn!55 Enter. 

- Use Ihlft (CtrIl F6 10KrOU to the lasl fUeopen. 

To move I window: 
- Press (A1I( W, M (move window) then WJe the llTOW Jr::eya to move the Iik. 
- Press Enter to save new loca.tiorn Of 

°EK to leave in thee origlnallocation. 

To n l iz.e I window: 

You can control the size of the window to aee lith« more or Iesa 01 your 
document. Make the window that you wlnt to resize actiV'e first. 
o Press (Altl W,S (windows menu. size option) 
o ~~e arrow keys to reduoe or enluge the tiuolany window. 0,-,,,,,,, Enter. 

oPreJs Ele if you wInl to leave the window in I'-origlnal she. 



To rnlarJr lhr woc-k ura: 
The: .ctive work &ra will take up aimOlit the entire areo of the IIC'ccn. giving 
you at much work area I. poasible. When a window is enlarged. Works 
dispb~. mark on the Window menu next to Maximl%e. When the 
cunmand II checked. any new windows you open are also enlarged and 
any window you make active is enlarged to. 

-Pres IAhl W, X (window, menu. maldmlze option) 
oTo reduce the window .ize, prCS8IAltl W, X again. 

To unnp lilt window .. 
oPreis IA111 W, A (windows menu.. unnge option) 
The: windows wW aU be visibl.e and amnged slde-by-side. 

To 'plil' window and move .plll !InrI: 
oPre5s [Alii W, T (windows menu.. .pUt option) 
oPre.the IrTOW keys 10 move the horizontal.nd/or vertical spUtline!llo 
whel-e)'OU wanllo.pUl the dlspby window. 

oPte. Enltr 

You can spill the Sprmcbheet and o.tabase Into 2 or 4 panes and the Word 
PrOOt!08tW Into. upper.nd loWe!" JMne. 

Once split. press F6 to move dodc:wise around the split or Shift F610 move 
counter docIcwiw. 

Toremovethespbl, p!tiS IAItI W, T .gain to go into the spill mode, then 

IDe the arrow keyt to move the split Unes 



...... ----------
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Word Processor 

The Works Word Proeeseor can hclp you writc and edit the documents you 
n«d II haa.., II tchooI. or in your businew. You can use the featurellisled 
bftow to mint yow writing and ('fIhance the Ippearance 01 your doe;.umcnts. 

oAdd Footnotet II you Iype your documents. A list 01 all the footnotes you 
died in the repon.~.1 the end oJ the dorume:nL 

OUR lib stope 10 organize Wormatlon into t.bles. 

olnsert I Spreldsheet chart inlo I Word Pro«9Slng documcnl. If you 
upd.led the IpreoIdshOl'l, Works updales the chart in your Word Poroe5ISOf 
docwncnt before printing. 

oPrint form Inlers.nd malling labels with the Word Proce58Or, using name!! 
Ind IddfC'M from. Woru o"llblise file. 

olndentlfy and qukkly correct spclling. 

o Place markers in your documnd5 10 help you move quJd:l Y form place: to 

place as you write.nd edit. 

oUndo and edit or fonnal change. 

oSimulll.neously di5pt.y two dUfercnt portionS of your doc:w:ncnt. 

OUte one document IS' templale for other documents. 

oPrrview a document on tcrel'fIlO see how It will look before printing. 

Cttting Stuttd 

oTocrealea new document. preillAIII F.N.W (8Je. createncw. word 
prOClHlOf) 

RevIew the topic "SeIec:dng Text" to help better understand how to usc many 

01 the features. 



68 MS Works· WOfd PTooessor 

Using Works with other Word ProctSsOl'S 

Works provides two ways to U!Je rues &om other word ploc:t:5Ot prosrmw. 
with formattinSin pI.ce Of ... text rue. U you hn· •• file aelted ira I(XM 

other word prOCll!l5ina program, you ImIy be .bl. tOClDl\Vft't the file lOa 
Works me format and save eU or mO&t 01 the tonnetdngin that file. 

To preserve the lormalting 01 the rue, however. II inUIt be in one 01 thefilt 
formats recognized by Works: MiCl"OlilolI WOfd Form.t. Mlac.it lnta· 
dlangE' Rich Text Form.t (RTF). or IBM Document Contmt AtdUlecture 
COCA) format. U your Iile was a-eaIN In any other Ionnat. you D'IUII UJI 
the their conversion utility to lint convert the rue into I Worb fon!:I3,t or 
one 01 the torm.ts r«osnlzed by Works. 

To mnvert e word procuslns file to Worlu fonn.l: 
• Press fAil) F, V (ll1e, mnvert) 
-In the Iile 10 converl box. Irpe In the filename end the extension 0I1hf 6Ie 
you wanl to convert, or teleet the filename ill the Files box. 

- Pre!lllil Enter 
- In the New R.le Name box. type a meNIme 10 awne the Won. documaIt 
you are creating.. WorkJ will automatically edd the .wPS ftlename 
extension. 

- In the Formal box. select MICI'08Oh Works. 
- Press Enter 

- When the mnvenion is complete. preIIJ Enter" again lOaootpt the COOWI' .00. 
To mnvut a Work'lIIe toanothu word procu,lnS file fomut: 
- The WorksfiJe DillSt be dosed bdore you can convert II. 
-Pre9s [Alii F. V (file, COflYeTt) 

- In Ihe file 10 convert box. type the filename Ind the exlmsion of the Works 
docwnent you wlnt to mnvert, or select the filmame ill the box. 

- Pre9s Enter 

-In the New Rle Name box. type a filename. Works will eutomatlcally add 
the appropriate! extension n;une 10 the file. 

-In the! Fonnal box. select the lannat you want to convert 10. 
- Pre9s Enter 
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Ullne An Unformatted Flle 
Tm fiJesart used by most word prooessing pr'OgI"iIms because they have no 
fonnattinS that the prognm must interpret. You can 5ave any word 
~S m. u a text file, and then open II and edit II in Works. When 
you itled tba Tut option In the Flle Save dLalogue bel(, Worb &aves tha 
documml with a aurlage return and a Une feed at the end of each para­
snpb. I'lOl It the end ci each line. All special fonnatting.. such as bok!, Italic 
or JU5tifb1ion Is kIM. 

Some Word ProceuinS pr'OgI"iIms look for I caniage retum and a line feed 
al the: end 01 each line within a paragraph; select Printed Text fonnat when 
AvinS Word Proc:e.or documents for use with these programs. 

To live I Word Proceuor file al a ItXt me: 
orr-IAItI F,A (file, Ave as) 
oln thes.ve FlIe As box" type I new filenlmeand extension. Worksd0e9 
not.de:! a filename extension. (a common extension ill :rxn 

. In the Format box.. 1leJ.ect Text or Prlnted Text format . 
• PreII Enltr 
. Prese Entrr Ipin to accept l08S of formatting. 

Your origiNl file Is not changed or replaced. 



Aligning and Centuing a PMagraph 

AUgnment places all text evenly along the right or left 1Nrgln. PlnIgrapbn .. 
left-aligned by deI.ulL Centering is tftf expbMtory, lt centen the ~ 
hori.rontally 011 the ".8e and is often ~ 10ft Jettt'ft-ds.nd btl ... 

To u-;align. p&nsnph: 
-Select the paragraph you w.nl to re-aUgn. 
- Press (AIt) T,l (lonnat, JeftaUgn) Oft fAIt I T,R (IonnJt. right Iltgn) 
- Press JAlI] T,CIOcentcr. W there.reo any Indents. the text wW beomtend 
between the indents, otherwise It will be Cft'Ittnd bdw«a the rnargInN 

Bold 

Bold prints heavier than plain lext. 

To 'pply Bold: 
-Select the lexl thai you wanllo formal. 
- Pres!, (Ctrll B or JAIt) T,B (format menu. bold) 

Bookmarks 

Bookmarks are placeholders you an U!JD to move quk:lc.Jy betwem dliferm 
parts of a d ocumenl. For example, if you'r e working on a buIinc!sa repor1 ",,111 
several sections, you can place a bookmark in each section. You can then 
d19p lay the list 0( bookmark name,lcl«t Ihe one thallXllm!!5poncU 10 the 
lCCtion you wanl lo work on, and go directly 10 It. When Cftllting a boobnIrt 
Works creale a hidden marker al the ClU\tOr position and dUplaysa cUaJosuf 
book to en ler the name. 

To a eale: 

-Move the CW'lJOr to where you want to In!lcrl the bookmark. 
- Press IAII1 EoN (edi t menu. name option) 
- Type In the 1\1II1'Ie. 

- P're9s (AIt) C (Cfe.at e) or press Entu. 

To d elete: 
- Press (Alt) E,.N 

-In the name box ~act the bookmark you W'nlto delete 
- Press fAil) C (create) or Enler. 

To use: 
-Pre:9s {Allj S,C (sclect, go to) 

- In the name boxsclect theboolanark you Wanltogotoor In the Go TO bot 
Iype In the name and press Enler . 

..... -----------~----~ 
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Borders 

Borden Ire single, double, or bold lines thai you place around. paragraph 
toallltimiion to it or thai you tae 10 <nale tables.. 

Note: ~ you pbn 10 ute borders In your document, be sure thai your printer 
can pnnt the tleCftUry characters. (Check your printer manual) 

To add a border: 
' $ded the p-ragnph you want to add a border 10. 
-Prest IAltl T,O (format, Border) 
-In the border box tum on the border you want. 
- In the linuayk! box, telec.t the style 01 border. then pn:!IS Enter. 

You can add an oul1ine border 10 m«e thai one paragraph by marking the 
panognphs you want 10 ouiline.nd then telecting Ouiline In the border box. 

To !'talOn a bordtr: 
-Stled the bordered pangraph 
-Prelt IAIt! T.o (formal, border) 
- In the border box tum off each option thai you do not want, press Enler. 

Ch;uacter Styles and Positions 

Ouinoder styles . bold,IIaUc. unc:IefUne and strike through slyles change the 
way the characten look and distinguish them from the surrounding lext. 

ClIatadier poII:tlons . superlCripiand subscript. prinl text above or bclow the 
nonnalline Itvft. Supenaipt is otten UHd fot" footnote refercnOi! marks and 
!Ubtaipl far dentitk not.tion. 

Copyingstyiet and lonnals from a dlar~er or a paragraph to other text in 
the am! or dillei'm I documenl can he! P you do romplex forml tting taskS 
more quickly. Copying Slylt"S o r formals replaces any existing formats of 
lhallext. 

You an aelect lext and then style il or you can mOCl!lC a style just before 
typing the text. 

To apply '*Ylu and polidon l: 
-5eIec!: thechanodert thai you wanl to apply. slyle or position 10. 
-Pte,s (Altl T,F (formal, fonl &: style) 
oln the style 110-. tum on the style you want. 
oln the POIttion bo-. 5dec.t the option you want, then press Enter. 
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To remon I ..,.11:: 
-Select the lexl you wanllo duUlge 
- Pres. (AII)T,P(fonNt. plain lext) 01' (CtrlJuplltlrbu. 

To copy .tyle. or formatt: 
- Move the cursor 10 the lext thai ha5 the "yle or fCll'mlI you wanllo ropy. 
-Press [AliI £oP (edit, copy special.) 
-Select the text thai you wanllo copy the styIe/fonnallo, pn!'I En«r. 
-In the CopySpedaI box. select Q.uacter Format or Pansr-ph lonn.al 
- Press Enter. 

Copying Text 

You can copy selected ic!xl with It character Myles hom on. katicn 10 
another, in the limit document. or 10 any other Worb application. lCtbt 
copied lext Indude.. ~ngraph rrulrk Worb abo copies tIM: pangnph 
formats 10 the new location. 

Note: You <:an noc copy text 10 • chl.fl nor lO. o.tabue Query or ~ 
vI~, 

You can abo use the Edit copy t'Omrrulnd 10 rC!p1ace text. If you.tel.«I 101 It 
the new locaUon and the Typing Replaces Selection i.J on. Worb repll(~ 
the selectioo with the new text. 

To l'Opy text: 
-Select the leXI thai you wish 10 copy 
- Press ShUt F3 Of" [AliI £.,C (edit, copy) 
-Move the c:tmMX' to the new location, either in the IIrne 01' differed 

document or 'ppUcatlon) 
- Pn>ss (AliI E,C 19a1n or presI Enler. 

To move the lime text .gain: 
- Press ShUt F7 

Deleting Text 

You delete tcxllo remove It from a dOCU1n(>nl You can delete Iny amount 
of text you Win!. 1bc Edit Undo command will rermver deleted text. but 
only if you choo&e It lmmediately after deleting the!OL 

To delete text: 
-Select the text you wlnt to dclete. 
- Press (Altl Eo D (edit, delete) or press the DELETE key or BackJpace. 

To re~ver from delrted text: 
- Press (All) E,U (edit, undo) 
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Fonts 

A font is ,Itt 01 chanden with' specific design..1l5o ailled a typeface. 
You can print in any of the fonm your printer has available. You can use 
D'ICft ~ one ftwlt in a pan-graph Of" In a line 01 text. Fonts do not appear 
m the tc:rftft, but Worlcl prints YOUT documents using the selected font and .... 
To thing. fontc 
of"retllAltJ T. F (format, font &: style) 
.In the Fonll and Sizes box. 5cled the font and size you wanL 
of"retl Enter 

Note: II your printer" fonm ere not listed In the Font &: Style box you many 
nOi have the right prinler 5clected in the printer setup box. 

Works Il'lClsures fontRzes in unit. called points. Fonts available with yow 
printCl' lIe Ibled In the Fonts &c Styles bo" (n the Fonnat menu. 

Depending on the font size you use, your lines may extend beyond the 
width 01 the window. If your using a small font. you may want to use the 
Options Wn-p fot Stnen command so tha I you can see all your lext in the 
wtndow. Ilyour using a large lonl, Wnpfor Screen will treal il a91 12 pi 
fool makIng more ci the text Ht into the window. 'This command does not 
tfu,ngt tine bruks whm you print. 

To UK thl Wn-p for KJ'Hn option: 
oPre. JAIII 0,' (option. wnp for.aeen) 

Foo .... 

You aNltf footm In, Word Proceseor doounenl using the PrInt meflU 

HeIde's and Footen coma'llnd. Refer to the Headen and Footers topic for 

morelnfOl'lNltion. 

Footnotes 

Footnolel provide addition,1 infonnltion th,,1 supports the main text. 
Worb plaa!s I footnote reference [!\Irk In your doCUment and opens a 
footnote refeH'l"lOe JMMI where you can type in your footnote. Works 
numbers footnotes lutometicaUy, but you can abo spedly non_nWllerical 
footnote reference milks, such as an ,sterlsks ("). When printing. Works 
prints the footnotes It the end 01 the document. 
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To aute. footnotlt: 

oMove theCW"*lr 10 wh«e you Wantloln., the foorncMerelerac.. 
oPreu(A1tl6.T (edit.ioornou) 

oSelect which type 01 mark you w.tIl (up 10 10 ~ thai,... r.. 
To oPft1 or ciON thlt footnote pane: 
oPres.. 'Alti O,F (option" Mow IootnoteJ 

To edit the footnote: 

oU the footnote pme Is do&ed prftII 'AItJ 0,., 
o Prtoss f6 10 move between thlt docwntnl and footnote ptM, thea edit. 

To move or ropy_footnote: 
• Select the footnote reference muk you WlInl 10 move 
- Pn.-ss 'Alti E.M (edit. 1nOvi!) Of' (AlII 6.C (edil copy) 
oMove thrrursorlO where you WlInlloOiOVeor copy thelootnot.lO - Pres" Enter 

To delete .foomote: 

o&.-lC!d the footnDle reference muk you wanllOddete, thai,... dflrit. 

Form Letters 

A form leller b. slandard ~Ier senllo tnany dJfenn, pecpLt. WiIh tilt 
Word ~ you can <7"Nlefonn 'etlen With ttwWDnnition fromlht 0. ....... 

The4 bU6c steps r'IeCIe:5Nry 10 t:r"ellte. form idtft'.tw:: 

I. You IllUSI tTe1ile II cUbibase file COntUning the Worm..rion thai 
lndlvld lWlus ach form lette-, SUch liS nunts lind addrfIR'L 

2. Cre.lea Word Prooesso.. docwnent cwu;aJnlng thelbl thalls tileAaw for ach letter. 

3. Indlale whc!re you want the database inlannllien to go by lnwrting 
placdlDlckrs In the Word ~g dOCUOlenl PlJicMoldtn ind!ale 
every pllceln thelonn letler where Works wWlnsert cbblb.,eWannt­
liOn . .Eech plilceholder Il:'presents onl! fidd 0/ II d.ilJlbul! liJl!and indudd 
the field's name. (')nee you have inserted a plollCeholder, you an alp)', move Or dclete II. 

4. Prinl the Word J>roc.essor file USing the PTint Print Form Letten oomrNnd. 
Works prlntJ OIultiple ttlpfcs ol the letler, ene lot I';IIch record of the 
databasc, replacing each pla~older With the aPPropriate cbbibMe fields. 
II a field Is blank,. Works does not leave I blllnk sp.c:eor line in the knn letter. 



To Cl'tlltt iltorm letter flle: 
1. ~te II cbltabase file (refer to the database section of this manual) 

2. Create the document for the form letter, type in the standard texl 

3. Move the cunor to where you want to insert the first pla~der. 

4. f"no!Ie IAIII E.F (edit, insert field) 

5. In thedatahue boJ(. select the file you want. 

6. III the add box. select the f~d for lhls placeholder., then press Enter. 

Repeat the llbove steps for the remaining placeholders. You can format the 
tex! and placeholders by first sdectlng them, and then choosing oommand! 
from the Format menu. 

7. Pree5{AltI F.A (file, save fUe) 

8. In the Save Ric As box. type In the name for the file, then press Enter. 

Works print! one ropy of the letter ftll" each of displayed record In the 
Data~ file; befOrE' you print, make sure that all the records you want to 

print are displayed In thecon-ect order In the Database file. 

To print a form letter: 
I.Open the: cbltllbase file. (ilIII, not open already) 

2. From the Window menu, sclect the form letler file. 

3. Prepare yow printer with any special paper or forms. 

4. Pree5IAItJ P,F (print, form !ctten) 

5. In the Databases box,. select the file you want, then press Enter. 

6. In the print dialogue boJ(. select the print options you want. 

7 Press Enter again. 

Thestatus line displays fiTst the total number of forms to be printed. and 
then the number that have been printed 

You can also print II single copy of a form letter using the Print PrInt 
COO'lOl.llnd. ThIs I, useful if you want to proofread your letter or verify the 
paper alignment in your printer. The Print Print command print!one copy 
of the document showing placeholders instead of your database information. 

To cancel. printing pre95 Uc at Inytlme. 
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Headers and Footus 

A header is text that appears althe lop of eYt'r)' PlF; I footer Is lext t1u1 
appears at the bottom. There are two I~ 01 headers and footll'rS; 
paragraph and .tlndard. 

Paragraph headen and footers can be formatted like regular text and ran 
lndude tabs and multiple lines. They abo have preeI Uib Hops 10)'011. an 
center or align text It the right margin. 

To create a pMlI8J<I.ph heilder or footer. 
- Pre!is IAltl P,H (prinl, headers &0: foot..-rs) 
-Tum on the UN Headen Ie Footen Paragnphl dMc:k boJl" pre. btu 

Works inserts the header Ind footer puagnphs II the topol tbetopk. 
A page.number placehokler is In the footer puagraph. 

Move the ~ to the header (Ii) or footer (F) ..,ragraph mark,. and typt 
the texl for the header or footer. (nole the marks are located on the upper 
lelt corner 01 the IICf"eoen) 

Pre!lSTAB 10 center or right align text before typinglltXL Ute the EdIt 
Insert Spedal comnand to Insert date, time or filename pLa~ Of ID 
add iI page number to an exbtIng header or footei'. 

When flnIshed, press the arrow key 10 move the cunor to !he docwnenl 
wind~. 

To create multiple-line hndel' or fooler. 
· Pre!lS IAIt} P,H (print, headers &: foot..-rs) 
-Tum on the Use Headen Ind Footers Paragraph check. prell Enter, 
- Move the C\UlIOI' to the header (H) or footer (f) mark, type In the IUl 
- Pross IAit) E,P (edit, lnsert 'f"'dal) and Idea End-of.Une mad: 101iIrt. 
new line or pT1'98 Shifl+Enter when you want 10 start a new line within 
the header or footei', Works In!lt:l'ts an encI-of-Une mark to show.)bw 
b~k. 

To creale a Itandard hea.der or footer: 
• Press lAlIl P,H (print, headers &: footen) 
-Turn oil the use Header &: Footer paragraph box. 
- Type text in the '-leader and Footer boxes using ~ header and footer 

c::od.es if you wish. (listed below) press Enler. 
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10 
AlIgn the c:twactm th.lt follow.lt the left or right margin 
Center the chancten th.t follow betwem m.lrgtns 
Print the Plse number 
Print the filename 
Print the elite 
Print the time 
Print. tingle .mpersand (4c) character 

You an fndude u many 0( these rodes IS you WlInt in a single header or 
foot~. 
mrmpt typt: &1Budget&ccPage - 4cp4cr&d to create aheader like this: 

5/8/tn 

Sbnellrd huden and footers are .utorJUltkaUy amtered unless you change 
the alignment Una you change Works' country settings, dates are 
printed ill this format: 5/8/f12.; and rimes are prillted In thl, format: 3:45pm, 

sntins He.der .nd (ooter Margin. 
The hader and looter marginS are the distanCl'5 between the top 01 the 
p.geand thehadef,.nd the bottom 01 the page and the footer. Workli 
f'WPOIIlS o.s lndI, By 5elting the header .nd footer margin. you can control 
where. belder or footer prinlll on the page. If you create. header or footer 
paragraph with seYerallilles, you need to make sure the margin Is large 
~....,.. 

To chanae header or footer matgina: 
orr-IAII! P.M (print. page K'tUp.nd margins) 
oType the.ppropriatemeasuremenlllin the Header Margin or Footer 
Mup boxes, Ibm press Enter. 

Tumina off Huden and foGtlU. 

To .vold printlnS. header or footer on lhe lint ""8~ 
0Pre. IAIII P.H (print. headers 4c looters) 
' Tum on theNoHeader On 1st r.ge check box, press Enter. 

To turn off. hudtr or a foota: 
oPress (AlII P,Ii (print, hNden &: 1000m) 
0Oelete.lllext In the Header and Footer Boxes, or tum oIf the Use Headers 
and Footers Paragraphs check box. 
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Indenting a Paragraph 

Paragraphs that you type in a new document hive Nannal pragnph 
format with no indents. You an du.nge indents for ncb p&I1Ignph in your 
document in the Indents and SpKing dialogue box. 

To see the indents for a selected paragnpl\. &.pUy the ruI« and D'IOVe tilt 
O1r.IOllnywhere in the pangraph. The ruI« shows k!ft and right indmlS 
with square brackets (f I) and shows a first Une indent rrw-k with (I), 

To indent the flnt line of a pua.graph 
- Scled: the par.agnph you want to indent 
- Press (AlII T,A (format, indents &: SJ*.ing) 
- in the lsi line Indent box type in a meuurt'll\ent. then f'"!'l' utu. 

To indenlaUlinn ofa puIIgnph: 
-Select the paragraph you want to Indent 
- Press IAltIT,A 
- in the Left indent or Rlght lndent box. type In I measurement, ~Enttf, 

To remove indenb: 
- Select the paragraph that you want 10 l't'mO\Ie Indents from_ 
- Press IAIII T,A 
-In the lsi tine, left or righllndenl box type o. 
- Press Enter. 

Czeating a hanging indent 
-Type or select the first paragraph you want to hAve a Mnging irldalt. 
If the paragraph starts with a number or a bullet. press TAB 10 instI"ta t&It 
mark between the number" 01" bullet and the rest 01 the text. 

- Prcse lCtrl) H 

- Press Enter to start another Nillging indcnt or press ICtrU C 10 mum 10 
the previous indenting. 

To create a CUstom hanging indent: 

-Type Olselect the first p;1ragraph you Want toh.ve. Mnging indall 
- Pr~ IAlt] T,A (format, Indents &: SpKing) 
-In the left indent box. type. m~5Urement equal 10 the IInOWIt you wan! 

the p;1ragra.ph Indented. then pre9I Enter. 
- In the 1st line Indent box. type a measurement that is. negaliwnwnbl'r 
equal to the left Indent. (a#1rIpU: if k!ft Indent is IS type in -1.51 

-Press En~rag;.in 10 begin another h.nging plI'agnph or 
-Sclect IAItJ T,N to return to normal paragraph fonNtting, 
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Inserting ill Chart 

You can insert I chart you've created with the Works Spreadsheet into your 
docwnmt and preview or print the rCliults. Because Works gets the chart 
&ocn an open Spreacbheet rue when you print the document. your dlart 
wi! alWI)'I rellect the uleSt cNn8e8 you hive Il\Ide to the spreadsheet. 
Note: Both the Word ProceMor document and Spreadsheet file must be 
open 10 In5ert I chart. 

To insert I dUlrt: 
oOpen IlwSpre.dlheet rue that conWN the dlart you want 10 inlel1. 
oFrom the window menu.. choose the Word Processordocumcnt inlo which 
you WIIItlo inIm: the chart. 

oMovetoQU1OC" 10 wme you Willi! !oinsert thecharl 
-Pres (Alii f.,1 (tdlt.intez1 chut) 
oln the cham box. tdeet thechar! you want, then press En ter. 

Work! In!Jerts I chart placeholder in your fUe thai shows the name of the 
Ipr~ lnd Itt _ssod.ated chari. 

Note: When you print the Word ProceMor file, the chart prints in the plaoe 
ol the placmoldft-. You ClIO M!lect the chart placeholder" and move It around 
u nl"l:ded. To repboe the chart placeholder", you select II and delete II, and 
tbm ute the EdItln!ll'l1 Chart rommand apin too lmert _ different dtart. 

To .iu • chart: 
o Move the anor to the chart placeholder. 
oPrI!!l(AltI T,A (formlt. indents" spadng) 
oln the LdI or Right Indent box type in I measuremenL 
oln the dian height box. type_ vertlc:aI meHUl1!ll\Cflt for the chart. 
oln theorientallon box. select portnlt or landscape, then press Enter. 

Italic 

IqUe:!ext prints with _ rorwlro s~nl. To Ipply Italic: 
0Sdec:t the text you WJlnt to fonnat. 
oPre.ICIrI] I or (Alii T) ((annat, ltalk) 

Justifying ill Paragraph 

"J'heo lineI oil justified JMTagaph Ire evenly aligned. with the right and left 

""'~ .. 
To tuRily l pM1Ipph: 
-Sdect the panppht you want 10 Justify. 
-Press (Ctrlll or (Aill T,} (format. justified) 
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Mailing Labels 

To crute a mailina lAbel fi le; 
- Czeateand open I daubasewith 11M infonnatiorl you want tol*Qa'JfM 
mailing labek. 

-Create a word f"'O'C'lWlng documentlNl wUl include any atandlrd telCt 
thai will remain the ""me foe alliabeb. 

- PreM (All) E,.F (edit. Insert field) to Indiot. where to Imert the pIace!ddm. 
-In the Database boll: leIed the ftle you wlnt to use.. 
-In the Fields box. scled the field IUlme lor the pllcdlolder, then prell £lite 

Works lnserts the placeholder Into the word procHSlng file.. 
-Type In any text you want befoee or after the pliloefloldfn. 
- Repu.t the above steps for each cbtabase Rdd you wanl to InJM.. 
- s.ve your file 

Note; Printing.orts ill the upper left comer of .dll&bel. II you want tIw 
text Indented !II.lghtly from the 1eft edge 01 the bbels, aelect the Itxt and 
increase the measurement In the l.e(tlndent box In the FonnItlndentt" 
Spacing dialogue box. II you want the text to start slightly beiow the top ~ 
of the labels, i.nsftt iI blank Une or seJed the first lint olleJd Ind I.ncRur tbr 
measurement In the~ Before Parlg:nph box In the Indmts&:SpIdtI& 
dialogue box. 

Printing Mailing laMb 

Works prints one label for each displayed remrd In the DI"Nse file; the 
labels wW print as they are 50rted In the o.lab..se tile.. You spediy the pm 
your labels In the Print Labels diaJogue box. 

To prlnllabeb; 
-Open the Databise file 111115 not open aIre.dy. 
-From the Window menu. select the Word Proc:esstng ENlillng IiIbdI rue. 
Make sure you hilve the labels loaded In the printer. 

- Press [All) P, L (print. print hrobels) 

-In the DatabllSe!J boX.leleci the file you wlnl lo use. 
- In the vertical box. type the measurement from the top 01 one lilbe!1O tbt 

top of the next label 

If you have more than one lAbel lao. each ".ge type the IlleUW't'mt!nI &\"8 
the left edge 01 one t.beI to the left edge of the ~ label In the Hortzonw 
box.. If you have just one label ilao.l'Kh pge type the width 
In the Har-izootaJ box.. ' 

-In the Numben of Labc:U Acr088 Page bc»o:.. type thenumbcndblbelt 
8CJ'09s the page. 

- Press IAIII P (print) 
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U you win! to tell the alignment of your labels in the printer before 
choosing Print Print ubcis, you CIIn prt'!l8IAItJ T (test) to test. Works will 
prtnl2 tines 01 lIbeil. Adjust the marglnl and page mCUW1!Jl\Cnt!i until 
you Aft 5lItisfied. 

oln the Pap Setup &. Margins dialogue box. type the appropriate margins 
.net PIP m.turenents, U nec:eNM)' • 

• Pre. EDlu 
oIn the Prinldlalogue box. tum on any print options you want. 
oPres Enler IS-in to priIll. 

Toc:anoel printing preIII EK.t any time. 

Note: U inIonn.Ilion from the databue is 10 long to fit on the label, select aD 
01 the leU and. plaoeholden in the Word PzOCle.cx" file and change to .. 
lD\IIler (mlllz.e. 

Margins and Page Setup 

Margins lIe the tpKII!S between the edges 01 the paper.nd the printed area. 
PageSetup lndlcal_ what 5l7.e pper Woru print!! on.. You Jet margins and 
P'ge!letup with the Print Page Setup &: Margins command. See the 
appendix on printing for further WonNllon. 

Moving Text 

You an move lC!led:ed !ext with Its chand(!f styles from one location in any 
docummllO .notheor. If the text lnducts .. J"'-ragraph mlr\t. W«ks may 
abo mpy the puagnph formats to .. new k>altlon. 

You can use the Edit Move command to replace text. 

Note: Betore you choo5e the EdIt mOIlC to oomplele a movc you can cancel 

the ~d by preeing &C. 

To movttat 
·SeIect the text you WIInl 10 move 
°Pns f)orIAltlE.M(edi~e) 
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Moving the Cursor and Sc:roUing 

prq, the .ppopriate Keyt: 

Tomoyc llul 
Left/right one dl.anck>f Left / Right anow 
Up/Down one line Up/ Down IJTlOW 
left/Righi one word ICtrll Left / Rlght.rrow 
Up/Down one fMBgraph [Ctrll Up/ Down 
To beginning oIUne Home 
ToendofHn. End 
To beginning of docwnemmt ICtrll Home 
To end of document ICtrl]End 
Up/Down one window PgUp/ PgDn 
To beginning of window ICb"1l PgUp 
To end 01 widow ICtrI} PgDn 

To move the cunor to a bookmark or ~ge: 
• Press IAItI S,C (sdect.. go to) or preY F5 
-In the Co 10 box, type thebookrnark name or lMgt you wanl to move 10 or 

In the Names box. 5eIec1 the bookmIrk that you want to move to. 
- Press Enter. 

Page Break! 

A page break tells the printer where to end one FMge,nd btgU111 new 0Dt. 

To in,eft a mlInu.1 PIge bruk: 
· Position the cursor where you want to In5eJt a manUlli'-F bfeak. 
• Press IAltt P,I (print, in5ert pagE' break) 

oTo delete, select the page break and press delete. 

Page Numbers 

To add page nurnberl: 
oPrC!lS tAIII P,H (print headers &c footen) 
oTum on the USE' HCMlerand Footer Pangnphsched: box. 
o Press En ter. 
- The page-number placeholder "page·, is in the footer pangnph. 

To add page numMn 10 an ultting header or footer. 
- Move the highlight to the headef' or footer ptnIgnph where you w,nt to 
add the FMge number. 

oP're9s tA1I1 E,.P (edlt.lnsert spedaO and select Prinl Page. or presa ICtriI r. 

----'----------,~-~-
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To amove pIIt number.: 
' Press (Alii P,H (print, headen &- lool..-n) 
' Tum oIf the U.,lltader &r. Footer Pangnphs chedc box to romove aU 
M-den and Ioolen.. 

To ')void printina 1 !Mse numbu on the fint P-St: 
'P'res IAII] P.H (print. helder5 &.- footen) 
.Twn art the No I-it"lldcr On 1st Page or the No Footer On 1st Page check bol(. 
' P'res Enter 

To mange the .I.lrtina p-se number: 
· Pre.(AIII P,M (prbll,. p.ge5etup &c margiN) 
' In the III Page Number bo .. type In the Rarting page number. 
' Pre. Enlf:r 

Paugraphs 

Worb detinet 1 pangnph IS Iny lext foUowed by a paragraph mark. 
indudingOM IinItltks. Every time you press Enter, Works places I 
panpph mark... Pangnph formats include alignments. indents, line 
'PIdDg.lI.b .etlings and borden.. If you dclete 1 paragraph mark the text 
wUllake on the fOl1NlI ol the pangnph above IL 

Printing 

Plealt refer to the printing appendix for detaUed printing Information. 

