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Introduction

Introduction

Welcome!

Welcome aboard the WIinPAS tutorial train! We'rstjabout ready to pull out of the station for
an exciting, educational adventure, and you'retedi

The goal of this tutorial trip is to teach you thessics of using WinPAS Plus32. We may even
throw in a few comments along the way that willegitou a grin or two — just to make the trip
more enjoyable.

Settle back in your favorite chair. We’'ll get umglay as soon as you read the material below.

All aboard!

About This Tutorial

You can use this tutorial with WinPAS Plus32 vens8o4 and later. You can download the latest
version of the software from the WinPAS websiterw.malcolmhoward.homestead.corgven

if you're using an earlier version of WinPAS, ydghin new insight into the program by just
reading this tutorial document.

Using Adobe® Acrobat® Reader®, you can either pthirg tutorial or view it on-screen. Reader
is available as a free download from Adobe Systertarporated,
http://www.adobe.com/support/downloads/main.htifilyou don’t object to expending a bit of
paper and ink, | suggest you print the tutorialidoent. It will be easier to perform the tutorial i
you don’t have to repeatedly switch your monitaeso between WinPAS and the tutorial
document. And if you have hardcopy, you can artedtas you discover the secrets of WinPAS.

Suggestion: Start at the beginning of the tutaral work completely through it, at least once. If
you skip steps, you'll miss some vital informatiamd tips. Each section of this tutorial is written
with the assumption that you've read all the prawgdections.

This tutorial makes one other assumption: Thatkmaw how to perform basic operations in
Microsoft™ Windows®. For example, you should athe&now how to position the cursor in a
desired field and how to make changes to what gews the screen. Just basic stuff like that.
You don’'t need to be a computer nerddeek,if you prefer) to use this tutorial!

This is a hands-on, learn-by-doing tutorial. Talize the maximum educational benefit, you
should do everything you're asked to do. (But aelative to this tutorial!)

If you don’t understand some of the terms in thtsrial, check the Glossary section at the back
of the document. The mysterious term may be liatetiexplained there. Some of the more
technical information is also located in the GlegsaAdditional information is available in the
WIinPAS online help system, accessible by clickimglbig yellow question mark on the WinPAS
toolbar.
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The screenshots (screen images) in this tutoried weoduced under Windows XP. If you're
running a different version of Windows you may netsome cosmetic differences between your
screen and the images in this document. But tleglbox content will be the same. The author
reserves the right to change the dialog boxes\atiame!

The Index at the back of this document is purpoablyreviated. Using the Table of Contents at

the front of the document and the Index at the lidicke document, you should be able to
determine the location of the information you need.

Tutorial Enhancements

To enhance your experience with this tutorial aitth WinPAS, we've embedded the following
types of additional material in the document:

Tips provide helpful hints about effective ways to uss®AS and /or Microsoft™
Windows®.

Notes supply additional information.

Relevant Help Topics refer you to appropriate topics (subjects) in\iiePAS online
help system for more in-depth information. Witkine help system, one topic frequently
will refer to other topics.

Question / Answer pairs ask and answer the question(s) you're figliainking.

WInPAS Features And Benefits

If you're not familiar with the features and bete®f WinPAS — what the program can do for
you — readWinPAS Features And Benefissarting on page 67.

Support For WIinPAS Plus32

As you know, WInPAS software is free and technggiport is free. Support can be obtained by
directing e-mail to malcolmlonna@emerytelcom.net

Before you request help from technical supportagdetry to find the answer to your question in
the WIinPAS help system.

If you want to be notified of future WinPAS softweareleases, send your request to the e-mail
address above.
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The WIinPAS Online Help System

As mentioned above, scattered throughout thisialtare references to Relevant Help Topics in
the WIinPAS online help system. If you're not faanilwith online help, or need a refresher
course, please readsing The WinPAS Online Help Systetartingon page 64.
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Starting WinPAS Plus32

The first step, of course, is to start WinPAS. tBat now.

For The First Time

If this is the first time you’ve started the prograyou’ll be asked whether you want WinPAS to
establish an initial Name and Address (N&A) file fmu. That's the purpose of this dialog box:

Public Address System [*]
?r,/ WinPAS Has Determined That There Is Mo Mame And Address (N2A) File In The WinPAS Plus32 Folder.

L]
-

Do You Want WinPAS To Establish A& Mew MNaa File For You?

How To Respond:
-- If You Have Just Inskalled WinPAS, Click The Yes Button.
-- Otherwise, Click Mo, Copy Your M2, PLS File To The WinPAS Flus32 Folder Then Restart WinPAS.

Mote: IF ¥ou're Mew To WinPAS, Please Read The 'Getting Started' Help Topic Located In The ‘Introductory Topics'
Help Boak.

Unless you have a really good reason to do otherwlgk the Yes button. The file that
WInPAS creates for you is your personal N&A filehe place where you'll store your N&A data.

Note: There are two N&A files: Your personal file ancttfile you'll be working with when
you perform the tutorial. WinPAS automatically tshies between the two files for
you, as required. All data in the tutorial N&Afils fictitious. Your’s probably isn't.

The data in your personal N&A file is always safé's-never affected by anything
you do in tutorial mode.

If WIinPAS displayed the above dialog box and yackeld the Yes button, skip toEntering
Tutorial Mode on page 5.

Been There, Done That

If you have previously executed WinPAS and esthblisa N&A file, you won't see the dialog
box above. But you may see the one below.

If you were operating in tutorial mode when you tsut down WinPAS, the program asks
whether you want to continue operating in that mode

WinPAS Plus32 Tutorial 4
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Continue Tutorial?

| The Last Time WinPAS Plus32 Was Shuk Down, It Was Running In Tutarial Mode, Do You Wank To Continue
el Qperating In Tukorial Moder?

Since you're now reading the tutorial documerggigms reasonable to assume that you want to
continue the tutorial — so click thées button. WIinPAS asks whether you want to reset th
tutorial N&A file to its original content:

Reset Tutorial?

€ | DoYou'Want To Reset The Tukarial File So ¥ou Can Start Owver?

-

Click "es' To Reset, Click 'Na' Ta Continue \Where You Left OFF,

Yes Mo

Why would you want to return the file to its prisdistate? So you can start over with a fresh
slate. Oh, that life were that accommodating!

Click the appropriate button in theeset Tutorial? dialog box then skip tdxiting Tutorial
Mode below. What is the “appropriate” button? Wiliyou're performing the tutorial for the
first time, click No. If you're resuming the tutorial and want to aooe where you left off, click
No. If you want to start over, clickkes. You knew that, right?

If WIinPAS doesn't display théContinue Tutorial? dialog box (shown above), you must
manually enter tutorial mode, as described below.

Entering Tutorial Mode

On the main WIinPAS screen, pull down ffiee menu.

Uiy WinPAS Plus32

=M Preferences Help
Mail Lisk 3
Mah File ]
Prink ... CEE+P
Irnport k

Enter Tutorial Made Ckrl+M

Exit Chrl+3

If Enter Tutorial Mode is shown on the menu, click on it.

If Exit Tutorial Mode is shown on the menu, you're already operatingtorial mode.

WinPAS Plus32 Tutorial 5
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Note that when WInPAS is operating in tutorial meide right-hand end of the toolbar displays
the messagéd utorial Mode.

5 WinPAS Plus32
File Preferences Help

A0D ADD GUIK FIND UM
" Tutorial Mode
elp

Name And

Exiting Tutorial Mode

We're not going to exit tutorial mode right now e Just entered it — but you need to know how
to exit, as well as enter, tutorial mode. Exitiagery simple: Pull down th&ile menu and
select Exit Tutorial Mode. That's it!

When you exit (leave, terminate) tutorial mode, PAS changes its focus back to your personal
N&A file. From that point, all N&A processing issgformed on your personal file. If you
subsequently enter tutorial mode again, the foualitelses back to the tutorial N&A file.

You can enter and exit tutorial mode as often agreld. When you exit, WinPAS saves the

current content of the tutorial N&A file so you ceontinue the tutorial right where you left off.
This enables you to perform the tutorial at youngace.

Determining What's In The N&A File

We'll begin by learning how to use the QuickFinddtion to display a summary of entries
(records) currently in the Name and Address file.

QuickFind

QuickFind is so named because it permits you tokdyifind and, if desired, display any record
in the Name and Address (N&A) file.

Ready? Let's get started!

On the main WIinPAS screen, click tQeJIK FIND button. The resulting display lists the Name
field content for each N&A entry.

WinPAS Plus32 Tutorial 6
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i+ Name And Address File QuickFind

The Two Parameters Below Can Be Changed
From The Preferences Menu

Field Displayed: MHame
Sorted By: Sort Key 1

iMs. Annie Bellyache

M. and Mrs. James P. Bodine
Communications, Inc.

Frankie and Jonnie

Mr. Allen Hemphill

Smythes Termite and Pest Control
Mr. Frank H. Stein

Mr. and Mr=. Harry Aaron Tomphson
Vistaview Elememtary School

Mrs. Dog Walker

Dizplay Record | Cancel |

Before we proceed, please note the annotation inatedygl above the list of names. It indicates
what is displayed flame) andhow the data is sorted (I8ort Key 1 content). It also indicates
that you can change the field to be displayed hadort sequence. That's a subject we’'ll discuss
in the Advanced Topics section of this tutorial.

Tip: You can also use the QuickFind feature to do aftfivhat if?” exploration before
printing reports. It's explained in the Advanceabics section.

In addition to finding out what's in the N&A fil®QuickFind can also be used as a gateway to
access a desired record. Let’s do that now.

Accessing A N&A Record With QuickFind

Based on the QuickFind display, we know there’'sard in our file for Mr. and Mrs. Bodine.
Let’s display their record. To do so, you can@ittouble-click on the appropriate line in the
QuickFind list or single-click (highlight, seledt)e line then click th®isplay Record button.
Your choice, but do one of them now. You shoule thes window:

WinPAS Plus32 Tutorial 7
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EL] Browse/Change/Melete N&EA Records - Screen 1 Of 2

Mame and Address Telephone Humbers

Hame Type Humber

[Mr. and Mrs. James P. Bodine Home  +| |(312) 854-9853

Address

1298 Racine Court [CelTel  =| |(312) 834-3755

Suite 300 - Bodine Building \FAX | |(312) 746-3754

\Oshkosh, Wl  34872-4873 \Pager  =| |(312) 736-8763

US.A. |Europe = | |011-44-171-123456789

i ID Number
Copy H&A To Chpboard | I"i Show Screen 2 |
Browse Controls
Previous | Cancel Change | Delete |

We'll slow the tutorial train here for a few momersto you can review the content of this screen
(window). Take a good look at what type of dateersorded for the Bodines. Note that the
information on the screen is segregated into tfreeees the Name and Address frame, the
Telephone Numbers frame, and thdD Number frame. Frames are used to group
logically-related fields.

Tip: If you rest the mouse cursor (usually an arroypn a field for a few seconds,
WInPAS displays a rectangle with a message inaigdtie name of the field and its
maximum length. These messages are referredttmkisps

Many command buttons also have tool tips availaBlee for yourself: allow the
mouse cursor to rest on one of the buttons atakiern of the screen shown above.

The data retained for each N&A entry spans twoesie You're looking at the first one. Note
the title at the top of the scree8creen 1 of 2.

To display the remainder of the N&A data for thedBes, click theShow Screen 2 button in
the lower right portion of the screen. Yes, dodtv. You should see the following:

WinPAS Plus32 Tutorial 8
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EL] Browse/Change/Delete NEA Records - Screen 2 Of 2

QuickLinks To Other N&A Records Sort Keys

1D Description Kep 1

|EI |Daughler Ann Dizsplay |Budine.l amesP
Kep 2

5 [Realtor Display 34872
10 WJim's Mother Display E-Mail Address
|JimHaly@AnyNet.cum
|? |I'|'Iar_1,l's Aunt Jane Display
ID Humber

Previous Record Go Back 4 Show Screen 1

Comments

*Lions™ *Christmas™ Birthdays: 05/23 [(Jim] 12723 [Mary] Anniv:06/08

Browse Controls

Cancel Change | Delete |

Again, take a few moments to review and digestype of information on this screen. You may
not understand everything you see right now, butwil. That’s one of the reasons why you've
boarded the tutorial train.

Previous | :

Browsing The N&A File

Note theBrowse Controls buttons Previous , Next) at the lower left corner of the screen.
(Yes, they were on Screen 1 also.) These buttengsaed to browse through the N&A file, one
record at a time.

Tip: Note that the nomenclature on the face ofNb&t button is enclosed in a dotted
outline and the button itself is outlined in blackhis is Windows’ way of indicating
that pressing thEnter key (on your keyboard) will have the same effectlacking
theNext button with your mouse.

Sometimes the button is outlined in black but th#dm-face text isn't. The result is
the same: pressing tlmter key is equivalent to clicking the button.

Do a little browsing. Either click thidext button or press thEnter key a few times to navigate
through the file.

Clicking thePrevious button puts the browse machine in reverse gegyrit.T Note that when
you browse, WinPAS always displays screen 1 of &&&A record first — even if you started
browsing from the second screen of a N&A record.

WinPAS Plus32 Tutorial 9
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Question: When | browse, what determines the order (seqyénaeehich records are
displayed?

Answer:  The WIinPAS browse feature can display successiverds in their “natural”
sequence (i.e., the order they physically appetraN&A file) or sorted by the
content of the Key1l or Key? fields in the N&A redor

When WInPAS is installed, the browse feature idfigomed to browse records in
their natural sequence. You can change the brovasr from the Preferences
pulldown menu.

If you're browsing the N&A file in its natural segoce, WIinPAS treats the file as if it were
continuous (circular). When you try to browse phstlast record in the file, WinPAS circles
around and displays the first record in file. Wardgof? Watch the contents of thB Number
field as you browse. This circular reasoning warkeeverse, too.

When you're finished browsing N&A records, clicletGancel button to dismiss the last record
from the screen.

Note: The relative position of each N&A record is indié by its unique ID Number.
The first record in the file has an ID Number of 1.

All WIinPAS operations can be performed with namewith ID numbers. You
don't have to use ID numbers unless you wantfos{ WinPAS users ignore
ID numbers. Join the crowd!)

The QuickFind function isn’t the only way — and simes not even the best way — to determine
what'’s in the N&A file. WInPAS also provides antemsive file search capability that can search
any combination of record fields using completgantial data. We'll discuss (and practice) file
searching next.

Searching The N&A File

The search feature has two primary uses:
To search the N&A file for the sole purpose of defi@ing whether it contains specified
information
To create custom (specialized) mailing lists

We'll discuss mailing lists later in this tutoriak-or now, we’re going to focus on using the search
function to find records containing specific infation.

When WInPAS searches the N&A file, it looks at gvexcord to determine whether it meets
criteria you specify. You provide the search cidén a Search dialog box. It's displayed
when you click theSRCH button on the main WinPAS screen. We'll useillbstration below
to explain operation of the search feature.

WinPAS Plus32 Tutorial 10
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Ty N&A File Search (%)
Search Fields Options
[ Hame Only [Fast Search]: [ Save Search Resultz In A Mailing List
[~ Mame And Mailing Address [ Display Matching Records
[~ Telephone Humbers
[T Comments Search Parameter
[ Sort Key 1
[~ Sort Key 2

[~ E-Mail Address

™ Search All fields Listed Above Search Cancel

To conduct a successful search, WinPAS requireotloaving:
An indication of what field(s) to search in the N&&cord
The information you want to search for
What to do when a record matches the search eriteri
Let's see how components of tlgearch dialog box satisfy these requirements.

The Search Fields frame is where you specify what field(s) to skar¥ou can choose any
combination of fields, or all fields.

The Search Parameter frame is where you specify the search criteinPAS will search for
the information exactly as you type it in (see No¢dow). Punctuation, special characters, and
spaces are allowed in this field. You can seasthgucomplete or partial information.

Note: The Search Parameter information is not casetsansit can be typed in
UPPERCASE, lowercase, or MiXed cAse. The resdilisbe the same.

In the Options frame, you tell WinPAS what to do when a recowtehes theSearch
Parameter information. (In programmer parlance, a match lit.a

Note: The two optionsSave Search Results In A Mailing Lisind Display Matching
Records can be used singly (alone) or in combination.

The first option Save Search Results In A Mailing Lisistructs WinPAS to include matching
records in a mailing list. Remember, that's addpr later.

The second optiomisplay Matching Recordsells WinPAS to show you each matching record
before the program takes any other action. Ifs@lect this option, one of the following dialog
boxes displays each time WinPAS finds a matchiogne

WinPAS Plus32 Tutorial 11



Tutorial

"t Record Matches Search Parameter

{"Continue Copy H&EA To Clipboard Screen 2 End Search |

If you're not creating a mailing list

CAdd To ML I Don't Add End Search |

Screen 2 | Copy HEA To Clipboard |

If you are creating a mailing list

The top dialog displays if you're not creating ailing list; the bottom dialog displays if you are.
Study these two dialogs carefully, noting the samiiles (what you can do through either dialog)
and differences (what you can do through the boti@iog only).

Question: When would you want to display and review a matghecord before deciding
what to do with it?

Answer:  When you're searching through the N&A file onlyfiod desired information
OR when you want to exercise an additional le¥sloutiny (your eyes / brain)
before deciding whether to add a record to a nillst.

Relevant Help Topics Some Searching Thoughits book Miscellaneous Informatian

Now that you've been introduced to the basics afad@ng, let's see how theory holds up in
practice. We're going to initiate a search.

For the sake of this tutorial, assume you haveralaege N&A file — 1,500 records. Too many
to visually review by just browsing through thefilecord-by-record. (By the way, do you know
how many N&A records WInPAS can store? That'strighi,700 records.)

Suppose you need to determine whether any of th& M&ords contain an address in Woodless,
CA. If there are any records that meet this ddtgrou want to display them on your computer
monitor. That’s an easy task for the Search fonctiLet’s do it.

Do the following:
- Click the SRCH button on the WinPAS toolbar
In the Search dialog box, choos&Name And Mailing Address in the Search
Fields frame
Select Display Matching Records  in the Options frame
Type woodless in the Search Parameter field (this field is not case sensitive,
remember? )
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Does your screen look like the illustration belo¥3o, you may advance to Park Place and, if
you pass Go, collect $200. If not, go straighidd.

i, N&A File Search

Search Fields Options

[ [~ Save Search Resultz In A Mailing List
[v Mame And Mailing Address v Digplay Matching Records

[~ Telephone Humbers

| Comments Search Parameter

| SortKeyl woodless

| Sort Key 2

[~ E-Mail Address

[~ Search Al fields Listed Above Cancel

Click the Search button to initiate the search. WinPAS finds fingt matching record and
displays it for your perusal:

Mame and Address Telephone Humbers
Hame Type Humber
|Smythes Termite and Pest Control \Dffice  ~| |[760) 123-4567
Address
1570 5. Carpenter Ant Blvd [FAX _~| |(760) 123-4568
‘Woodless. CA 92025 | ~ |
| | =l
| | =l
| ID Humber
3 |
Er] Record Matches Search Parameter,

Copy HEA To Chpboard | Screen 2 | End Search |

Take a moment to review the options available e@@Record Matches Search Parameter
dialog box (at the bottom of the illustration).
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Would you like to see screen 2 of this recordxlClhe Screen 2 button. To return to
screen 1, click theScreen 1 button (duh!).