To print I dotUment: 
· 1"re.(AltI P,P (print. print) 
' Sded the print optlON! neces5l;ry for your document. 
' ''"-(Altl P to prinl (or use the TAB key to move 10 move and pre!l8 Enter) 

Ru lers 

~_ _, th 1be ruler shows the 
''''' ruler 'ppearslsKale la-OBI the top.... e!lCJl,lef\· for 
'pprmdm'lt Ier1gth ol Unes. the indents,.nd lhe tab stops you have set 
Iht pangJ'lph the cur..- II in. You Clln show or hide the ru1cr. 

To anow or hide the naltr: 
· Pre.IAItI O,R (optlons,.how ruler) 
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Searching and Replacing 

You can search f« texl in I document.net you can.bo rtpbce It with. 
different tl!Xt. 

Yau search for and replaCl! text in )'UW' dGCUml!flI UIlng ~ you 
spedly. II you _rch lOT the chanlden "ouh-, Worb abo finds -cashHr" 
Wl1es$ you tell Worn to!M".llfCh (or whole wonts only. 

The question mark m wiJdcard rcpreaents any single chander In the AII1t 
position in. word as the question mark. (alIII'Ipk; .ndUll" will find both 
Ander.ien and AndeJ'Dl) 

Works can abo _ch lor- and repl.lloe text in. speciIk uppeiOde and 
lowercase combination. When Wori;s 8ndt the aIlrch text. it td«tt IL 

Works searches from the cunor to the end 01 the ~l II you blve 
!(tXt selected,. Works _rdK-S from the end of the IIeIcction to the end <i the 
document To search the entire document. gOlo the beginning 01 Ihe 
document. 

To ",arch lor tut: 
• Press (All I 5,S (select, RUm) 

eTo 5t'atch the entire docwnent pre!lI (ClTI) Home to go to the Iopoflht 
document. 

- In the Search For box. type the text you wlnt to anrch for. 
-Tum on the Milch Whole Word ch«:k box lIyou want WorbtolNrth for 
only whole words. 

-Tum on the Match Upper /lowerCase ched:: box If you WAnt Wori:slO 
maim capitallution when searching. 

· Prets Enter 
• Press F7 to r~t the previous search. 
• Pre!15 Eac to caned the k'<ln:h, 

To replace text: 
-Press [All] S,R (select. repboe) 

- To replace texlin the entire dowment. press (Ctrll Home to go 10 the lop 
of the documemenl. 

- In the Search For boJ(,. type In the text you want to 1'1!pbce. 
- In the Replace With box. type in the repba'Ull'rltteJl;l 

-Tum on the Miltch Whole Word check box U you wilnl Works 10 IINrdII« 
whale wards. 

-Tum on theMalch Upper/lowerCase check box U you want Warksto 
millch c:apilallzalion. 

- Press fAIiI R <replace) U you want 10 be prompted for repill«'meJll or 
-Press IAlI) A (replace aU) U you want Works to lutl2natic:aUy ~ teXL 
- Press Enter whl!f\ the _reb Is over 
• Press EK to c:anc:el I _reb .. rep.~ comm&nd. 

...... --------------~-
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To Mardi for and replace ..,Kial chanctera: 
. PrtM (AliI S,s (Itlect. seuch) or (AliI S,it (select, repl.ace) 
. In theSeirdl For Of Replace With box, Iype the special characten you wanl 
Io!lelrdl for Of rtpUee. 

lA Hitch feu pr [£oWe 
T.b 
Pl11Ignpa mark 
End-oi· line mark 
Manual Plpbruk mark 
Non.braking 'F"'" 
Optional hyphen _ ........ h_ 
Caret (A) 

Question mark 
Any ASCII char.cter 
WhlM'P'" 
Any charkltf 

,-
M 

'? 
'" (M rep~bJ the ASCII number) 
'w 
? 

Pt8I Shift F6 to Iype the Gore! ("). 

s-rdtJRqIIta t:XIlMpI.t: to eearch lor a ~b mark followed by the words "aldn 
diving" and., replace It with 2IJMCI!S Ind the word "'snorkeling" type: 

"tIkin diving 0tI thl5earch For box) "t"!6nOrkdlng (In the Replace With box) 

Selecting Text 

StItoctIng Itxlls how 10 Indicate which lext you wlnt to edit or format. When 
you ttled 1m. Worb highHghts the text. 

To Hied I word. Imlence, paragnph or document: 
' Move theautor to where you want 10 begin the selection. 
°Prel Fa until theamount of text you Wlntls selected. 
EXT (Jor o:ltnd) is di5plIyed In the 5~tus Une. 

oTo ancel o:tending I ~Ktion, pt"e58 E«. 

To HICd 
A word 
A sentence 
Apuagnph 
Entire Document 

To Hltd blocks of ttxt: 
' MaYc the C\lMiOf to where you want 10 bcgln the selection . 
• u. the Arrow keys k) extend the tekcdon. I I 
You an alto bold down the Shift + arrow keys 10 select blocks of ex· 

• Pre. Eac ., caned. · 1 

_ ___ .-.I 
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Spacing Between Lines and Pan-gr.-phs 

You can leU Worles IOlulcmaticalJy add Iddltional spKe ~ hnamd 
be(otl! Ie afie!" 1 pa.ngraph. 

When you apply the Single Space CODUJUInd, Worb b::Ib for the brpt'" 
size in a line and sets the height of the hne 10 this stu.. U you type III • 
number in the lndenmand Spadng dialogue boll,. Worb 1_&1111 the 
number ottine. If you want to use other unllll 01 meuure type In tMt unII 
abbreviation. 

Typing 1 in the Une Spadng boJt sets the line height 10 1/6lnd\. or tUluIes 
per vertical inch regardJt'95 01 the fon 1 stu. T)'ping a number IMp than 1 
pum additJorW ~ between the lin ..... In units of 1/6 inch.. TYJlin3 Hilt. 
the box 5eb slngle 'P"cing. 

Your screen wiD dispby spadng for whol.numbt'r amountl anly. Howewr, 
Works appUes the line ~cing you spedlled when you print your doalmIIIt 

To change to Jingle or double 'INting:: 
- Select the paragraphs you want to havestngleardoublelpKfd 
- Press fAIII T,5 (fonna!. .ingle splice) or fAIl) T,D (fonnat. double ~ 

To 'perify line 'Plcing othu that ainsfe or doubl~ 
-Select the panlgraphs you want to spedfy f« spacing. 
-Press I~lll T,A (fomnt.lndents Ie sJ»dng) 
-In thelme spadng boll"lypc in the amount 01 the UnesplQng)'OU want 
- Press Enter 

To add ~ce before or after a pua,pph: 
- Select the pangraphs you want to add 5plQe before or afte-. 
- Press fAlt) T,A (formam, indents Ie spaWW 
-In theSpac:e Before Paragraph orSpaoe Alter Paragraph box.lypt die 
number of lines you want_ 

-Press Enter 

Special Characters 

Spedal characters ue chancters SUch., end-ol-1ine m.ub, optiOnal hyp. 
page-number placeholders or page break&. You can display.specill c::Nnc:fSS 
on Your saeen or you can Mde them. 

To hide or display 'pedal charactera: 
- Press fAIt] O,L 

A Word I'toa.!9sor document 'lwiilYS dispt.ys the end mark • . You cannct 
mOve the runor below this mark ar hide it. 
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To inHrt a .perial channer. 
. Move theanor to whl!l"e you want the ~ diaracter placeholder to be. 
' Press lAId E. , (edit.l.nsert special) 
.Sclect thupedal charadCf" to Insert then press Enter. 

Worn .pedal chulettN art: 

Optioul H)'plll~n 

Non.Br .... kins Hyphm 

Non.Brukins Spact 

Print '.t 
PrlntFlit 

Print Tirnt 

Cwrtnt Tunt 

lmerts an end-of·Une mark and starts a new line 
but not • new paragraph. 

You can de5igm.te how to hyphenate word if they 
appalr.t the tnd oi a paragraph. You can not see 
optional h yph_ unless you select the Options 
Show AU Cl\arader-s roounand. 

ThIs k~ two words that must be joined by. 
hyphen [rOUl being separated at the end ofa lme. 
Non-breaking hyphens are always displayed. 

ThIs kcepltwo words that must stay together, 
sudi 85. finn ~d laS! name, from being separated 
II the end oi. Une. 

Inserts the page number placeholder. Worb 
prints the page number when you print the rue. 

Inserts the filename place hoide!-. Works prints the 
61C'n1p\c when you prinl the file. 

In5el'ts the date placehoJdCf". Works prints the date 
when you print the file. 

IMerlS the time placeholder. Works prints the 
time when you print the file. 

In5eI'b the current date. 

JMerts the current time. 

.1 



Spelling 

You can cbedc thespeWng in yourdotumtnt with Works' built..Jn~. 
Works seuches for Incorrectly spelled words,lncom!rd apiWiution .. 
hyphenation and repeilled words. You CIIn al80 add or deIeW wordtk:!,.. 
dk:tionary . 

When Works finds 1II word thai it not in its dlctklnarit's, It IIdfd:I Ihtword 
and displays it In the Replace With box. You mIl ask II to ~!hI! comd 
,pclllng in the Suggestions box_ 

To che<:k ~lIl1ins: 
-Move the cursor 10 where you want to ~ the tpdl diu or aMct .. 

text you want to ched:. 
- Press IAltJ 0,5 (opdol\ll, chec;:k spt'Illng) 

- Press rAIII I Ognore) 10 leave the word al iJ.. 
- Press rAIiI G (Ignore aU) to Ignore alllnscanca 01 the Nmeword. 

- Press lAId C (chan~) to change a word. Type in or «lit the ~ 
word in the Replace With box. 

- Pr_IAItJ H (change am to change aU Instances 01 the a.cI'W word. 

.. Press [AllIS To view a list oi propoKd spellintp. Sdea a word froaIlhr 
list then prt"IIlAilJ C (duinge). 

To add a word 10 the dictionvy: 
-Move the cursor 10 the word (ifn~) 
-Press IAIII A (add) 

To end the spell che<:k« al any time, P""-IAIIJ D (doae). 

Tabs and Tables 

A lab stop is a fixed position on a line. WorbUHS preet (debultJ lib .. 
or custom tab stopslhal you set: USin8 the Tab. dWogue: box. A new IUt US 
~eset tab Slops every 0.5 inch. but Works does not show It- an IhenM 

preset lab stops 10 the left 0( a CUStom tab Rop an remowd. 

T~~8e the diltan(f! between pread tab.to~ 
-, '-'- {Altl T, T (format, tabs) 
-Sclect default 
.. In theSpadng box.lypeln th dis 
-In the Alignnl e luce you wanl between preset lib,. 
-Preas Enter. tnt and Leaders boxes. Rlect the options you wa.nL 

"P're9s [AliI D (done) 
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Custom lib lIoJ»are Id few lndivtdwl p;!ngnphs that you sclect or can be 
for the entire document. They are put of a pangraphs format and are shown 
on the ruler. You can align lext to the righl 01" lclt of a tab slop, or align It at 
!be dc!d1N1 poinl 

TOHt. n1ttom bib .top: 
.Sded the p-ngnpil you w.nt to set tab ~ops fOf. 
-Pre.IAltl T,T (format, tabs) 
-PrftIICtrIlLdl (II" ICtrllKlghl lo move the CUf9Cll" to the position on the ruler 
where you W&nt tOld the tab stop. You can also type the position In 
the PoIttion box. 

. In the IHgnmt'flt and "'ader boxes. aeied options you want. 
' P'rea (Alii I Onsert) 
. Repeat st~)'5 tolCl as many labs as you want. 
· Pn...(AIII 0 (done) 

To removt. (Ullom tab .top: 
. Select the plngraph you want to remove the lab stops from . 
• I'teaIIAltl T,T (format, tabe) 
. Pre!t tClrllLdt or tCtrIJRlght to move 10 the tab stop's position on the ruler. 
' Pres tA1i1 T (delete) 
T.b mula that you have already typed In are nol removed so that the text 

.ligns.1 the n"llIb .top. 
-Rq:ac!oat theabove stept at ~ry. 
-Pm. (Alii D (doM) 

To r~moVI.1I Nilom tab .Iopt: 
' Sdect the pangraph that you want to Tl!move lhe tab slop! from. 
-P'raI(AltJ T,T (format, tabs) 
-Prell (Altl A (delete all) 
Wed:s mnoYet.U custom ub atops. Tlb marks In the paragraphs Ilign 

with the neUt'll preet II b stop. 
' Pm. tA1t1 0 (done). 

To add, chllTlgc or ddde align met o r leader thar.1lt1ers: 
' Sded: the paragr.phs to change 
' PretiIAIII T,T Uormat, tat.) the lab 
' Pm. IClrl)ltftor (CtrllRight 10 move to the position on the ruleroi 
whole alignment or Iwer character you wanl to change. . r an 

' In the wd« Ie AlIgnmenl box. .. Ieel I leader thntactcr or option 0 

llignment option, then preIS (Alii I (Imert) 
' To dclt'le leader chUlctcrl, select None . 
• Repeal the .bove lIeps IS necessary· 
-Prest (AliI 0 (elMe). 



Creating a Table 

With tab stops you can create and adjult a table with pndse:Iy aUp 
columns. If you copy Infonnatiofllrocn the 5prNdsheet Of o.~ I'I'ub 
arranges it with tab ZNruin5en«l between thecolUJ:nnl; thecolwra alp 
on the preset tab Itopl-

To enate a table: 
-Set a tab stop lOT each column In the table, 
- Usededmal CC" righ t allgned tab stop. fOTmlumnsoinumbm lfyour 
first tab stop ts a dedmaJ tab slop, ~TAB belen you btsin typInlJ. 

- Press (All) EoP (edit. Insert spt!iCU1) and aded m~I·1lne D'IIrk IOItirt I 
new line In the table or pn!S8 ShIft Enttr, 

This allows you to fonna t the bible a. one pangraph. If you w.nI ~"" 
('itch line aep.raleJy, pn!S15 En~ .. inste.d. 

To add a column to a table: 
- Sclect the entire table, 
- P're9s IAII) T,T (fonnat, tabs) 
- Press ICtrllLtft Of {CtrUR!sht to move the OJnOr 10 the poIidOft Oft tbI 
ruler w here you want to aet the tab stop.. You CUI abo type IZI tt. lib 
stop position In the Positions Box. 

-In the Allgnment and la~ box.sded theoptionl you wanL 
-Pre9s (AJt] I (lnsert) 
- Press fAItJ D (done) 

Thesaurus and Tutorial 

As 01 this Writing. the ~wus and Tutorial NiVle not been fnJbIkrd. 

Typing Text 

Text is made up ol lctten., nwn!)en. symbols and IpKII!S. The text ~ t)'pf 
a utomatically moves to the next line if II doesn't 81 within the znarginl. T1iI 
is called word wrap, There are two situations in which you want 10 preftIII wordwrap: 

:Vv'hen you wan t wend a paragraph. p"* Enter. 
When you want to begin • new line within • pangrapb.. pr8I Shift [altf 
(or press (Altl E. P (edit, insert special) and c:hoo&e enckll.line znark. 

-To Irpe new text. position the C\U3or and type. 
- To delete. typing mist.b, press BaCluplCe. 



" 
Underline 

Se1f explanatory, this feature will underline text or numbers. 

Toundtrllne: 
·SeIect the Ibl you wanl to underline . 
• Prell leuU U or press I.AltI T,U (fonnal, unck:>rllne) 

Undo 

Thf EdIt Undo ocmlNnd reva'Sel your most recent editing or fmmatting ...... 
To \lado I. cemlNlnd OJ" action: 
orr-IAII! E,U (edit. undo) 

YOII. een ulldo the followln,l.ctionl or eODlln.nd,: 

• Typin& from the lime the last comma nd was carried out or since you last 
moved the C\U'M)f". 

-AU COInmands on the Edil menu. exoepI the bookmark names and the 
Undo c:ocnrnand itseU. 

' AU COD\lNInds on the Famat menu 

-Options Qw.od;; SpelUng command · tmdoes aU 01 the words changed 
during I. spcll check. 

°Stied RepIaoe ~unand . W1doee the l.sl word you replaced. 

' 5dect ~ cxxnnvnd (.U) · undoet aU the words you replaced. 



......... ------------~-
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Spreadsheet 

1M WorbSpre.dsheet is idalfOf cala.ll.ting. U9ted below are IIOUIC 01 
the alany ftal\lreE 

oONr the mntftlts 01 one Of Q'IOre cd1s cw the entire Spreadsheet uslng. -"""""""-
oF\D in. loriS JIlquenCle 01 nUIflben Of dales with a single command 

oAulomalb.Uy akuiale the CUZTent dale and lime. 

oHide columns to prevent the lniormation from being printed or displayed 
011 I spreadsheet. 

oLllt thec:hanltUf ,tyles.nd IiXft supported by your prinleT to make 
sprraclsbl!ets attractive and euler to read. 

oScan ldected otlls or an entire tpreadshee! to find the infonnation you 

"""-
. Retain Q'ftain OOlwnN and rows • for ewnple, tho!e with labels · on the 

ta1!Itft II you!Mroll through the spreadsheet or when you prinllt. 

-Craie formulu 10 ala.ll.le .lmost .nythIng. from adding two nwnberS to 
figuring the relUm on an investment. 

oType entries in any cwdel" and then let Works sort ;alphabetically or 
numericaDy. 

oAulolnlliaoUy nakulale Jlppropriale fonnul., when you change I 

"'~ 
oUte buill.1n functions in your £onnulu. Works has 57 functions-

Getting Started 

To mate. new .prtad.heel: 
oPlat (All) F,N,5 (fie, a'\'Ilc new, spreadsheet) 

Review the lopk: "Selecting. Cd! Of Range". 
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Using Works with Other Spreadsheets and O.1ubiStS 

You can Avea Worb Spreadsheet or Oablbue file .. I lUI: fIIt( ... 
u an ASCII fUe) 10 that It can be uMd with mal\yoth.~ar 
dalabueappl1cadon,. 

When you Ave I Works Spreadsheet or Dltabue: .. I text tile. theoell 
contents are retained IS values, not II formuIu. For nampie If yw 1JPf­
the number 3 in a cell thai hasCwrmc:y fonnal witb 2dedmllpltca.d. 
$3.00 ill diBpQyed in the atU and retained in the tut ru .. U IbedilfU711f 
$3.00 is the result of I formula, such II -1.2. OI\l:y the vAlUll' 53.ooisl'tllW 
In the formula ti\d not the value. 

In Spreadshftt Ind IliItabue text files. the mntl.'llts of ~ row 01 f'lICaII 
Ire !lepanted by Clniage returns and line feoerck. 

If you dloc.e the TeXI &: Comma option. the contenlJ 01 mch fil!ldorCII .. 
separ.led by comma; textls inside double quotation marb; J.nd nwnblr 
fo~Is, IUd! as Cunency. are nol .. vC!d. 

If you chooee the Text &: Tabs option.. the amtft'lts of Ncb Add 01 cftIlrf 
separated by tabs an number (orttultsareuved. 

Most datab&!Ie programs only remgnize numbten in generaJ.1U:td. 
exponendll or !ruefflbe bouts. Spr~ column labels md DlII_ 
fieJd QJnf!S Ire not retained in the text file. 

To lave a Work. Spread.heel or Oatabue file u. lext file: 
o Pre9s IAItI F,A (file, save as) 

oIn the Format bo){,.!lelect Text &: Commu or Tv;t &. T.bs. 
oIn the 5.IIve FlIe As box. type the filename ' .00 extension for the lext 
version of the Iile. 

o Press Enter 

oPress Enler'gain to alX'ept 1091 of ronnatling. 

The text file is saved 10 your disk. YOUr original rue CXJIItlnlBtobe 
displayed and is not replaad or altered. 

You can use database and spreadsheet files from another .pplialion aIM 
file is a t~ IDe. Wodes fOCOgnizes flcld.s« cdls tepaJ1lted by ether 
commas or lab marks and rooord.s and fOWl sepualed by arrf.lge returfIL 

:~n I apreadsh«t or dablbue file (rom another .ppUatlon: 
IAltl F,O (flJe, open existin8 61.) 

-In the FUe To Open box. 
you Want to type the filenaDle and t!J{tension 01 the text fiIt 
.~-- E open,« select the file from the rue box. Tl13!I nler 
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oln the Open M dialogue box.. Rlect the application you wanllo open In 
W~k. 

0Pre. Enln 

When opening a text rue, Worn 11SUD'IC:S thai the firslline of the file 
contains the first row or record nlther than column labels or field names. [f 

you have ilbeis or Held names. they will appear as records or rows.. 

Using ~ Lotus 1-2-3 File 

You can UN' 1·2·3 file(Venion lA or2).prNdsheei flleln Wodes, and a 
WOfb tpradshed in 1-2-3, withoul c:onvl!l1ing the file fonnal. Works 
IpfeIdsheec lUes and cNIrts are stored in the WKS file format used by 1-2-3 
Vmkln Ii\. This format i! also reoognlud by 1-2*3 Version 2. 

TlM Worb tpfWIdsheet and the 1-2-3 .preadsheet are not Identical. Works 
IUpportilOlNI (eatuml nol found in 1-2-3, 1-2-3 supports 80Ifle features not 
found In Worb, and 80DIe featwes are supported by both programs in 
dlfferent ways. The most important part or the spreadsheet - values, 
fonnulu, fonnatland range namel! _ are retained when you eJlChange files 
between programs. HoweYe', IOD'IC: InlorlNltion may be 108111 you create 
• file in one prognm and then open program and save It. 

TheWOfbSpreadsheet does ROC s upport the 1-2-3 Version 2 string 
axnblturotioa opmtor (Ie) and the following 1-2-3 Ver.lion 2 functions: 

Logical function: """',..,"""'" lAte and time functions; 

OISNUMBER. OtsSTRING 
N, OCELL, OCELLPOINTER 
OOA THY AWE. OTIME VALUE 

[f you open a 1.2.3 Version 2 file o:mtainlng formulas thai WIe these 
fundiont, only the values of ~ formulas are retained in the Works 
~ lilt; the fonnuJas themselves are not retained. 

Tooptn 11·2-3 rue in Worla: 
°PMIIAltJ F.o Uile, open existing rue) 
0In the Files box. selfd the name of the 1-2-3 file, or type the name ol the 
1-2-3 file In the File To Open box. 

°Pr.Entu 

1f)'OU eI'ICOW1ter difficulties using an Imported file, save the file first, then 

I'«Ipen It lSI . WKS file. 
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Calculating Manually 

Whenever you cmnge I vitlue ex- fannullin your s.pracb.htd. Worbbef­
to recalc:ubte the spreadsheet. You do not need to will for. mskuIabaL 
You Dn1y need to tum the manual calculation mode on under tpedaI ~ 
stanc:e. CALC Ippear:! on the stalulll line when mIIntW I2IaJladon .. (II. 

To tum IlUInual OIkularion. on or of(: 
- Pres (Altl O,M 

To [;l lcullte. 'pread,hed 'When manual calculation is on: 
-Press n 01" (All) O,N (option. alculatenow) 

When manual cakulation b on. CALC Ippean in the Ibhlf hne. 

Character Styles and Alignment 

Charactl!l' slyles determlne the appearUlceoilex1 and nwnbe't. You CID 
format spreadsheet entries to be bold, undefUne (If lI.lIe. 

ChallIIder alignment positions text and value. horizonu.lly in. otI. VI. 
you aerate. s~ text is left aligned and dales and numbers '"It;! 
aUgned (referred to.8 generalaUgnmenl) 

To change chilnlctu _tyles or alignment: 
-Select the cclI or range you want towng .. 
· Pn..IAIII T,s (farmat.Style) 
" In the Alignment and Styles bolleS • .tdect the optkInI you wanl. 
• Press Enter 

Circular Reference 

If I formula bentered thai refers to 1IselI, thellXlnull hu DO~­
with which to calculite. Such an tnof '- Q]Jed. dn:uI.ar refennce. W,.. 
Works finds. drcular reference ORC Is displayed on the .. tIII IlI'If. To 
correct thl5 condition cNnge one 01 the vaIUC"J in the fomull,. 

-Clearing Cell Contents 

Oearillg. a!U permanently removes Its COflte'lts. bullelWf ilS fonnIlIitt 

To dear on t Of snort celt.: 
-Select the ccll or range you want 10 d 
-Pre9s lAlH E,.E (edit. dear) eaf 

-To dear a siJlgle space, Pless backspace ttwn ~ En ttl" 

....... ---------



Column Width 

Coiwnn v.idth ddmnlnes how many characters 6t imide I oeD. The 
default width Is 10 character- spaces. if you enter text or values wider that 
!be cd.I wktlb they wUl be displayed in the Idjoining cdIlf it is empty, if not 
WorbdlJpk)'lonlywhal will fit in the oell. 

Worb dI!plIY'tH.,. if. number- or dale exceeds Its <:ell width. 

To tban&t coluznn width: 
' Select I cft.Iln ach column you wish 10 dtllllge . 
• Prell (Altl T,W (lonnal, column width) 
-Type I alhimn w\dth between 0 Ind 79. 
oP'rftl Enter 

Copying Cells and Formats 

You an copy oell conlents to lnother location in the same or another me to 
Ivdd rfpC'tltlve typing Of to con~lId.ate information from more than one ............ 
To C'Opy 10 .d}lCUI (ellt.: 
0Sded thtCldl. column Of row you Wlntlo ropy . 
• Extend theHltdion to the right or down to indude the cells into which 

you Wlnltne copes placed. 
-Pre!t (AlII E,Jl (edil.. fill right> Of (All) £.F (edit, fill down) 

You an.1Io type the Arne data into many ceUs at the same time by 
IMctinS the range 01 cd1s in which you want the data, typing the infonllach 
tIon" prMng(Ctrl)+' then preiSin8 Enter 10 repeat the i,nformalion in ea 

aII"""""",-

To C'Opy 10 ftOn ... dj.cenl cell-= 
°Sded thecd.l or range you wish 10 copy. 
oPre!t ShUt F3 or (Ahl E.C 
0Sekra tht cell. or llppu-Ielt cdl 01. range, into which you wanl to place 

the copy. file 
-Tocopy 10 another spreadsheet file, open the file or choose an open 
from the Window. menu. 

°Prest Enttr (or Uc: 10 cancel) 

ToUnm~Ia'dyrepul.copycommand: th next ropy. 
' Seled the cd! or llpper-Iefl «1l of Il'1Inge yoo wiSh to place c 

'Pres. ShU. f7 
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Copying.. adding or .... btracting value. 
You can pedonn speci.J.1.I.z.ed ropytng tasks using the Edit Copy 5pedII 
00IJ\D'IlIl\d: ropy only values, .tyles and alignmenhl &om on! ranr to 
another or add or ... btrillct valuel from one rang. to or from another nngt. 
You can abo con50lIdalc two or more spreadsheetlln order" the tn.nsfer 
va!uetl form one lUe to another or add or fUblPd valuee: from IDCIIIfI"'d­
sheet to another. 

To copy add or tubtrilld v.alue.: 
-Select the cell or range you W1Inl 10 ropy. 
-Press IAIt! E,.S (edit. copy apeciaI) 
-Select the ceJl or the upper-left cell oIa ranplnto which you want to 

pLac:e the oopy. 
To ropy to another sprHdsheet file, open the lUe or dIOOIIf an ope! lilt 
from the Window menlL 

- Press EnlU (or Esc loancel) 
- In the dialogue box. sclect Values Only, Add ValUC!S, orSubtnd Vah.e. 
- Press Enter again. 

Copying to Another Works Tool 

You can copy cell CCl'Ilents toa Word Proeesordocwnent ora OIubue 
file. You can abo send Spreadsheet tbta 10 aneth"," COG'Iputll!'!f using tbt 
Communk::ations appUcatlon. 

Data from theSprea.dsheet lsropled to anothef Worb applkationu& 
table. U you ropy InfomutlCH'l to the Word Proc:e.oI or CoaunwDc:atDt. 
each aillls sepvated from the next ccll by a tab Slop and INch row aJdf 
with a paragraph mark U you oopy lnformadon to the OatabMe,lNcb 
column become!! a field and each row become a remrd. 

To copy Spread,heel data 10 another Wortu Appllation: 
- Sell'Cl lheceU or range you WUttIoCOPY. 
-Pre. Shifl F3 or tAlI) E.C (edit. ropy) 
-Open another worb file, or dloose an open file from the Windows __ 
- Move 10 theloc:ation in thelile when you want to ........ the copy. 
-Pre. Enter r--

Date and Time 

You can type date!!lUld times into oelb and use then as formulu. YouClfl 
type dates in a long orshon formal and tilnClin a 12 «24 hour IorWl 

Works displays " •• " is a number or cbtl! exoeecU Its cell Mdth. 
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Theformlts Works recognizes and in which dates are displayed Is affected 
by the WorksCountry Settings.. 

ThlfolIowin8 bible it I list 01 the time and date formats thai Works will 
recognize .5 limes and dales: 

To dispbly 
Month. du. )Tu 
Month. year 
Month. day 
Month only 
Mooth. dlY' Wlr 
Month. year 
Month. cby 
Hour. minute. KC'ODd 
l-Iour, minute 
I !our. minule. aecood 
I lour. minute 
Hour only 

Typo 
Octm 1960 
Oct, 1960 
Oct'" 
Oct 
10/30/6 
10/60 
10/30 
U;W!!! 
14:30 
2;3Q;OOPM 
2:30PM 
'PM 

To type the IiIlt or time: 
-SeI«:I: thecell in which you want the dale or time to be displayed. 
oT)'pe the cUte or time in. lonnat Works Terog:nizes. 
oPre.Elltn 

To da"3t the date or time (ormat: 
· Select theotll or ran~ you wanl 10 change. 
' Press (Alii T,T (format, time/date) 
• Prfts Enttr 

You an use a thorkut method oCiNcrting thcClllTa\1 date or lime. When 
you Ime1: thed.allfl Of time this way. il does not change if you recalculate.. 

tnJtrtills the Nrnnl date o r time: 
oSelec:t the cdIln which you wanllhe datAl or dme to appear . 
• ~ (etr!]; (temIooI.on) to enter the dale and ICtrU: (colon) to enter time. 

'Pres. Enlu 

Upda1in& olle otTune Automatially th 
Worbwill update. date or d.meevery time II reeakUl.Ie5.11 you use e 
NOW function. Pleue mer 10 the funcdoo sectiOn ol thiS manual 

To insert I rtcIic'uialing d ale or tim e: 
oSelea the oeI.I in which you want the date or time 10 appear. 
oType_nowO 
° Pre. Enter 
of'.onJut the oeI.I with the date or time (ormat you wanL 



Calculating Dates and Times 

You can use the dale and tiDle uithmedcin aIIlculadona. for exaznpk 10 
calrulale the number 01 days in I prc+!d 01" IOdetC!raUne eliJ*d tim&. For 
example. 10 calculate the elapeod dlYS betwlMn the elite In cftI AI2 O!llfl1l 
and the date irl ceU BI2 n / 1 / 89) type _AU·8U in oelI 813. the resuJl wilbe 

""'''' 
To use. dale In I formulll. endOie II in angle quotation muD 0. For 
example, the formula -'3I3OI89'-'1I1./lI9' cakuUI8 the number aI ell)" (M) 
belWE'(!fl the two elites. You can use limes In I formula In the II.UW D\~ 

Deleting a Row or a Column 

When you delete I column, the cohunns 10 the right ahlft 10 the left and III 
the$ploe. When you delete a row, the rows below the deleted rowtlhilt ap 
10 fill the v.caled Spice. Worb Idjusts ceU relerenc:'e!l 10 axnpenSl,e lor 
deleted coIwnn •• nd rows. U you deleteodlato whkh Olha formulal m.. 
Works replaces the references to the deleted cdIJ with the error vaM En 

To delete a mlumn Of a row; 
-Select the range containing cells !Tom each Q)!umn or that you wanl lO 
delete. 

- Press rAil] F..D (edil, delete column/ row) 
-In the Deiete dWogue boJc:.. acl<!d Row Of Column. 
- Press Enlu 

If you select In entire coIwnn or fOW be{(ft ~ns Edit Delete FDwI 
Column, Works deletes that Q)lumn or row without ci1splayins the ()eIeII 
dialogue box. 

Editing Cell Contents 

Wh<.>n you select a cell to edit, the contents ol that oelIlre displayed In tbt 
fonnula b:u- al the top 01 the acrocn, IS well as In the .cleaed tcftIS\. One 
way 10 edit Is 10 retype the entire contents 01 the oeU. Another Is to edit lilt 
formula bar. 

To ~placli' the conl .. n&. of. cell: 
-Select the oelI you wanllo change. 
-Type a new entry. 
- Press Enter 

When you begin to type, the new typing repUoeos the cd! contents. 
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To tdl t tilt conttnta of a Cttl in the formula Nr: 
.Select the CJtI.I you WAIlt to edit. 
• rr- f'2 Thm UIC lhe following keys: 

Ia 
Co 10 the ~S 01' ... d of the formula bu 
Co Idt or ript one c:ha,.der 
OreJde the character to the left 01 the CW'lIOr 
DeI~e lhe Icl«ted chuacter 
Sdect one or more cha,.CU!f, 

.rr- Entu 10 confirm Of Eac 10 CIInceL 

twa 
HOME or END 
LEFT/ RlCHTanow key 
BACKSPACE 
DELrn; 
SHIFT LEFT or Riel-IT 

lnMrtitl& ~11 orR .... p ,..reHnce Inlo a formula: 
.Sdect thectil con~lning the ronnula you wlntlo edit. ._" 
.SeIeCt lheotll or ,.nge you want 10 mert'fl(:e . 
• Type the rt'U'\I.lnder 01 the fennula. 
' Pnw Enttr. 

Entuing a Series of Numbers or Oates 

You a.n aUIOmldQUy fill any number 01 cell, with a series 01 numbers or ...... 
' Type IlItIrting v.lue _ a number or I date - then press Enter . 
• Select the cell wilh the starting value and the cclls to the right or below In 

whidl you wlnt the Mia 
·Pre.!Altl £.L (edit.. fill series) 
.Se!«t the unit . 
• In the Sttop by box. type I value. 
- Pre. Enter 

Entering Tvct, Numbers or Formu1as 

Toft'lter text. datftor numbers you simply type. To enler a formula, you 
typelnd fCIlW sign (_) followed by the formula. 

U you Mter I date« number thai is to wide to fit in the cclL Works dlspla)'!l 
"tHf. If you mler text thlll is longer that the width of the 001 It will be 
ditpbyeclln the Idjoining crllif it is empty If nolll will display only what 
can fil into the width of the crll. To treat a ~umber a, text, fir, t type a 
double quootion mark. For exam pie "20184. 

------------------..... 
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Fonts 

A sproIci5hcd aln hilveonly one lonl (or lypd"oI«'). Font! lnIoybetltla. 
proportiONI (which lave all the Nine width d\Iracten) or proportica.II. l 
you use a non-propor1jonal fonl sueh II Une Printer, Couner or PICI., fOIl 
I SPreadsheet. tIM! columns DUly not line up propedy. 

To ", .. n811 thll printer lont: 
• Press JAIII T,F (lormal.lonts) 
• In the Fonts and Size dialogue boxcs,1dect the fonl and Iiu you WlnI. 
• Press Enler. 

Footers 
Pielille refer 10 the Word I"rooes!or relerenoe on Headen .. FooIen. 

Formatting a Number 

You canchlDge the way I cell dbpl.YSI numbe!" by lannllUna the cd 
either before or Iller you mil!!" the dab !rIlo It The deilull fonNl .c.ri 

Per<:ent 

Displays V31lues as pred~y II poMible, usI.ns an m~om 
decimal fraction (1.23), or exponentill nobot\oa (I.23Et75) Iflbt 
number Is 10 large 10 III Into the c:til. A nqpdvenumbC"ril 
d1spllyed with a mlnWlllfgn. 

DIsplAys a specific: number oi dmmaJ plaOOll, roundlnS lIpS 
appropnate1y. A negative number Is dispbyed with.1DinuI 
Ogn. 

Insen, I CWTenq-.sign Ind Inserts CCIIIUnoIS eYf!rj threr pUaS­
Negative numbers are endOS«lln pnentheses. You an do 
type a ru~cy symbol before I number Ind works will 
recognize it. 

Insert. a comma evl!!"y thnoe places. Negative numbers In' 
enclosed In parentheses. 

Shows percentages. NegAtive number! are displayed with I 
minus sign. You (:an Abo l)'pel perGmI symbol foUowin8' 
number and Works rec:ogn12es the pem!l11 fannat 

Exponential Shows villues In sden.tilk nOlation. Neptive number! ,re 
dlsplayed with a minU! lIfgn. 

True/F<llse Causes cclIto display logical nlues. Thai it. ~ odls whole 

~~ an- zero display FAI..5£. and In non-zero oeIb disfUy 
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To (flan8e a number fonnat:: 
oSeltd thec:e:U or range you want 10 format. 
oPres IAIt) T (form.t) sclect the desired format. 
olf the Dreciml.1 box is displayed. type the number 01 decimals you want 
oPre5Enter 

When)'Oll enter numbers as fractions, Wodcs COfIvel1S them to d<.'dmal 
numbers. For 61mpJe If you type in 103/ 4 WOJ'ks (DIIverblit to 10.75. 
AU fnctlonsmust be preceded by a whole number. To enter 2/5 you must 
type in 0 215. 

Formulas in a Spreadsheet 

A formub Is an eqUltion that calculates a new value from the exiSting 
values. Unlt'98 you spedfy otherwise, a spreadsheet cell displays only the 
value that. rannula calculates. The formula IIliclf is displayed in the 
fonnula ~r.t the top of the sc:reeJl. 

To .how or hid e formulas in I spread. heet: 
oPre9s IAIt! O,f (options, formulas) 

An example of. formula : 

To tnw- I formula into I cell: 
oSelect theocllin which you want the fonnula to appear . 
oTrpe. (equoll sign) and thert the fonnul.a. 
oPress Entu (or &c to canccl) 

How Work. Evaluatea a Formula 
Works follow. standard algebraiC rules 10 evaluate a formula. 

oThe contents of the innermost set of parenthCSC'S first 

' <>pentors In the standard order of evaluation 

d Works evaluates them from 
olftwoofmoreoperators have the same or cr, 

left to right. 
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The follOWing bible MOWS WorD' openlon and tMirorder 01 evah.u.1Ion: 

Opmtor 
"(exponmlill) 
-(neptive), +{po5itive} 
O(multipUcuion}, I (dJvUdon) 
.(addJlbt), -uubtndlon,} 
Rfc.oqu..l to). <> (not eqUOlllto) 
<(k>ss than), >(gre.1 fC't' tN.n) 
<- Oess than or equal to) 
:> .. ~ter ~ or eqUilI to) 
-(NO!) 
I (OR.). Ie- (AND) 

Order dm!1/j1im 

"'" 5oa>nd 
ThinI 
Founh 
Ai'" 

Freezing Rows or Column TItles 

You can fll.'e1.e column and row titles to !ceq> thc!m In the WlndoWi while 
you 5Q'oU through olhc!r parts of a "pr~ or 10 print the. rows or 
tliles on every page 01 a multi_paged !lpfHdsheet. Freez:inS alfetu,U""", 
above and to the lefl of the highlight 

You can not use the anvw keys 10 move the h.ighllghllnlo frozen rowtor 
columns. J-Iowever. you can use theSdect Co To IXIm1I\and to..,c81t« 
Bnges in f'rozm rows or columns. 

To freeze. row Of;l column: 

-Move the hl:ghllghllO bclow the rows or 10 the right 01 the CXJhunnI you 
~nllO I'n!eu. 

-To freeu: only colUlJUl:J,. move the bJghHghl to row I. 
-To freeze only rows move the hlghligtUIo CXIIWlUI A. 
• Pre!is IAIII O,T (opdon:J. freeze !:Itles) 

To unfreue;l row or collul1l1: 

-Press (Alii O,T (options,. wUreeu titles) when froeze title bI on. 

Functions in a Formula 

A function 15 • built-In c:akul;lIiClll. Worlu hu 57 functions th,t perform 
common Spreadsheet Iasks. Please reI~ to the function ;lppendlx. 

Headers and Footers 

A headcr 15 text 1h:!1 'ppcars.t the lop 01 evey printed pASe. A footer II 
text thai b printed al the bottom of every pAge. Refer to the Word P'tooetf. 
lnglopic on headers and looters form more 1nJon:n;llion. 
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Hiding iI Column 

A hiddm coIUIM In alpmldsheet doH not appear In the ecreen and does 
not print. Ute ldddl"n columns 10 Il\I.ke Ipreadsheetseasler 10 read. 

You CAlI not ute the arrow kef' to IaQlllhrough or enlel" Wonnalion into 
thtcr!sola h1ddm allwnn. However, you can select a cdlln a hidden 
column usinS theSdect Co To command. 

To hidea tolumn: 
-Select a~y c:ell(l) in the co!wnn(.) you want 10 hide. 
-Pl'ftI (All) T,W (format, mlumn width) 
oType 0 (zero) 
-Pre5 Enter 

To dlJpby I hidden tolumn: 
oPra F5 or IAltJ S,C (lciect, So 10) 
oln theGoTo box.lypea cclJ rcierence lor lhe column you want lodisplay. 
° Pre. Enler- Theool.wnn should now be displayed. 

To Idtct I tellln I hidden tolumn: 
° Pre. F5 or IAltl S,C c.elect, go 10) 
- In the Go To box. Iype in the ce11 you wlntlo 1eIect.. 
-P'res Enter 
oPre. (All) T,W (Jormat. column width) and then type a gn-ater value thai 
010 dI5play lhe ooI.umn (.'OI\tainins the oelL 

Inserting a Row or a Column 

When youlnsen a ooI.umn. Works moves the &eleded column to the righl 
and inserts a blank column. When you insert a row, Worksmovet the 
.e.ected raw down and ln5crts a blank row. 

To in_rt one or more row. of (olumnl: 
-Select edI. in one or more coIum", or rows. Wod:. willln:lctl a blank row 
or column for each row or column you scled. 

orr- (All) E,I (edlt.ln5ert row / coIwnn) 
oJn the ln5el1 dialog box. sel.ect Row or Cohunn. 
-Pres Enter 

-------------------
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Moving Cell Contents 

You can move inlonnatiooirom one IoCItion Io.noth« in your tprft4-
sheet. When you do, Works maintaim the aCC\IRCY oIlhe sprudshftf. 
fOfUlulas, moving them does not change the lannul ... 

To move a cell ora ranse: 
- Sclect the cclIC,) or range you wanllO move.. 
- Press F3 Of tAl11 E.M (edit, move) 
- Select the oeIl 01" the range 10 which you wanl the d.1tall"lOftltl -Pt_ (Alii E,M (edit. move) 

To move. column or a row: 
-Select the coIumn(J) or row(s) tNt you w.tnt 10 mow. 
• Press F3 or tAlII E.M (edit, move) 
-Sclect the column 01" row that you wish 10 move the d.1ta to. 
- Press Enter 

If the rolumn or row you select oontalnJ Worm.lion. the moved infonn.l­
lion will replace It 

Moving the Highlight and Scrolling 

To jump dirtdly to. cell reference or. r.nse name: 
- Press F5 (the shortcut for Select Go To) 
- In the Names boJ(, sclect the nnge name 10 which you WJ.l\tto mcwe. 
- Press Enter 

To move the hlghlight (the seleded oeII) .round the 8pl'ftdshtoel \lit the 
follOwing keys.: 

To move 

Leflor Right one cclJ 
Up or Down one ceU 
To the first cell of the row 
To the last value in the row 
Up one wtndow 
Down one Window 
Righi one window fOrI! 
Left one window fOriI 
Upper-Left cclI of spreadsheet 
Lower-right cell of spreadsheet 

Move by one blod: of data 
Left, Right, Up or Down 

run 
lEFT or RlCHT.rrow key 
UP Of DOWN UTOW by 
HOME 
END 
PgUp 
Pgo. 
Pgo. 
PgUp 
tCtrlll-IOME 
ICtrl! END 

ICtrll Arrow key 
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Page Buns 

When you print men dab. thlt can fit on I 5htet of f»pe!', WOI"U lutomltl­
eaJly breab thetpreadlhm Into p"gl'S. U you want to specify exactly what 
infonNlion 1pp"J'I on elm prlge, you can !let your own page breaks. 
When you do, I p-pbrmk O\Irk (::0::0) Ippeanatlhe r ow or (Dlwnn letter 

where the new PIP beg!nI. 

T. inKrt or dtlete I pa&e b reak:: 
-Select theceD in the column or where yOll want to \.nserI or delete a 

pgebraL 
-~ IAIII P,I (print,lNert Plge break) 
-Seltd Rows or CoIwnns in the dialogUe box. then press Enftr. 
-Pre. (Altt P, 0 (print. delete f»St break) to dciete. 

Page Setup and Margins 

!'\ease rclcr to the printing appendix for more Wonnation. 

Printing 

To print I Ipru d. hHt: 
-Pte.IAltl P,P (print. print) 
-Select your apedfl<: prmt options. 
-Pre. IAltI P (print) 

As your 5prNdsheet Is printed. the percentage of printing tha t is complete 

Is dbpbyed on the left end of the statUS line. 

Selecting the Print Ana 
Besides printing In entire spreadsheet, you can a1!1O prin t o nly part 01 It by 

first IettlnSI print I rel. 

To Itt I prin t Inl: 
-Select the portion of the spreadsheet you want to print. 

' Press IAIt! P,A (print, set prltI t area) 

To ruet the entire lrea II the print Ilea: 
-Press ICull Shift f 8 or (AUI 5, A (select. all) 
- Press IAlt l P,A (print, set print area) 
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Protecting Cell Con tents 

VIM! thUloption toaafeguarcl o81slpins4 UNlUthcriz.dorKDd4alalo.p 

To loc:k or unlock: 
-Select the c:cll Of range that you W1Inl ., kdt or uNock. 
- f'nosa (Altl T,5 
-Tum on or off the I..ocbd c:heck box. 
-rr- Enttr 

To prolect KlIne aills, but not others, unIodt the ctIls you do no! W&IIIID 
prolect, .nd then tum on protection. With pt'OtOCdon on,)"OU CIIII ~dIt 
TAB and Shift TAB keys 10 move thehlgh.UgtlllOonIy theunb:bd a6. 

When more than one ctiJ Is ..elected, Works cUIpIa)'ll dull (.) in 1M Lod.d 
check box. Turing on Lodced will todtall 01 the..Jec:ttd c6 and. Xii 
dlsp"'yed m theched; bolt. 

To tum protection on or off: 
- Press IAIII O,P (options. protect dill) 

Range Names 

A range can be. singleceU.. ODIumnor I row, 01' b&ocbol.CI' uliln 
spre.rodsheet. After you define and n.me. ranp. you <:In '* IN .... IO 
reference the range in I formub. 

If I nngename~blC!S. number, c:ftI ref __ orfwldioa.tlldca k 
range name m • singleqUOhtion mark 10 UM II In • formula. For~ 
type 'AltoU!le AJ as the range name lor .'onnub 

To nlDlel c:eJI or. range: 
- Select thec:cll 01" range you want iOnama. 
- Pre!is (Altl E.N (edit, range name) 
- Type I lUIin(' from 1 to IS cNraden,. You can noc use-.lfKIU-

marks in a range n;une. 
- Press IAlt) C (create) 

When you create a range name, Works change Iny mtnnCS to IhIt ell 
range Into named range referenc:e. 

To ddete a range nl Dle: 
-Press [AliI EoN (edit, range name) 
-In the Nam('!l boy 5I:) ....... L 

n.. ... .. .... one nune thai you WIInt 10 dclete. 
-,-<C9S IAIII T (delete) 
-Press fAIt) 0 (done) 

:~e~~::::. range name, Works changt'l any referenm to that rur 

------
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To chanSt the mertnce of All edsting nlnge name: 
.Sdtd the new nnge. 
-rnwiAltJ E,N (edit, nnge name) 

109 

-In the Naml'l box. select the name you want to a!lSign to the new range. 
_rr-IAb) C (create) 

When you du.nge the range assigned 10 a name, Works changes all 
formula, refentng to the old range 10 that they refer to the new rangt'o Ir 
you don't wanl your formulas to Wei' to the new range, first delete the old 
ranae name. thm use illgain to name the new range 

To HIed I nnSt n<Lllle: 
·Prest f5 or pre!IIIAlt) S,G <-elect, go to) 
. In the Names box. tdect the range nlme that you want to go 10, 
-Press Enltr 

Inserting a List of Range Nam es 

You can lnsert into your spreadsh~ IlilII that shows the range namcs 
and rdtrences you Mve ae;"ted. Use the range list to help you locale 
tpedIIc Information. Inserting a list into I nnge replaces any existing data 
In that range. 

To lnMrt _lift into I apnadlheet: 
-5tfect th, upper-Wt mmer ceI.lln whim you want the list di5played. 
-rr-(Alti E,.N (edh" range name) 
-P'ret (Altll (list) 

Refuencing a Ce ll or a Range 

Rtf~ ldImtily c:cll and range locations in a spreadsheet. Using 
reference you can indude I cells value in another cell's formula. Then If 
you ch.tnge the value of the referenced cell, Works reca1ruJates the formula 

in the other cell 

It. ~ Identifies I single cd! by using the cd1', rolwnn lettC!l' and row 
number. It. nnge reference Identifies. block of c:elIs. II uses the ccl1 
rmrences of the upper-left and lower-right corner cclls, separaled by a 

eakIn, lo describe the range. 

A range reference is usefulln formula , For example If you type the formula 
-sum(d18:d17) into I aolL Works adds a ll values in that range and di~play9 
the totalltt the cell where you typed the formula. A range name is the same 
u. range merenc:e. The Idvlntage of a range name is that IIl11i1ke9lhe 

fonnwa easlb" 10 read. 

7 
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lruC'rting Cltll or Range Rd'C'l'C'nCH Into. Formula 

Worksha, two methods fotinMrtingcelland I'III'\8'C' rftftC"ll ...... 
formulas Without typing the rt'Ien!nC& 

To InHrt mennce.- usinalhe AlTow k.,.. 
-Type tMlonnula up 10 the point when you wanl tou--tthtCII« 
range reference.. 

- Use the arrow key. to RJect theOl!ll or nngethat you QIIIIo'-t, 
-Type the rest 0/ the formula. 
- Press Enll'r 

To lnHrt merl'nCH u.ilIg Co To: 
- Type thefonnula up 10 the poinl w~ you WanltoinJl'l1 thennp_ 
or reference. 

- Press F5 or p!'l'58iAJIJ S,G C5clect, go lo} 
-Type a nnge reference, or sclect a nngename Irom the Nam. boll. 
-Press Enll'r 
-Type the rl5t 01 the formula 
-Pre. Enter again. 

References for Cells and Ranges 

Within the spreadsheet you an mOO5C! betWC!ftl J tn-ol .rlftUiCS 

Relattvl' referl'm:e. (default) 

Are the equivdent crI directional guides. U you copy a formula willi I 
re1ltive relerence 10 another ccll. the direction of the original referm::e II 
tnnslerred to the new ceIJ Il'Id the formula adJustN 10 ht the _Iocab 

AblOlull' fl'll!fI'nce. 

Are the equivalent 01 specific: destinations. If you copy.lonnuIa WIth II 
absolute relcrence to another cell. the fc:nnula remains unchanged. PraI FI 
to Insert the dolbr sign, Into a reference that you _nllo be Ibkiult. 

Mixed refl'rl'ncel 

Are used 10 refer cells where Only theo column Of row reference II Ib«a/ut& 
When you copy a miw reference, the ablolute portion fftiUlW fLud IUId 
the relative portion Is adjustable. 

The F4 key c:yd(!S through the dHft'Tenlc:ombinaHons 01 mb:td referenCll!l, 
starting with the current relerence. as shown In the following ubiI': 

Rdr;rrn£t 
Relative column, rclative row 
Absolute column, absolute row 
Relative coIU11'1n. absolute row 
AbsoJute column, rclative row 

Eump1t 
Al 
SA52 
AS> 
SAl 
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To!.tat ... lboohllt or mind rt'tnnc~ 
.SeIeO tbtOlillrllO which)'OU want to mt. the fortnula _ 
_ Type J'O'lf lonnuIA up to the point where you want 10 iNert • reference. 
.u. tht lITO. key., or rw-IAltl S,c (select. go 10) to Rlcct the cel.1 or 
nnp rtllnN:e you want 10 lNKL 
.rr. f4 until the dIIUed referenc. type Ippeirlln the formula bar_ 
• Type 1M .. 01 the fonnula 
-Pr_ btu 

Sntthlng Spreadsheet Data 

You c:at\ tnMrua Worb 10 kIoIc quickly through selected cells Of an entire 
~ to find 'f'«IIIc Inl or VIIUeIIln I ceU_ When Works finds the 
eJth 11m\, II RkctJ the cell mntatnlng the search Item. Works examines 
both VIIl*lnd bmul ... Oa .. ln hidden columns will not be found. 

To Mardi I rans' Of tprud.hHt: 
.Stkd the range yOU Wlnt 10 teardt. To ICarch the entire spreadsheet do 

not IMd • rlngt. 
• Prt.IAltl s.s (IeIect.INI'Ch) 
.Type 1M tnt or value )'OU want to ftnd 
. In tbe5elrch By Box. KIm Rows or Columns. 
· Pn.Enlu 

To March in 0 f_llla: 
0S8ed tht range yOU Wlnt 10 telrc:h. To_rch the entiTe spreadsheet do 

not td«t I range.. 
oPre.IAltl O,f(opdoMo. show fcnnulas) 
o Prt.IAltl S,s <-Iect. -.rd\) 
. Type tIwllern you want 10 find, .uch a. a range name or ceIl refert"nCl'-
. In the Search By box. otitct the Rows or Columns. 
-Prell Enlu 

To rtpt.1 dlt peviou. Karch: 

....... " 
Sarchinl with Wildcard. 
Wl1dcardt Ire characters that help you find cells In which the oontenl9 are 
timilar but not quite the .. me. The questiOn mark (1) wildcard represents 
any .;gtecharacter In the Ame position as the question mark.. For example 
If you wlnl to find I name in your IIpreadsheet. but you are not sure if It is 
SmIthton or Smlth5Cf\. Iype ."lth.1n Ind Works will find either name. 

lbe IslftiJk (.) ",,"dcard represents any nwnber of character'!lin that 
posltkIn. fu example. if you type •••• Works finds all the leJ(t that begins 

with '.' Qld ends with an 's' such .s Ales or salaries. 
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Selecting a Cell or Range 

Selecting Is how you leU Worb which ~(.) you w,nllO work ... 1M 
sp-eadsheet always has .tleast onecftl.e.cted.nd tNICII.~ 
Works displlYS !he reference oIlhe IItiocted cftl Of "'nrtln tbtttlllll IM 

To Nlttt. cell: 
• Ptese In arrow key to move to the otU you WJnL 

To Hltd I row: 
-Move the highlight to the row you wanllO 1oeIed. 
• Press lCtrJj Fe or (All) S.R (select. row) 

To Hied I cohunn: 
-Move the hlghUghl to the column you WlnllO RI«t. 
- Prvss Shift F8 or (All) S,C (select. cohunn) 

To .elect I ran8~ 
-Select. ceI.I al a comer- of the desfred range.. 
-Pros. Fa or CAiI] S,E (se)ect, range) 
EXT hi displayed on the bottom ICaluiline. 

• Press the arrow keys to extend the tdc!ctIon to ocher cells. 
• Prvss Etc to canCl!( 

To INJect I previou. ly named n.nat': 
- Press F5 or fAltl SIG (select. go to) 
• In the Nlimes bol(,. select. name. 
• Pre!Is Enter 

To .elect the entire .pe.dshed: 
- Press Shift (CtrlJ Fa or IAlI) S,A ~aJJ) 

------



Sorting Text, Data or Values 

Sarting ranang_ roWl! alphabadcsUy or nwnerlcally aOXlrdlng to the 
conl:«ltl 01 the mlumn you select. U the selection you are aortlng contains a 
mb:ture at numben, text, times and dates. Works sorts the sequence of the 
dates and times the same way It sorts numbers. In lin l19CeJ\dlng sort, 
numbers tonow text. In a de5CCfldlng sort, lext follows numbers. After 
lOfting Works adjusts rt'lative rcil!retlceS, but not absolute reIcrences. 

Worn can sort one, two or three columns. For each column you c;:hoose 
.ItCIII1dlng or deoendlng order. Worbonly torts entries in a spedfled 
MCOrId or third mlumn 01 aome 01 the entries in the preceding columns art' 

.... "'" 
To tort ~I«ttd row&: 
.In the column you want to tort by, Iclect the rows you want to SOfL 
'f'MIlAit) 5,0 (Idec:t.. tort rows) 

'Thewlect roIumn letter ill proposed 851M first colunm to be sorted. 

.Select dthe- AIce:nd or ~. 
-II you wanllo lQI1additional columns, lIlOYe to the 2nd or 3rd CoIUDU\ 
box and type the column letter of the column you want to sort . 

• rr- Ent« 

________ ....... I __ ~ 
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Charting 

You ean cn.te leYenl different types of charts. Each chart emphlsizes 
diffl!l"l!nt aspecuol )'OUr'P'"eadsheet Worm. lion. You can changechut!l from 
one type 10 another or oombine charts to experlment with dJfft!rent ways of 
dispbying yourcbt • . 

k ..... 
!IIoowt 41ffnr_ bdwaoc. 
...n-a~d.III.o..&odo 
_ ......... 01~ _ ...... ~U.OIII'" .... -...... ,.,...,. .... ..... 

.... """ 
!iMwt InMo 01" cIItout&n .. 
<I..iM. Ed llooo .......... . 
- ....... - , ...... you. --
"""'" ... ,..,....,...~-
Uci ........... ..." •. ........................ ,.. ....... _ ............. -..-.-

5ta<k.ecl1 •• 0I.0" 
A bAJ' eM" In which 1M bo .. 
.... ooac:Ud ... topDlndoOlMr 
., -"""'" 1M IGUI In uch COl­
.....,.. Eac:h bo, ~b. 
..... or col" .... ftom your ............. 

_ ..... a-o 
" ..... cN"Ia~ ....... 
~ ... oambIMd to ...... 
*_IIa ... d": • ......,.. £ado 
1IooI .... .u... ......... tou.... 
dlhal_bolow . 

• ...... 0 

•• • • ••• 
• • 

lC1O~ f\&rO .... 
A bar dian In which the tym 
art! ItI'I!ICMd to be d ........ 
IeJI&hl In order to oIoow 1M 
p ....... n, • ..a. bar II "'_ 
tala!. £achbu~ ....... 
.. CJ:iOIouM from 'f'1'H ...,..t­..... 

• ......-a-
~lhe .... "'_"1&h 
aM low"lIl ... wIIMIo .... ~-
ego<)'. Sach ..... rbr, .. ~1n 

• wrtbl8"""pi"l .... -
o.val .... 
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Creating a Chart 

Each chart is bued on. Works 5preIcbheet file. You open .. ~.to 
a'elIte and view I a.arl &ch $pr"eIdsheec ru. can haw up eo epcbl 
.. .od.ated with Il 

When youaeate. chart,. you tcll Worbwhkh IP'~J'OWImdai.­
you want translated inlo .. ch..,t. The rowt lind ml:umN Ire orpnbld. 
CIItegories along I oori%ontal line caJJed an X-axis. The beccaw lhaX_. 
your dI.Irt. Each row orcolumn youRJect bec:omnoneollhe ban(l' lnel.a&d 
the Y--series. in your chart. Whenever you change v,m Of 1m II,. 
spreadsheet, Worb updates the chart the next time you viewlt.IhaMWnU! 
.. ren'!flec;ted in thechart. YouCln a'elIle manydllfft'er\t typesddlJrts. Yaulll 
.150 Ilbcl different piirtB 011 chart to improve Its • ppelBnClW lIffectl __ 

To insert.. ch.art into a Works Word PrClCftlldng documtllt. plea .. nierltlfWIIIl 
PrOOl!!!lSing topic onlruerting O\art:s. 

Basic Charting 

You can plot dab. hom as many as sb: .djllcenl tpreIdsheet fOWl (I' ~ 
1be rows and coltmu'lll Qln indude the text Works wUJ UIl! 10 aeate lfpIdIard 
Qllcgory labels to d.lrtly your chart. Once you have JekdISlIht!Old lid 
columns rOl" your chart. or entered the infOl1n.ltion you w.nl to ~ lItO' 
Spreadsheet file, you ~Ie the mul in two steps: Sftect the Worwlialp 
want 10 chart. then view the ch.art. 

Any Tex:tln the first row 01" column 0I)'OUT INction becr.:lmfI the X..rlelard 
Qltegory labels for)'OUr chart. 'The number, in lhemlwnnllWierthrfinlr'Cll' 
or 10 the righl 01 the first row or 10 the right 0/ the fust ml:umn b«uDtdwY' 
smes: the fust column is the first Y...nes. Ihuecand <ohu:nn it Iha ~ y. 
&eries, and soon up 10 six Y...mes. 

To enate a chart: 

• in the $pre.adsheet: flIe, 5dect up 10 six adjllcentrowt orcotuaw 01 
numbers, plus any words that label eadl row«<OIumn. 

To chart Information thai Is not in a s~ tiller the informIlJOIIinIO 
the Spreadsheet. ' 

• Pre. IAIt! V.N (view, new c:h.J.rt) 

~~ names the new durt and adds it 10 the View menu with. mark beI6I 
e rl name. The new diu! is now active. 

• Press EM: when finished viewing 

-Press F':ZO or {AJtJ V S (view, ~dsheet) 10 rdWlI to the sprachhed Vlow. 



Bordus 

You can refine the appnl1l1'1Ce oIa chart by adding a red:l1Igular bordC1' 
around It. 

To add "ranovta border. 
·Pmt fAIt) O,B (options.1Ihow border) 

Color or Black &:: Wh ite d isplay 

Sinct)'OUlCOGlputercan only di5play In monochrome, this command docs 
IIOlterveany purpoMunleti you haveexpmmmted with the (X)U\O\&nds 

UId need to Itt it bade to the deiaulL 

To dlanSt ~twHn color and black Ie whitt duplay: 
' PmiIAIt] O,F (options. format for S.IcW) 

Colors, Pa-Hems and Markers 

Thrcdon, p!ltterns. marker (dot) styles, .nd line .tyles in I dlart are called 
dati fannals. When you aeate. dim Works .utomatically a9!lignt a 
dlff8'ftlt data format (caUed lutO) to each 5el of bars, lines or pie slice. You 
can r~t I.ht appeannce oil chart by changing the: data formatlliar 
indlVldlll.l Y·8erles or pie charts. In I pie chart you can emphasize a pie slice 
by RpUlting It from the oth« slket. 

You call dian. data forinlits in the Format DIIt. Formats m.logue box. 

Usb: the Y -writ'S In the chart. When you select a Y...cries. 
!Motha' bou.lhow the data format for that Y-series. F« a 
pk-dwt. the Serle!! box is replaced with a SUces box that 

lists pie .1iC8. 

Shows the cx»ors available lor bus. lines. markers or pie ,,-
Shows the patlernlll avaUable lor t.rs.lines or pie sllces. In a 
line chart. pattern changes the appearance of the Ilnes 
aJI'In«ting the markerS. To turn oIf a line, set Its p<lucm to 

""'" 
Sbowt the marker ttyls .VIHable lor the line chart. Markers 
art the dtdet. dbmonds« rectangles which mark data 
poUlts In a Line« J-li.l.,o-Clt»e chart. This box Is empty 
when you haw a bar chul and does not appear if you have a 

pc chart. 
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Formal 

Formal All 

Applies your cUb fonnlt5ftectlant 10 theldec:led Y __ 
or pie5lic::e. 

AppUes your cia II format sclectIOI'III 10 fNerr Y -tI!rieI 01 f't 
slice. If you are formatting' mixed Une 01" Bardw1,1'uIIII 
All appUes your data (onnatllcledlon.1o every Y"'~ 
the ~me 1)'Fe IS the 1IclC!ded V·laiC'S. 

To change da"" (o~b: (o-Cllpl in I pili d\artl 
- I"ress IAltl T,D <fonnat, d.ata fonnal) 
-In the 5erles bol(" select the Y-wries wm.e IoI"Q\lI you wish IodIIJtL 
-In the Colon,. Pattemsand Markers bo~. Rlect theopdontyou __ a 
accept the Auto setting. 

-Pre. (AItJ F (format) to appy the new dam fonnats to the ~y. 
series, or preu IAItI A (format all) to Ipply the new !onN1I10111 IbtY· 
series In the chart. 

e R~t the above &Ieps to chaf1ge the data forma' of oth« y.ieries. 
- PressIAItJ 0 (done) 

To change data (ormats in • pie ( hut 
-Pr{'9S IAIII T,D 

- In theSUces box. select I sUce whole Iol'lNlt you Wl.nllo~ 
-In the Colors and Patterns boxes,.1ftect the option you want, or ao:zp* 
auio setting. 

-Tum on the Exploded check bOll: to ~ode. sHoI or tum oIllordld* 
slice to the normal position. 

-Press (Alt) F(format) Ie apply the n_dlta 10 the~ed slJce.OIprS 
(Alt) A (format am to "'?Ply the new fannats 10 all theJ60esln tbecllal\. 

• Repeal the above steps to change the datI formIlln other sIka 
-Press (AIt) 0 (done) 

Different printers may tave different optioolivalllble as~ ptll!llf.(I 
marker styles. Works will aUIOOUIdcal1y select the forayls for ,aeI!II.,:!6t 
fo nnats for Printing. If you wanllochange the fClrlNts. you wmllbr[llll 
Formal dialogue 10. Us!: the options IV1IUabie for your printer". YIlU~­
the Opttcw Ust Printer FoMNItsc::orntnand!oUst the optionsinthr~ 
box. T ne ~ display of your c:hart wtll noc change. If you hlw 1I\Ilf" 
one printer, spedfy the printC!!' you wlntlo lD8 bdcn c:booIIinS this 
command. 

To liat printer data romull: 
• Preas (AliI O,P <options, list prinll'f (onnats) 



-

Copying A Chart 

You can CftIIte additional dlaru bued upon an existing chart by copying the 
exbti.n8 dlart.1bcn modifying II. Once you copy a chart. the oopy bco:mes 
the Ktlvedlart In Chart view and Its name is selected on the view menu. 
Anychanga)'OU maLe an! made only to the ropy. 