Just for grins, click theCopy N&A To Clipboard  button. WinPAS responds with this
message:

"Public Address System

Mame And Address Copied To Windows Clipboard.

You can insert the copied name and address diretthany Windows application that supports
the Windows Clipboard paste function: word procesprograms, spreadsheet programs,
graphics programs, and so forth. Pretty nifty, &hiat should save you some typing. And typos!

Note: There is also &opy N&A To Clipboard button on the dialog used to display and
change N&A records. Want to see it? Look at trst fllustration underAccessing
A N&A Record With QuickFindn page 7.

OK, we know that at least one N&A record has arresklof Woodless. Let's see if there are any
other records that match the search criteria. kGhie Continue button (or just press thenter

key). WInPAS goes back to work for you, laborigus¢arching through the remaining N&A
records.

The next dialog you see is this:

U+, Search Complete

Search Results

1 Records Matched The Search Parameter

WIinPAS has just informed us that there is only m®rd with a mailing address of Woodless.

What's left to do? We have no choice other thaglitkk the OK button. So do it.
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You found out what you wanted to know: There ie and only one record with a Woodless
address. You visually reviewed it and even ex¢édthe name and address for pasting into
another file. We’re done. Game over. You win.

You now know two ways to locate a desired recorthé\N&A file. Quick quiz: name the two
ways.

Now let’s find out how to make changes to indivibkexords. N&A data is seldom static.
You'll probably find it necessary to make frequehtinges to your file. 1 do.

Changing A N&A Record

Tip:  As you proceed through this tutorial, remembet yloa're working with a tutorial
(practice, learning) version of the N&A file. Gbemad and experiment to your
heart’s delight. If you mess things up, you camags reset the tutorial N&A file to
its original content.

Do you remember how to reset the N&A file? It'siple. Here's a quick review:
Exit Tutorial Mode
From the File menu, choosdexit Tutorial Mode .
Re-start Tutorial Mode
From the File menu, choosdEnter Tutorial Mode .
Reset the file
When WInPAS asks whether you want to reset theitltile, click the
Yes button.

Now let's change a record. Using the skills youexeloped thus far in this tutorial, find and
display the N&A record for Mr. and Mrs. TomphsoBhown below is screen 1 for Harry and
Janie. (How did | know her name was Janie? Yguré it out. Yes, you can. Hint: there are
two screens of information for each N&A record.)
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EL] Browse/Change/Delete NEA Records - Screen 1 Of 2

Mame and Address Telephone Humbers

Hame Type Humber

|Hr. and Mrs. Harry Aaron Tomphson |Hume j |[EBE] hah-1212

Address

44765 DId School Way | ~| |

il Slick City. DK 23434 | = |

| | =i

| | =i

i ID Humber
Copy H&A To Chpboard | ’?7 Show Screen 2 |
Browse Controls
FPrevious | Cancel Change | Delete |

In checking over your N&A records, you discoverhdttyou misspelled these folk’s last name.
Hey, it happens! The correct spellingTi$iompson You've also decided to add Harry's work
number to the list of telephone numbers.

To change the name, position the cursor inlfene field and change “Tomphson” to
“Thompson.” That was easy.

Tip:  You may occasionally find that WinPAS won't let yadd characters to the data in
an existing field. Remember that each field hasaimum length that you are not
permitted to exceed. (You can determine the mamirfangth by letting the mouse
cursor rest on the field for a few seconds.) Ifi'ye going to change a few characters
in a field, try deleting the appropriate characfest then adding the new characters.
That may keep you from exceeding the maximum fietdjth.

If WIinPAS gets really obstinate about allowing ytouype data into a field, even a
visually blank field, select the entire field conté¢hen press th®elete key on your
keyboard. That will absolutely clear the fieldysiu can enter your data. (To select
an entire field, position the cursor at the left ef the field then hold down the

Shift key while pressing th&nd key. The field content will be highlighted.
Release both keys.)

Let’s tackle the telephone number addition. Fbserve how telephone numbers are
represented on the screen. Look at the illustidiglow. In theTelephone Numbers frame,
note that two types of information are recordedefach telephone number: tiigpe of entry,
and the actuaNumber itself. That's probably the same information weould include in your
handwritten address book.

WinPAS Plus32 Tutorial 16



Tutorial

Harry and Janie’s home number is already in the N&gord. That number occupies the first of
five slots in the telephone numbers list. Let'd &thrry’s work number as the second entry.

Start the addition by clicking the down arrow at tight end of the seconflype text box.

Telephone Humbers

Type Humber
Home  ~| |(888) 595-1212

N

Click Here

WInPAS responds by dropping down a list of eigletdafined types:

| -
CelTel

Data

Fax

Home
Pager
School
Yoice

Work

Decisions, decisions — life’'s full of them. You'get to make one right now: you can either
accept one of the predefined types (in the dropdast)or type a description of your choosing —
up to six characters. To choose an existing tglek on it. To use your own description, just
type itin. Since this is Harry’s work numbercilion Work in the dropdown list. WinPAS
moves that information into th&ype field.

Now position the cursor in thBlumber field that is immediately to the right of theype field
you just modified. Type in Harry’s work number.efy, you make it up. Give old Harry any
number you want.

Note: The Number field is free-form. That means it has no preuedi structure. You can
type the data in any format you desire. That itatds entering telephone numbers
for foreign countries — such as 011-44-171-12348678r special dialing codes
such as *82 (412) 974-1230.

Tip:  If you need to store more than five telephone rensifior a single name, visit the
WInPAS help system and read App Note 6Application Notes It's in the
Miscellaneous Informatiorbook.

OK, we've made the two changes we needed to makéhis point you could click theChange
button to effect the change. But it might be adymiea to check the rest of the Thompson’s
information first. How do you do that? Right! i€d the Show Screen 2 button. Do it now.
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[Lj Browse/Change/Delete NBEA Records - Screen 2 Of 2
QuickLinks To Other HEA Records Sort Keys

1D Description Kep 1

6 |Son Frankie Display TomphsonHarryAar
Key 2

| | Digplay |

| | Display E-Mail Address

|Funn_1,ll] nes@MyOwnNet_net
| | Display
ID Humber

6 Previous Becord Go Back 7 Show Scieen 1

Comments

*pers™ *pta® Janie *Christmas™

Browse Controls

Previous |

Cancel Change | Delete |

See anything else that needs to be changed? héedata inSort Key 1 needs to be corrected.
The Thompson’s name is misspelled there too. Mla&kechange now. If you have trouble
making the change, refer to the Tip just belowdtieen 1 image on page 16.

Note: The sort keys can be used to control how your Nkafa is sorted (ordered,
sequenced) before printing a report. You shoulithgsly consider using
Sort Key 1 as you see it used in all records of the tutdfi&A file — to store the
person’s last name and first name (in that ord€Rat will enable you to print
reports and get screen displays in alphabeticarord

Relevant Help Topics: Planning Your Name and Address File book Introductory
Topics

Use of Sort Keysn book Miscellaneous Topics
It looks like we’ve got all the necessary changedtie Thompson’s N&A record. Click the

Change button to tell WinPAS to make these changes peemigin the N&A file. (Permanent
until you change it again, that is!) Note that WS confirms that the record has been changed.

Public Address System [¥]

Record Changed.

What's currently displayed on your screen? Rigtite-record you just changed.
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Question:  Why is it still there?

Answer: So you can review it again if you want to — justiiake sure you made the
changes correctly — and modify it again if you did™No more wondering if
you really made the desired changes. Convenient!

After reviewing the record, click th€ancel button to dismiss the record from the screen.

Note: A N&A record is not changed in the N&A file untiby click the Change button.
Up to that point, the changes are only on the scneat in the file. If, after making
the changes on the screen, you decide that you @ant to change the file content,
simply click the Cancel button. All the on-screen changes will be thraway.

One More Time

For good measure, let's change one more recordwk&hmove on to the next train stop and
learn how to apply a common change to multiple méEgimultaneously.

In reviewing your Christmas card list, you discotleat Mrs. Dog Walker hasn’t sent you a card
for two years. Cards and stamps costing what dieeyou decide to pare down your Christmas
card list. Mrs. Walker is the first to go. Fotute reference you want to keep her record in the
N&A file, but you want to remove her from your Cétrnas card list. Let’s do it.

Display screen 2 of the N&A record for Mrs. Dog \k&xl:

EL] Browse/Change/Delete N&EA Records - Screen 2 Of 2
QuickLinks To Other H&A Records Sort Keys

1D Description Key 1

| | Display \WalkerDog
Key 2
| | Dizplay |
| | Display E-Mail Address
|ImaD og@PetLovers.com
| | Digplay
ID Humber

4 Previous Record Go Back 10 Show Screen 1

Comments

*howl™ *Chnistmas™

Browse Controls

Previous Next Cancel .__Change ! Delete
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We'll discuss this subject in more detail latethis tutorial, but for now accept the statement tha
the *Christmas* data in theComments field is what makes Mrs. Walker a member of the
Christmas card group. So we need to remove thatfoam this record.

Using your WinPAS skills, delete *Christmas* fralhre Comments field then tell WinPAS to
change the record.

Note: You can assign any N&A record (thus the persosope it represents) to any
number ofgroupsthat you define. There are no predefined gronWinPAS. You
decide what groups you need and what to name tienyou see in the above screen
image, the group names are recorded in@oenments field. Later you'll learn
how to search th&€omments fields and generate Bailing List containing only
those names that meet the search criteria. Somgetiiook forward to!

Relevant Help Topics Application Note 5 contained il\pplication Notesin book
Miscellaneous Topics

Search and Replace — Changing Multiple N&A Records

By now, you should be well versed in making chartgaadividual N&A records. But suppose
you need to make the same change to multiple recefdr example, a street name change. Yes,
it happens. Case in point: several years agdCitlyeof San Diego changed “Artillery Road” to
“Martin Luther King Boulevard.” Or suppose thegghone company changes an area code.