To copy a milt: 
-Pn.IAlti V,C(vlew, marts) 
-In the Clam box,. eel«t the chart you want to copy. 
-In Ihe Name box,. type a name (up to 15 characters) for the new copy of the 

""" -Pn.IAIt) c (copy) 
_Rfpeal theabow _epliO copy another dlart. 
-PreIIIAII) 0 (done) 
-Pt. Flo«IAII) V.5(view, Spreacbhcet.) 10 return to the spreadsheet view. 

Changing the Chart Type 

To th,nse the chart type-: 
-Pre.IAltl T (font,.l) 
-Seled the new dI.rt Iype you wanl. 
-Praa IAIII V (view).nd the ch." name. 
-Pre. flO or IAlI) Vy, (view, 8fKNdsheetl 10 return to lhespreadsheet view. 

NoIe . A PIe Clart displays dill' hom only the fir&t spreadsheet row or 

cclumn in a Mk!ction. 

Modifying. Chart 

OncIi!youhJiveaealed a chart. you can add. mange. or delete the roW1I
ln 

a:i1llllnJ UIed for y..mt'l.nd X~ 

To .dd Infol'Dl.ltion to I chart: 9 a 
-In CNrt view. Iclect the toW o r oolumn you wanl added to the chlrl a 

Y·smes or.n X-t«ies. 

-Pretl(AIt) 0 (data).nd the 'ppropri"le Y-serics or X-series coIlunand. 

X 'C9 scetheEdltlng 
Forinformallon ol changing or deleting a Y-series or -sen • 

"'"lOp!<. 
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Custom Chart Types 

To show more information to a chart, you can add a second Y-axis or mix 
lines and bars. The legends in a two-Y-axis chart do not automatically 
indicate the Y-axis to which you have assigned each Y-series. If youhave 
added a right-sided Y-axis, you can give each Y-axis a decriptive title. 

To add or remove a right Y-axis: 
•Press [Alt] 0,T (options, two Y-axes) 
• In the dialogue box, select Right for a t least one Y-series to add a rightY-
axis, or select Left for every Y-series to remove a right Y-axis. 

•Press Enter 

To combine lines and bars: 
•Press [Alt] 0,M (options, mixed line & bar) 
•Select Line or Bar for each Y-series you want Works to display differently 
•Press Enter v ' 

To return to a lines-only or a bars-only chart type: 
•Press [Alt] 0,M (options, mixed lines & bars) 
•Select Line for every Y-series or select Bar for every Y-series. 
•Press Enter 

Deleting a Chart 

To delete a chart: 
•Press [Alt] V,C (view, charts) 
•In the charts box, select the chart you want to delete. 
•Press [Alt] T (delete) 
•Press Enter to accept the deletion or Esc to cancel. 
•Press [Alt] D (done) 

Editing Data 

vou rur sPreaclslleet 113(3 while in chart view. Any changes that 
view v* ° 6 sP1"fa<lsl,eet are automatically reflected in any chartyou 
coir,mn„ U Ca,n. (o he'p you find the spreadsheet rowsand 
cells asci USSj ln Series shows the range reference of the spreadsheet 
cells assigned to each series in a chart. 

•PresTlAltKJ^o to)^ ̂  whose assigned cells you want to review 
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To delete a series: 
•Press [Alt] D,S (data, series) 
• In the Series box, select the series you want to delete. 
• Press [Alt] T (delete) 
•Press [Alt] D (done) or repeat the above steps to delete additional series. 

To change a series: 
•In the Chart view, select the row or column that you want as the new series. 
•Press [Alt] D (data) and the appropriate Y or X series command. 
• Press [Alt] V (view) and select the chart name. 
•Press Esc when finished viewing. 

Fonts 

A font or typeface is a set of characters with a specific design. Depending on 
your printer, you can choose from various fonts and sizes to print the text 
and numbers in a chart. Once you have specified fonts for printing a chart, 
the chart will be displayed on your screen in your computer's usual screen 
fonts unless you turn on Show Printer Fonts. 

To change the font for a chart title: 
•Press [Alt] T,F (format, title font) 
•In the Fonts box, select a font. 
•In the Sizes box, select a font size. 
•Press Enter 

To change the font for other text and numbers in a chart: 
•Press [Alt] T,0 (format, other font) 
•In the fonts box, select the font. 
•In the size box, select the size. 
•Press Enter 

To display a printer font: 
•Press [Alt] 0,S (option, show printer fonts) 

Note: Works can display a chart faster with screen fonts. 

Software Charting Fonts 

Works supplies special software fonts that are used only for ^ 
text. The fonts are divided into two groups: raster fonts an s o g.Qn 

The screen fonts and some of the software fonts (with the e yVith 
.RFT) are raster fonts. The rest of the software fonts are s o ^ 
the exception of plotters, all printers supported by Wor s ea p 
raster anH stroke fonts Plotters can only print stroke fon s. 
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With stroke fonts, you have more sizes. With raster fonts, you usually get 
better-quality printed text. However, the raster fonts will look slightly 
different in your screen from the way they will look printed The following 
software fonts are provided with Works: 

Raster Fonts (available in only 3 fixed sizes) 
Decor A 
Modem C 
Bold Modem C 
Italic C 

Stroke Fonts (available in all even point sizes from 6 to 126) 
Modem B 
Bold Modem B 
Roman B 
Bold Roman B 
Italic Roman B 
Bold Italic Roman B 
Script B 

Grid Lines 

Y-axis grid lines extend horizontally from the left Y-axis, X axis grid lines 
extend vertically from the X-axis. 

To add or delete grid lines: 
• Press [Alt] 0,X (options, X-axis) to add or delete vertical grid lines or 
•Press [Alt] 0,Y (options, Y-axis) to add or delete horizontal grid lines. 
•Turn on or off Grid Lines to add or delete grid lines for the axis. 
•Press Enter 

Hi-Lo-Close Charts 

In a Hi-Lo-Close chart, data from a spreadsheet row or column is displayed 
as a set of markers, such as dots. The markers in each data category are 
connected by a vertical line to show the range between the highest and 
lowest data values. 

You can include as many as six Y-series in one chart. If you change 
numbers in your spreadsheet, Works automatically adjusts the Y-series and 

^ 80 next time you view the chat it reflects the changes in the spreadsheet. 

valnp^UTT,illC'U'^e 'east two Y-series, representing high, low or dosing 
than zero 6 num'5ers ̂  each Y-series may be greater than, equal to or less 
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Inserting a Chart into a Word Processor Document 

Please refer to the Word Processing topic Inserting a Chart. 

Labels 

Labels are words or numbers from a spreadsheet that identify numbers in a 
chart. Category labels are displayed along the X-axis. Data labels are 
displayed next to and above bars, lines or markers they identify. 

When you create a chart, Works automatically assigns category labels if you 
selected a row or column of words. To add or change category labels, you 
assign cells from a spreadsheet row or column to the X-series. Each word or 
number in the X-series becomes a category label in the chart s X-axis. If you 
change words or numbers in your spreadsheet, Works adjusts the X-series 
and the chart. 

To add or change category labels: 
•Select the spreadsheet row or column containing the words or num ers 

you want to use as labels. 
•Press [Alt] D,X (data, x-series) 

Note - In a pie chart, each category label identifies one pie slice. In an X Y 
chart, category labels serve as horizontal-axis scale numbers. 

To delete category labels: 
•Press [Alt] D,S (data, series) 
•In the Series box, select the X-series. 
•Press [Alt] T (delete) 
•Press [Alt] D (done) 

To find spreadsheets cells used as category labels. 
•Press [Alt] D,S (data, series) 
•In the Series box, select the X-series. 
•Press [Alt] G (go to) 

r labels: To change the frequency of category 1 
•Press [Alt] 0,X (options, X-axis) want between the X-serie: 
•In the Label Frequency box, type the inter y 
entries used as category labels. For example, type 12 to use o y 
twelfth X-series entry as a category label. 

•Press Enter 
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To atlte diU! Labeb: 
- Select the.preadsheet row or mlumn (or portion 01. row ()C' column) dult 
contains the words or numb .... you want 10 U5e as data labcl!l for I Y-series. 

- Pre9s fAit] 0,0 (data, data labels) 
- In the Seriet box. sclect the Y..sertes you want to laOOl. 
- Pre9s fAit] C (create) 

To find IpreadNlHt cell. u$td as d.i.ta libel.: 
_ ~IAIt]D,O 

- In the Series box. aclect the Y-serles whose dala labels you wanl to review. 
-Press fA1t1 C (go 10) 

To delele dal.labels: 
- Pres (AIt) O,D (data, d.ta labels) 
- In the series box. 8elcd the Y-series wh06t data I.bels you want to delete. 
- Prest (AliI T (delete), repeat If you have mote labels to delete. 
- Press (AliI 0 (done) 

Legends 

Legends leU you what the colors, patterns.nd markers mean. When you 
create a chart. Works wUI aulomatlallyaeale legends for each Y-series, if 
you scled rows 01 mlwnns mntalning words. 

To .dd or change a legend for a Y-seriu: 
- Press (Altl O,L (dala.legends) 
- In theSerie!l box. select the Y-series for whkh you wanllo add or clu.nge I 
legend. 

- In the l...egend box. type the legend text or a reference 10 a !lpfeadsheet cdI 
conlalnlng the legend text. Use any lext you want up 10 19 charactet$, but 
type a double quotation mark (1 before any tMt thai resembles a cdJ 
reference. 

-Press (Alii C (create) repeal the above,teps If necessary. 
- PresIAlt)O (done) 

To del~e a legend fora Y-.riu: 
- Press (Altl 0.1. (data.Iegend5) 
- In the Series box. Sol'lect the Y-series whOlSe legend you want to delete. 
- In the l...egend box. sclcct. the legend text or reference. 
- Press DELETE, repeat the above steps if n~ry. 
- Press (AU( 0 (done) 

To hide or .how legend.: 
- Press (All) 0.1. (options, show legends) 

Legends will be hkiden from view, but not deleted or dlanged. 
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Naming a Chart 

When you create a chart Works automatically names It Chartt, Chart 2 and 
!to on. It Is abo added the View menu with a number to the left of the chari 
name. You an give Ihe chart a D1Qre de9crtptive name in the OulrtS 
dialogue box. The chart name in the View menu docs not appear in the 
chart 1l8elf. (See TItles if you want to at'ate a title for your chart) 

To change the nllne of your chart: 
-Press (AIIJ V,C (view, charts) 
-In the Charts box. select the chart you want to rename. 
-In the Name box. type in the new cbart name. (up to 15 charactcn) 
-Pre98(AItI R (rename) repeat as nec::essary. 
- Press (All) D (done) 

Page Setup 

Please reler to the Printing appendix for more information. 

Printing 

To print a chart: 
-Press (Alii P,P (print. print) 
-Tum on the print optiom thai you want. 
-Pre!is[AlI) P(printJ 

Refer to the Printing appendix for more Information. 

Returning to the Spreadsheet 

When you have finished working on a chart, you an return to Spreadsheet 
view. 

To return to the active Spreadsheet file: 
-Pre98 FlO or (Alii V.s (view, spreadsheet) 
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Scales 

A IICllo Is I EI 01 nwnbl!n!d mltU meuuring vaiuel .along Iln .xl .. A ICaIt 
h.u a minimum. malC1m.wn and Interval betwel'fl the maries_ In a chan. 
WOI'ks dlsp!..)"!he nl\.lleS!hat are betwem the .:ale'. minimum and 
maximum. 

When you ettatt a chart. WOI'b lulOcnatiaUy determines an approprlltlf 
!K:ale for the values along an axis. You an mange the emphasis or IDlprow 
the appearance oil chart by changins I scale'.lnlerVal. You eanibodllllp 
the minlInum and maximum !ued for lhelCa1e. 

To ~hang. th. _I. of a y~u: 
• Pre9s (Altl O,V to change the k-fi Y-ixis Kale 01' 

o1'res!:l1A1t1 O,R to change the right Y-IXiI..::aIe. 
oln Ihe Minimum boll" type in the loW1!St numbft you wanl shown on the 
axis IaIle or accept the Auto letting.. 

-In the Maximum bol(, type the hlg.hcst numbt'r you want shown on !he aOt 
IICIIle 01' KCq>t the Aulo setting_ 

oln the Interval bol(, Iype the interval you wlnl between Ihe numbertJhowa 
on the UIJlICa],e, or a<:cepI the Auto letting_ 

oPre9s Enter 

To change the kille of the X.uiJI: 
" Pre9s IAltl 0,)( (optlorls. .-uis) 
oRepeaI the above lisled 51.,-. 

Standlrd lind loguithmic Sca.1~ 
You ean use two types oIlCa.Ies in I chart sandud (linear) or logarlttu:nk. A 
logarithmiclCI.le is useful when the rangeol cUla values Is large or when 
you wlnl to show lloprithmic relillionship. 

With atandard !leaR, the Interval is the amounl Worb Idds to each number 
on the Ik:a\e 10 dc!tennine the next numbft. With a log !elle, thelnlernl lt 
the amount by which Worb multiplies elch number on the 9Clle 10 
determine the next numbel-. 

You ean use log tales In aU charts except the ~ chart. Log !IaIlenluel 
must besped.fled in po'IoYersollO, sucb IS 1/ 100th. I / IOth. 1, 10 ek. Los 
sale intervals mustals) be specified In powers 0110 and must not be_ 
than 10. 

To change between loprithmlc and .tanci&rd _I.,.: 
oPreris 111.111 O,Y 10 change a left Y-aJCIs 9Cl1e or 
oPrc!Js tAlt) 0, II. 10 change a right Y-axla.cale. 
oTum logarithmk on 01" off. 
o Press Enter 



SeleC'tins Cells 01' Ranges lor a chart 

8tfcn you cr.lI. dw1" you inUit ..... 11Jw *,-Of,...... - ........ 
daUi yww.nt toc:h.n far b\Iort;two .. on ....... apDo and,. ..... 
pa.-mfflOu-~Id_. 

Titles 

You eM refuw.nd c:l.riIy. chart by Ih'UII It ...... .-ua. Of .. ... 
You O"NII tit'-.nd IlUbbt'- .""'''Y tYl*'allDJ Of",.__ .... . 
..,..--.w-t otU w"'-- canttnt.)'O'I want ... _ ... .w. Of ~ "'-
In)' 1Ul1OU want up 10]7 duttKI ..... I Illleor ....... \II .... ..... 
.--~. otIl "'~.t",.. ~..,.. ... -no n ....... ... 
OnCII they .... CHIolfd. Worb .J,J. duuWt qualUUG'I ....... all ... .. 

u- dI.aIosu- boK. 

To crcl'. chlolt IhleN 
. P .... IAlil O,T(ciata, tUw.) 
' In u-~~ boli.lype' bLJ.OI"CIICl rmr-. 
' Type .lUbtitko Of OII.J "'.ft'Q. 
.TypeM )(,"tlda ... ~ r~ __ 
.1ntMcNrthM.rt.ty .• -.type.n.tV ...... IIlI'II ....... 
· PN.Entt:, 

To delft. dwu1 tltlu:: 
.PN.IAItI O,T(d..itlo. tItJ.) 
.StMd 1M hOI you WI'" to~ 
'~DELETI.~'dw.~""'''·---'· 
·PN.En .... 

Vlewins a Chart 
Aiw )'O'I..McI1M row. pel ..... III.,... ap , f. _ ..... ,.. ... 
ct.n.t. you ...... Yww 10 ... dW ctt..t. ~,.... ..... dW\ W 
-WlltM.aI_chlnIOW''''o...-JIUII.U.'''. fO 1 
",~..u.:. thtchlort. n.1dl"ct..tIlwlo,.. ..... ..-l ............. 
IbtVlnoo_,,-

T ..... '" _ Nttn ct.arII 
' '''-Slilft noOt 1,-\111 y (~ 

T • .,irof .. ,~ 
• PN.1"ItJ y ,..,.,..had tht ctw.n...... F« f!UIIII* ,....1" V.1 II 
vww thI ftnC chlrt"''' ~ .... 1111 dIaIIt ".~­
...... tht 1K'ti" dlaI1 

.~ E« 10 r.naw dw droItt ....... .,... 
'Tormntoyour-p : b ... rt-n •• IAlIJV.s, ...... ,- '0 c 
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X-y Charts 

An X-Y ch.art It similar 10. llne duort, bUllnstead ofhaving evenly spaced 
v.lues In the X-Series, the v.lues an be irregular. x-Y cMrtJ lire lypiCllly 
used {or plotting experimc!ntal dalto. 

EKh number in. Y-5eries It plotted a • • marker.bove the oorresponding 
number on the X ... xis. You Qn lndude as many .. six Y-5er1esln ant dim 
If you duonge numbers in your spreadsheet, Works aUlom~llca1Jy .d)lsts 
Ihe Y-series and the chart so the next lime you view the chart. II reflects the 
change In the sprudshcet. 

1ne X-flelies in an X-V ch:lrt musl contlln numbers. The numbers in the 
Y-sertes ~nd X..eries may be greater than, equal 10 or less thllI! UfO. 

To m!.te an X-Ydart 
oln the spreadsheet file, select up tom adjacenll'OWl or c:oIumns of 
numbers, IlI!d any row. 01" column, with wordll thlItl.bcl either the roM 
orrolwnns. 

oPress IAlt!V.N {view, new chart} 
o Press EK when finished viewing. 
oPress fAll) T.x (formal, x' y) 
0Se.ll'd the row or (Olomn you want the X-series 
° Press fAIt! D,x (data, x-series) 
o Press fAll! V (view) and the chart name If you wish 10 view the ch.art. 
° Press Esc 

You an Ialer.dd rows of da ta (Y-5Cries) 10 your chart th.! were not pul r;I 
your original5clC!ction or that yoo have added to your spreadsheet. 
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Database & Reporting 

The Worb dlitlbue Is. fiUnS1)'l1ftn You can .... 11 10 ttonI. Vinet)' of 
lrIIonN;tioII,. and. then qWddy eort. wnct. and print the tpedflc Infornudon 
you WlnL The o.tabne can alto count, a.kulale and ,WIUNlri1A your cbl. 

Some 01 the D&tlbue fNtweli aBow you to: 

. Look.t any cbtlbaM file In on.oItwo w.ys,. Me record II • tlzM (AI. 
vltw) or arranged by columns (Ust view). 

· Sort your entries .lphabrtlc:a1ly or nUlTM!ric:aUy. 

· Add. allumn of numben or .pply In income tllX formula, Workl hal 51 
buIIt·1n functionIlO calculate lnll!relt. ftnd Jq\dlre I'OOCS and 10 on • 

• Copy. move.1nJert. delete (If chang' Iny entry. 

oMove quickly within In I tbtabue 10 locale particular cbta. 

°lnln1li1r1e.and dates \hIt are automAtically upchlted or UN tDn. and 
dales In cakul.r.llons. 

oDlvkleU$t Vkwinlo tow Of four work.~as. Each lroll mn .pply to 
dilftt'mt parts of the dallbase. 

·Print one reccrd. sciedoo recmdi. or &lI the records in • datJIb ... Or print 
lhe cbl.l~se in I list form. with lnformation "n.nged In column-. 

Getting Started 

To cru le I new d.tab .. e 
° PTell !Altj F,N,O (file, ernie new, dII t.hue) 

RevIew the next page on Worldng with. Dallbase. 11 II abo nc:cmmended 
to review the topic "'Scll!dlng Records, Fk.olds Ind Cell,-. 
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Workina wilh a Oatabue 

Infurm.llon in your dl.tabu" Is divided into reawdland fields. A r«Ont II 
.U the infonNlIon .bout 1 penon. 1 product OJ" 1 evenL EAch Item In. 
record· nllnt, sm:d.ddras. stale, etc.;'. field; the ~g 
infonNtion In eld! reall"d Is in the same fltid. 

A field consists 01. field name and the infonnation for e.dI record, the StId 
contents. A label it any explanIt«y teJd)'QU type in Form view· .lIt1e,1or 
example. A otUls the point in Usa view or Report view whl'fe a row 1lId. 
aiumn mtl1neCt 

You an Iook.t n!COrds, Hc:Ids. and ceUs in two ways: in die Form v\ewor 
Usl view. 

Form view· Displays ill record one II a time. 

Ust view· Lds you work with the Database sImllM to the: Spreacbheet die 
grid at records and fields make II conven.lenllo work with 
several rcaJrds, I ,time. Ead! edlln lhe grid is equlval(!fl\ to I 
field in Form view. 

Whenever you choose Crqle New Ale.nd choote the o.t.baJe'ppllaitkll. 
Works.UIOQUItiarolly open, ill blronk databate: form. You start designing your 
datab.lse with Ibis form. 

To crutt I databaw. 
.Pn!se IAIl! F.N.O {file, creale new. databaM} 

All 01 thedatabase commands are tisted in alphabetb1 cwd« for wy 
reference. It is Sllggested 10 teild through the chlpter to get In lde:il dille 
mlny toob .v.Uabie for use. 

Using Works Daubau with other Databues 

Please refer 10 page 94 in the SprPacbheet n!IuenoI for znore information. 



Character Styles and AIlgnment 

A field', 01' cclI', fOfU\llI men 10 Its diana .... tly1a,.Ih.,lIarun-n1 01 u. 
coalenlS, tnd the printing pDlition olltsconl,",ta. Wor'" hu) cNnon. 
Myles: Bokt IQUe and Under-Une. 

CN.radef Ali3nment ~ltlON lext ,nd valu. hoI'UonblUyln. fI.&oJ You 
an aeIKt ,mong GmenU (dclault),l.dt. Klsht.nd Cn'II ... '~ """-' 
yOl.l aftte. d.t.bue text is .Hgned on !he ldi edrol. otU and dll.1ftJ 
numbenon Iheright edge. Youetn .pplyltyl •• nd .llgnnwt 10 "*'­
before or .fter ft'ltt'rlng dati. You can only undC'l'llnI Bddl tNl conblln tal 

or values. 

To dlant;e c:ha~r !Ny Ie or A IIpu:nent: 
-Select !he libel. Reid "'IM! 01" ceO you WlnllOc:hIn&*­
oPre.(Ahl T.5 (fOl"mal,. Ityle) 
oln the Alignmeal.nd Styles bo,.. ~ theopdON thal)"OU Willi 
o Press Enler 

To.llde. field or libel 10 the Lefl:(lbo10 nomowIIJ*ce. wtwn rnnttn&) 
oSelect the field or a.bel to IUde 10 lhe Idt 
-P.--IAltl T.5 (format. "yle) 
OTUlll on the IHde 10 Idl c:heck box. Uepell .. ~ry) 
o Press Entu 

u you lK'!ect. ficld.. you can .lao pre.-IAltl F.N (formal. -.ow ..... beuJ 10 
hkle the field NlIT'IC!. 

Copying Data Within a Oat-abase or Report 

You can dupllcate the contents.nd IonNtsor .ny NC'Of'd. tWIId. or cII8 &II 
yOUT dlIubue rue. Ir, for uampW. you have ~ I'f!COfdI w1lh dw ... 
Lut rwne lnat.d of Iyplng in the ~ many bIMIr, en- It .. ~ u.. 
copy Ilto'olher records. In Form vWw,)'QUean copr.n..uu.teCJDrd or""" 
10. new 1000tion. In Uat.M ~ vk!WII. you C&ft dIG CIIf'7 u. ...... 01 
more than one racord. field or ctll 

A lIbeiln Form view 

Thecon.tt'flttof one or JJ1Qfe ~ In. fHkt 
into lK'!«t«I cdls bdoW 

IgW[4U ... rtF 

c.,.,. 

c.,.,.­
c.,.,. ...... 

FW ""'"' 
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To copy a nwrd. fiel d or «II in LUt and Report view. 
-Selea the record., field or cell you wanllO copy. 
- Pre" Shill F3 ()I' IAlI) £.,C (edU, copy) 
-Move the highlight to the upper-left ccll 01 the area into which you want 10 
ln5ert the copy. 

- Pre95 Enler to copy Of EK to cancel. 

To copy a fKOrd in Fonn view: 
- ScroI.llo the record you want to copy. 
- Pres8'AItI E,P (edit. copy record) 
- 5croU to the record you want 10 replace with the copy. 
-Pres Enter 

Note - The copied cclIs replace all information in the cel19 you copy 10. To 
copy inlO a tUnk record. you must first insert a blank reoord or row. 

To copy . label in Fonn View: 
-Select thelabeJ you want tooopy. 
- Press Shilt F3 Of (All) £.,C (edit, copy) 
-Move the high.llghl 10 where you Wiant to Insert the copy. 
- Pres1s Enler 

To repeat the previoul copy command: 
- Select the reootd. field or ceU into which you want 10 place the next copy. 
- Ptesa ShUt F1 

Copying down to adjacent cell . in LUi view: 
- Select the cclls you want 10 copy. 
- Exlend the!ltk!ctioo down 10 Include an thecclb Into which you want 10 

place the ropy. 
- Pre9s IAltl E,F (edit, fill down) 

Copying to another Works Application 

Inlormatloo from the Database is copied 10 other Works applications as a 
table. If you ropy information to the Word I"rooes8or Of CommuntCitiont, 
each field is separated hom the next field by a tab slop and eilch record ends 
with a paragraph mark. If you copy lnIormation to the Spreadsheet, each 
field is In I ooI.umn and each record is In a row. 

To copy 10 another work. tool: 
U!IC Us! view when oopying from the Oalabue to another Works applk:ltion. 
- Select the oells 01. the database or reporl that you wlntlo ropy. 
- Press ShUI F3 or IAItI E,.C (edit. ropy) 
- Open another WOfb file, or choose In open file hun the Windows mtnlL 
-Move the H1ghHghlto the new location. 
-Press Enter 



Creating a Report 

After you have entered the Information Into a dal3baS(', you may want to 
group or summarize your rea>rds In a reporl. You can view the reporl on the 
saeen, print the repcd. or copy II to another Works Ipplication. 

A report isddined using different types of rows that control where Worma­
tion!Joe! In I report. The ceO contents detennlne whit Informltlon goes In 
each row. the lnItbu report definition conlalns these row 1)'pl'S: 

- Two blank introductory report rows that Irt' prinled It the beginning of the 
report. You can Idd titles here.. 

- An Introductory pge row oontalntng the datlbiise field names as oolwnn 
headings. You can type any other coluum label here.. 

. A blank Introdudory page row to 8eparnte column headings from the 
rocord5. You can add column labels here abo . 

• A record row containing formulas that determine the liclds or values 
included In I report. 

-Two blank summary n!pOI"l rows thlt will be al the end of the report. You 
can put summary stll.tlstic:s here or leave them blank 10 crealfi groupings. 

To ~ute I report: 
- Press (All! V,N (view, new report) 

Worb displays a report. Works also names the report and adds it to the 
View menu with a mark beside the report name. The new report is now tl 
active report. 

- Preis Entt r to view additional reports. 
- Press EK 10 see the report definltlon. 
- Press flO to retum 10 Ust or Form view. 

Customizing a Report 

You design a report by spedly1ngin a reporl definition which rows you want 
to be Included, and what thecell contents of each row should be. 

Row type determines how oflen and where information Is printed. (For 
example you can specify a llti(' for the! first page only or lor the top or every 
page) Ceo oonlcnts determine wha t lniormation from your database will be 
included in your report. You can change the width and formltting of c:ells. 
You can abo change the contents 01 the report by sorting II or creating a 
'1""1'. 



A report Is defined by the number and type of rows in the report ddinidoa. 
You can have as many 01 each row typea. you wanL You can abodll.-. 
rows 01 I particular row type. but the rows you use must be in theorda 
shown in the following table. 

The three major row types are: 

Inlr r~· (introductory), ale rows Iypially for repx1 title! at c:oIuam 
labels for each grouping within. repo-l 

Rea:m:l row.· Hold field contents. These can be broken into groupinp)'OlJ """'y. 
Summ rows· (IllIrUJ'Iary) are rows used fat calcublingtota)s. avenpsm 

either lltatistics about reoords. 1bese rows c:re.-te the b«Us 
lor grouplng!l or n!COI'ds. 

1be raw types. their oontents, and theOl'de!' In which thf!'J print arw: 

Bow I):pt 
lolr Report 

lolr Page 

Intr 2nd fitld/'Ulmt or 
Intr 3rd fit/sltlllrM 

Summ 3rd fiddtlllrMor 
Summ 2Ni ~Idnilmt 

Sumrn lsI fiddnilttlt 

""'" At the beginning 
(introduction) 01, report 

AI the top (introduction) 
01 each page 

AI the beginning 
(introductlOfl,) of each 
grouping created by 
1., sort break 

AI the beginning 
(Introduction) 01 each 
grouping created by the 
2nd or 3rd sort break 

One enlry for each 
record In the database 

At the end (summary) 
01 each grouping created 
by the 3rd or 2nd sort 
b~k 

AI the end (summary) 
01 each grouping aNted 
by the 111 aort break 

At the end of the report 

'Iyplul (OOlt"1I 
Text for the rqxn IlIk 

La bel for the lint 
grouping 01 reamk 

Label lex the 
!lUbgroupings 

Each record in the 
databolse 

Any statistic you teIed 
or text 

Any sta listie you Jlkd 

~ ''''' 
Any .tatistic you!ded 
or text 
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To inNrt a row: 
- Select the entire row Into which you want In Insert the new row type:. 
- Pre!l5IAlt) £,.1 (edit ingert row/ column) 
-lntheType box,. select. row type. 
- Pre9sEnter 

To insert 1 column: 
-Select the entire column into which you want to Insert the new column. 
To insert more than one column. select mOl"e th,ln one column. 

- Press (AliI £,.1 (edit. inSC!rt row/column) 

To delde. row or a column: 
- Select theentire row or ooIumn you want to delete. 
- Prc9s (All] £,.D (edit. delete) 

Entering Information Into a Cell 

You can type: text, numbers, datesor formulas into Iny cell in any row of 
yow report. 

If slmllar informlltion, will be repeated In every record or a grouping.. you 
can type a field formula In the row before each group. The formulas used 
in a report definition can be 115 simple as =fleldname to Insert field contents 
into a ce1I or as complex 115. statistical calculation. You Iype the formula 
into the cell. Works also has three commands for inserting three typical 
ldnds of formulas, or you can use these If you forget the name of a field c 
are unsure which statistical functions you can use In a summary row. 

The IfIgert Reid Name dilliogue box and the Insert Field Contents dialogue 
box list all the flclds In your database. 

The Insert Fldd Surrunary dialogue box list each of the fields in your 
database and each of the seven statistical functions you can use In a 
summary row. 

SIaWIi< 
SUM 
AVe 
COUNT 
MAX 
MIN 
SID 
VAR 

Calrnlal'" 
Total oIlhe group 
Average of the group 
Number of the Items In a group 
Largest number In a group 
Smallest number In II group 
Standard deviation of the group 
Variance of the group 

The row In whkh you enter a SUIJUn.ilry formula detennines what the 
formula summarizes. For example, If you are In a Summ fiddNlme row and 
you select SALES for the field and AVe for the statistic, Worb displays 
_AVG(SaJu) in the Summ fiddtuune summary row. The actual values are 
seen when you view or print a report. 



To enler lext" numben. dale. Of (ormuw: 
. Select. cell. 
o Type the text, number dateor formula . 
oPre9s Enter 

To enter a field name II I Label: 
· SeIed: the cell in which you wanl the Hcld name . 
• Pre9s [Alii E,.N (edit" insert fidd name) 
oSelect a field name. 
o Press Enter 

To enter a field conten .. (onnuLa: 
oSeled the cell in which you want the fie.ld (lOntents. 
-Pn!sIt (All] E,.O (edit" ln5er1 field conter.ts) 
oSelect a fidd name. 
- Press Enler 

Works displays "'fitUirtllttlt in the cell. The actual conler.ts oJ the field an be 
seen when you view or print the report. 

To enter a field nmlNry formula: 
· SeIed: the oeUin which you want the summary. 
· Preis (AliI E,.S (edit-insert 8eld summary) 
oln the fields box.. select a field name. 
oln the statistic box,.lclect an option. 
-Pre9s Enter 

Date and Time 

You can enlerdatl.'S and / or times into a spreadsheet. Please refer to JMSft 
the Spreadshed date and time refef"ma! for more Wonnation. 

Deleting a Report 

5tnoe each database can have only 8 reports. you may have to delete any 
existing report befon! you can create 11 new one. 

To dell:te a ~port: 
- Press (AlII V,It (view, reports) 
oIn the reports box. select the reporl thai you want to delete. 
o Press [A1I1 T (delete) 
o Press Enter 10 accept deletIon. 
o Press (Alt) D (done) 
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Deleting and Clearing Data 

Ddeting removes the endre record or field aJ1d Its fonnalting. ONrlng 
removes the OOIltents 01 a ceU. bulle.lvCS Its fonnat. Ocleted or ckoared 
lnIonnatlon cannot be recovered. 

To delete I label in Form view: 
· Seltd the label. you wanllo delete. 
• Pre. (Altl E,D (edit. delete) 
• Pre. Enluto delete or Esc toancel. 

To delete I rHOrd In Form view: 
·SaoU 10 the record you want to ddele. 
·Press IAIt! f.,L (edit. delete record) 

To delete I field in Form view: 
· Select the field name of the field you want 10 delete. 
• Prest (AltI £.D (edit.. delete) 
• Pre. Enler to dclele: or Etc to canotl. 

To delete I field or record In LUi view: 
·Select the entire field or record you want 10 dclete. 
·Pre.(AItJ E.D (edit. delete) 
. PreM Enter 

To delete I row or column in Report view: 
·Select the entire row or ooIumn you Willi! 10 delete. 
· PreMIA lti E,D (edit.. delete) 
· P .... Enter 

To dear a (Ortt1l1b. in Lilt or Form view: 
·Select the field that ronWnS the formula you want to ciC<lt . 
• Type. (equal sign) 
• Pule Enter 

Duplicating a Report 

When you dupUate I report II becomes the Ictlve report. 

To dllpllClIt I report 
. Pr~ (Altl V,R (view, reports) in Report view . 
• In the ReporI:9 box. !!elect the report you want 10 copy. 
·In the Names box. type I nlme for the CDPY' 
- Press (Altl D (done) 
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Editing Cell Contrnts 

When you tekIct. field OJ" odl that you want to.d1t. lMeontenwoltbe fWd 
orc:eIJ .rcdUpbyedIn lheformula bar I' !he lop 01 your windows, IS wdI. 
in the Iclected field or celL 

To repl.au the I:Onlenb of. field or nil: 
-Sdec:t the field or ceU you \nnl 10 ch.artp 
• Type. new entry 
oPr_En!1U 

To edit the contents of. fil'ld or nil: 
-Select the field Off c:8J you wanllo edit. 
- Use the fdlowtng keys 10 «tit in the formula Nr 

III 
Go to the beginning oIlhe formula bar 
Go 10 the end 01 the formula bar 
Co left / right one charact« 
Ocletc the chaRcter to the left ollhe c:ur..­
Sclec:t one or more mancten 
Oclete the MC!ded ch.a~ 

-Press Enlu 10 c::onfinn or E.c to cancel. 

Entering a Field name 

..... 
'lOME 
END 
LEfT fRIGHT urr;,N by 
BACKSPACE 
SHIfT ... I..£FT IRJCHT 
DELETE 

Plene refer to the Iedions on Fonn View and Ust view for more infonMIiaa. 

Entering a Series of Numbers or Oates 

You an luk:lmal:lcally fUl any numbto,- 01 edlJ on. UM view 6efd with I 
series ot dOIlies or numbers. You 5elec:t the units in your wries.nd Dum. II. 
5teps between each unUm the Edit Fill sme. d.I.rolosue box. 

N="" o.y 
W",""y 
M~th 

YN' 
Step By 

~ts by a number. 
lnaftnents by c:b.ys 01 the week inducting 511 and Sun.. 
lnaftnmts by the cbrs of the wecl: ududing Set and Sun. 
lnaements by months 01 the~. 
lnaements by ye.rs. 
Det~inC'S the increment (Or the a-ries. 1be dei.WI is one. 
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1f"fO'd wanll cbM.,. fonNt the flftt c;bIO you type to Inducko the unit 
you 'Nlna'tmlntl.ng. 

T. tOIn' .Itrlu: I\IM! Ust view} 
oTypel DUmber ... data in I CIIl1 the preIO Ente. 
oStled INt e8l and the mill below in whk:h you want thti .eries. 
°Pr.(AIt) £.S ledlt. ftD HrieI) 
-s.tea I unit U' you Ire tnlel'lng I wte ~et. 
o Type I -lIP vahle. 
oPn.£a1ft" 

Field and Column Size 

~ you cnlte I new IWd in Form view, Wcwkl propoees to make 1120 
chIr1Ct81w1do by 1 b.ne high. You can accept lhls or type in you own 
he&h1 Ind width. 

In u.t and Report v\ewt. WOfb ~ I fle&d oz-column 10 be lOch.rac­
~ wick and 1 Une high. When you Itt the width of any cd1 in I field, the 
new widlta.ppl'- to the entire fteld or column. 

In ether Form Of List view. ficld can hold more Wonnation than you can 
.... YOUaJI c:N.npthe wSdth OTheight 0(. ficld tOlhoW more or Icss of 
I .. CIOI\Ie\tt. You can Nt ftdd lb. in one view ICf"rIIlcly from every oth('f 
view WorbdbpLlys .... " ill num~ordatc! exceeds Its ficld or cclI 
wid ... 

To chlnSt fitld .Iu in Form view: 
-StIa1 tM 6ftd you want to change. 
o Pr- (All) T.z (Ionnat. field .lxe) 
oType In. width between lind 256. 
-TypelN height between I and 2S6. 
-"'-Eotu 

To chI"'t field or column width in Ult 01' RtpOrt vitw: -Sded. edl in the ficld or column you want to change. 
-PreIs IAIII T,W (f0fD'lilt.- field width) 
-Pre. Enltr 

Fonts 

A font (or typd'ace) is. 8CI of d'\and(n with a specific design. Fontshdo 
not.ppar on..::reen but Works prLnlllthe database or report using t ie I 
IIMcud fontanel"~ Fonts may bt non proportional or J:t~:: ~~ a 
non proportional fonl aU of the charact(n are the same . 
proport:klNl font c.uch 15 UnePrinter, Courier or PIca) to prinl ll databdc 

otherwbt the columns may not line up. 



To chanse prlntel" (onb: 
° Press (AliI T.F (fonnat. (ont) 
oln the Fonb and Si.xfS boxes. teIed the font and .. )'CU want. 
• Press Enter 

Footers 

Please mel" to Word Proc::e!IiRng topic on H~ and Footen. 

Form View 

Form view di5play!l your rec«ds one record at a time. Wbea you <HIllel 
new cbtabaw, Works ~ys rorm ~ 

Toute form view: 
PrCIIS F91( you are to Ust view QJ pre. IAll! V,F (vIew, 1onn> 

To neate a field: 
-Move the highlight to where you want a field. 
-Type In a field name, followed by I. : (c:oIon). You an not ~ a a . 
quotation mark In I. ficldJame.. 

0l"n!. [ntu 

-Accept the default field si.~e 0120 c:hancta-w wide by I line hlah or 
oTrpe In a new width and hdght for the field. 
- f>noss Enter 

You an have up to 256 fields In I. data.t.w.. 

Enterina Field Con~nta 

The infOl"mllIion that you trpe In.ct. fWd Is the twd conterl ... EadlIWd 
an be up to 256 ch .... den. Move fonn fidd to 6dd UIin8 the TAl kq' 

To enter nfld contents: 
' SeIect the field to the tight 0111 fidel name.. 
0Type I. number, text or (ormw.. then Jl'I'ftI Enter (A formulilrnDl. 
with an _sign) 

oJ>reM TAB or SHIFT TAB 10 move to ~t BekkQJ,.- Enter 110 
stay In the field. 

When you pre. TAB lifter tYPlng the Ia!it field In a record. 1M IIOJ ~ 
isdlspbyoo andyt:lll Qn begin 10 type a ~ entry. 

-

--



Entl!rinI' Laboll 
A"beI. is any decriptiVI text 1M! appears in every reomL II i!I not ........ 01 
• field.nd is nOl: diJplayed in Ust view. '-' 

To ,nln' IIMlI 
.Mev. the highDght to when! you wlnt the label 
-Type the text fIX the label. 
·rr-btu 

InMnina' RecoreS Into I OatllbtN 
WMa you inlet • I'«'OI'd into. daub ... II bec:ome!I the &cl(!ct;ed record If 
you.aec:t remrd three and 11I$eI"1. new record. the new rea:wd bealmes 
record 4. Yow dltabue an have up 10 4096 r«OI'ds. 

To lntel1 • rK'Ord: 
. SadlIO the rtr<:Ord before which you WAnt the new realI'd inserted. 
- PTeIIIAhl £.S (<<iii, IMeft record) 

Inferrin,. Ulank Lift. In • Form 
Whm you Intt'rt. bLInk line, the fleldl,nd bobm bcllow the highlight 

~down. 

To lnllG1 • blank lint: 
oMOYI the hlghll&ht to where you want the new line inserted 
' ~IAItJ Ii,.I (edit. inKrt Une) 

Formattlng a Number 

Nwnben In. databt_ ftle can be fonnulas or field rontenl!l. Works has 
1eYe1I11onnIt. you can apply to numbft& penL fi~ currency. cnmma. 
fI'I"'DI'Il. exponential and true/f.lK. You on type and fOOJ\ill1 numbel".t 
tbla_ tUne. or you can dwnge I number', fonNll after you typeiL For 
tnQN Infonn.tion on num~ form.l!!. pl~5C! refer 10 pagelQ2.. 

FormulU in a Database 

o. ... ~ fonnulu hive twO primary uses: to ~Ie proposed respomes lrt 
• field whereOfle c;ond.Ition III most likely 10 be true; or to calculate the 
CIDIllet1b oJ one Ikld bated on the contests of another field. For information 
on Ultng formula, in. report. see tho Cusloml:dng a Report topic. 

You cak:u1ate mathemallcal values in a field by Iyping an equation inlo a 
ReId or cdL A lonnula rnl.l5lalwayt be preceded by an equal sign. 
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You can have only one formula In a database field.. Whenever you type a 
fonnull Into a field. that formula Is automatically entered Into all other 

,="" 
Calculating a Fielda Contenta with a Fonnula 
A formula can reler 10 other fields and can cakulate a value using data In one 
or morelX'ils or fields. For example, you oouId calculale a field that show!ia 
salesperson" oomrnbsion by typing =rate·Nles where Rale is the percentage 
of the Commisstoo field and Sales is the Iotal moathly sales field. 

When you wanla formula to use data in another cell or field. you include the 
field names in the formula. For example. you might enler a Balance field that 
mntaiJd the formula sprice-deposil. Wori::alUbtracts the value in the 
DeposII field from the value in the Price rued 10 calculate the value for the 
Balance Hdd. 

In this formula : 

the value In the Tax Held plus 1 in multiplied by the value In the Sales 8e!d, 
then the resuliis divided by 452. 

Note: If a field name in a formula resembles a numbef or a functiOll, endow il 
in single quotation Dlarks O. 

You can aim alcu1ale a Held that uses Information hom another reco.-d 10 
determine, fields oonlents.. To keep II running lObi or IMerl an inCTementing 
value, you use the incrementing Held', name in the formula. 

A formula is abo useIuI. for entering any pioce 01 Information thalls not 
Ilkdy 10 dlange into each record of your databAse. 

Functions in a Formula 

A function is a buill in mathematical equation. Works hIS 57 functions you 
can use in a databMe or report. For more lnfOnNIHon refer 10 the Function 
.ppmdixollhis manUill 

Headers and Footers 

A header is text that appears at the lopol every page and I footer is text that 
appears at the bottom of every page. Headers or footers lypicaUy contain 
page numbers, IItles or dates. The text lor a header or footer Is not displIyed 
in your window, but you see It when you prinl or preview the database. Far 
more information. refer to the Headers &- Footerscomm.and in the Word 
Processing chapter. 



Hiding a Field Name 

To hide or dl.play I field name: 
-Scl«t the fleld with the 6cldname you wanllo tdde or display. 
- Press IAIt] ToN (format. ahow field !'lime) 

If the sekxt«i tidds name Is displayed, I mark appan nexllo the Fonnat 
Show Field Name command. If the field name is hidden, lhcre is no mark. 

Hiding a Field or Record 

You (:In COflIrol which datllbue n'COf'd3 I re printed, Induded In I report.. or 
prinled in a Word Proce9!Ior form letler or mailing labels by changing whkh 
remrdl you hide or display. The number 01. displayed TCCOI"ds versus the 
lotal number of rect'l'"ds Is shown O!I lhestatwl Une. You typia lly display or 
hide reoorcb by finding and displaying a group 01. records using theSeled 
Search command. or d efining a query in the Query vicw. The records that 
do not match the ~rch or query are hklden. 

You can nOi delete hidden rect'l'"ds. YOlI an see the hidden rword.s by 
switching the hidden and display«i reccrds or showing IU Ihe rec:ord5.. 

To h ide I record: 
-Select the record yOlI want 10 hide. 
- Press IAItI S,H (select, hide record) 

In the Ust vicw you can scled more than one record a II time. 

To .witch hidden OJ" di.play«l record.: 
- Press IAlll S,W belect, hide record) 

When the SwItch HIdden Records oommand Is on. a mark appear!! besides 
the COInmlJld In the Select menu. 

To display 111 record: 
- Pre!/8 (Altl S,L (&elect, show records) 

Hiding . Field 
You an hkle a field In Ibt view so that more fields are displayed In each 
window. Information In hidden fields Is 5till displayed In Form view and Is 
Included In any report. 

To hide I Reid in li.t view: 
-Select I oeIIln the field you wanl lo hide. 
-Press IAlIl T,W (format, field width) 
- Type O (zero) in the width box. 
- Press Enler 



To dl..,lay a hidden field: 
- Press F5 or IAlII S,G (select, go to) 
- In theCo To box. type !he name of the field you wlnt to dispilY. 
- Press Entu, Tht field Is sclecttd although It Is not displayed. 
- Press fAIII T,W (lonna!, field width) 
-1)tpe in a vilue greater than zero in !he width box. 
- f>res,s Enter, The field Is now displayed. 

List View 

List view displays your records in a grid of rows and OJiWlUl5simibr to. 
spread5htet. Thismakes it oonvenlenl 10 work with teven-I rec::ords.1 I tune 
or losee the re$Ultl 011 search or query. Fields and rec::ords can be deleted or 
dearvd in groups. and you can copy In!onnltlon into tevefal ceLIs.I one 
time. Each row 15 a record, and each ml.umn 151 field. You can aIsomter 
and edit field mines and field OOfllents, bul you cannot enter or edillabtk In 
the Usl view. You can change the sLze and fonnatting of Iny field. 

To dbplay LI.t view: 
• Press F9 or fAl II V,L (view, list) if you arc in Form view. 

To &nate oc change. filed name: 
-Move the highlight to Iny oeU in the 6cld. 
-Press fA1t1 E.N (edit. field name) 
-Type I GcId name 01 up 10 15charaden. You cannot use. sin~quotatlon 
mark 0 In a field n.IDe. Do nollype a ro&on al the end of the name. 

. Press Enter 

Enlering Field Conlenl, 
Each field can contain up to 2.56 characten of text. if the field already 
oontain!l information, It will be replaced by the new informatl(lll. 

To entu Held tOnlmll: 
- Select II cclI for the ficld oontents. 
-Type .. number, lext. dale or Eonnula, then press Enter. 
A formua must begin with an tqual sign. 

Inse:rtmg a Record or .. field 
You can .. dd one or more new fields or reo:mu in Lisl view. Your databue 
file can have up 10 256 Gelds and up to 4096 reolrtis. 

To insert .. rt(Ord or a field: 
- Select an entire field or reolrd for each Held or reolrd you want 10 insert. 
- Preis LAllI E.I (edit.inse:rt ream:I/ficld) 
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Moving a Field, Record or Cell 

In Form view you can move a field or label to I new 1ocation on a form. You 
c:an 1110 move In entire rea:Jfd 10 a new location in the databew. W«U 
insertlthe moved record between lhe two existing retuds. For example, if 
you move reccrd number S to alief record number 12, Woru r&numbenl: aU 
the reccrdJ after number 4. 

To move' a fie ld Of label.: 
oSd«t the field or label you want to move. 
oPre5s FJ or (Altl E,M (edit, move) 
oMove the I\Ighllghl to a new location. 
° Preas Entrr to move or EK to cancel. 

To move a I'ffOrd within the databaw. 
oSaol1 to the r«Ord you want to move. 
oPres. lAltJ E. V (edit, move rea:lrd) 
oSaol1 to the rea:Jfd where you wanllO iNert the moved reoord. 
o~EnIC'1' 

in Lbt or Report view, when you move an entire recon:I or a row, the moved 
recrJl'd,. row column or fieklls inserted bdore. the recor'd. row, ooIumn or 
Odd you!iel«t as the destination. An entire row, recon:t. column or field 
must beJe!ected before you can move It. 

When you move a oeU or nlnge of cells, the ocIls you moV't are left blank If 
the content! oi the eells al the new location are replaced with theconlmts ( 
the moved cdIs. 

To mona a:ll.: 
oSd«t!he edl you want to move. To move more than one, !Icled more than 
00 •. 

oPresl F3 or JAil] E,M (edit. move) 
oSdecl the cdl where you want to insert the moved Item. If you are 
selecting a nlnge of cells, 9clCd the upper-left mOSI ceU of the destination. 

° Pre. Enter 

To move. row, record, field or column: 
oSdt'd the entire row, reroJd. field or rolumn you want 10 move.. To move 
more than one, select. more than one. 

oPreisFJ or (AliI E,M (edi t, move) 
oSdt'd the entire row, rea:lJd. ficld or ooIwnn bef«e whldi you want to 

Insert the moved it(!Dl. 
oPresi Ente'r 

- -



Moving the Highlight and Scrolling 

Uu, the (01l0win8 key. to move through the database: 

To move to thc 

Left or Righi one 
ficld 01' cell 

Down or Up one 
line or c:eIl 

Next field 

Previous field 

In FanD view preM In LI,t and Report vicw pttM 

LEFT or RIGHT LEFT 01' RIGHT 

OOWN or UP OOWN OR UP 

TAB TAB 

SHIFT TAB SHIFT TAB 

Leftmost field or cell HOME I-lOME 

END Rlghtmosilleld or ccll END 

Down one window PSOn 

Upone window PSUp 

Left one window [CtrlllEFT 

Righi one window [CtrIJRlGHT 

Am_d [CtrIlHOME 

Last record [CtrljEND 

Next record [Ctrl)PgDn 

Previous rocord [CtrIJPgUp 

Move by one blodc 
of &.ta left. right, up, 
down 

PsOn 

P8Up 

[Ctrll PgDn 

ICtrllPgUp 

(CtrI)I-tOME 

[Ctrl]FND 

ICtrlJanow kcys 

To movc thc hlghUghllo to field or rtCOrd: 
-Press F5 or [All) S,C (select, go 10) 
-In the Go To box, type Ihe record number or scloct the field name In thc 
N,mes box where you wanl to move the highlight. 

-Press Enter 
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Notes 

J£ you want to make notes to yoUJ'3t'll about the roolrW in your databa!le, 
you can create I multiple-line field for notes. Each multiple nne can hold up 
to 256 cNl1Ictl'rS. AI you type the words will automaticaUy move to the next 
llne II they cannot fit on the line where you type them. II you want to create 
a new line in the field, you can prell ShUt Enter. You can al90 justify a 
multi-line field. 

Page Breaks 

When you print meR d.t:a than fitso.1 Drle sheet of paper, Works lutom.ati­
caUy breaks the data into pages. If you wlnt to specify exactly what 
WOrDlltion Ippeanon each page, you can !lei: your own page bre.Jo:s. When 
you do a page brnk muk (») appears where .. new page begins. 1be pilge 
breab in Form view do not affect pilge breaklln Us! view and vI.s versa. 

To inlHlI poI3c bruit in form vicw: 
-Select I cclIin the line in which you WlIInt to insert I page brelik. 
- Press IAIII P,I (print, in!leJ1 pilge break) 

A page break ma.rkef" (») appears to the left of the line. 

To inRrt. pilgc b~.k in List or Report views; 
-Sele<.t a cen in the row, J1.lCttd.llcld or column in whldl you w.nt to IngeI 

• page break. 
- Press fAIt) P,I (print.. lnsert page break) 
-Select Row Of Rcmrd for a horizontal page break or Column or FIeld for a 

vertical poige break. 
- Press Enter 

A page break mark (») .ppeats next to the tclected. row or record or on top 
of the scleded rolumn for field. 

To deletc. ~gc break In Form view: 
-Move the highlight to the line oontalning the page break mari:o 
- Press fA1t1 P,O (print, delete page break) 

To delete. pilge break In Us! or Report view.: 
- Move the highlight to the row, reoord, field or column oonlllninglhe page 
bteolk m.Tk. 

-Press (AIt) P,O (print, delete page break) 

If only one c:oIumn exists, Works wID delete it. If both the row Ind ooIumn 
or both the record and field have page breakl, Work will ask whkb one you 
want 10 delete. 
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Page Setup and Margins 

When you want to print a data~se you can accept Works' preRt margins or 
you can dulnge the size oIlhe page margins to Indude more or I .... d.ab on 
1 Jl'lge. !'lei. refer to the> Printing Ippmdix for more infortnltkwl. 

Printing 

There are mlny ways you can c::ontrol your printing. In Fann view, you Cl.II 

print your database form Just iIS It appears 0f1 your tc;reen. You can print 
the selected record 01' III the recmds. You can lbo print a blank form tNt 
c::oniaIM no records, but contains field names Ind labels. 

In Ust vk'w, you can print your database in lOWS and mlwnns just u lt 
Ippears on your scnen. You can print pst the field conrents, or you Cl.II 

print field names Ind n;!(:()n;is along with the: field mntents. 

In Report view, you can print the entire tepoI"t or print only the fnlfOduc. 
tory Ind SWJlmlry rows. 

To print 1 databue: 
- Pres&'AltJ P,P (print.. print) 
-Tum Of1ll\y options you want. 
-Press (Altl P (print) 

To print 1 report: 
- Press 'Altl V and the report you want 10 print. 
-Press Ell: to see the report deilnition. 
- Press IAIt) P,P (print. print) 
-Twn on any option you want. 
-Press 'Altl P (print) 

Protecting a Database 

After you have designed 1 database and entered information into It, you an 
proted both the design and the conlCllIS. Inltially, Works locks IU fields or 
ceU5, but until you tum proIectiOf1 on. the lock has no effect. 

To prol(!d lOme 6elds or oells but not otbers. unJoc:k the fields or cells you 
do not want to protect, then turn on proIcdion. With protection on, you 
can use the TAB or ShUt TAB keys to move the h1ghllghtto only the 
unlocked cclJs. This is partirularly useful If you design a chtabase form and 
someone ebe enters the data. 
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Protecting the Form DHlan 
Yow form design lnclude8 the field names, field locations, field location. 
and any labels In Form view. You can protect only the form design and still 
be able 10 enter and edit the contents of cad! cell. 

To protect a form dHign: 
- Press (All) O,F <optJons, proted form} 

When the Proted Form command lJ turned on, there lJ a mark next to the 
COPImand OIl the Options menu. 

Protecting Field Contenb 
You can unJocktome or.U of the Bellis in your database. Unlocked Hclcb 
can still be edited while protection 15 turned on. 

To unlock or lock. fiC'ldl 
- Select the field you want to unlock Of lock. 
- Press JAIII T,s (format, style) 
- Tum the locked checked bolton arolf. 
- Pre9s ElItC'r 

To tum protC'ction on or off: 
- Pres (All! a,p <options, protect data) 

When the Protect Data lJ turned on. there is a mark next to the COmmlnd on 
the Options menu. 

Query 

You can control which datnbase records are printed, induded In a report. or 
printed in. Word Procenor form letler or on mailing labels by changing 
which rea>rd5)'Ol1 di5pI.y or hide. You typkaUy display or hide reawd5 by 
6nding and displaying a group 01 records using the Select SN.rdl c:om. 
mand,. or by defining a query in Query viev.'. The reawcU that do not match 
the seardl are hidden. You am abo hide individual records. For more 
WOrmlltlon see the Hiding a Fkid or Record topic. 

Sometimes you need 10 find more than one type of Item in a database; you 
need to 10eale groups or records that fullilla variety 01 conditions. 'l'h<!se 
kinds 01 searche5an! caUed queries. 



Creating and Applying a Query 

When you apply or calTY out a query, Works finds and displays the rea:.dI 
that match your query instructions. Uc:h time you apply your que)' Wcrb 
searchelll aU of your records, including the hidden ones. 

When you want to create a query and choose the View Query command, 
Works displays your form with eam fI~d left blank. You enter you qui!!} 
into the blank ft~ds instead of entering ftcld cootents. 

In Ust view you can _ all the records matching your query \nstructiDn!; 1a 

Form view, only one matching remrd It I time is displayed. 

To crut~ and Ipply I 'luuy: 
oIn Us! view press (Altl V,Q (view, query) 
oType your query formulas in one or more 8clds. 
o Press (Alt) V,L (view, Ust) to view 01" pn58 flO to leave query view and 

apply the query. A Ust of records matching the query is displayed.. 

To apply an ex:l,ting quuy. 
o Press IAIII S,Q (select, apply query) 

After you apply your query once and then edit records or enter new 
records, you can choose the Select Apply Query command to apply tilt 
query 19ain to see which rea:.-ds now match the query formulA. 

To view the retult:tof a query: 
oIn list view press IAltI S,W (seIed. switch hidden records) 10 see the 
records thai do not mllm the query. 

-Press (All) S,L (select. show all records) to see all of the reoords in your 
database. 

Note: Qoostng the Show all command docs not delete the active query, 
you can apply the query again all later time) 

Changing I Query 
Each time you apply a query, these formuln determine whllt Works fiadt 
and displays. You can change a query by dearing one 01" more fannuW, U' 
by deleting all the formulas. 

To dear one query formula: 
o Press (Alt l V,Q (view, query) 
oSelect the formula 10 dear. 
o Press (Ali i E"E (0011, dear Held contents) 

To delete III querinln I formula: 
0Pre9s (AliI V,Q (view, query) 
-Press (Alii E.l (edit. delele query) 
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Query Formulas 

A quay formula 1000 for In exact milch 10 two or more Items. (When you 
need 10 ioa.le the n!C'OI'd51h11 exactly milch only one condition, II iJ niter 
10 use theSclect 16lIrd\ command) 

Two wildal dwactm, the question INrk (7) and the aslerisk r), work In 
ql.M!fy formulas U5lng lext. A question INrk meaNllny single chlncter In a 
spedfic location; III asterisk melllS Inl cNracter or Q)mbinltion 01 
cNrKlen. 1f)'OO WlIInl to find aU the list names thai begin with C, you 
would Iype In f!' in the Last Name field. 

You build axnpJex query formulas using comlMrisorIand logical openkn. 
You aUlomatiaUy se1ect the AND CJPMIIOI" when you enler a query formuLI 
In more than one field 

You use theaxnparilon operalors to create fonnulll thai find ranges 01 
data, such as all llSl names before "M-. The logical operalors find records 
thai meet more than me 81.'1: 01 conditions. 

If can use hmctions and other operalors in a query fannuLI. For example if 
you wanl to find all the paymenb due In March. you Iype .. (monthO=3) in 
the due cbte field. 

Simple Comparbon Formulu 
CompariJon formulas locate records Ihal match slmpkl aiterill: an exact 
malch of two records that fall above Of below I 5pedf'1C value. The 
following table llslll each comparison operatOl" and Its result when used In a 
Last Name, DeposIt or Due Date field. 

1lm:[l11lI: &mulll UKd. Eieda Ibl:K ctan:~h 
Equal to(_) Imith or .-smith- The last name 155mith. 

Not equal 10(0) <>~smIth- The last name is nol Smith. 

Lesthan (q <1500 The balance Is \ess than 1500. 

Greater than (» >1300 The balance is STealer thin 1500. 

Greater than or >:'10/30/60' The dale is October 30,1960 or 
equal to (>=) laler. 

..... """~ <:'5/30/89' The date is may 30, 1989 or earlier. 
equal to (<-) 



Combining Query Formulas 

Thelog:lcal open!tonAND (&:), OR{ ! ), .ndNOf(-) provide. Wlyfor 
you to link multiple conditionJ when you acate. query. The cmdidolls 
am .pply to one field or 1e'Yen.1 fidds. 

The AND.nd OR operaton are Iypically used 10 link multiple conditionI bi 
a lingle field. For example, the formula> 15OO1c<2500 Iyped In. depaIU 
field will find the nnges of record in whim the Deposit amounl is Welter 
than 1500 .nd leea than 2SOO. The OR operator QlJ1 Iho be uted 10 link 
multiple conditionJ in more than one field. 

Whenever you axnblne oper.lon for more than one field,. you type the 
(onnub in this order. 

• The fannul. ltatingthe lUst condition for which to _n:h. exactly_ 
show in the preceding table of comparisoo oper.ton. 

• The combining operator suc::h as &: or !. 

• The next oondJtlon for whim 10 1IeaKh, exactly IS shown in the preurdin8 
u.bleOl" oomparison oper.!<n. 

The following bible ahows the results 01 using OR or NOT operator In, WI 
N.mefleld. 

OpcolO[ 
OR(! ) 

NarH 

Fonny" YKd 

-<DepostI>ISOOllast 
Name:"smlth" 

Renaming a Report 

Flnd.lhCH recprd. 
The lnt name is SmIth orSmyth. 

The deposJt 15 NOT gruter tI\In 
1500 01 the last n.a1!1e is not SmlIIL 

When you acate. datab.se Works gives il. name: the first report that ~ 
aeale has the name Reportt, the semnd ReporI2. etc. You an give 'j04JI 
reports. more descriptive rame. 

To rename a nport 
-In the Report view, press (AU] v,a (view, reports) 
-In the Reports box.. aeled the report you want to rename. 
-In the Name box. type. new name 01 up to lSchancters. 
- Pre9sIAlt) R (rename) 
-P're5IAlt) 0 (done) or repeat the .bove step81S ~ry. 
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Searching a Database 

You can IXlntroi which wtabue records Ire printed.lnduded In a report. 
or printed in I Word PrOC'e!llOl form Ictlef or malling labels by changing 
which realrds you display or hide. You typically dIsplay or hide record!! by 
finding a group of records I15ing the Select Se.arch commlnd. or by dclinIng 
a query in Qucfy view. You can 1110 hide IndMchw record by using the 
Sclect HIde Reca-d comma.nd. 

If you Wlntlo Ieal'dI for an exact match or. range 01 values, such "last 
nuneafrom "A" to "'E'" or totatalestlhan 1500, you need to anle I query 
in the Query view. 

In Ust view you can _reb the entire datlb.,e or only selected fieklt or 
records. In Form view you can only _rch the entire dallIbase.. HIdden 
records Ire included in the geaJch. 

In the Se.ucll ~Iogue box. you can tell Worklto find only the next 
OCCWTefIce 01 the text or number you are looking for or the find all the 
0ttUm.'flces. When you seJed. the Nexl Record option. no records are 
hidden: when yoUse1Cd the All Reconboplion,. WorbdispllYS the 
malching rerords and hides the reawds thai do not match. 

U1Je Ust view to see the result. 01 a ioeMCh or 10 select the fIcld or wlumn 
you want to_rch. 

To Mardi. databue: 
-Pre!18 'Altl s,s (select, search) 
-In lheSe.lrch For box. type the text thai you want to search lor. 
- Select Next Record or All records. 
- Presa Enter 

To repeal the previoUl'elrt'h: 
.""", F7 

Searching with WUdcard. 

Wildcards help you find fields or recmds whose rontents are similar, but 
not exactly the same. The queJtlon mark (n represents any IIingiecharactcr 
in the same position In a word lIS the question mark. For example, if you 
want to find a particular name, but are nol sure if \I is spelled Smithson or 
Smlt.Men, type amiths1n in the Search For box. Works will find either 
name. 

The aslerisk r) stands for any number 0{ charaden in that same position. 
For example if you type '.p In theSe.arch For box,. Works flndJ all the 
WOf"ds that begin with "s" and end with "p". 
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Selecting Records, Fields or Cells 

Any lime you want to view, edit, copy, or move I record. fiekl or c:eIIln I 
Work! d.llt.5e, you must select II tint. A selection Is usually highliahted; 
the exception b the displi yed record. in the Form view. 

In Form view you can select onJy one c:eU It I time. in Ust view,you an 
sdect an entire field or mumn, an entire ft'COfd or row or I nnge olorJ]s. III 
R~ view, you may use the same CQ[J'u:n.andJ IS in Us! view to sdecI: roM 

~ ""'''''''''' 
To HIm I Held name, Hdd or lIMlln form vi .. t: 
-Pre. the lnow key 10 move the highUghllo the cell you wanL 

To Mlect In Llil and Repon view 
If you press F8 before pressing the arrow key or key combination. or If you 
hod down the Shift key while pressing the IrroW key or key comb!n.11b1. 
you can abo sdect everything ErOlll the fust Idected cell to the destinltlorl 01 
the arrow key or key romblnation. 

To select a cell: 
- P're9s the .now keys 10 move the hlghlighllO the oeD you want 10 ~ 

To select several cells: 
- Sclect the upper-k'ft cell in the range of cftIs you wanlloselect. 
- Pre. fI or [AliI 5.E (9clect. c::elIs) EXTb then displayed on the sblulline. 
-Use the .now keys (or ShUt 'ITOW) 10 exlend the din'ction 10 other odIs. 
- Pre. EK 10 caned. 

To .e1ect I remrd or I row: 
- Move the hlghllghl to the recotd(s} or row(s} you wlnl to select. 
-Pre!s ICerll f8 (If (Altl S,R (select. record) 10 select the record(s) or row(t~ 

To select I field ormhnnn: 
- Move the highlight to the field(s) orcolumn(s} you want to lIded 
- Press ShUt F8 or [All) S,C (select. mh1mn) 10select the fleld(s) or coJumn(s~ 

To select In entire dltabase: 
- Pre!lS Shlfl(CtrlJ f8 or (AlUM (!elect. all) 

You can only Ided the entire database while on Ust view. 

To IIled u.ing. Held ruune or record numbu: 
- Press f5 or (AliI S,G (select. go to) 
- In the Go To box. type the field name or remrd number". 
- Press £ntu. The highlight moves to the fieid or record Ind sdeds it 



Sorting a Report 

You sort I report 10 ItTlnge entries In I particular order,such ., alphabet!. 
Cllly by last name, or chronol.ogIally by date. You specify whkh fields are 
10 determine the order of the sort In the Seloo. Sorl Remfds box. ThI.'8e fields 
are called sorl fields. 