The types of changes described above can potgraifdict multiple N&A records. How are you
going to make these changes? Sure, you could as#ithPAS Search function (discussed on
page 10) to find each individual record that ngedse changed then make the changes. That
would be very time consuming and laborious. Betéfs a better way — it's callédkearch and
Replace Let’s find out what it is and how to use it.

Simply stated, the Search and Replace function dbes its name suggests: searches for
information you want to replace ... and replaces it.

The Search and Replace function (for brevity, ledllt it the Replace function) is invoked by
clicking theREPL button on the main WIinPAS toolbar. Do that now.

Before WIinPAS displays the Search and Replace winda advisory message is presented:

Advisory 3]

Before Performing & Search and Replace Operation, Please Consider Making A Backup Copy OF Your N4 File, This
! Will Alloww You To Easily Restore The File In Case The Search and Replace Produces Unexpected Results,

The Procedure Faor Backing Up The M4 File Is Described In The \WinPAS Help System, [Tvpe 'Backing' In The Text
Area OF The Help System Index Tab.]

Click O To Continue The Search and Replace. Click Cancel To Terminate The Search and Replace.

Cancel
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Please take a few seconds now to read the entiterttoof the window above. Itisery
important!

A Replace operation can make a lot of changesio M&A file in a very short time (yes, ‘a lot’
and ‘very short’ are relative terms). If you inadently type the wrong information in the
Search and Replace dialog box then tell WinPAS to make the changes, could be faced
with many hours of trying to reverse those changdsnk about it. Be smart. Back up.

Relevant Help Topics: Copying The N&A File To A Floppy Disk book Operations On
The Name And Address File

Restoring The N&A File From A Backup Floppy Diskbook
Operations On The Name And Address.File

Note: You also can copy (back up) your N&A file to yduard disk, but copying to a
floppy produces a backup you can store elsewhatehet is unaffected if you
experience a hard disk failure.

Since we’re working with the tutorial N&A file, argince we can reset it to the original content
at any time, we’'ll continue with the Replace operat Click the OK button.

WinPAS displays the dialog shown below.

=% Search and Replace 3]
Search Replace
Search Field Find This
+ Mame |
T All Address Lines [~ Case Must Agree [Match Casze]

" All Telephone Numbers

" E-Maill Address Replace With This

" Comments

Search Limits + Replace All Dccurrences
+ Search Entire Content OF Field ” Replace First Dccurrence Only
"~ Limit Search To First l— Characters OF Field
" Ezclude First l— Characters Of Field From Search

Cancel ‘

BQuick Help

As usual, please take a few moments to reviewaheat of the dialog box above.
Here's a brief description of the major componaeritthis dialog:

Search (frame) The N&A record fields you can search for the infatimn you
want to replace, and how much of the fields todear

Replace (frame) What to find, what to replace it with, how to cortithe search
and the replace.
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Question: Why is it necessary to specify a field when dangeplace operation?

Answer:  Because you might not want to replace the speadifimrmation in all fields.
Example: If you were replacing a telephone arekecgou wouldn’t want that
change applied to the address lines.

The Search Limits frame includes options for limiting a searchtte first nnn characters of the
specified field or excluding the first nnn charastieom the search.nfinis a number you

supply.)

When would you want to search only the first nnarelsters in a specified field? Think about it
for a minute, then continue to the next paragraph.

Consider this example: you're replacing telepharea code 619 with area code 760. What
would happen if you instructed WinPAS to replac8 @ith 760 and the program encountered
the following (fictitious!) telephone number: (8§882-4619? Get the picture?

In this case, you would want to instruct WinPASe&arch only the first four characters of the
telephone number fields.

There are also several options in tReplace frame:

Case Must Agree (Match Case) Selecting this option instructs WinPAS to
consider case (lowercase, uppercase) when
deciding whether information in a N&A record
matches the “Find This” information.

Replace All Occurrences Tells WinPAS whether to replace every
Replace First Occurrence Only occurrence of the “Find This” information in
the selected field or only the first occurrence.

If you don't select theCase Must Agree option, WIinPAS ignores case when searching the
specified field. When this is true, the followiage considered to be identical: Joseph, JOSEPH,
joseph, JoSEPh.

Note: When the “Find This” information consists of numbenly, the Case Must Agree
option is ignored. (Who ever heard of uppercasebars or lowercase numbers?)

The ‘occurrences’ optiormrle, if you prefer) is applied to each line of theefghone number and
address fields individually. Stated differentlgch of the five telephone numbers and each of the
four address lines are considered to be, and easigett as, distinct fields.

OK, let's apply what we've learned about the Replamction.

Earlier, we discussed the replacing of telephora aodes. Let's perform one. Let's replace
area code 312 with area code 719. Here's how:

Area codes are embedded in telephone numbersckoAll Telephone Numbers  in the
Search frame.
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Select theLimit Search To First  option then type4 in the associated text area. (We're
instructing WIinPAS to look at only the first founaracters in each telephone number line.)

The information we're replacing i812” so type that (without quotes, of course) in thiad
This text area.

What should you type into thReplace With This text area? That's right749. Do it
now.

Since we are limiting our search to the first fobaracters of the telephone number lines, it
doesn’t matter which “occurrences” option we choose

The Search and Replace dialog box should now look like this:

If the content of yourSearch and Replace dialog box agrees with that shown above, cliek th
Start Search button. If your dialog box content is differghtin that above, make the
necessary corrections then click tB¢art Search button.

When the Replace operation is complete, this inédne window displays:

Search and Replace Complete (%)
\i:) The Search and Replace Operation Is Complete
10 Records Were Processed

4 Replacements Were Made

Click the OK button to dismiss the above dialog.
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Question: How can you verify that the desired replacemergsevmade?

Answer: That'’s a trick question! You really can't verifiye replacements unless you
know the previous content of the N&A file. But yoan use the Search function
to verify that there are no records with area c@ti2 You can do that on your
own if you desire.

Let's perform one more replacement, then we’lltdtae train again and move on to the next
station.

Assume you've grown weary of the two-characterestetme abbreviations. They're confusing.
So you decide to replace the abbreviatt#with the full 10-character nangalifornia in all
your N&A records.

Note: Replacement information can be shorter, longeth@same length as the
information it replaces.

To see if you understand how to use fReplace dialog box, try setting it up by yourself, then
refer to the illustration below. No peeking!

Finished? OK, here’s how your dialog box shoulakto

Note that we must select th@éase Must Agree option. Why? So that an address like “305 E.
Bobcat Street” doesn’t become “305 E. BobCalifar&teet.”

When your dialog box content agrees with that abolek the Start Search button to perform
the replace operation.
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WInPAS signals that the operation is complete with display:

Click the OK button to dismiss the above dialog.

If desired, you can browse through the ten N&A rdsdo verify that the replacements were
made.

OK, let's open the throttle a bit and head for et station. At previous stops, we've learned
how to locate records and change records. It'siaime we learned how to add new records to
the N&A file.

Adding A New N&A Record

If you've faithfully performed all the exercisesuthfar in the tutorial (and you have, haven't
you?), you're already equipped to add a new rettotbe N&A file. You just have to be shown a
couple things so you can hit the ground running.

Notice that there are twdDD buttons on the main WinPAS toolbar:

When you click either of these buttons, WinPAS ige a blank N&A screen 1 for you to fill in.
It's shown below. So what's the difference betw#dentwo buttons? Th&DD ONE button is
used when you want to add only one new record. AB® MANY button is used when you
want to add two or more new records. You knewthait could guess it.

After adding a new record with the Add One functidfinPAS returns to the main screen. After
addingeachnew record with the Add Many function, WinPAS dé&sys another blank N&A
screen for you to complete. When you've addedasienew record (of many), click théancel
button on the blank form.
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OK, that's it. You now know enough to add a neworé to the N&A file. Let’s do it!

Click the ADD ONE button. WinPAS displays screen 1 of a blank N&&ord, as shown
above.

Enter the shaded information below into the desephéields of Screen 1. Enter only the data
shown below. Leave the other fields blank.

Name Mr. Schnick L. Fritz

Address Mom’s Boarding School
876 Education Road
MastersMaterial, PA 87078

Telephone Number (756) 111-2222 (School)
(756) 333-1111 (CelTel)

Click the Show Screen 2 button. Screen 2 displays, right?

Enter the shaded information below into the degephéields of screen 2. Leave the other fields
blank.

Sort Key 1 FritzSchnickL
E-Mail Address Schnickie@MomsBoard.com
Comments *bowl* birthdate: 05/24/82
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The Comments field content indicates that Schnick is a mendfghe bowling team group and
his date of birth is May 24, 1982.

Note: The 100-characte€Comments field can be used for anything you like. There o
rules governing use of this field. For this tuadrive’ve chosen to include the group
name and date-of-birth information @omments.

Tip: By including dates (examples: birthdates, annawgrslates) in aComments field,
you can use WInPAS to print lists of people who@ebrating significant events in
a given month.

Relevant Help Topic: App Note 1 of Application Notesin book Miscellaneous
Information

You've probably noticed that we didn’t put any infaation in theQuickLinks fields. We'll
save that for theAdvanced Topicssection of this tutorial.

OK, it looks like we have everything we need irsttécord. Click theAdd button to add the
record to the N&A file.

WInPAS confirms that the record has been added:

STOP! Before you click theOK button, look again at the N&A record dialog baxote that
WinPAS automatically assigned an ID Number to tbe necord. That proves the point, stated
earlier, that younever have to be concerned about or work with the ID Kem If you ignore
the ID Number, and most people do, WinPAS will takee of it for you. Now click theDK
button.

Note: To reduce the number of keystrokes and/or molidkesaequired to add multiple
records (when you're performing ahDD MANY operation), WinPAS doesn’t
confirm each individual record addition. And onyai click the Add button, the
records disappear so quickly from the screen thatcan’t read the ID numbers
WInPAS has assigned. But they're there. Trust me.

How can you verify that a new record was succelysfaded to the N&A file? Right!
QuickFind. You've been there, done that.

Deleting A N&A Record

This is REALLY easy. Just display the record tadeteted then click th®elete button.

WinPAS Plus32 Tutorial 27



Tutorial

Why does WInPAS require that you display a recafbie it can be deleted? Think about it.
What kind of mischief could you get into if you weallowed to delete a record directly from the
QuickFind window (for example)?

For practice, let's delete a record from your tisloN&A file. Assume that the local pager
company, Communications, Inc., went out of busirsgsbyou want to remove that company’s
record from your N&A file.

First step: display the N&A record for Communiocas, Inc. By now, displaying records should
be second nature to you.

Before you click theDelete button for any record, visually verify that tliésindeed the record
you want to remove from your file. If so, procedtinot, click the Cancel button.

Note: You may need to look at both screen 1 and scraerd@cide the fate of the
displayed record.

Having visually verified the record, click thBelete button. WIinPAS gives you one last chance
to change your mind:
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Decide, then click. If you click th&es button, and allow WInPAS to delete the recor ih
the next window you'll see:

Click the OK button. As indicated in the dialog box, WinPAiSpiays the next active record.
An activerecord is simply a N&A record that hasn't beeretisti. For more information, refer to
Active Recoran page 69.

For good measure, and because we’ll need it igstihtion in the next section, delete the
currently-displayed record also (the record for 8rag).

When the Bodine’s record displays, click tancel button to return to the main WinPAS
screen.

OK, so now you know how to delete N&A records. Whappens if you delete a record by

mistake? Well, you could invoke the WinPARId function and retype all the information (if
you remember it), or you could avail yourself of flanction described next.

Undeleting N&A Records

Undeleting records is as simple as deleting th&éhmat's refreshing, isn'tit! Let’s undelete one
of the two records we just deleted.

Click theUN DEL (undelete) button on the WIinPAS toolbar. In ress WIinPAS displays the
Undelete N&A Records dialog box shown below.
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Note that deleted records are listed in the ordey physically appear in the N&A file (in other
words, they aren’t sorted by name). For futurenesfice: If there are a lot of records in the list,
you may need to scroll down to find the record y@nt to undelete.

Note that theUndelete N&A Records dialog box displays both the Name field and thst fir
Address field for each deleted N&A record. Thisaselp you positively identify the record to
be undeleted (in case there are two records wétlsdlme name or same address). As usual, you
can ignore the ID Number.

It's time to undelete the record for Smythes Teenaibd Pest Control. Do this now:
Select (click on) the corresponding line — hirits ihe second line in the list
Click the Undelete button

WinPAS confirms the successful undeletion with thisssage:

WinPAS Plus32 Tutorial 30



Tutorial

Click the OK button. Observe that the list of deleted rectias been updated to show only one
entry.

Click the Cancel button to dismiss th&Jndelete N&A Records window. (To facilitate
multiple undeletes, WIinPAS doesn't close the urtdedéndow until you click theCancel
button or all deleted records have been undeleted.)

Tip:  Undelete a record as soon as you know you neeHéoe’'s why: To conserve hard
drive real estate, WinPAS selectively re-uses spae@ously occupied by deleted
records. Thus, if you delete a record then adevanecord, WinPAS might write the
new record over the just-deleted record, thus némglé unrecoverable. Whether
this occurs depends on many factors. I'll spanethe details. Just remember to
undelete as soon as possible after deleting.

You can use the WinPA®uickFind function to verify that the record for Smythes li@en
undeleted.

Locating And Deleting Duplicate Records

It happens! We occasionally enter name and addaastwice for the same person, creating a
duplicate N&A record. Or we inadvertently entee game address for two people who don't live
at the same address. Or, dare we say it?, songgaeeyou a bogus address — one that is valid
for someone else in your address book, but ndhfem. How can you determine whether these
types of errors are present in your N&A file? Rha Find Duplicate N&A Records (“Find
Dups”) function. Let’s find out how it's done.

First, we'll build a duplicate record then demo tied Dups function by asking WinPAS to
locate any duplicates in the N&A file.

Question: Why do we have to add a duplicate record? Whynw#sncluded in the
original tutorial N&A file?

Answer:  The tutorial N&A file purposely doesn't include mlicate records because it
would be too confusing to folks who are new to WASP

You already know how to add a new record to the N8& Use that knowledge now to add a
record with this nameMr. Frank N. Stein . That's right, do it now. You don't need to
enter anything but the name, but be sure you gpelld punctuate it exactly as shown in this
paragraph.

After adding the new record, invoke the QuickFinddtion to verify that the record has indeed
been added. In the QuickFind list, do you seerteords for Mr. Stein? You should.

Question: Why aren’t the two records listed next to eacteoth the QuickFind list? The
new record appears at the top of the list and ltheezord is down a few lines.

Answer:  Think about how you built the second (new) redord=rank. You entered data
into what field? Name. Yes, and that's thenly field where you entered data.
That means the tw&ort Keys fields were left blank in the new record. A
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blank field always sorts ahead of a non-blank fistithe new record appears at
the top of the list.

We're now ready to run th&ind Duplicate N&A Records function. Let's see whether
WInPAS can locate the duplicate record we justriese

Start theFind Duplicate N&A Records function by clicking theFIND DUPS button on the
WInPAS toolbar. WinPAS dutifully displays thBelete Duplicate Records dialog box:

In this dialog, WIinPAS is asking you to indicate flollowing:
The criteria for determining when one record isiplidate of another
Whether to display dups as they are encountered

Note: While searching for dups, WinPAS does a chardorecharacter comparison of the
Name and/ orAddress fields. To be considered a “match,” two fieldagnbe
identical: Same spelling, same spacing, same patieh. Closeonly counts in
horse shoes and hand grenades.) The case ofdHelus is ignored. Before
comparing, WinPAS converts all field content to IBRZASE.

Question: Why is case ignored during a search operation?

Answer: Ignoring case provides the greatest probabilitfirafing dups. (It's easy to
inadvertently change case when typing a name aeasd

Observe that thé_ook For (Match On) frame provides four options for specifying when a
record is to be considered a duplicate. Let's@epthose options.

Duplicate Name If you select this option, WinPAS looks onlythé Name field in
each record. Since th&ddress fields are ignored, you could use this option to
determine whether one person is using multiple esdis, or whether there are simply
several individuals with the same name.

Duplicate Address WinPAS looks only at the fouAddress lines, ignoring the
Name field. This option can be used to reveal mudtipeople living at one address.
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Note that for a match to occur, the content ofall address lines must agree between
records.

Duplicate Name AND Duplicate Address This is the most stringent option. For two
records to be considered a match, t@mne and all four Address lines must agree
between the two records.

Duplicate Name OR Duplicate Address This option is a combination of the first two
options. Two records are considered a matchheeithe Name or the Address lines
agree. This option sometimes can find duplicdtesrttame-only and address-only
searches miss because of a slight misspellingtost sgaces between characters in the
name or address.

Tip:  Searching the N&A file for duplicates can be vénye consuming. To minimize
searching time, don't ask WinPAS to match moralghan necessary. If all you
need to match is thélame field, select the first option, not the thirdfourth
option.

When selected, th®isplay Duplicate Records Before Deleting Them option does what its

name implies. When duplicate records are displayea can choose to delete either, neither, or
both. Thus, you can selectively delete duplicktms the N&A file.

OK, let's doit!

For our purposes, we’ll ask WinPAS to search fqulidate records based on a comparison of the
Name field only. TheDuplicate Name option should already be selected on your scréfen.
it isn’t, select it.

Click on the Display Duplicate Records Before Deleting Them checkbox to select this
feature. We want to see what WinPAS sees.

Click the OK button to start searching for duplicate records.

If you did everything properly, and WinPAS doeslikse, you should now see this dialog:
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Pause a moment and look at the information predentthe above dialog. WIinPAS located two
matching records — matched on the basi®lafmne only. Note that the record in the left frame is
the one you just added. How do you know that?t'$hight, it has only name information, no
address information. When searching, did WinPAt®Iig the Address fields? You bet!

The next several paragraphs are semi-technicaltéwbiathat means!). If you're not interested in
that level of detail, skip down to the paragrapdt thegins with “OK, let’'s get back ...” on page
35.

A previous tip cautioned you to undelete N&A reces soon as you know you need to, lest they
become unrecoverable as a result of being oveenritCurrently on your screen you have a great
illustration of that very point! A deleted recdnds been overwritten by a newly added record.
Let's review the three events that produced thgsite

1. Inthe process of learning how to delete N&Aorels, we deleted records for
Communications, Inc., and Smythes Termite and @estrol.

2. We then undeleted the record for Smythes.

3. We added a second record for Frank N. Steinesoould demo how to locate duplicate
records.

Where did WIinPAS write the new record for FrankPti#e same file location where the deleted
Communications, Inc., record used to be! How dda@w that? By the ID number.
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Although you never have to be concerned about amuidber, we can use it here to prove our
hypothesis. On your screen, note that the ID nurabthe record in the left frame of tielete
Duplicate Records dialog box is “2”. Now look at theindelete N&A Records dialog on page
33. What is the ID number associated with thetddl€ommunications, Inc., record? That's
right: “2". Get the picture? When you instruc#thPAS to add the new record for Frank, the
program looked for the first deleted record infileeand overwrote it. Thus, the record for
Communications, Inc., is gone — poof — it no longests. It was replaced by Frank’'s new
record.