If you want, for example, the total nWllbef of members who joined In each 
year, you can aeale I break between groups. You spedfy which 1011 fields 
should alto have breaks in the Select 5011: Records dialogue box. Works 
c:rwte!J I break by lnsertirlg I Summ row. The row Cln be blank or it can 
COfltlln I sbtistlaJ formula, such IS IOIIX)Uflt (dale) to count the number or 
recordsln that group. 

When a IlOl1 fieJd containlllexl, you can specify brcab whenever the fIl5t 
letter oil field changes. FOI' example, have the break 0t'CUl only aller all the 
cnlril'll thai begin with -A· in I fiekllnstead of breaking after each new word. 

Bad! report can be sorted and broken differently. However, when you 
spedly I 5lft order In Report view, the entire database I, sorted using thlt 
tort order. When you return 10 Form or Lbt view, the database wiD be 
.moo in the ~meorder IS the lAst report In whlch you torted. If you choo!Ie 
the Select Sort Record! oommand,. Worb proposes the last sort fields you 
specified In Ust or Fonn view; you OIn just choose OK to ~ the 
database.. 

sad Orders 

1st F1eI.d. 2nd Reid. 3td Reid Up to three fields can be sorted at a lime, 
beginning with the 1st Field. 

1st Letter 

Worka SOIls each sort field In one oIthl'!M! 
orders. A8cendlng order ill from A-Z Ind 
&om 0-9 Ind sorts in the following order: 

Text, NA values. numbers, ERR vllues and 
thm blanks. Descending order ill from Z-A 
and from 9-0 and IIOris In the opposite order. 

Creates a grouping by inserting I summary 
<Summ) row In the report whenever the 
contents of the sort fte]d change. 

Oe.te!ll grouping In the report only when 
the first letter of the sort field change. 



To Nrt a report and Nt up brea.: 
- P'reI8IAItJ 5,0 (select. sort records) 
-Type the name In the finllOrt field. 
-Select either Ascend or De.cend. 
-Tum on the Bre.kched: boxU you Wlnt tocrrate I groupin& 
-Tum on the 1st LeIter check box if you wanta grouping only after tbt lint 
let1er of the sort field change. Tum oIf the 1st Letter check box Uyou 
wlnt groupings whenever there is I chanse In any fJIiIIrt oIlhe tort field. 
The first letter option works only ot you tum on the Break chd: bolt. 

- RcopNt the lbow: step! (exoept the first) If you wanlto sptdIy IleCOndor 
third _I field. 

-Pre. Enter 

The sort mder and brea.ks will be dIsp.yed the otxl time you~, 
print,. or view your report. 

Sorting Records 

Sorting ~rrangesthen!COrds In the Database. You can sptdIyup tothm 
fields for Works 10 SOft II one time. Tht5e fields an alIed sort fitkls. 
When you spedfy I SOft fields, specUy the most lmporta.nl at fltll 

To sort more tNin three fields. sort the dalabase twb, spmlyfng dIII!'" 
lmportant sort fields the first time you sort then the more important fields 
the 5oI.'COnd time you SOft. 

To .oft I dltabue: 
- Prese IA III 5,0 (Rled, _t records) 
-In the lSi Reid box,. type in the mme of the first field 10 be sorled Worts 
propoees the first ficld 01 your dat.l~5e. 

- Select either Asoending or Descmd. 
- Repell tor the 2nd and ltd fields If~. 
-Press Enter 

To ffptlt .ll .ort: 
- Press IAI t) 5,0 (select, 10ft rlX.'Ords) 
- Press Enter 



VIewing a Report 

You do nol need to print a report 10 IN the result& Eadl time you choose 
Vi_New Report or V'- RIport-comm.nds, WorbdiJpla)1la report. 

Worb uses the entire Ia'l'en to display a report. When you view a report. 
Works INIbs II the active reporl: the adive report always has a fNlrk 
b!lside!J II 011 the View menu. 

To vllW an artive report: 

• Pres SKIFf Flo or pre. (AliI V (vfew) uw:l the report name. 
-Pres Enlu 10 view additional pages. 
-Preas EI( 10 Ie.ve the reporl acnen and lee the report definition . 
• Pre. flO 10 return 10 the dall~5e or press (Alt) V,F (view, form) or 
fAlII V,L (view, Ust) 

To view any report: 

' Prt'!lS fAIII V (view) and then choose report name. {For exampl~, prt'S!I 
(AlII V,I to view the first report in the nwnbered list) 

-Pres Enler to view additional pages. 
-PreM EI( 10 l~ .. ve the report SOl!etland see the report definition. 
- PfeSII FlO 10 return to yow databaseOf" press fAltl V,F (view, form) or 

fAl11 V,L (view, Ust) 
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Communications 

Uee Communications lOf exchl.nging Works files with other computers. lend 
and recefveeledronlc INn. share programs you create and obtain public 
domain progmns. check on newt and tport. events. lfIOftll« ItOck market 
prices. IMp eiedronicall Y and much II1OI'e. 

Some 01 the Iftlure5lndude In Communications aUow you to: 

- Exchange inkInNltlon with a perscnai mmputer. a mainframe comput«« 
I mlnlannputer. 

-Set reoord siSJKlll procedures 10 that you can lutomatlcaUy conned 10 the 
"'me computer Of service. 

-Set Communications so that It know. the phone setlinp few mnnedingto 
one or more computer servioes. 

-0. yourmmputerlll tenn1na1lor another computer. 

-0. Communications to lutomatlcaUy answer a phone call. 

-Temporary interrupt or pause I transmission. 

- AutouatlcaUy dial phone number's. 

- Send text files, program ruel or other flies to another computer. 

Getting Started 

There are two ways of communkating with another computer: 

I . Connecting iI modem to your sen.i port and then using thtclephone line. 

2. otrectIylXlllnecting to another computer through the aerial port. 

Refer to to the topics "Connectinglnd DitoOJ1.necting'". "'Communicating 
with Another Computer or Information ServIce" and "Creating I Communi­
cation. FIle" first. 
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Answering an Incoming Call 

Your computer CIlIn .ulom,oClllUy .Mwer calls from another compult'f. You 
U!luaUy Ill!Iwer Incoming a11s when you are receiv1nglnf~tion fran 
other penorW axnputer users. 

To .utomatically . n.wer.n Incoming call: 
- Prl':95 IA11) O,P (options. phone) 
-Tum on Automatic Answer. 
- Press Enter 
- Press IAIiI c.C (conned,. ronnect) 

You may have to first Idjust your COIlUnuruatlons Ind terminal tltltingllO 
match thecomputer calling you. 

When. cill is received from another axnpuler, your computer wW 
,ulomlilially answer the call. Works cancels AulOOUltic Answer when you 

"""''''''''. 
ASCUFiJe 

When you wllIlltosend a Works fiJe lO$Omeone who dots not hllve WorD. 
you first Sillve the fiJe as lin ASClI (or lexl,) ftk-. An ASCU file does not 
axltain lIllyspedal form.tting. When you uvell fill' with the Text optkI'I 
in the Save As dililogue bo)(,. an ASCII file is the result. 

Dinai)' File 

Binary tiles amtain sped.al fonnalting axles or other apedal charaden. All 
Works rues are binary fill'8, W1.I.e!/IS you saved them lIS text files. Soltware 
progranu (files with .COM or.EXE extensions) are also binary files. 

Break 

Usually, you send. break sgnallo gel the other compultr'S IIttenlion.lO 
force 1110 Interrupt II program or 10 10g off when the other computer doeS 
not responded. 

To " nd a bruk .igrud: 
- Frese IAII) C.B (connect, break) 
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Buffer 

The tUnmuniatklnf buffer Il!DIponiIrlly Itor. cUla reoelV«!. from anothct­
CDTIp.lte .. you CIft rMew II or copy it 10 .nother Works .ppUation. 

You can.aoD tluough the ComrnunkadON window 10 dlsp!.y dlIferrnl 
puts of the buffer. You mUM p!lUSIe or be diMxJnnected to move the cunor 
in the buffer. If you .... not p!lUMd or diIronnected" presUl8 any by will 
tf'IDStI'Ijt tNt keystroke to the othe computu. Ule the arrow keys 10 IttOU 
and move around the buffer. 

To move the CUI'IOr in the buffer. 
-U you anmnnedfd. praI [Altl c.p (connect. p!lUSIe) 
-Pre. the byI Mown In the loIlow1nllllbk to move around the bulla'. 
-When you an r.ady 10 tal the bull., pr.-IAhl c.P (connect. p!lUM) 10 
end the P-UII. 

Tp monlo 
Any location In the buffer 
ArIt cN.n .. :ter 01 a line 
l.-t dwxtff 011 line: 
Beginning oIbuffft' 
End olbulfer 
Down .... WIndow 
Up one window 

lnu 
AnowKey> 
HOME 
END 
[Cb11HOME 
[CtrJIEND 
PSOn 
PgUp 

I( you Ave lncomlng text thai coatalns mote lines than the bufler can hold,. 
you can Ave Incom1nglW or other data dlrect.Iy 10 I file. 

To capture incom1n8ltxt to I file: 
-When c:onneded, pr_lAltI T,e (tnmsler, capture text) 
- In the Oiredories box.. .. leet the drive 01' directory you Wlntto open. 
- In theSive FUe AJj box. type I file nlme Ind extension for the Clptured 
..,. fII~ 

- F"ress Enter 
.u the first file Ilready exists, pn!IlAlt1 A (append) toldd text to the end 
olthe me, or pr_IAltl R 10 repbce the existing file or pre9I EIc to cancel 
and return 10 the dla)ogue box to type: in. dlff«ent name. 

All ~t text will be Ippended to thill file. 

- PIftI (All) T,E (transfer, end capture text) to Slop capturing the dati. 
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Changing the Buffer Siu 
You can reset the size of the buIfl!!" in lnauseor de<:lwse the 1lII0WI1 r:i 
ItOl"lse UQ. Works Initillly ~ the' bulluor J'Kd.VC' ]00 lIna of texl. You 
can make' the' buffer Smllll!!" 10 Nve memory, or Luger to hold more text. 

BuUcr,izc 
s.n.U 
Modl= 
wge 

Nymbcro(HoH 
100 Une!l 
3OOUn~ 
750 Itne!l 

To let the bullu nu: 
- Pre. (AlII O,T (options, termin.r.1) 
-In the buffl!!" box sdecc SlTIiIIl. medium or luge. 
• Press Enlu 

Communicating with Another Computer or Information 
Service 

When t:alling anothC'r computC'f, you netd to cardully IIUItch the curunwd­
edons settings. Di!IcuM with the other party WNI their communications 
settings are first. It the other party I, using Works, have them tum on the 
Automatic Answer optJooln the Phone dialogue box. U thty Ire not using 
Works hive thftn prepce their computer" to In5Wtr. You will or-IgiMte the 
aU. 

Tenrdnal settings are particularly important when calling I mainfrlllle or. 
D\lnkompultr beause they lliow yow computer to ftnulale different 
lermlnal types. And oulll the other <XImputer works best with I VTS2 
terminal or an ANSIIerminaI (equlvaltnl to the DEC moo or VT'llOI 
VT240) Then you can select the appropriate terminal settings In the 
Terminal dialogue bol(. II your not sure which termlnal.wttlng to U5C', try 
the vrs2 fint. 

If you want to subscribe to a Information servke, contact thai service and 
ask them to set up an acoounl for you. When you subscribe to In Wonna­
tion!e'Vice. You usually receive a user 10 number and pa_ord thll 
allows you to log on (conned) 10 the service. Most ~ will tend you 
Infonnatioo about whlch <XImmunications settings Ind terminal settings to 
use with their service. 

To rummuniate with an information ltI'Vice for the tint time:: 
- Pre8!l IAltJ F,N,C (me, aeale new fUe, communications) 

If you need to adjust yow communication settings Ind lermInal settings to 
milch the computer you are olling. U5e the Options Communications 
and Options Tennina.1 commlnds. 



. PreII fAltl O,F (optionliI, phone) 
- In thephone number box. type the local phone number of the servia!. 
· PreIIEntu 

U you need to reach an outside line first, type 9 and I • (comma) before you 
type the phone numbel-. (ThIs step is nece!/lSU)', fot example, l( you are 
diallng hun within a orpniZlltion IMt U!eI I phone system) 

· I"rt'9I IAlt) e,c (connect. conned) 

When the Conned Conned command is on, a mark is displlyed next to the 
command on the menu. When Wotks estlblishes a connectioa, the OmlNE 
me561ge In the status line changes to display time elaped during the 

""""""'" 
-Log on using the procedures provided by your !K'fVice. Usually you are 
prompted for your ID and puswon:L 

· Informatlon you receive b stored In therommunkatioruJ buffer. If you 
want to use the information in another Wotks application. press [AliI c.P 
(connect. pause) and mpy that Information to thatappUcation. 

• Log off from the service when you Ire Rnbhed. then press (AliI C.C again 
to dlsconned. 

- Pre.!Altl f,5 (file, save) to save the OOO\DlunicatiOlUl file. 

To communic:ate with another computet for the fint lime: 
"Follow the first 6steps sUled previously. 
· When another oomputer responds, t)'pC your ID and password if necessary. 
oType texl, copy lnEormatlon from Inother Wotks applkation 10 the other 
romputer, mpy Information I'1lOe'ived from therornpuler to another works 
1001 ot transfer text or binary Rice. 

-PTe9sIAItI e,c (conned, conned) 10dlsc:onnect when finished . 
• Press (Altl f,5 (file, save) 

The phone number and 8ettings for the computer are saved, 110118 with I ny 
recorded sign on you created to automatically log on to the rornpula. The 
next time you call the computer, Works willlutomatlc:aUy conned fot you. 

To communicate apln: 
oOpen the communication fi le for the servk:e or oomputer you want to call . 
• Pres8 Enter to accept connecting 10 the other mmpulef". 

To save information in the buffef" for future use, press (Altl S,A (select, all) 
and ropy the text to a Word Procesaor document, then save the dorument. 
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Communications Settings 

Communlaotions settings control the c:onununic::ation hardware connected 
to your computer. Yoursettinga must match thogeoi the other axnputar. 
The settings Worb propo!!e' In a new Communica tions file are axnp'tlbW 
with most other oomputers. Usually, you only need to type or scled the 
phone number before connecting 10 another computer. Try establishing I 
connectkln without changing any settings fint. 

You change COOlmunlcations settings In the Communication DWogur Box: 

Baud R.a~ . Determines the speed in which data is InInsmilted and 
received. The higher the setting the faster you can communi 
-cale. 

Your modem is designed 10 oommuniaateonly al Q!rblinl1ltes, usualIy3Ql, 
1200,2400,9600 and fasler. Check your modem manual to find out whal 
speed your modem can use. If you amned dIrectly 10 Inother computer 
with a cable. you will probably use 9600 baud. 

Data Bitt · Determines the number oi bits used 10 represent one 
character. The most rommon settin.gis 8. 

SlOp Bib · Determines the numberof blls used torcprescnt whereont 
charadl'T ends and another begins. The mcsl axn~ 
letting is 2. 

Parity - An erl'CIJ'-cheddng prooL'SIIlhal delcd8 oommunlcatlons 
errors. Works proposes the Mask option. which allows 
oooununlc:atlons regardl('!J8 of the other computen fMrity 
setting. 

Handahakf - Contr'<MS the flow of communications, 10 Insure that 
information is oollosl during the communications SCS5ion. 

Set the huldshake 10 match the c:ompuler you want to cxxnmWlicate with. 
Works proposes Xon/Xolf, I software handshake commonly used when 
cooununbtlng through I modem. A hardware handshake Is used only 
when there is a direct cable connection between the computers. If you 
know the computer you arecommun.lcatlng with doesn'l use either typtol 
handshake, 8l'Iect none. 

Port - Some computen have two oommunlc::ations pons. roM! 
and COM2. Select the port lhatlsamnecled 10 you modem 
orcable. Youroompul('f has only one com port COM!. 
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Connecting and Disconnecting 

Connecting Is the process of establl!hmglwo-way cocununkatlons with 
anotl!ft'tClmpuler. Worban mmmuniale 1n2 waY!': with. modem 
(Hayes t'lDD'lpatlbl~) or with a direct Null modem serial able connection. 

When WOfks establishes a COIUlectlon, the OFFUNE message In the status 
llneclw\ge. 110 display the elapsed time during the COIUled:lon. 

Connecting with. Modan 
Most modem, Ire equipped with two modular phone jacks. Plug one end of 
the jKk: into the lelephoae OI.IUet and the other into the modem. (refer to the 
modem manual). Plug the modem into the oompuler using theJerial able. 

To flboblbh. connection with. mod.em: 
oOpen the communications file lor the rompuler or 5eJVke you want 10 
connect with or presslAlIl F.N,C (file, new, communications) to open I 
new file. Configure 5cttm81' if nece!ll!lal'y . 

• Press Enltr to IK'a'pt ('()fUlectinglo another computer. 

H you get. busy sigN-I will.uemptlng to COI'lnect. you can redial without 
dhIcon.necdng by pressing (AlII c.O (connect. dial again) 

Connecting with. C.ble 
You can connect your rompuler directly to another computer through the 
COM! serW pori using. Null modem Qble. The cable thai I, supplied with 
your oompuler Is. standard serial cable, You must purchase. Null modem 
adilpta. 

To establish. direct connect with. cable 
-Open the communications file for the computer you wlnllO connect with 
or preIS (A li i F,N,C (file, new, communications) to O"eilte iI new file. 
Configure setting'll U necessary. 

- Press Enter to accept c:onnecting 10 the other computer. 

Disconnecting 

When you want to stop communicating with the other computer, you 
di!Jconooct (hang-up). U you Me connected 10 iln information service be sure 
to Log 011 firsl or else you many be charged for the time illakcs the!lCfViCl:! to 
recognize that you have disconnected. 
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Todisoonntd: 
oPre95 (All] c,.c (connect,. COIlnC!ct) When the Connoo Conned CDru!Ilnd Is 
on,:I mark ill displayed nexllo the mmmand on the menu. ClMxlsingit 
again turns II off Ind disoonnects. 

-Press Enter 

Copying to and from Communications 

To copy from • Woru application toanothtr computer. 
-Connect to the other mmpuler. 
oOpen. Word ~. ~dsheet 01" Datllbue file. 
-Press SHIFT F3 or IAIIJ E,.C (edit. copy) 
oln the windows menu. sclec:t the CommwUcations rue.. 
- Press enlrr to a>py the information to another computer. 

CopyinS from Communications to Other Work. Applications 
When you ropy lnionnation from the buffer to a Word Processor d!xwnent, 
you first select the text, then ropy Il Workt copies the characters exactly., 
they are stonod in the buffer. 

You an copy text 01" tabkls from the buffer to I Spreadsheet or Daubue 
file.. If you ropy tnt,. ~ch line hom the bulfer is stored inside. slnglt c8I 
Inside the spr~dsheet 01" database. II you ropy. table &om the buffer 10 
the Spreadsheet or Databue Appliation. WOfb automatically ~ 
the rows and columns In the table, Ind copies the bible fortna! into lOW! 

and columns in. Spreadsheet or Database. 

To copy Information to <II Worb Application: 
oConnect to the Information servb, bulletin board Of other computer. 
oOpen. Word Prooessor, Spreadsheet or Database lile. 
oReoeive thelnformaHon you want &om the other computer. The infonnl­
don is stored In Ihe buffer. 

- Press SHIfT Fl or IAlII c.p (conned,. paU!iC) 
- In the Windows menu. choose the me inlo which you wanllo pQa' the 
lnIorm.ation. 

-Move the C\U'5Of or highUghl10 where you wanlta place the c:opied text 
- Pre9s Enter 

To ropy the Information Inlo a singleoen of a O;.UI~5e or Spreadsheet file, 
select Copy As Text. To OlIulomatically divide a table inlO rows and oohmUIJ 
(or re<Xlrds and fields) sclect Copy a!l Table. 

-Press Enler 
-in the Window!l men.!Iclect the axnmunkaHons file. 
- Press (Altl c.p (c::onned, pause) again 10 re!lWne. 
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To Rled tut In the buffer: 
- Pre.IAItI C,P (COI'Inect. PlU&e) 
0WhtD the ConntCI PaUlecomll\llnd is 01'1, _ mark bI displayed nv:lto the 
COD\IN.nd 01'1 the menu. 

-Press IAItI S,E and then USf the arrow kty{al to select the text you wlnt or 
pr_IAItI S,A toae1ect the entire buller. 

- Prs IAlt! c.P 10 again to reswne. 

Creating a Communications FUe 

Worb CcmmunlcatiOl'lS met store phone numbers. settings and recorded 
slgn-on .. 

When you conned to_nolh~ computer for the first time, you ae;ate a 
communlations mco Ind begin a <Ommuniaotlons 5e!iIi!ion. 1M ncoxt time 
you COfInect to the Nine compuler, open tht. fUe Ind Works will COI'Inect 
for you. 

To aute a new C'OlJ\IfIunli::atlon file: 
- rr-IAIII F,N,e (file, new aeation, communkalion,) 

Dialing and Redialing 

DWlngll thC' fln;t step In connecting 10 anotlw:r compuler if you are uslnS I 
modem. When you connect after aealing I Communication file, the modem 
wUllulOO'latically dial the telephone number you type In the Phone dialogue 
box. If you want the computer to dlalI phone number in order for you to 
talk with !IOIl'IOOlIe, use the Telephone Dialer. (refer to page S5) 

To dill a number: 
-Create or open I Coll\Dlunlcalioo fiko. 
-Pre!I!IIAItI O,P (optlont, pRonC') 
- In the phone number box, type the number you want todlal. 
-PreIs Enter 
-PI"C!lII IAltl C.C (connect,conned) 

You may need to type' and. a, (comma) If you need to roach In outside! line. 

To redial: 
. rn:.(AltJ C.O (connect. dial_gain) 

To (l.m~el diaUng in progrn.: 
-Preia EK 
- Prt'SIII Enter to accept. cancellation 
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Downloading a File 

To download Is to receive information from another computer. PIea!le rem 
to the Receiving a RIe topic. 

Pausing Communications 

You pause roll'UJlwUcations 10 prevenl the other a)mpuler &om continuing 
10 send information while you are reviewing or ropying text from the 
buffer. If you do not pause, the other computer may continue to send 
infonnation that may be lost. 

You must select a handshake option (Xon/XoCf or Hardware) for the ~IGI! 
command to work. 

To paule connection.: 
- Press IAIII c.p (conned, pause) 

To turn pause olf press [All) c.p again. 

Phone Settings 

Phone settings control how your modem makes or answers caUs. You typ! 
the phone number and select phone settings in the Phone dialogue bolt. 

Phone Number Tells your modem whal number to dial TIle number 
should Include all area codes and prefixes. You an 
Include dashl!S Of parentheses, although they iU'l! not 
required. If you musl reach an outside line 10 place I 
call, Iype 9 and a, (comma) before you type the phone 
number. 
You can indude spedal dialing chlnJders, for 
example, a OODUI'I.I will cause your m<Xlem 10 paU!le 
before It contlnuel dialing. See your modem manu.! 
for more in{OI'Dlltion OIl spedal characters. 

Modem Setup Adjusts your modem prior to dialing. (for example, to 
change speaker volume) See your modem manual for 
OpD.OIlal modem commands, Usually you can leave the 
option blank. 

DiIIl Type U you have a push button phone, use Tone. If you hive 
• rotary dial. use Pulse. 

Automatic Answer Tells Works 10 answer incomingcalJs. Automatic 
answer Is turned on after you dlOOI!Ie Connect Connect 
(Refer 10 answering an lnocming call) 



To ch&nae phone tcttinJ:t: 
oPresa (All] O,P (options, phone) 
oIn the Phone Number box. type the phone number. 
o Type alDunands in the Modem Setup box .nd teled an option in the Dial 
type box,lf nea!!IIry. 

oPressEnter 

Protocol 

A protooolill. set 01. mmmurucitions procedW'ft that two compull!n 
follow wheri communicating. For WorD Communlations, protocols ref« 
ipKifIaUy to the error cheddng and mrrection routine XMODEM, th.1 
Works uses when transfl!l'1iJ1g files. 

When transferring fut'S, the oth('f computer must.lto be .ble 10 U5e 

XMODEM prokXOl Moo popuIu aIUlpuler c:munuruCltion.mces. 
otw1n: .nd bulletin bouda support thI.t p'otocoI. 

You can IImd or I"fCIeive either text Wes or binary lUes with XMODEM. 
During.n }(MODEM rue transfer, the rue ill lent blod: by bkxk. then 
ch«:bd Ie.- m'0I'I by the receiving <XIP\puter. U the rec:el.ving axnputer 
deteds an error, It requesl!l retrlnsmission 01. block. The process 
coatinues until the entire file has bfen 5el\t wlthoul errors. 

Receiving a File 

You can receive flies from other computers using the XMODEM protorol 
To receive files you use the Transfer Receive f\1e COD"Iav.nd. 

To ncdve I file: 
oConnect 10 the lnfonnation service, bulletin board or .nother computer. 
oAsk the mmpuler to send the fiJe (ltart XMODEM transfer) 

U you arecorrununk:ating with a information service or bulletin board, you 
usually c:hooee a me to downlo.d.. and tMn tfller the optioo number or 
pas Enle" to!:lla.r1 the transfer. If you Ire maununiating with another 
computer, you can type I me9SlIge 10 tell the other party 10 ltart aendl.ng. 

OPre9S IAIII T,R (Transfer, ReceIve file) 

oln the Directories box.. select the drive or direr::lofy you want 10 open 
°In the Save F"1le As box,. type I name for the rue you receive. 
°Sel«t Binary or Text. 
°Press Enter 
oWhen the transfer ill m mpletcd SUCOI.'98fully, press Enter again to continue 

the communications 5eSSion. 
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During the transfer, Works displays a status box. The status line message 
will alternate betwt'(!ll RECEIVE and WAITING a. Works receives the file. 

When you select the text option in the Transfer ReceIve bolt. Works automati­
cally IXil\vcrls aIllnromlng ends-oI-lines 10 carriage returns and linefee<b 
(CR/LF). This means Works adds carriage return 10 lines that end In line 
feed only, Of adds tine feed to lines that end In carnage return M1y,90that 
the received file will always be a valld DOS text file. 

To cancela file tnnafer: 
oPretsE8( 
-PrI!!5l5 Entu to aa;:ept the cancelhtion. 

Recording a Sign..()n 

When you record the slgn-Qn 5O:{uenre you use to c:ommunlcate wilh an 
Wonnalion service Of another computer, you can sign on automatiea11y 
Instead 01 entering your user ID and PJl56Word ~ch time. lhe remrded sign­
on Is saved 15 part of the CommunlcatloruJ file. Uated below Ire tome 

important notes about recording a sign-on: 

• You can storeOl'lly one s1gn-on sequence for ach commW\k:;J;tion fiJe. U I 
slgn-«lllready exlslB, recol'lfing the new sign 1m will replace Il 

olf you change your password or other re!lpon!II!S. you must record the sign 
on aequence again before Works wiD recognize the new prompb. 

· If the prompts from the other computer change, you must rerord the sign­
on sequence again before Works will recognize the new prompts. 

oAutomatic Bign-Qn will not work If the prompts from the other computer 
vary between SC98Ions. Usually, this Is caused by the othercompull.'r 
Induding the date or lime as part of the prompt. To use automaticsign-On 
with another computer that sends ineonmtent prompts. conned and get 
the inconsistent prompt from the other computer. Then start f(!OCJfding. 
You mlght abo use a macro that will pause while signing on. 

To ~cord a .ign-on Hquenu: 
PreselA1l1 C,R (oonnoo, reall'd sign-on) 
oSign on IS you usuaUy do. Works records your entries and theother 
computers responses. 

• Press IAIII C, R (conned, record sign-on) IgaIn 10 slop recording. 

When the Connect Record Sign-on command Is on, I mark Is displayed next 
to the command CIr1 the menu. The next time you open this CommunicalionJ 
BJe, Works asks If you want to connect. If you have I rocorded Sign-on. 
Worb automatially uses the sign-on after a>nnt'Cting to mother computer. 
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Sending a File 

You can tend fUM (or upload fIlel) 10 other c:ornpula'l uRng the )(MODEM 
prolOa:ll To Imd _ file, use the T ... nslcr Scmd A.le carunand. 

To tnntftt _ fllt with thl XMODEM prot:oc:ol: 
-Conned: 10 the fnfonnation KrVicr, bulletfl\ board or other c:ornputcr. 
-Send. I me!SlIge telling theothcr computer to gct rftody to roceIve _ file. 

U you are communkating with In lnformallon 5CI'Vke or _ bulletin board, 
you usUIllyenter Inoptlon numberorpres &ilertostut thetrIntlft. U 
you are communlQlting with lnother computer, you C&I\ type I me.Nge to 
tell the other user you _reJending _ file. 

- Prese IAIiI T,.5 (tnnsfer, 5erld file) 
- In the Directories box.le!ed the drive or directory you wlnt open. 
-In the Ale ToSend boll!" type the name oIlhe file you wlnt to !lend or seled 
it from the file lilt. 

-Select Binaty or Ten 
-IE the rue you ue lerldlngll _ text fIle,lclect the awroprl_te option In the 

End-Of-Une box. Select CR &< LF If you Ire not sure. 
- Pre. Enter 

During the transfer, Works displaYS_SUNs box. ThestaNs line InCISage 
wru.llternate between SEND and WAmNC IS Works sencb the file. If 
more than 10 emn occur while sending one block 01 the fUe, Works cance\5 
thetraMfer. 

-When the transfer Is oomplcted succt'8SfuDy, pre95 Enter to continue the 
communications 51!!1Sion. 

To eanfell file tr.nlfef': 
- Pre9sEtc 
- I're!is Enter to ~ the cancellation. 

Sending Text (ASCll File) 

The Transfer Send Command ~ Uke typing text, except that II lets you 5erld 
text yau s tored in _ file earlier, nther th.ll\ typing text aJ you aend.IL 'I'hb 
text Is not automltic:ally saved in I rue when it reoelved by !.heother 
computer, IS It is when you use the Transfel-Send Ale command. You use 
the Send Text Dialogue box to begin 5erlding. 

To !lend II text rue: 
-Connect to the infonnation, bulletin board or other oomputer. 
- Send I message tclling lhe o ther computer to get ready to receive a file. 
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If you are communlaling with an lnformadoo tervke or bulletin board. yau 
usually need to enler an option number or p«'lIS Enler to start 5endingltxt. 
If you are communiCliting with anothercompuler, you can Iype a messJlge 10 
the other U5ef you Ire sending a mesuge. 

- Pre9s (All) T,T (trans/er, send textJ 
- In the d1rectorles box.. select the drive or directory you want to open. 
oln the FUe To Send bolf., type the name 01 the file you wanl to 5end. or teI«t 

II from the FUes list. 
- In the Delay box. type a delay if nece!Nry. 
-Pre9s Enter 

A delay IX)ntrols how kmg Works will pause II the end of each lineal 
transmitted text. The Delay setting is Ugeful1f !heother rompuler is hlvinS 
trouble prooessing text a the rate you an" 5endinglt. Tlle number you mlel' 
represents tenths 01 seamds. 

To cancel I lUI file: 
-Press EIC 
-Pre9s Enlu to aa::ept the cance1lation. 

Signing On 

To.ign on u.lnS a rrcorded JIp~n: 
Once you have created a reoorded slgn-on ~~, Workspbys the sip 
on sequenOfl bad: lutomatica.Uy each time you COIUlect to that IXIrnpu1er. 
U5C thl5 procrdwe if the Communicatiom file iJ already open. 

- Press IAltl C,s (connect, slgn-on) 

When playing back I sign on, Make SUIl.' you start playing back the sequence 
at the samestage in the s1gn-on procedure that you recorded Il 

Terminal Emulation 

A Il"rmiNI iJ keyboard and a!101lel coonected 10 a another oompulervia I 
network. With Works. you can use your computer to emulate several. 
common terminal types Induding the VTS2 terminal (very similar 10 the 
Zenith Zl\l), and the ANSI terminal (similar to the DEC VT100 or VT120I 
VT240 tennlnais) 

You will probiably want to tum on Full Screen ched:. box In the Terminal 
dialogue box whm uslng terminal emulation to that the other OJmputerCUI 
display inlormalion on, and move the cursor to, aU parts 01 your!lC'een. 



Terminal Settings 

The ten:ninallJeltillgs rontrol how yow compult!f responds 10 the dlla sent 
10 II. YCIU change the tennlnalllltings in the Ten:nlnal dhlogue box. 

Thedefault iM!ltings thai W0ric5 propo!Ie5 are compatible with mOllt 
compulers. Try 10 establish a connoctkm before changing any of the ......... 
Terminal - Indicates Ihe type oflenninal you wanllo 

emulate. U you are notaute, select the VTS2. 

Add 10 Inc:omins Linn - Adds a arrlage rehun or Une leed 10 the end 01 
each Une of text IS II is displayed in your lext. 