Did you understand what you just read? It's Olab didn't. You don’t have to understand any
of it to use WinPAS.

OK, let’'s get back to finding and deleting dupleagcords.

Take a little time to again review tHauplicate Records dialog box shown on page 33. Note
the Delete This Record checkboxes at the bottom of the left and rigatfes. Using these
checkboxes you can do the following:

Delete either of the displayed records

Delete both of the displayed records

Delete neither of the displayed records
How’s that for versatility!

Well, which record (if any) should we delete? Tme on the left or the one on the right? Why?
That'’s right — we should delete the record showth@left frame. The record in the right frame
is the original record for Frank N. Stein. It las address information — we certainly don’t want
to delete that record!

To delete the record displayed in the left franliekahe Delete This Record checkbox in the
left frame then click theDelete Selected Record(s) button to complete the operation.

Note: If you click the Stop Displaying Duplicate Records checkbox, WIinPAS
continues to delete duplicate records but doesspiay them. If you want more
detailed information about how this type of deletis done, refer td-inding And
Deleting Duplicate Recordsn page 60.

After searching the remainder of the N&A file, Wih® informs you that the operation is
complete and presents the results:

WinPAS Plus32 Tutorial 35



Tutorial

Look at that! WinPAS gives you an opportunity talo the deletion(s)!! Observe the third entry
in the Options frame. If you make a mistake, WinPAS allows youecover gracefully.

Using the other options, you can display (on sdreemprint (hard copy) a list of the deleted
records.

Question: Why would you want to display a list of deletedaords?

Answer: As a safety check — especially if you didn’t asknRAS to display duplicates as
they were encountered in the file. If you don’tinivéo delete all the duplicate
records shown in the list, you can instruct WinRASJndelete All Records
That Were Just Deleted then perform another Find Dups operation and be
more selective OR you can use the Undelete fomgtiiscussed on page 29) to
selectively undelete records.

For this tutorial we don’t need a printed list @leted records, but let's ask WinPAS to give us an
on-screen list. Since thBisplay A List Of Duplicate Records Deleted option is already
selected, all we need to do is click tRerform Selected Option  button. Do that now.

WinPAS lists the records deleted:
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The list is correct — only one record was deleted it was for Frank.
Click the OK button to return to the previous screen.

We’'re going to allow the duplicate record to remagteted (i.e., we're not going to ask WinPAS
to undelete it) so click th€ancel button to complete the Find Dups operation.

Relevant Help Topics: Locating Duplicate Name And Address Recomi$ook
Operations On The Name And Address.File

Well, so far you've learned a great deal (haveaii3) about the N&A file and how to manipulate
it. But everything we’ve done up to this point lee®n on the computer monitor screen. You
may need to produce a printed report — hardcopiy'sdaiown. Let’s find out how.

Printing

WInPAS can produce many types of printed outpotWinPASese, each type of printed output
is referred to as eeport Thus, a printed Address Book is a report, atedrsheet of mailing
labels is a report, a printed envelope is a rejpaptinted sheet of rotary-file cards is a repaxt,
infinitum. (Latin is not your first language?)

Relevant Help Topics: Summary Of Available Reporia book Printing Reports
In the limited scope of this tutorial, we're goitmyfocus on the three most-used reports: Address
Book, mailing labels, and envelopes. Learning howuccessfully print these reports will equip

you to print all report types.

Let's do it.
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On the main WIinPAS screen, click tiRT button. This displays th€rint dialog box
illustrated below.

As usual, you're encouraged to spend a few moneakéng carefully at the contents of this
window. It's from this screen that you'll launch your printing operations. OK, there’s also
another way to launch envelope printing — but yaw still launch all printing operations
(including envelopes) from the screen above.

Here’s a brief (very!) description of the majorrakents of the above dialog box:

Report Type The types of reports you can request. Note thaiuf
choose to print an Address Book, you can requestthe

printed in avery large (16 point) bold
font . Greatfor people who are visually impaired.

Report Sequence How you want the N&A entries sorted before the rem
printed.

Reprint Part Of A Report When you want to print or reprint only a portionaofeport.
Duplex (2-Side) Printing Many reports can be printed on both sides of thepaven

though your printer may not support duplex printing
WinPAS does!
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Report Source Where WInPAS is to get the N&A data.
Report Title (Optional)  An optional title to print above the report name.

Label Stock When printing mailing (address) labels, the nundidabels
across the width of the label sheet. When you'ieting
rotary file cards, the title of this frame Rotary File Card
Stock and it's used to specify the number of cardssecro
the sheet.

Label Quantity When printing mailing labels, the number of laltelgrint
for each address. When printing rotary file catlis, is the
number of cards to print per address — the titlhefframe
changes toRotary File Card Quantity.

OK, let's see how this all comes together. We&ady to print our first report. Please ensure
that your printer is ready.

Printing An Address Book

The screen immediately above illustrates the comsedtings for printing an Address Book. For
purposes of this tutorial, enter your name in Beport Title field. Your name is “Boris”?

OK, enter the following in theReport Title: Boris’ Personal . Now click the Print

button.

Note that the Address Book you just printed hastitle: Boris’ Personal Name And Address
Book. Pretty nifty, en?

Note also that the report includes every nameerNR&A file. Later, we’ll learn how to print
only selected N&A entries. Hint: it's done withviling List.

This would be a good time to explore one of thatprptions that can be selected at the bottom
left corner of thePrint dialog box. Display thdPrint dialog again and click th&eprint Part

Of A Report checkbox. WIinPAS maodifies therint dialog to ask what pages you want to
print:
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Specify the reprint page range — insettia both the Reprint From Page and Through Page
fields (as shown above) — then click t¥ button. WIinPAS hides the page range fields, but
displays the range next to thieeprint Part Of A Report checkbox as a reminder that you've
asked for only selected pages.

Now click the Print button and observe the results. Only one paigéepl; right?

Tip: The normal use of the reprint feature is to repares that got jammed in your printer,
or were otherwise damaged, defaced, or worn oou ¢an also use this feature to
print a sample page for each type of report (exeapelopes), just to see what they
look like.

There’s one Address Book-related option we hawgst'discussed: Duplex printing. That
subject is covered on page 61.

Printing Mailing Labels

Ready for something a bit more involved? OK, lgrsit a sheet of mailing labels. It's really
not any more difficult, you just have to jump thgbua few more hoops.

On the main WIinPAS screen, click tiRRT button to display thérint dialog box.
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In the Report Type frame, selecMailing Labels . On the right-hand side of the dialog,
WinPAS will enable (change from gray to black) thabel Stock frame and thd.abel
Quantity frame (in the screenshot immediately above, thresees are disabled [“grayed out™).

Note: The label sizes shown in theabel Stock frame are the ONLY label sizes WIinPAS
can print — but they are also the most commonlylaie sizes.

In the Label Stock frame, selec2-Across Labels . Immediately above this frame, WinPAS
presents thaVhen Printing Partially-Used Label Sheets frame.

Here’'s what the screen should look like now:

You don't need to put label stock in the printén+fact, for testing purposes it’s better (read tha
ascheapey to print on plain paper.

Click the Print button to prepare to print the labels. The folftg dialog box displays:
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Why is the above dialog necessary? Because ditferinters print differently. How’s that for a
short answer?

Since WInPAS must be able to work successfully witny different types of printers, the
program gives you the option of adjusting wherelatiformation prints on the page. The way to
check the print positioning is to print a test paféabels (on blank paper), place it on top of a
sheet of label stock, then hold both up to a briigitt and check the alignment. If you need to
adjust the print positioning, print another tesggacheck the alignment again, etc.

Note: The test label pattern consists of five lines oflgts each. This simulates the
maximum amount of data that can be printed onglesiabel. (Thirty-five is the
maximum number of characters in the Name fieldiarehch of the four Address
lines.)

So where do you tell WinPAS how to adjust the ppiogitioning? From the screen shown
below. It's displayed immediately after you aski®AS to print a test page. (It's also displayed
if you skip the printing of a test page. That'sysa can adjust the print position if you already
know what the parameters should be.)

Unless you have already determined the printingazteristics of your printer, click th©K
button and let WinPAS print a test page with tlendard print alignment. That will give you a
starting point. After you've checked the pringaliment, you can request another test page (if
necessary) and modify the horizontal (side-to-sade) vertical (up-and-down) positioning as
required.
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Tip: When you have determined the correct horizontdhemtical positioning for your
printer, write them down, together with the typdain you're printing (e.g., 2-across
labels). That will save you from having to do taiggnment check again!

When you have the alignment right, instruct WinRAStop printing test pages. Replace the
blank sheets in the printer with label stock anldBnPAS to print. The program will then print
your data — theeal data.

Let's make one more observation about B@m Positioning dialog. Note the three
checkboxes at the bottom left side of the windaefe(r to the screenshot immediately above).
When printing labels, you can select these optionsint label data italics, UPPERCASE,

or valid combinations thereof.

Note: To make the program easy to use, especially fiopeer novices, WinPAS
automatically selects the font size based on tpe of report being printed. For
mailing labels, the font size is chosen to perhidt tnaximum number of lines (five
lines: one name line and four address lines) ofimam size (35 characters each) to
fit on the label.

In the Print dialog, did you notice th&/hen Printing A Partially-Used Label Sheet frame?
This feature, available when printing 2-across a4adross label sheets, allows you to fully use
every label sheet — even those that have missieddat the top. You can stop throwing away
those partially-used label sheets!

Relevant Help Topics: Printing Labels On A Partially-Used Label Sheatbook
Printing Reports

Printing An Envelope

You probably remember that tHeeport Type frame in thePrint dialog box includes an entry
for “Envelopes.” That's one way to launch envelpp@ating. But there’s a bit faster way: click
the ENV button on the main WinPAS screen. Do it nowapte Here’s what WinPAS displays
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We’'ll slow the tutorial train a bit so you can sgemcouple minutes savoring the contents of this
screen. Note that there are options for enterireglan address and a mailing (“to”) address — the
same information you would type or handwrite oreauelope. There are also options for
specifying the desired envelope size, how the epesfeeds into the printer, and how many
envelopes to print for each mailing address. Ptssic stuff.

As you can see, there are many options for supplyia return address and mailing address. In
this tutorial we’ll exercise two of those optiongou can explore the others on your own.

Enough introduction, let's open the throttle, spapd bit, and print an envelope.

In the Return Address frame, click Use Existing Entry In N&A File. On the right side of the
dialog, WinPAS pops up a list of the names in ti8&Nile:
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Let's pretend we own Smythes Termite and Pest Gbn{(bDoes thabug you? Sorry, couldn’t
resist!) Click onSmythes Termite and Pest Control then click theOK button to
dismiss the name list. The screen returns to tieéiqgus content.

As indicated in the dialog box above, the ordegysmce) of the names in the list can be changed
from the N&A Display entry on thePreferences menu. To see how this is done, check out
Changing QuickFind Preferences page 59.

Tip:  Put your own name and address in your personal fi&Anot the tutorial N&A
file) so you can use it as a return address whiattiqy envelopes. Good to have for
printing return address labels, too.

Note that you have the option of omitting the retaddress. The last entry in tieeturn
Address frame is No Return Address. When would you want to do that? That’s correct
when you're printing on envelopes that have a pnéga return address (many business
envelopes do).

Tip:  While the program is running, WIinPAS retains thestrrecently-specified return
address. To use the same return address themexgau print envelopes, simply
choose theEnter Address From Keyboard option. WinPAS displays the
currently-stored return address. Review it. ' ihe address you want, click the
OK button — you don’t have to re-type the informatidf it's not the address you
want, type in a new address or choose one of tier oo options in theReturn
Address frame.
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For the return address, we chose an entry from&# file. For the mailing (“to”) address,
we’ll explore a different input option.

In the Mailing (“To”) Address frame, click on theEnter Single Address From Keyboard
option. WinPAS again changes the appearance afigheg box:

Type the mailing address into the five blank lineshe right side of the screen. Type the data
exactly as you want it to appear on the envelope.

Note: Did you see theAdd This Information To The N&A File’ checkbox immediately
below the fifth address line? In this tutorial veehot going to select (check) this
checkbox, but you should be aware that you havejktien of adding the address
information to the N&A File in the form of a new M&ecord. This option exists
for both the Return Address and the Mailing Address

Click the OK button. The dialog box returns to its previoastent.
Note: You have the option of omitting the mailing addre&ne of the entries in the
Mailing (“To”) Address frame is No “To” Address. When would you want to do

that? Think about it!

Tip:  Remember the tip about WinPAS retaining the meséntly-specified return
address? It’s true for the mailing (“to0”) addredso.
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Now select an envelope size from those listed énujper-right quadrant of the dialog box. For
purposes of this tutorial, we’'ll leave the envelgpéection as shown on the screen: Commercial
#10. Most printers support this envelope size.

Note: If you select a different envelope size, WinPASsadkndows whether your printer
supports (can print) that size. If not, the prograill display this message:

If this message displays, follow the instructionghe dialog box (basically, select a
different envelope size).

Tip:  Your printer documentation should indicate the ptaigle envelope sizes. But
there’s an easier way to determine this: clicleaoh size and note whether the
above message displays.

Next, choose arEnvelope Orientation. If envelopes feed into your printer from the thamige
(they go into the printer “longwise”), seletbndscape. If envelopes feed from the long edge
(they go into the printer “sideways”), chooB®ertrait. If this setting doesn’t produce the desired
results when you print an envelope, choose the attientation. Different printers print
differently. Where have you heard that before?

OK, we're ready to print. For this demonstratigay can put an envelope in the printer or just
print on plain paper.

Click the Print button. WIinPAS will ask whether you want to prntest envelope:

Click the No button. WInPAS prints your envelope.

Note: The ability to print a test envelope is primaulged to determine whether the
selected envelope orientation is correct — beforestart a lengthy print job.

There’s one envelope-related parameter we havendigcussed: th&lumber of Envelopes
To Print. The default (assumed) value is 1. You can $paay number you desire. Sometimes
you want to print several envelopes for each sgetihailing (“to”) address.
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One last point relative to envelope printing: hedm be obtained directly from therint
Envelopes dialog. Just click the&Quick Help button.

To this point in the tutorial, you've been workingth only one type of file: the Name and
Address (N&A) file. While it's the most importafite in the WinPAS world, it isn’t the only file
you can create with the program. It’s time to @guainted with another type of WinPAS file:
the mailing list file.

Mailing List Files

Mailing list files make possible (are the basig fame of the most powerful WinPAS features: the
ability to produce reports containing only seleatedhes and addresses from the N&A file.

Note: There are only two types of WinPAS files: the N&ike and mailing list files.
There can be only one N&A file (that’s all you ngdualit you can create as many
mailing list files as necessary.

The ability to produce selective reports from th&A\file is why you don’t need

more than one such file. You can put all your nauaned addresses in one convenient
file, assign them to appropriate groups and, usiaging lists, print N&A data from
only the desired records.

Before we proceed, let’s discuss mailing (addrksts)in general. You've probably had the
experience of putting together at least one hantharaddress list, so this should be familiar
ground to you.

For our purposes, let's assume that your handwrétielress book includes entries for the people
in your club and entries for non-club people. Wéhttat you say? You don'’t belong to a club?
Well, pretend that you do. Welcome to the clul@n&your dues to ..... just kidding!

Suppose you want to create an address list contporily the names and addresses of people in
the club. How would you do it? Think about it fominute then continue reading.

To create a club-members-only address list youds@nd probably would, go through your
personal address book, looking for entries thatasgnt people who belong to your club. When
you encounter such an entry, you would copy thatenand address to the club address list. We
can also call that list mailing listbecause you could use it as the basis for semelitggs to club
members only. Note that your (handwritten) clubilimg list indicates which entries in your
(handwritten) address book are for club members.

How does this relate to WinPAS? Conceptually, aR¥S mailing list serves the same purpose
as your handwritten mailing list — it indicates wlninames and addresses in the WinPAS N&A
file meet the stipulated criteria (e.g., “club mearif.

Since a WIinPAS mailing list reflects (or “knows aii) only those N&A records that meet the
criteria, a mailing list can be used to control @?hN&A records are printed in a report.
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Example: Your club mailing list file indicates which N&A oerds represent club members.
When you print a report (e.g., envelopes) from thisling list file, WinPAS
produces envelopes only for club members.

Note: A mailing list file doesn’t contain any N&A recager se Including N&A
records in a mailing list would be a waste of diplace since the records are
already in the N&A file. A mailing list file simplindicateswhich N&A records
are represented in the mailing list. (For moraifled information, you
technophiles might want to check out tailing List description on page 70.)

OK, you now know what WinPAS mailing lists are dmlv we use them. How are they created?
Read on!

Remember how you manually created the mailingdispeople in your club? You searched
through your handwritten address book and selemmétes that were identified as club-related.
Then you transcribed that information to the nevilingalist sheet. That's just what WinPAS
does to create a mailing list. The program seartte N&A file looking for records that meet
your criteria (e.g., *club* in the Comments fieldyyd, when it finds one, adds it to the mailing
list.

Generating A Mailing List

It's time to contact members of your far-flung bowlteam. We’'re going to generate a mailing
list from which to print a Telephone List of alai® members.

In the WIinPAS N&A file, members of the bowling teamwnstitute the bowling team group.
When the members’ N&A records were generated,dtewing group identifier was included in
the Comments fields: *bowl*. Perhaps you remend@sing this information on screen 2 of
some of the N&A records you browsed. Now you krvahy it is there.

You were previously introduced to the Search fuorc{feature). Let’s revisit that function and
see how to use it to generate a mailing list. YsirBearch is the easiest, most-frequently-used
way to create a mailing list.

Start WIinPAS (if it isn’t running) and invoke the&ch function. You know how — just click the
SRCH button on the main WinPAS toolbar.

In the Search Fields frame, seled€omments . You're instructing WinPAS to search only the
Comments field in each N&A record.

In the Options frame, selectSave Search Results In A Mailing List . We need a mailing
list in order to print a Telephone List just fontders.

In the Search Parameter frame, type the information you're searching fésowl*

Your Search dialog should now look like the one below. l8idesn’'t, shame on you — you
haven't been paying attention. Make any neededgdsa
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Click the Search button to start searching the N&A file. When #sarch is complete,
WInPAS displays aSearch Complete dialog with a count of the number of hits — tisathe
number of N&A records that have *bowl* in the Conmtefield.

At this juncture you have the opportunity to sawe tnailing list or discard it. We’re going to
save it. To do so, we need to provide two itemsnailing list Identifier and a Title (optional, tou
recommended).

Type the following in theldentifier text area: bwil

Type the following in theTitle text area:Bowling Team

Notes: The Identifier can be up to three characters igtlen For more information about the
Identifier, refer toMailing Lists on page 70.
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The Title can be up to 40 characters in lengths frovided to help you remember
the content or purpose of the mailing list. ltogisovides verification that you've
selected the correct mailing list when printingaiging the list, and performing
other operations.

Click the OK button. WinPAS responds that the mailing list haen written to your hard
drive:

Click the OK button to return to the main WinPAS screen.

Note: If a mailing list already exists with the sameritieer (bwl), WinPAS will inform
you of that fact and ask if you want to replaceith then current mailing list. It's
your choice.

Congratulations! You've just created your firstilimg list! Now let's see it in action. We're
going to print a Telephone List using your new tngilist as the report source.