MtJ8I mmputers end each U.ne wilh both a carriage return (CR) and a tine 
feed (U) character. u. computer tends you lines of text that don't indude 
both of these c:han cten, the Unes will be displayed Incorrectly. Refer 10 the 
fol10111'ing tab~ for 5ett1ngs: 

If )'Qyr,U. p!.ay Then Itt Add To l um mln , Linn to 
is normal Nothing 

HIS Unes that overwrite LF 

Has tint'S that do not CR 
begin alief! oI.aeen 

Buffer · Temporarily &101'1:1 received dalB. Select .maU 
(100 Unet), medium (300 Unes) 01' large (750 
lines) to5et the buffer sIu. 

Local Echo · Causes Text 10 appear on screen. 

Loca1 Echo Is usuaUy oil, becnl5e most other computers echo b;ldt the 
chaDders you typeas they receive them. H you don't see characters as you 
Iype, tum on Local Echo. U you are mnnectlng to another computer that Is 
using Works, you should both tum echo 011. U you see double characters, 
tum Local Echo off. 

Wraparound · 

Full Sa~n · 

Causes Incoming lines of text more than 80 
characters wide 10 aulOllLltkaUy wnp to the 
next line al lhe window edge. 

Switches your!lCl'Cl'll between normal display 
and Pull Screen display when you are using 
terminal emulation. Nonnal display 15 the way 
)'OUT8a'Cen appears when you start Communi· 
cations. Full Saeen display removes the menu 
bar, Sllltu!l line, and message llne. 



With Full Screen on, you can still U!Ie the Communications menus as ~ 
they become viSIble If you press the (AliI key. FuIlllOl!en goes into effect 
when you axmect. 

When Key}l'd A11enur.tc and NUMlOCK are 
both on, your keypad Is In application mode. 
This applies 10 both VT52 and ANSI terminal 
emulation. 

When C~ Alternate Is twned on and 
NUMLOCK Is oil, your CW'5OI' keys are in 
application mode. Thl5 applies only foe ANSI 
terminal emulation. 

To change terminallM'ttinga: 
• Press (All) O,T {options, termina1} 

- Otange settings IS necessary. 
- Press Enter. 

Troubleshooting Communications 

Communication problcms usually CaU into two catqories: 
-Trouble cooneeting 
-Trouble durtng thc &e9Sion 

Trouble ConnectinS 

Problem 
Cable problems 

Wrong COM port 
~", .. d 

Mismatched baud. I'lIItes 

Mismatched 
communications scttings 

Solution 
o,edc theronnectors on both ends 0( the cable. 
I( they look normal, the cable may have internal 
damage. Try another cable. 

Make sure that the Port settinS in the Communi 
cations dialogue box tu'l'5poi'ds to the port 
tholIt your modem or other computer Is 
connected 10. 

o,ec;:k the baud I'lIIte ICltinS in the Communia. 
lions dialogue box and change If necessary. 

Other than baud rate, Works' preset rommunita­
lion and tennlnal settings should be compatible 
with most other computers. o,ed: the settings In 
the Communications dialogue box and makesure 
they matd! theothercompuler. 



Troablt Mta" Coanutins 

rmI!km 
Tm ispbltd. stnInge 
cbanc\en on the JCreen , 

CN.ndtn are doubbl. 

You don't IN what you 
type whm connected. 

Incomlng I~xlls doub~ 

"""" 
Inaxnlngilnes overwrite ""' ..... 
CUBIJI' doesn't fdum 10 
left 01 tcrren. 

Whm using Transfer 
Send Text, parts of the 
oulgolng Dl~ge are not 
displayed on yow s.creen. 

Ousten or .,terisks 
appear when you are 
receiving lext. 

You are repeatedly 
dhIconneded from the 
other computer 

You momentarily 
switched to another 
window, and lost some 
data 8('1\1 by the other 
computer. 
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Saludoo 
Make lUre the le'ltings In the oommunbtions 
d1aloguebox mIIkh the other compuler. Try 
ad;u.tmg JMrity, data bib and stop bits. Try 
openlng a new Communication. file and 
startmgover. 

Tum Local Echo oIf In the Tennlnal dialogue 
boL 

Tum I...oc:aI Echo on In the Tennlnal diAlogue 
boL 

Otange Add To lnaxning Unes tetting 10 none. 
in the Tennlnal dialogue box. 

OIlnge Add To Incoming Unes setting to LF 
Oine fecod) In the Tl!nnlnal dialogue box. 

OIange Add To Incoming Une letting 10 CR 
(<.':UTbge retum), 

Try specifying a delay in the Send Texl dialog 
box to make Works pnllJe It the end oi each Une 
II """'-

Try adjusting the Parily letting in the Communi­
cations dialog box. If that doesn't help, retum 
the parity 10 the original5etting and the 
di9COMect and reconnect. 

Yow telephone line may a havet call waiting 
feature. This fe.ture genentes I beep thlt 
usually cause the other computer to disconnect, 
Turn off the call walling reature by Inserting the 
correct digits Inlo the tclephone number in the 
Phone dialogue box. (ask yow phone company 
for the COfftlct digits). If you do not have aU 
walling. you may have, poor a)flnedkm. Try 
dilIconnecting and oonnecting again. 

Tum on Xon/Xoff in the communications 
dialogue box. The other computer must 
respond to the handshake signals. Otherwise, 
data sent while you wClI"k in another window 
may be at 
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Appendix A: Printing 

Thlsappend1x explains how to print the files yOl.l ~te in Mlaosoh Works. 
The first part of the Ippendix pments I 5eries of toplca uranged aa:ording 
10 the ~ yOl.l usually foUow to print SUClCe!lllfuUy. 

-PJge Setup and Mlrgins 
-Page Breakl 

- Previewing I Ale 
oPrinting I File 

The5eCOOd part of the appendix amtalns the Selecting I Printer topic for 
when yOl.l are preparing 10 print for the first time. Ind Printing TIps!opk. 

Pagt Setup and Margins 

The PlgeSetupcommand indicates the paper size and margiN you want to 
use when you print. Works Is preset to print on letter size 8.5 inch by 11 
lndi paper. YOl.I need to change the page height Ind width only If yOl.l WlInt 
to print a flJe sidewaY' (Landsatpeork-ntadon) or If you want to print on 
paper of I different size such as legal. 

Margins are the spaces between the edges of. Plge.nd the printed area. 
You can control the size of the printed area by increasing or dec:rea5lng the ......... 
Note: In the Word Processor, you can use Indmts as Wcllil margins 10 add 
space.round text. Margins lte act for the entire document; indents Idd 
space.round the individual paragraph .. 

To change PI • .ctup and ft'II.fgin .cHingl: 
- Pre.IAltl P,M (print. page letup &: margins) 
-T)'pfl the new measurement for any aetting you want tochange. 
-Press Enlu 

Works all8Ulnellhat all measurements.re in inches; you do not need to 
type the lnch symbol. (") when entering. new vaJue. If you wlnt 10 enter 
another UIlh 01 ll'K'asurement. such as crndmelflf. pk:as or points, Iype the 
abbreviadon alter the measurement. For more Infonnation see the Settings 
topic In the "RIes, Windows and AOCt'9I!IOrles" chapter. 

To prinllidewa,..: 
- Press (AlII P,M <print. page gelup & margtns) 
oln the Word PrOOfl99OfS, Spreadsheet or Database, reverse the page length 
and wklth dimensions. 

-Pre9s Enter 

Not every printer can print text sideways, c:heck your printer manual B.rst. 
If you print with a laser, inlcjet or thffmlll printer, you lNIy allo need to 
selec.t • landscape printer file in the Printers box 01 the Printer Setup box. 



Pag~ Setup and Margin. in Oarting 

You an print. chlrt In either Portrait or Land!ape orientation. Use Partnlt 
orientation to print. chlrt laoss the width 0( I pa~; USl' land5ctpe 
orientation to print a chart si<ieways .a-OM the length 0( a page. lancbcape 
is the pre!Id option in Oluting. You can.15o chlnge the size 01 a chart with 
the Page Setup &: Margins comm.a.nd 

To print. chart: 
-PressIAIII P,M (print, page setup &: margins) 
-Select an orientation. La.ndsellpe is propoeed. 
-Press Enter 

If you choose Portrait,. you don't need to change page length or width. You 
do need tochangc chlrt height and chart width. 

Page Breaks 

A page bNak tells the printer where to end one pagc.nd begin printing I 
newone. WorksautomatlcaUy inserts I tweak when you've typed enough 
lext or entered enough data to fit on a page. As you Insert or delete text or 
data, Works Idjusts the l utomatlc: page breaks. You an lMert manual page 
breaks. When you Ingert I manual malc,. Works repoaitlons the IUtor:natK: 

p"'gebrelks that foDow. 

Pag~ Br~ak.in th~ Word Processor 

In the Word Processor, In automatic page break Ins marked on your screen 
with a doubklllTOw (») In the left margin. Manual page breaks are milked 
with a dotted Une across the screen and a double arrow In the left margin. 

Works lutomatlcally preventll awkward page breaks such as II the last line d 
a paragraph appearing alone at the top 0( a page. 

You can format a paragraph so that a page break will not split it,. or so tNt I 
page break will not Jepiirall;' II from the foUowing paragrlph. Using this 
fl;'Oltwe, you can prl;'Vel"ll tabl.es from bcing split KT05I pagesor a heading 
form being 5epjIraied from the lleXl thai follows it 

The stlltwlline tells you thl;' total number of pages In your dorument and the 
current page number. Whenever you stop typing Works updates this 
Information. 

If you have a very long fllc, or If you hive been typing for a long time, 
aulomatlc pagination may lag behind by a fl;'w pagel. If you are working 
with. long rue you can ensure the }'Qse bnoaks are .ccurate with thl;' Opti«d 
Paginate Now command 



To prnmt Pl8e break. within. panQlph or between two parapaph.: 
-Select theparag:n.ph you don't want to brN.k or that you want tokecp 
with the next paragraph. 

- Presri (Alii T,A (format,indl!l1t&: $pIdng) 
-Tum on the Don't Bmk Thit Par.graphdw!ck boli\, or the Keep Thill 
Paragnph With Next check box. 

• Pre. Enter 

To complnt p.,mation of I file: 
·Pre9!I (Ah) O,N (options, paginate now) 

To iDtert or dtJete I mlnu.1 page break in the Word Procatot: 
-Move the C\I.BOI' to the beginning 01 the line where you want. new page to 
bepn, or Iclect the PIP break (marked dolted line) that you. want to delete. 

-Press (All) P, I (print, Insert page break) or press DELETE. 

Page Brub in the Spread.heet and DIII.baae 

In the Spreadsheet, you. can get vertical as well as horizonbll page breaks. 
When you have both horizontal and vertical page breaks, pages starting with 
the upper left and print c:ounterdcdc:wise. 

In the Databa!le, you can lnsert horUontal and vertiCIl page breaks in the Ust 
vlew.nd Report view that arc just lIke page brtab In the Spreadsheet; pages 
print In the Ame orcks-. In Form view you can Insert only horizonl2.l page 
breaks. Page breaks in Form vlew.nd list view are independent 01 each 
<>Ih«. 

To inHrt or delete I manu.l pase brnk in . Spre.d, hut or Dllblbaae: 
-Select the row, column or line where you. want to lnsert or delete a page 

break. 
- 1'N!is (Ah) P, I (print, I.nscrt Plgc break) 
If Works asks where to p1a<:e the page break,. select Row or Record for. 
horizontal page break, or CoIumn« Rcld for. vertkal page break.. 

. Todelete. page break, press (AltJ P,D (print, delete page break) 
If Works asks where to delete the page break,. !lelect Row or Record for. 
horizontal page break, Column or Fle:Id for a vertical page break. 
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Previewing a File 

You can see how your document, spreadsheet, chart, databa!le or report wiD 
look when printed by previewing it uslng the Print Preview command. 

To preview: 
-Pre. (AliI p, V (print. preview) 
To preview a report or chart, you must first be in Report or Otart view. 

-Tum on any printing options. 
- Pre99 (AltJ P (preview) 
- Pres!! PgDn or PgUp to see the next or previous page. 
- Press EN: to return to your work. 

Note: You can prin t from Print Preview by pressing P. 

Printing a FUe 

Works offen many printing options, depending on which Tool you are 
working with. This topiC first dC9Cribes basic printing options available In 
every tool and then explains special printing capabllllies available with 
different tools. The following options are available to every tool: 

PrhllloFiU 

Enter the appropriate amount. 

Separate a range ol pages with a colon (:) 01" a duh (-). 
Separate single page!! with oommas. 

Creates a file that includes all of the oommands 
Works normally sends to the printer. You can print. 
flJe without starting Work!! by uslng the [Xl) print 
command. You can also use the CommWlicalions tool 
to send the file to another oompuler 10 print. The 
operator of the second computer can print the file evm 
without Works. 

Printing in the Word Processor 

In the Wlrd Processor, you have the added option ol printing In draft quality. 

Draft~ily For qtrldcer printer. With this option turned on. 
inserted cllartsdo not print, microspadng is turned off 
(used by some printers for text justification) and daisy 
wheel printen print using the current printwhee1 only. 
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Printinsln the Sprudlheel 

In the Spre.\dsheet you have the option to print or not to print row and 
column labds. You can abo KIm I pc:rtIon of the Ipt:eadshett to be tho 
printed ute.. When you print In the SprNdsheet. only the print arei prints. 
If you do not select the prlrIt arei the enlire spreadsheet prints. If you want 
to print formulas, you can tum on the Options Show Formula COQ\mand. 

Note: The printer fonl you select affects how your spreidshed columns are 
aligned. Fonts nuoy either be nonproportlonai (also called fixfd pitch) or 
proportional. In a nonproportional font. aU the chancten ate the same 
width. Use a nonproportional font. such IS UnePrinter, Courier, or PIa, 10 
print I tpr'ftdsheet. or the columns will not line up. 

To let the print arta: 
· Stlect the porlion of the epreadsbed you ~nt to prinL 
·rr-IAlt) P,A (print. Set prinl arte.) 

To rtNl the entire Iprtadlheet u the print ana: 
·Pre.(Cb'1J Shift Fa or prtsIlAIti S.A (lelect, aU) 
-Press (AliI P,A (print. set print area) 

PrInting in Charting 

U you have I plotte", you. can sclect theSlow Pen Sp«.>d option. Turn on the 
Slow Pen Speed dleck bolC 10 teU Works 10 product' a hlgherQua.Uty chart. 
Slow Pen Speed Isespedally usdul when plotting on transparencies (fUm) or 
when the plotter pens are 80mewlull dry. As of this writing. there Is not 
driver lupplied for I plotter. See your deaJer about connect I plotler to the 
Pocket PC. 

Printins in the Datroblile in Form View 

In the Fann view, you can prinl your datroba,. foon tust 11$ It IppealS on 
your!lC:Teel\. You can print the lIeleded rerord Of all the records. You can 
abo print a blank form. You will have the foUowing options: 

Prinl Whal 

Works prints only one rerord per page. U you 
wanl records printed one Ifter the other on 
the same page, you must tum OFF this option. 

Enter the amount of space to leave between 
the bottom of one recof"d and the top of the 
next record If you Ire printing more than one 
record on a page. 

You an select one option in tich of the 
groups under the Print What option. 
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Printing in the Database in Lut View 

In Ust view, you can print your database In rows and coJwnns just uil 
appears on your screen. You have the option to print or not toprillt record 
numbers and Held names. 

Note: The printer font you select affect how yow database columns are 
aligned. PJea5e read the note In the Spreadsheet print reference. 

Printing In the Database in Report View 

You can print reports only in Report view. In Report view, you can print 
the entire report or print only the introductory and summary rows. If you 
tum on the Print All But Record Rows option in the Print Print dlaIog box. 
Works prints only the introductory (Intr) and summary (Summ) rows. 

Selecting a Printer 

In some cases, you may want to change your printer selection or options 
before printing. You can use the Print Printer Setup command to: 

-Oange printen. 
- Use manual feed, lor exampk-, lor printing envelopes or mailing labels. 
-Set the resolution lOT printing charts. 
·Select the pori your printer Is COMected 10. 

The first lime you start Works, you might want to check the Printergetup 
command to make swe the printer, port and page feed settings are 1XIfl"Ed. 

When you chOO!lllthe Printer Setup command. you should see a printer list 
in the model box. The Pocket PC has fow of the mosl widely use printer 
drives Installed. Select the drive you need or select the drive that is the 
d09l!5t to your printer. 

Continuousfeed means that the paper is fed continuously nther than one 
sheet at a time. Most printers, including laser printers and printer that use 
fanfold paper, use the continuous feed option. Manual feed means thai you 
insert each sheet of paper or envelope by hand whin Works prompts you to. 

If the selected printer can print graphl<S. The Printer Setup dialog box 
specifies at least one printing resolution (in d ots per inch _ dpi) In the 
CnphitS box. Works uses the resolution setting only for printing charts, 
not text. Lower resolutions print morequiddy than higher ooes. For a laser 
printer, lower resolutions also require less printer memory; sometimes a 
printer will not have I!flough memory to print a large chart unless you print 
it at a lower resolution. 



To change the Hlected printer: 
-I'reIIIAltl p.s (print., print« setup) 
' Sel.1"Ct I printer from the Printers box.. 
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You wiU see the list 01 models dIspIlyed for the selected printer. 
· Seltd I printer modclln the Model box.. 
- If printing cham,.elect the re.olution in the Graphic. box. 
. Pre. Enler 

Common Printer Problems 

U YOUl' printer does not print, It Is o{tez, caused by .. Ilmple med'linical 
problem. such. at. printer being ol1line or not properly <XIfIntd to the 
romputer. U your prillter does not print, make sure the printer '-: 

· Selecled in the Works Print PrInter Setup dialog box . 
• Plugged in.nd turned on . 
• Properl Y connected to your computer . 
• I..oaded with paper. 
-Mounted with the .ppropriate prlntwheel or cartridge. 

At.o verify U\IIt: 
· The printer-able connect between both the printer and the computer II 
secure. If, l\eC'e9Sary, tum off the computer and prlnter!hen disconnect 
and reconnect the cable. The Pocket PC printer cable Interface III 
stlndard 2S pin (female) COfU\eetor. Depending on your printer interflOl!, 
you may be able to plug the cable directly Into your prinleror you may 
nerd to plug the cable lnto a standard panliel printer-cable first. 

If you can print your document. bUilt contain. garbled.. unreadable or 
utn. characters,. make lUre that: 
.TIIe mfT'Cd printer- and model. Ire setup In the Print Prlnter5etup box. 
'Your printer I.stetloc:onilng to the manufacturers spedflcations. See your 

printer manual for specific i1Istructions. 

If your document don nol print with the fonts or styln you Hlected, one 
or more of the following may be the cause: 
'Your prinler may not be able 10 print the .elected fonl or style. Refer 10 

your printer manual for spedfic node and emulation lnformation . 
• The tOTl'ect printer and model OIly not be.elected In the Print PrInter 
setup dialog box. 

'You may have sclectcd the fonl from the printe!' it5elf, instead of hom 
Works. You should a1way,!Iclect the foot form within Works . 

• You may have selected I foot without first selecting the text to apply the 
fool to. 



18. 
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Appendix B: Functions 

A fuIction ls a buill-in coqu.alioo you can U!e in MkmIoft Works Spr"ftdshect: or 
DI~ You use functions to Nlve lime Iyping whlot might be, c:oc:npll!X 
fonnu1 •. Works hu 57 function, thlt do. wide nnge 01 calculations. 

Writing a Function Formula 

MOIl functions consisl of the function Mme, ' IIet of plrftlthesel. and argu­
ments. (See page 1(3) FunctioruJ.nd Ihcir arguments must be written In 
a ~rtia.tbr way - called the function syntu. Some of the rules lor functloo 
.ynlulre: 

-AD argument must be I number Of In expresSoo that results in I numbe!-. 
ThIs means that an ugument can be. numb«" ceO or range reference, 
.nother function, or Iny romblnalion. 

-Thtarguments must be teparated by COD'IIna!l. 

- ThI! arguments 011 function must be inside parentheses. 

-Some functions, such IS eOLS, can only we a range reference Of field name 
"In argument. Some functions, iUcli u FALSEO, have no .rguments. 

Youean.1so put I function Inside any m,thematic::a1 formula.llong with 
.rithmetic openlors, operands (numbenor vllues), range or cell reference, 
Of fIdd names. 

A fOfmula can amlain one or more Works functions. 

ABS(X) 
Civet the absolute (poe.Ilive) value of x. 

ACOS(X) 
Clva the ilJ'OOO8i.ne 01 X. The arcxosine Is the angle whose oosiTlt' Is L ACa; 
give the size 01 the angle In radians.. X must be In the range form -I through 1. 

ASlN(x) 
ASIN gives the arcsine of x. The arcsine Is the angle whose sine Is x. ASlN 
gives the sizeal the Ingle in radians. X must be in the range frcm -1 through 1. 
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ATAN(xJ 
ATAN gives the ardIngent of %. The In::tlngenl iI the angle wh05e tangent 
Is x. AlAN gives the llizeol the angle In radianJ. The angle must nnge 
from pi /2 radians <.90degrees) through pi /2 radians (90 degree5;). 

ATAN2 (x-coordinate,y-coordinate) 
ATAN2 gives the arctangent of an angle defined by" •• net y-axtrdilwUs. 
The arctangent is the angie. in radians, determined by the point de9cibtd 
by thecwrdiN:tes. The angle will range form -pi nldlans OSOdegrees) 10, 
but not Induding. pi nr.dians (180 degrees). Uboth the x-coordiMte and y­
wcrtlmau equal 0. ATAN2 gives the enwvalue ERR. 

A VG(RangeReferenceO,RangeReferencel ... .) 
Ave give the avenge of values in Rmlg~. RRrlgt kftrmces may be 
numbers, ceI.I references, range references, or formulas.. in cell re/Cfences, 
blank celb ue treated IS 0 (zero). In range ~ blink cells are 
ignored In aU rd«ences, text I, treated u 0 (zero). 

OfOOSE(Cho1ce,OptionO,Optionl,. .. ) 
CHCXlSE U9(.!5 Ooa to select In OpIio.. &om the Ii5t.. U the CIIoia: is less 
than 0, or greater than the options in the list. Qi<X)SE gives the em.- ERR. 

COLSCRangeReference) 
COl.5 gives thenumbe!"of coIumnslnRlm~. 

COS(x) 
CO; glve9 the cosine ol x. X is In angle measured In radians. 

COUNT(RangeRefecenceO.,RangeReferencel,.. ,) 
COUNT give the numbc!" of c:dh rontained in 1Un~ COUNT 
adds 1 tor every cell. that c:oo.taim: a number, formui&. text, ERR ,00 Nt A. 

CfERM(Rate,FutureValue,PresentValue) 
CTERM gives the number of compounding periods need for an investment. 
earning a fixed Rate per compounding period. to grow from, I'TEsmIVoaIIIt 
to a FwtunValwt. 

&Itt represents the Inlerest llIle for a single a.npoundlng period. 
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DA TE(Year,Month,Day) 
DATE gives the number for the dale tped.fled by YtIlT.MmIIlI,Day. The data 
number is an integer ranging form 1 through 65534, representing the dales 
from JanLLlf)' 1, 1900 10 June 3, 2(J79. 

Yair must be. numbel- ranging from 0 (1900) to 179 (2(119). MorItII" 
genen.lly I numb« ranging from 1 through 12. while JAy is genenUy l 
number ranging from 1 through 31 . U the month Of day rcl'erences Ire 
outskk these nnges. DATE adjusts to the correct dale. IfYtJtr. Mcmtll and 
JAy do nol make u p a valid da te within Works' range of dales,. DAiE gives 
the error value ERR. 

DAY(DateNumber) 
MonthtDateNumber) 
YemDateNumbe.r) 
DAY, MONTI-l and YEAR give the numbef for the day. II'IOl'Ith, or year of 
the dale ~ by lAttNumba. DAY giva an Inlt'ger ranging form I 
through 31, M ONTI-I gives an integer ranging from I lh rough 12. and YEAR 
gives HI integer ranging from 0 through 179. 

DIlleNllmbtn use the integers 1 through 6553410 repre!I«Il the dates January 
1, 1900 through June 3, 2079. January I, 1900 Is day 1, January 2. 1900 b day 
2 and 50 01\ through June 3, 2079, which b dale 65534. 

DDB(Cos~alvage/Liie,Period) 
DDB U5('S the double-declining halaIKe method to find the depredation In. 
specific Period. 

Cost is the amount you paid for the aS6et. SIlIlIIZgt is the amount you expect 
10 obtain when you 5clllhe asset al the end of lIS Ufu. Lift is the number 01 
time periods (usually yea.s) you expect the asset 10 be in U5e. Pm:xI is the 
period 01 lime for which you want 10 find the dcpre<Ution amounl 

ERR() 
ERR gives the error value ERR. You can use II to forces a cdl to dlspIay en' 

whenever a specified cooditioo exists. You can use ERR to find other cells 
whose formulas are dependl!nl on the moneaus cell. 

EXP(x) 
EXP gives t to the power of %, where t Is 2.71828 .... , the base number of 
nanuallogarithms. To compute!" powers of other bases, use the exponl!ntia­
tion opera tor ("). EXP 15 the inverse of LN. 
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FALSEO 
FALSE give the logica1 value 0 (FAlSE). You can U5e FALSEO Instead 01 0 
(uro) 10 a'QIIl more re.lldable Jogkal klnnulu. 

FV(Payment,Rate,Tenn) 
fV gives the future value of an o rdinary annuity 01 equal PRymmJs. N mlng 
I fbed interest Rsllt per Term, compounded by several TennI (Tmn). 

Works 155UO'lCS I~t the first Payment ocrurs It the end of the fir5t period. 

HLOOKUP(LookupValue,RangeReierence,RowNumbu) 
VLOOKUPCLookupValue.RangeReference,ColumnNumber) 

HLOOKUP.nd VLOOKUP lind an entry in I table. 

HLOOKUP seardles the top row ollWfgdUfnma until It finds the numba' 
thai ma tdll~' loobIpValut. Then II goes down the column the number cl 
rows indicated by RomNumber to get the entry. 

Anange the numbtn in the lop row In UC\'f\ding order. Works 5earChetl 
the top row few the b rgest number lhal ls less that Of equal to the 
LootupVAlII£. 

Vl OOKUPworks in. simlJar wily 10 HLOOKUP. It scan:he the left-most 
column 01 RsllIgtlUfrnnct untUl t finds the number thai matches the 
l.oobIpVlIlw. Then it goes 10 the right by the number ol columns indialted 
byCohmmNumbtr to get the entry. 

Anangethe numbenl in the left most column ill aKendlngorder. Works 
5e1rches the left oolumn for the largest number thai is less or equailO 
LookupVallit. 

If Colllm1!Numbtr or RowNumber Is negative. Of is greater or eqwl lo the 
n umber or ~ or coI.UD'U\!Iln R=~a, Workl gives the error value 
ERR. 

HOURITimeNumber) 
MinuteITimeNumber) 
Second(TimeNumber) 
HOUR,. MINlITE. and SECOND give the number for the hour, minute, or 
seoond 01 the time represented by TinuNumbtr. HOUR gives an integer 
r.anging hom 0 through 23. MlNlITE and SECQNOO give Integers ranging 
from 0 through 59. TimlNumbtr should r.ange from 0 through 0.999. 

TimlNumbn uses the decimal fr.actions 0 through 0.9999 to represent the 
t:imel 12:OOOO A.M. through 11.:59-..59 P.M. 
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[f(Condition, ValucIfTrue, vatu elfFa lse) 
IF detmnitles whetherCondiliorlll true or faile, then giv. clther 
ValwtJ{Tnle or Valwt1fFGlst. 

lNDEX(RangeReference,Column,Row) 
Index gives the value In • cclI in RII"geRtftmlce.t the intersection of Co/Ilml\ 
.nd Row. 

II CDlwm" or Rmv Is negative, or greater than or equal to the nUD'lber 01 roWi 
or roIWIWlin RtmgeRtfrmtct, Works gives the t'lTor value ERR. 

INT('" 
INT gives the integez- part 01 z. INT ddetes the digits 10 the right of the 
dedJN.l point without rounding to the norest integer. (Use ROUND 10 
row'ld" to the nearest in teger.) 

IR.R(Guess,RangeReIere.nct) 
IRR gives the Inrema\ rate or return for the cash flow series In 
Ran~R.tfrrata. The internal fOIte 01 return is the interest rate that gives the 
ash Bow serlesa net presenl value of 0 C%efo). 

IRR U5eS an Iterative technique tha t can have more t.}UIn one 5Olution. IRR 
gives an ERR error value U the computations do not ootIverge to within 
0.0000001 after 20 iterations. 

You enter a GutSS 10 tell lRR where to begin. Enter a dlfferenl Gwesslf 
Works cannot determine the IRK. Usually,. starting value between 0 and I 
yields. meanirlgful result. 

ISSER(x) 
lSSER gives lhe logical value 1 (l'RUE) if:r is the error value ERR. Other· 
wise It gives the logical value 0 (FALSE). 

Use ISSER 10 lest for errors in your spreadsheets. 

ISNA(x) 
ISNA give the 10gIcai value 1 (l'RUm U" Is the value Nt A. Otherwise,It 
gives the logical value 0 (FALSE). 

Use ISNA 10 test for Nt A values in your spreadsheet. 



LN(x) 
LN gives the natural logarithm 01 %. X must be I positive number. Natural 
logarithms use the malhemalica1oonstante.2.71828.-. ISIhue.. X mU!l: be 
I positive number. 

LOG(x) 
lOG gives the base 10 logarithm of x. X must be, positive number. The 
inverse 01 LOG is expolK'lltiltion. 

MAX(RangeReferenceO,RangeReEerencel,. .. ) 
MAX gives the largest number oontalned in ~ngt~. 

MINbC)(RangeRe£erenceO.RangeReierencel, ... ) 
MIN gives the smallest number contalned In 1Wr.geRefrrmctS. 

MOD(Numerator,Denominator) 
MOD gives the remainder (modulus) of Numenlltor OVe!" Denominator. 
The remainder haslhesame sign as Numerator. MOO gives the ERR error 
value H Denominator eqUlis 0 (zero). 

NAO 
NA gives the nWJK'tlc VlIlue or N/ A. You can use NAO to Ind(alle that 
lnf<mNItion is not available. 

N OWO 
NOW gives the date and time number for the rurrenl date and time. It Is 
updated.t every reealru1ation. The Integer portion of NOWO is the dale 
number. and the decimal mction Is the time number. 

You can use the Formal menu's Time/Date oommand 10 display actual dille 
or time. 
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NPV(Rate,RangeRtfertnce) 
NPY gillS the net present v.lue of. series of ash flow piymenIJ. 
tepl"t'Smted by numbers In RMlzcRqr:rmot. ditcou.nted a t a fixed RAle per 
"""",. 

&k repr1.'5mts the ln teresl you w.nt to U!J(I 10 discounl each period. 

IWtr Refrrma must be the reference oIa single cdI c.- put of. single row 
Of mlwnn. It DUly not be a range with more than one row or more than one ""_. 
Worb Issumes that payments oa:ur al the end of periods 01 equallenghts. 
The find the net present value of I cash now series whole first piyment 
0IXUn II beginning 01 the periods, you must.dd the amounl of the flrfIl 
paymenllo the net pre5I!fI l value of the IUbtequent piyments. 

PI() 
PIO gtYes the number 3.14159 .... an approximation of the mathematic 

""""" I. 

PMT(Principal,Rate,Tenn) 
PMT gilles the periodic payment for • loan of an lnllestme:nl 01 Pri1Idprd 
based on a 8xed ink!fest Rsltt per compounding period over I gillen Tmn. 
Works I9SUmes tha i paymentsoa:urs a t the end of periodsof equallcngths. 

RIIk represents the lntcrest nile far II single mmpounding peiod. 

PV(Payme:nt,Rate:,Te:rm) 
PV gives the pre9M1 value or In ordinary Innuity 01 equal P«ymmll, 
earning a fixed interest RIIk per period. over several periods (Ttmu). 

WorkllllSlSWllC5 tha t the first Paymml OCCW'S at the end of the first period. 

RANDO 
RAND gillCS a random number from 0 (zero) Up to, but not Including. 1. 
A random number ~ genera ted eIICf)' time! the spreadsheet b re-a.lcuJated. 

RA TE(Futwe: Value:,Present Value, Term) 
RATE gives the fixed intC!!'es l rate per mmpounding period needed for I n 
inllestment 01 Prtstr! IVlIlue 10 grow 10 I Futwn!VlIlur OVC!!' several axn­
pounding periods (Tmns). 



ROUNDb(,NumberOfPlaces) 
ROUND rounds x to the specified NwmbrrO{PfIIca to the left or right 01 the 
dedmal point. 

If the NwnbnOjP/4a5 III positive, % is rounded to the number 01 dedmal 
places to the right oi the ded.mill point. If the MmtbnOfPlaa$ Is 0.1: Is 
rounded 10 thenaresl lnlege-. Uthe NwmberOfPl4a!s Is nevtive, Works 
rounds 10 the number of places 10 the leil of the dedmal point. 

Rows(RangeReference) 
Rows gives the number of rows in the fWrgtRefrrmu. 

SIN(x) 
SIN gives thesine 01 Jr. X is an angle measured In radians. 

SLN(Cost,Salvage,Lile) 
SLN uses the straighl·llne d!!predation method 10 find the 1lO'I0Wl1 01 
depredatiOl'l In OI'Ie period. 

0151 is the amount you paid lor the 11Ii!II!t. SalQlge U the amount you expect 
10 obtain when you seI.l the a!l5et al the end a{ its ute. Lift u the number ol 
periocb (usually measured in yean) you expect the a58el1o be In use. 

SQRT(X) 
SQRT gives the square rool Jr. If Jr III negative, Works gives the error value 
ERR. 

SIDffiangeReferenceO,RangeReferencel,. .. ) 
SID giws the population standard divtation 01 RangeRclerenoes. 

SUM(RangeReferenceO,RangeReferencel,..) 
SUM give! the total olan values in RangeReferences. 

SYD(Cost,Salvage,Lile,Perlod) 
SYD U5eS the swn-of-the-year&-digibl method to fi nd the amounl of 
depredation in a spedftc Period. 

Cml is the amounl you paid for the a9Sel:. SllltIIlgt Is the amounl you expect 
to obWn when you sell the asset ilt the end ollts life. Lift is the numberri. 
periocb you expect the a!lSel: to be in use. PtrV>d Is the period for whldl you 
want 10 find the d~tion. 



MSWorks·fWlctlons 193 

TANtx) 
TAN gives the tangent of x. X ls.n .ngle measured in Bdians. 

TERM(Payment.Rate,FutureValue) 
TERM gives the number 01 compounding periods nec:t'S8M)' fOf' eerles ol 
eqUjlI Payments. earning a fixed inten5t Rate pel' period. to grow to I 
FutureValue. 

TIME(Hour,Minute,Se('ond) 
TIME gives a time number for the time spedfied by HOW', Mmlltt and Stctmd. 
The time number Is a fraction ranging from 0.0 through .999, representing 
times from 0:00 Of 12:00 P.M. through 23:59:59 or 11:59:59 P.M . 

Hawr Is generally a number ranging from 0 through 23. MinI/te ind Second 
Ill! generaUy numbers ranging from 0 through 59. H minute or geCOIId are 
outside the range of 0 through 59, TIME Idjusts to the corT«t time. 

TRUE() 
TRUE give the logical value 1 (TRUE). You can use TRUEO inslead 011 10 
ctelIle more readable logical formulas. 

V AR(RangeRelerenceO,RangeReferencel,. .. ) 
V AR calculates the variances of the numbers in RangeReferences. 
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Appendix C: Macros 

Mkrosoft Works macros work Uke a b1pe recorder. However, instead of 
Il'aX'ding sounds. macros record your keystrokes. When you play back a 
mxro, Workll.utOl'll.1t:iaUy repealll the recorded keystrokes in the same 
order you recorded them. 

This section tells you how to reoord and play macros. The maa-o options 
are Usted In the Macro Options dialog bo:t. This dialogue box Is displayed 
when you press [AltJ/. Every time you start W(Wks, any IlUIC'OIlI you 
prmously recorded are available; pressing the macro playback key Cl.U5eS. 

maao to run. Macros are saved when you exit Works. 

In the Record Mac:ro d ialog bolo you UlI promptrd for the following: 

P/RyIIGck by A slngle key or key mmbillat101l thai you press when you 
want to play the macro. At this prompt prcss the key:! or key 
combination and It will appear in the dialog box. 

Tilh A de9Crlptlon of the macro you want to record. The title can 
be up to 30 cnanllcters. The title Is not mandatory, but makes 
referencing easier. 

Recording a Macro 

Important: When you begin recording. maao, you must have everything 
In your doannenl or file exactly as It will be when the macro is played back 
the CUf90f or highlight must be positioned where you wanlil 10 be when 
you begin recording keystrokes; any conditions, options or views required 
(such as manual calculation. data protection or List v:\ew) must be turned an 
or selected. If you wanlihe macro 10 use nonstandard specifications, like 
custom lab stops, oountry settings or units of measurement, change them 
before you record your macro. 

To retord a macro: 
- Work in your documenl oJ file until you wanl to begin recording the 
macro. 

-Press IAIII I 
-Select Record Macro. 
-Press Enter 
- In the Record Macro dialog box. press the playback key you wanl lo assign 

to this macro. 
"Type an optional litle in the TItle box. 
"Pres Enter 
The word RECORD appears in the Works message line. Works will now 
reaxd every ¥eystroke you make until you end the recording . 

• Type: the exact keyst::rokes for the task you want to record. 



• Press IAltJl when you complete the keystroke you want induded in the 
macro. (You can also pressiAItI· (minus) to do the next 25teps) 

oSel.ect End R.ecc.-ding 
oPress Enter 

Now press the pbyback key. The maO'O plays every keystroke you pressed 
while recording. including any existing macros whoee playback key you 
Pl'!sed while recording. 

To cancel a macro while recordlna: 
° Press (All] I 
oSelect Canoe] Recording. 
° Press Enttr. Nomacroiscrealed. 

Correcting a Mistue 

U you make a mistake while recx:wdlng a m.cro, you have twocholces: 
continue with the macro by pressing whatever keys are necessary tOlXll'l'ed 
the error or canoe] the macro and begin again. Although you can not change 
a maa'O while you are rec::ording it, you can edit macros In the Word 
Processor. For mCln:! Infonnation.!IOO Editing and Writing Maaosin the 
AdvancOO Macros topic. 

Playing a Macro 

You can playa macro using clther its playback key Of the Play maaooptiOfl. 

To play. macro uainslb playba(k by: 
oWork In your document or rue until you want to play the macro. 
° Press the macro'. playback key. 
Once you start the playback. Works plays the macro until It Is completed or 
until you cancel the playback. 

To playa macro from the dialOS box: 
oWork In your document Of fUeuntiJ you want to play the macro. 
oPree [AItIl 
oSelect Play Macro, then press Enter. 
oIn theMaaos box. select themacroyou want to play . 
• Press IAltJ p (play) 

To can«l playback: 
Press IAltJl 

Stopping I macro during playback does not reverse any act:Iom the macro 
has already perfonned. but does slop the macro from performing any further 
.ctIo~ 
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Skipping a Matto 

If the playback key you assign to. macro is abo. key Worla! U5t'S to 
perform mother function. you can tJdp (or Ignore) the maao playback Ind 
tee the playback key lor ilsorlpl.1 ~ 

To ,ldp I maao: 
-Pres ' (accent gnve) to sldp the macro playback. (next to the 1 key on the 
keybomt) 

-1're9s the key whose function you want to use. 

Note: You can 100 insert ,sldp before I p1.lylndr: key by!lclccting the Sldp 
option from the t.Ucro OpciOl'lS dialog box. 

Deleting a Matto 

You can delete. maa-o you no longer need using the I)clete Maa-o Option. 

To dflete . macro: 
' PreM IAIII I 
-Select Delete Maa-o, then prC!il Enter. 
- In the MKT05 box. select the macro you want to delete. 
-Press IAIII T (delete) 
-Repelt If necessary Of pre9S JAIII 0 (done). 

Changing a Matto Playback Key orTiUe 

To chanse I macro pbyb;u:k key Of title: 
-PreMIAltl l 
-Select Qange Key &: ntle, thf!Q presIS Enter. 
- PreM (AliI C (change) The reoord macrodialog box is disp1.lyed. 
- In the Record Macro dialog box.. pre$8 the new playback key you want to 
a!l8ign to this macro . 

• Type a new title ill the title box. 
-Pre!II Entfr. The OIange Key &; ntle dialog box is displayed . 
• Repeal Of press {AlII 0 (done) when finished. 
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Advanced Macros 

Wc.b macros have other powerluJ leatw'l:S in Iddition 10 recording Ind 
pUying. You Qln.ao: 

-Tum oil all macros.. 
- Createa macro that repeats Itself. 
-eze.te a macro that p1IU!JeII foe a specified IlD"IOUnt oi time. 
- Create I maao that p1IU5eS foe you 10 type. 
-ernie and play CIne macro while you a~ playing lnother. 
-Edit In existing maaoor Cl"Cilteoneln the Works Word PP,n ...... _"", .. 

Turning off Macros 

You (:all tum oif IU macros U you wanlto WJe p1aybKk keys for other tatb 
or to lvoid accidentally playing I maao. 

To tum maaolon and off: 
- Pres6!Altlf 
elf mIcros Ire on, 5dect Tum maaoe oil, If they Ire oif select Tum macros on. 
- Ptes& Enter 

Repeating a Macro 

A repeating macros replays W"ltil you stop It. 

To aute I nputing maao: 
-Start recording the macro. 
-Type the exact keystrokes foe the task you want 10 perform. 
-When you have completed the task. press the maao's playback key. 
Pre.tng the maao's playback key during a recording automatically ends 
the macro recording and creates a macro thai r~ts Its task W"ltil you stop 
II- You don't need topmilS IAltl / 10 end themaao recording. 

To .top I repeating macro: 
- PressIAlt) 1 

Note: When aeating repeating macros. you can insert I paU!le in the maao 
that lets you dedde If you want the maao to OOt"Itinue repeating. You can 
Insert a timed pause or a pause for Input u de9Cribed In the loUowing topk. 
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P.1using a Maao 

You can insert three In- J»UJeI into I mlao; I timed J»UM. I fixed-inpul 
pll\15e, Ind I vlrllble-inpul piU5e, You can 1nMrt. J»lde wtille recording I 
maao by choosing one 01 the P11J3e options hom the Micro OptIon dialog 

"" 
"- Specifhs thll!he maao mnlin paU!led for IlJ*ified 

period oi lima. When)'OU play the micro 1I.lops when 
)'QU inlerted the PIIu.. and the wordJ PAUSE Ippear in the 
Q'IIetMIge line. When the specified time 11 over the mllCrO 
ccntinueJ playing. You can ftId. Plltae before IlIlp«ifled 
time ebJ"'t'S by prealng any key. WorbmntinueJ 10 play 
Iho~= 

Fiud Jrqnd Spedfles thai the macro remJln paused untO you type. 
tpedfIc number oi characten. When you play the micro, II 
Slope w~ \I reKhet the point where you inserled the 
piU5e, Ind the wordJ AXlNPUT appears in the Dll'85llgC 
line. After you type the last mander, the m.O'o CCXltinUllS. 

V.nabit Inpill 5pedfles that the macro remain paU!led untO you Iype any 
numb« 01 char.clen..nd then press Enler. Whm you play 
the maO'o, It stope whftllt rachel the point where you 
ln5erted lhe ptl.iSe, Ind the word VARlNPUT Ippears In the 
~ge Uoe. When you press Enler to mod the ~use, the 
maao tOntinU81o play. 

You can not use the Enter key IS one ollhe characters you Ire typlng during 
the pause, bea.use the Enter key is used to end the pause. 

To inaert a timed paUIr. 
-Begin reaxding the micro. 
-At the point where you want to pause, pre!iI!IIAJI) I. 
-Select Pause, then press Enlu. 
-Type the pause lime in the HH:MM5S. Tfonnat. 

fDmp/t: To ~ve I micro peuse for 1 minute, 10and S/10 IIIlOOI'Ids, type 
1:10.5) 

-Press Enter 
- Continue recording the macro. 

When you play the macro, the macro will pause for the amount of time you 
"""fiod 
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To in.ert a fued.input paulol!: 
- Begin reoJrdlng a new macro. 
- At the point where you want a fixed..lnput pause, press (AIt1 /. 
· SeIect fbI:d Input.1hen press Enkf. (Or press (Ctrl) I (right bracket.) todo 
steps 2 and 3.) 

-Type the fixed-input entry. 
Works keepalndt of the number of keys you pr'C'S, includlng any spa<:e5. 
til b5I Of other spedal chuaders. 

-Toend the fixed..input pause, press (All) I. 
- Continue wcordlng the ma(.'fo. 

When you play the macro, the maa-o will pause b- the eJalct numbe!-r:I 
chlll1ldeni you sped.6ed. 

To in.ert a variable-input pilute: 
- Begin recording a new macro. 
· At the point where you want a variable-Input pause, pre9l!llAlt1 f. 
-Select Variable Input. then press Enter. (or J'fC'SICtrlJ - (minus) to do '. 
2 and 3) 

• Type a variable-input erltry. 
(Do not press Enter as part oI your variable Input) 

- To end the variable-input, press (Altl /. 
- Press Enter 
- Continue wcordlng your macro. 

When you play the maao, the maao will pause until you pr'C'S Enter. 

Creating a Nested Input Maao 

Much like a variable-Input pause, a nested Input QliI(.'fO pcnnltlil you to pause 
a maC'O and type variable Input. This input beoolOf.':!i a separate maa-o you 
can repeat any number of times within the current ma(.'fo. Or you can play 
the nested input macro in its owo. 

To create a netted micro: 
-Start recording your primary macro. 
-At the point where you want the primary Dla(.'fO 10 pause while you reaxd 
a nested Input milao, press IAItI /. 

-Select Nested lnput.lhen press Enter. -Press. p1aybilclt key for the seoond macro and Iype in a title. (II WlIInted) 
- Press EnlH 
-Type the cud keystrokellor the task you want 10 record for the nested 
input macro. 

- Press(Alt(1 
-Press Enter 
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. Continue recording the primary mac:ro. 
oAt a point where you want torepeat the nested input. press its playback 

'''Y-
If you want the primary macro to play the geOOnd macro more than once, 
repeal the previous step in each place you want the second macro to be 
played. 

-End the macro recording. 

When you play the macro, the macro will pause for the nested input unW 
yO\.I press Enter. You now have two maaos, the primary macro and the 
second, oc nested macro. 

Afler you have created a nested input macro, you can play the nested Input 
macro without playing the primary macro. 

To play. netted macro without playing the primary maao: 
. Move the CI.lr.IOr to where you want to play the nested macro . 
• Prc9S the nested macro's playback key. 

Editing and Writing Macros 

When you record a macro, Works immediately saves il and adds 1110 the 
maao definition file (MACRO.lNO. lhIi.ng the Word Processor, you can 
open the macro definition fileand edit the matro definitions. 

You can also write an entire mIIa-o definition in a Word Processor 
document, rather than reconiing it. You write a macro by typing the keys 
you want the macro to play in the Word Proce9sing dOCUJJ'leflt. 

In the macro definition file, Works represents all keys with a keyname, 
some of which are enclosed In angle brackets COo). For eumpJe Works 
represents the key sequence Alt ... W as <l.11w>. 

H you write a macro dclinition, you ml.l9ttype each of the macro codes and 
keystroke'! In the body of the macro. 

Eumplt: 
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Importanl: While MACRO.INIIs open in the Word Processor, you cannot 
record or play macros. 

To open tht macro flit: 
-Press {Alt) F,O (file, open) 
- Move 10 your Works program directory, If fl«leSSary. 
!he maQ'o definition file musl be in the Works program directory or on the 
Works program drive. 

-In the Ale To Open box,lype macro.int 
-Press Enter 
-A mC9Silge Is displayed, pre98 Enter to remove message. 
- Press IAlII W (word proc:e!I9Or) 
-Pre9s Enler 

To tdit or write a macro definition: 
-Move the 0lI'!i0r to the maao definition you wanllo edit or 10 the line in 
which you want 10 Insert a new maao definition. 

-Edil the existing maO'O definition or write a new mDO'O. 
If you are writing a new maO'O, be sure to type In a asterisk on the title line. 

- Press {A It) F,S (file, save) 10 save the file. 
-Press IAltI F,C (file, d0ge) to clear the file from the 9Cl'een and make your 
new macro aval.l.abIe for use. 

Macro Keys and Keynames 

The following table lists all the keys and keynames available fOl playback 
keys and recording a macro. 

Note: If you choose a key combination In which you press and re1ease the All 
key, such 119 AlT F,5 ror the FUe Save command. the macro code displayed In 
your maaofile is <menu>, rather than <Alt>. 

Alonr. Wilb SHiEl Wi1b cm::IlOi. Wllb b.lr 
I'woo2Iart ~ Fl-FU 
<FI> <Shlftf1> <ctrlfl> altf1> ... .....,..,... 
1 1 <drll> -a111> 
AlpbKootbl gy.. A-2 

• A <ctru> -aita> 
OU-~aa4byo 

<drl-> all-> 
+ <ctrl= alt:> 

I I <ctrl(> 
I } <ctrll> 
\ I <ctr\\> 
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< .. "" <shlftback> 
opa~ <>hlfbpa"" 
<eo<> 
<Db> <Shill:tab> 

"""= ahlftenter> 
<I"t> <>hlftJolt> 
<right> <shlftright> 
~p> ahlftup> 

Numuic Keyp.ild 

A1w1c With ~ lUEI 

""'.., <shUtcnd> 
«I~> <shfildown> 
<podn> <shUtpgdn> 
<I"" <ShIftJe!b 
<dND """"<lND 
<right> <shiftrlght> 
<h~ <>hlfthomo 
~p> <Shiltup> 
<pgup> ahlftpgup> 
<1M> OhlltinD 

«I.., <shiltdel> 

Macro option. 

MSWods-M!lCfOI 203 

<ctrlbaclc> 
<ctrlspace> 

<ctrltab> 
<cIrlcnler> 
_U.t> 
<ctrbight> 
<ctrlup> 

Whb CONUpL 

<ctrlend> 
_Id~ 

<ctrlpgdn> 
<ctrUeft> 
_IdND 
<ctrbight> 
_Ih~ 

<ctrlup> 
<ctrlpgup> -­_Id.t> 

alii> 
allbado 
altspace> at_ 
<llttab> 
<altcnt<!l'> 

WITH NlIM' CK"!' P'S 

<1<1> 
<k2> 
<k3> 
<1<0, 
<1<5> 
<k5> 
<k6> 
<k7> 
<1<8> 
<k9> 
<1(> 

WlJb ALI 

<altk/> 
QItJc-> 
Qltk-> 
Qltkt> 

When you dlOOSe a macro option.1IUC'h a!I a variable lnput ~Uge, a rode II 
lngertcd into your macro. 

llRlWl 
TImed pause 
Variable lnput 
Fixed Input 
Nested input 

l:W 
<pause hh:mm."S$.1> 
~fId> 
<ffid II> 

<nest playbackhy> 
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Key, not available for playback. 

The below listed keys em be used 10 record or wrlte a maao, but can nOl: be 
used as m.aao playback keys. 

AlIIII< 
<= 
<tob> 
<~ter> 

<kent."., 
<1011> 
qlghl> 

=p' 
<d~ 
<><Idl> 
aright> 
<xup> 
~do~ 

With SHIH 

<Shifttab> 
.::shiftenter> 
<Shiftkenter> 
<Shiftleft> 
<Shiftrlght> 
<Shiftup> 
<Shiftdown> 
""lfudoll> 
<Shiftxrtght> 
<Shiftxup> 
<Shlltxdown> 

With CONTIOL 

<drltab> 
<drienler> 
<ctrlkenler> 
<wlleft> 
<ctrlright> 
<ctrlup> 
<ctrldown> 
<culxleft> 
<ct:rlxrlght> 
<culxup> 
<ctrbu:!own> 

With ALI 
<.altesc> 
<alttab> 
<a.ltenter> 
.,.1IkenleD 

<altxlcl't> 
<altxr1ght:> 
<altxup> 
<altxdown> 

Note: If you try to U5e almmon typing keys sud! as letters or numbers as 
playback keys, Worb displays a warning message. 
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Appendix 0 : DOS 

[)();.Ihortfor I:bk OperatingSystem. manages the way your files. dlroctorles. 
hardware and JOt"tware are Q)l1tro1ed. 

Your Pocket PCcomputCf ha,sMS tx::6 version 5.0.lnstalled In the C: \ and 0:\ 
ROM drives. The C:\ drive co.1taln5lhe boot and configuntion filell and the 
0:\ drive Ilmtains the program files. 11dt appendix I.t d1v1delnto twoKdiON 
the fu1t wiD cover some of the blsle DOS COIlUnIIndJ and rule and the IeCOnd 
will rove-the D05 commands thai have been Installed on yourcomputer. 

Working with Files 

The WcxtNltlon you aeate and that the computer I1!le!Ils stored in files. The 
tnstructIon,aresloredl5 program filesand theinfonnation you a~te I, stored 
In dati files. 1'hese lUes are then stOl"I!d and organized In directories. 
EYft)' file hu • name and most files have filename exten!iont. AlenalnN 
usually klentify their contents and fi1ename extensions help you Identify the 
... type. 

OOS File Naming Ruin: 

' Filename can not contain more tNI8 characters. 

• Fllename extensions can not contain more than 3 characters. 

. V.lid characters lndude the letters A-Z. the numbers ()'91nd the fOUowmg 
special d1aracters: _ "$ - !, '" &: - 000" 

. Invalid characters are: spaces, comma!, blcksbshes or periods (except 
periods that seperate names and extemiorul) 

' lnvalid file names a1Jo indude .even! D05 ooaunands such as UOCKS, 
CON, AUX. COMn (where n. 1-4), lPT" (where n '" 1-.3), NUL and PRN. 

Types of Files 

Within D05 and any D05 rompatible Ippplk:atlOfl there are five baste: types 
of files they are: 

PlvpmFiln 
Thee are files that conlaln the programs thai run your «lmputer. They 
usually have the .EXE or .COM file naame extension . 
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Specialize Data File. 
Most prouam. USU&I..Iy produce dalllUes thai mntam omain rodes that 
can be u5ed only with the spedl:IcprognIm. 

Unformattfll Tu-t File. 
Thege are files that conlaln only text. Almost IU computer programs use a 
system call ASCll to reprC!!lenI text. Text files UIUoIlly have the.TXT 
extension. 

Sy.ttm RIe. 
System files IXIIlWn Information about your hudware and In !IOO'letimes 
called device driven. The<ie files USlUlly have the 5YS extension. 

Batch ProPO'Ul 
1bege lUes are unIol1Nllh.'d text files tNl contain MS.OOSoammronds.lf 
you oftm do the 111M set ol commands to start I progtU\ you can put 
them in. Nlch prosnm. These files always have the .BAT extcrudon. 

File Size, Date and Time 

MS DOS ItoreB InfCll'lNtion about file me. filecrealion dlle &: time and 
attributes suc:h n llit hu been modi.fied. if Ills reed only. hidden etc. (!lIE 
theattributea:.rurumd) If you type diron the command Une you will_I 
list 01. the files. the file Jize, and the file creation date and tiJne. 

Organizing Flies into Directories 

Depend on the size 01 the drive, iI disk can hol.d thousands of files. To keep 
track ot your rues. you can use DOS to regroup !helM! files into directories. 

When you forma' a disk. MS DOS creates one large directory ailed the root 
directory. All othe!- directories you aNte bnanch from the root directory. 

MS DOS Command Line 

The MS DOS command line is where you type commands ahl.'!' I COIlUIVnd 

prompt. Thecommand tine is indiated by the prc:mpt C:\> 

A IXrectory or subdirectory I\I.me can follow the prop! to indiate what 
directory you are w.rrentl y in such as 0:\ WORKS 

To direct IXlSto perform a task,. you type a command. then pres!! Enter. 
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Parts of a DOS Command 

Depending 00 therommand itan have one, two Of" threepum. Some 
c:ommands you need only to type in the <.'Ommand namt IIUCh IS VER on the 
command Une It will tell you the DOS version. Others you mly need 10 type 
In pRI1II1Itltl'l or SwitdllS. 

Panmeters 
Defines theobjed you w.mt IXlSto.d on. such as II filename. 

Swi_ 
Modifies the way. command performs a task. A swtlch ~ I forwud slash 
(/) usually followed by. slJ1g1e letter or number. 

Shortcuts to Typing a Command 

005 tw editing keys that change or repeat. command that you have just 
typed. The most common two are F1 and F3. 

F1 DIsplays the prevk>us command one chancret at I time. 

F3 DisplaY" all of the previous command. 

IXlS has I lX>Skey P'ogr.un that retrieves, modifies and reu5e9 commands. 
See the command reference on the following ~ges for more lnfonnation. 

Pre55lng INS toggles between the insert and replace mode.. 

Using Wildcards 

A wildcard acts iIS a substitute for a name or extension. There are two DOS 
wild cards: the question mark (?) which represents a single character and the 
."terisk (0) which represents a group of character!! or an entireword 

If you wanted to 900 aU t~ files on drive a: with the .EXE filename extension 
you could type on the oornmand line: dir L",en 

Stopping or Canceling a Command 

You can lemponrlly stop the output of a command by pressinglCTRL] S 
or PAUSE. Pres!! any keyexc:ept the PAUSE to restart the command. 

U you want to stop I:)a; from completing a command" press (Ctrl) BREAK 
or {CTRL) c. 
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Designating a Drive 

The current drive appears 15 the first letter in the command prompt. On 
your Pocket PC drive C\ and 0:\ are the ROM memory drives, drlveE:\ Is 
your RAM Disk and drlvesA:\ and S:\ are the Ie memory cards. 

If the files or directories you want to work on arean the current drive, you 
do not have to specify a drive letter. To change to the current drive, type 
the letter of the drive you want followed by II colon. FOf' example to change 
from drive 0:\ to A:\ Iype a: on the command line. 

Internal and External DOS Commands 

J:>ai loads some ol the commands into memory when you boot, Of start, 
your 'ystem. These are called internal commands and are located inside a 
file called COMMAND.COM. To use an intemalcommand type It on the 
oommand line with any necessary pa.fametcr5 or swilche!l. 

Internal Command, 

CD 
CIS 
COPY 
DATE 
DEL 
DIR 
MD 
PATH 
REN 
RD 
TIME 
TYPE 
VER 
VERIFY 
VOL 

Ganges directory 
Oears screen 
Copies files to anotbCT location. 
Sets the dale 

""ct~ 
Gives II directory listing. 
Makes directory. 
Sets II path for executable files. 
Renames II file 
Removes directory 
Sets the time. 
Displays the contents of II text file. 
Displays the IXlS version 
Tells IXl3 whether to verily thai your files are written rorrectly. 
Displays the volume label and serial number (If one exists) 

External Commands 

FORMAT 
XCOPY 
INTERIM< 
INI'ERSVR 
LABEL 
KEYB 
PRINT 
ATTRIB 
DC6KEY 

Formats drives. 
CopIes directories, subdirectories and files. 
Communication program 
Communication program 
Puts a name 011 a drive. 
Determines the country code for the keyboard. 
Print a file to the printer or to another file. 
Spedal codes attached to all files. 
Shortcut key 
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Attrib 
0Itpbys, sets Of removes the read-only, ardUve.l)'Steln. and hidden 
attributes ... gnect to fUes. 

Syntax: .ttrib )+rI-fH+.I ....... I ...... h l.h)[drl":Jlpathlft't'llitnu) U.! 

To dispby aU attributes 01 aU fUes in the current du"ectcIfy. type attrib 

+r - I' Sets/clears the read only .ttribute . 
.... ·a Sets/dl9a the archive .ttribute. 
th·h Sets/dean the hidden atlribute. 

CD 
Displays the name 01. the turmlt dindory Of changes the current directory. 

Syntax: cd Idriw:u,.atllJ 

To change 10 the foot direc:tory type cd \ 

To wnge to the parent directory from • subdirectory type cd_ 

CLS 
aearsthe~ 

Syntax: d. 

COpy 
CopIes files 10 another location. 

Syntax: cop)' U.Vblsollralf.IIbU .... OIlruf/.IIbIl-t+_.) dnri".tio" V.IIb) Iv 

DATE 
DlspIays or lets you change the dale. 

Syntax: date I"'m-dd-yyl 

DEL 
Deletes spedfic Iiles. 

Syntax: Delldrille:Jlpd"lfilm4mtl/pl 

If you use the Ip switch.. del displays the name of a file and prompts you 
with. delete me!l8age. 
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DIR 
Displays a Uist oi l directaries files and subdirectories. 

Syntax: dlr (dril1~)Ip.llltJa)lfIlnurPHl!)(Jp IUd Ua":]4ttribIlU.JJUo(:porlonfn) 

.wi,,,,,,, 
I p Display! one &creen listing at a time.. 
I w Displays the li.stingin wide formaL 

attribules 
h hidden lUes 

-h files that In! not hidden 
, system lUes 

-9 files other th l t system files 
d dirl!CtOries 

-d flies OIIly 
a files ready for Irchiving 

-a rues that have not changed 
r read only files 

·r files thal.re not read only 

DOSKEY 

9Ortord~ 

n alphabetical ord~ 
·n revene alphbetic:al 
e alphabetical by extension 

-e revene alphabetical by ext. 
d by date and time earUest first 

-d by dateand time latest first 
s by size. smallcst first 

-9 by size largest first 
g with din before fildl 

-g with directories liter fiIcs 

Starts the JX)5key prognm, which recalls the MS-DC6 commands, edits 
command lines and creates maqos. DOSkey is .15R prognm and 
ocxupies abowlt 3k 01 resisent memory. 

Syntax: doskey lIre!n .talUlIbuf.ize-si ulhna('l'l)S)Uhistory nin~ 
onfStrikellnuuTO.II"PHI!-(lexlll 

Switches 
/ reinstall 

I """'" 

instaUs a new copy of Doskey prog:r.am, even if one 
already Is already installed. In the latter case the I 
reinstaU swilch alsodca~ the buffer. 
Spedfl.es the size of the bulfer in which Ooskey slOI'e!I 
commands. the default is 512 bytes. The min is 256 
byteo. 

l macros Lists all Doskey macros. 
/hIstory c.- Ih DIsplays a list of all conunands stored in memory. 
/ insert / overstrike Spedfies If new text is 10 replace old lext. 

Recalling a IXlSkey command 

UPARROW 
DNARROW 
PgUp 
PgOn 

Recalls the previous rommand. 
RecaU the command you used after the one displayed. 
Recalls the oldest command. 
Recalls the most recent command. 
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FORMAT 
Formats the drive 10'~ DOS HIes. Formal Q"Htes I new root directory 
.nd Ale AIloalion Table (FAn for the drive.. II aDo checb for bid areas on 
"'rl~ 
Syntax; formal firifl,: 

The Pocket PC doee not require any special fOfDUlI switches. 

KEYB 
Configures. keyboard for. spedflc language. Use Keyb for langu.ges 
oIh« than US English. 

Syntlx; keyb(zzt1mlUdrifle:Jlpathlfilenunelll 

paramelen 
xx sped.flet the keyboilrd rode 
Germany tv 
France fr 
SpoIn", 

yyy spedJl.cs the code page 
Germany 850,437 
France 850,431 
Spain 8SO.437 

LABEL 
Creates, changes ordeletes a disk volume label. 

Syntax; Label rfiriflt:J(IIlbI1I 

MD 
Makes. directory. 

Syntax; md 14riflt:)(pllthldinctc:lryname 

PATH 
Seta •• end! p-th (or execut.ble files. IXl5 U!ie!I the p-th command 10 
_rdI for.ext (lies In the d1r«1orles you specify. 

Syntax: path Idriw:lp.ath 

To dear.U ~rch.path settings other thai the deI.wl setting. U5e the 
following .yntu: path; 
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PRINT 
Plml, a text file while you are using other I:>aO commands. Thh command 
can print In the background if an output dcvtce Is amnedoo 10 your 
systems 5erlal or parallel port. 

Syntax: printlld:dnialldri11r.llp4t11J/il,..nw 

REN 
Qanges the name of. fUe or fUelli. 

RD 
Removes (deletes) I directory. 

S)'lltax: rd Idritle:lPlitII 

TIME 
DIsplays the system time or sets your computers inletnilJ dod:. 

Syntax:tirnef/lolfrs:fmi1lIlk5(:Mcollds(Jn"ulrrdt#ll)lfll pJ 

• I P sets un. or p.m. 

TYPE 
Displays the amtenls 01 a text file. 

VER 
Diplays the MS-DOS version. 

Syntax: VI!!' 

VERIFY 
TdbD05 whether to verily that your rues are written correct.Iy to disk. 

Syntax: verify on I off 

The on enables the verUy, off diYbles II. 
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VOL 
DUpllYI the disk volume blbellnd 5erl.a1 number (If they oist) 

Syntax: vol (f'riw:) 

XCOPV 
CopIes files (excc-pt hidden Ind system) and directories, lncluding 
subdirectoriH. 

Syntlx: xmpy .ollrc:r{dtstilfatiolf III. 11m U/ddatt')Upll/.l1t UIvIUw) 

parameters 
source Spedfies the rues you want to c:opy. Sourc: mustlnclude either. drive 
Of path. 

switchel 
la Copies only!lOW'Cle files whoee archive me attribute are !lei, without 

modifying the attribute bit . 
1m Copil'5 only!lOW'Cle files wh06elrclUve file hIS been let. turns oft 

the archive bit specified In JOUrCt. 

IIbJiJIL Copies only files modified on or alter the sptclfled dale. 
Ip Prompts you tomnfinn whether you want 10 aate n.m dc5tlna· 

lion file. 
Is Copies directories and subdirectories unleH they are empty. 
Ie Copies subdiredories even If they are empty. 
Iv Verifies ead! file as It 18 wnllen. 
/ w DlspLays a prompt for response. 

Batch File Commands 

A batch file progr.un Is I text (ASCII) flJe containing a !leril'5 of MS-DOS 
commandswhk:hcan beexecutoo with Islnglec:ommand. A batch fUemUSI be 
given • . BATexlensl.on. Any [X)Soommand Cln be put Into I haldl program. 
There are eight addition.1 (Jnl'lInmds specially des1gned for batch programs: 

CALL 
fOlD 
FOR 

GOTO 
IF 
PAUSE 

REM 
SHIfT 

To ante iI balch pTOgnm with the mpy command: 
-AI thec:omm.nd prompllype copy con filDlllmr.bal 
-Type the batch program commands each on a seperale line. 
-Pre. F6 or ICtdlZ when finished. 

Ifinlnalal in balch progrrImming pltlJSe rtfcr lOll rnarr dtJailt4 OOS gllidt . 