Do the following:
Display the Print dialog box (click thePRT button on the WinPAS toolbar)
In the Report Type frame, choosélelephone List
In the Report Source frame, chooseMailing List File

When you select théailing List File option, WinPAS displays a list of available magjilists,
as shown below. Click opasmail.bwl (do you recognize the “bwl"?). WIinPAS then desysd
the Mailing List Title: Bowling Team.
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Note: Every WIinPAS mailing list file has a filenamkthe form pasmail. xxxwhere xxx
is the mailing list Identifier you supplied.

Tip:  After selecting a mailing list, use the title terify that it is the list from which you
want to print a report.

Click the OK button to dismiss the mailing list informatioNote that WinPAS displays the
mailing list name just to the right of thdailing List File option in theReport Source frame.
That's a reminder of what mailing list you've sebst

You're now back to the standarerint dialog box content.

Type the following in theReport Title (Optional) frame text areaBowling Team . That
will indicate the content of the printed Telephduist.

Click the Print button to print the Telephone List for the bowlieam. Verify that the
Telephone List contains only four names. How maamyes did the search function add to the
mailing list? Right — four names.

Displaying And Changing The Contents Of A MailingL st

If you wanted to know who is represented in a mgilist, how could you find out? Yes, you
could print a report using the mailing list as thport source. We just did that. But there’'s a
better way, a method that doesn’t require you tetevany paper. Here's how.
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On the main WInPAS screen, click ti@gHG button. It's located at about the middle of the
toolbar, above the nomenclatukailing List Files WinPAS displays théisplay/Revise
Mailing List screen shown below.

In the Filename list, select the name of the mailing list you weminvestigate. In this case,
select pasmail.bwl . WIinPAS displays the mailing list title for vadétion.

To see what names are associated with this maighglick the Show Names button.
WInPAS pops up the following dialog box:
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The right-hand column in the above dialog box shthwesnames currently in the mailing list.
The left column displays the sorted contents ofNB&\ file.

Note: The number preceding each name is the assdeiecord ID Number. Most
WInPAS users ignore this number and work only widimes — as we’ve been doing
throughout this tutorial.

Notice the title of the dialog box shown immedigtabove: Add/Delete Names From Mailing
List. In addition to determining what’s in a mailingt) you can use this dialog to modify a
mailing list — add and delete names from a listt'd practice.

To add Allen Hemphill to the mailing list, seleds mame in the left column then click the
Add To ML button. Notice that Allen’s name is copied te thailing list. The list now
contains five names. Count them.

To delete a name from the mailing list, selectrtme from the right-hand column then click the
Delete From ML button. The name disappears. Do that now fa&. og Walker. Verify the
results by observing the right-hand column. Mrslk#r is gone, right? The list is now back to
four names.

Those are the only two changes we’re going to nialkkis mailing list. Click theOK button.

Through theDouble Check dialog box, WinPAS asks whether you really wanthange the
mailing list:

After you click the Yes button (yes, do it now), WinPAS informs you tkia¢ mailing list has
been changed. Click th@K button to return to th®isplay / Revise Mailing List window.

Relevant Help Topics: Deleting Entries In A Mailing Lisin book Operations On
Mailing List Files

While we've got theDisplay/Revise Mailing List window on the screen, let's see what else we
can do through this dialog box.

Printing The Contents Of A Mailing List

With the Display / Revise Mailing List window displayed (if it isn’t displayed, clickéghCHG
button on the main WIinPAS toolbar), select tharddsmailing list from theFilename column
then click thePrint List button. Try it.

Now let’s find out how to delete mailing lists yao longer need.
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Deleting An Entire Mailing List

With the Display / Revise Mailing List window displayed (if it isn’t displayed, clickeghCHG
button on the main WinPAS toolbar), select therdesimailing list from theFilename column.

Since we've created only one mailing list so fag,r& not going to delete it. But if you did want
to delete it, you would click th®elete List button.

Let's learn one more trick before we dismissihigplay / Revise Mailing List window.

Changing A Mailing List Title

OK, so you don't like the title assigned to the Ingilist you generated. Don't fret — you can
change the title. Here’s how.

In the Filename list, select thepasmail.bwl mailing list. WinPAS displays the current titte i
the Title area:Bowling Team

Select (highlight) the current title then deletépitess théel key on your keyboard). In the
Title text area, typeChampionship Bowlers

Click the Change Title button. WInPAS confirms the change:

Click the OK button.
Click the Exit / Cancel button to dismiss th®isplay / Revise Mailing List window.
Earlier in this tutorial you read a statement ® dfffect that performing a search was “the easiest,

most-frequently-used way” to generate a mailing lladeed it is. Let's look now at a second
way to generate a mailing list.

Generating A Mailing List Without A Search

It is sometimes desirable to generate a mailirigbsposed of entries that have nothing in
common. This precludes using the search functiggeherate the list. Why? Think about it.
There’s no common data. What could you search fda®ew you'd understand!
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The first step in manually generating a mailing (i%., generating without a search) is to click
the NEW button on the main WinPAS toolbar. It's locatdzbve the nomenclaturglailing

List Files Click the button now. The program respondsibpldying the Create New Mailing
List window:

Since we're going to create the new mailing lishgshames (not ID Numbers), click the
Names button. WIinPAS pops up a dialog that may loddktdamiliar:
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Yes, we've seen a similar dialog box before — wlvenwere discussing how to change the
contents of an existing mailing list. So you athe&now how to add names to the mailing list we
want to create.

Using your knowledge and prior experience, addetmesnes to the new mailing list:
Vistaview Elementary School
Mr. Frank N. Stein
Mr. and Mrs. James P. Bodine

The right-hand column on your screen should now ld@ the one below.

That'’s all the names we want to put in the listckck the OK button. To give you a hint of
what’s next, WinPAS presents the following inforinatdialog:

Click the OK button to dismiss the above window and returthédCreate New Mailing List
window.

To complete creation of the mailing list, you msigpply a mailing list Identifier. This field is
shown on the screen adL ID. Type the following in this fieldmsc.

WinPAS Plus32 Tutorial 57



Tutorial

Tip:  The list of existing mailing list files, shown the Existing Mailing List frame, is
provided to show you what Identifiers are alreatyse. If you click on one of the
filenames, WIinPAS displays the associated Titlan ¢ou replace an existing
mailing list? Of course! Just specify the sanentdier.

Although it's optional, you should also provideMailing List Title. Type the following in the
Title field: Miscellaneous . If you can think of a better title, type it iesd. I'm getting
writer’s block!

To store the new mailing list on your hard driviiglcthe Create button. WinPAS responds
with a confirmation that the mailing list has inddseen recorded on your disk.

Click the OK button to complete the operation.

Finis
We're pulling into the station now. | hope you'®sjoyed your ride on the tutorial train.

The train conductor suggests that you perform asetask before disembarking: Delete the
mailing list files you generated while executing tiatorial. Why is this recommended? Because
mailing list files reflect the content of the N&Ald at the time the mailing list was generated.
More specifically, mailing list files generated@at of the tutorial reflect the content of the
tutorial N&A file. When you exit tutorial mode, WIPAS changes its focus from the tutorial

N&A file to your personal N&A file — and the conteof that file is very different from the

content of the tutorial file. Thus, the tutoriagiing list files are invalid when you exit the
tutorial. Leaving them on your hard drive won'trbanything, but it's better to remove them so
they won't be a source of confusion in the future.

In the course of the tutorial, you were instrudizdenerate two mailing list files:

Pasmail.bwl

Pasmail.msc
You now need to delete both these files and angrottailing list files you may have generated
on your own during the tutorial. Deleting a maifilist file is described in this document under
Deleting An Entire Mailing Lisbn page 55.

Thanks for coming along on our trip! Go forth gairdsper with WinPAS!
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Changing QuickFind Preferences

Use the procedure below to specify which fieldigpthyed in the QuickFind window and how
the displayed data is to be sorted.

On the WIinPAS menu bar, click thereferences entry. From the dropdown list, choose (click
on) the QuickFind entry.

The following window displays:

Select the desire®isplay Field and Sort Sequence . Click the OK button.
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Relevant Help Topics: Changing The Sequence Of Name Lists Displayed @rs¢teen
in book Miscellaneous Informatian

Finding And Deleting Duplicate Records

WInPAS locates duplicates by comparing each acgeerd in the N&A file to all other active
records in the N&A file, one at a time, based dteda you supply.

Example:

Assume your N&A file consists of 100 active (noreded) records. When you instruct
WinPAS to find duplicates, the program fetches rédothen compares it to record 2, then to
record 3, ..., then to record 100. The program fe&hes record 2 and compares it to record
3, then to record 4, ..., then to record 100. Thel b ups operation terminates after record
99 is compared to record 100.

If you ask WIinPAS to display duplicates as theylacated, the record displayed in the left frame
is the record currently being compared to all otieenrds.

If you don’t ask WinPAS to display duplicate receas they are encountered, each time a
duplicate is found WIinPAS deletes the record with higher ID number (the program has to
choose one to delete, so it chooses the higher-engdliecord). You can prevent this by
instructing WIinPAS to display dups as they are entered. Then you can choose which of the
duplicate record(s) to delete.

Using QuickFind for What If? Exploration

You can use the QuickFind feature to do a bit dfi&wif?” exploration before printing reports.
Here’s a samplerhat if?

What if | sorted on Sort Key 2 instead of Sort Kley or didn’t sort at all — before printing a
report? What would be the effect on the sequehdseaeport?

To find the answer, change the QuickFind Preferebta¢he proposed Sort Sequence then
display the QuickFind window. This window displah& names in the same sequence as they

would appear on a printed report. It's a casendfdt you see is what you (would) get.” And
you've saved paper.

For more information, refer t8hanging QuickFind Preferencedove.

Relevant Help Topics: Use of Sort Keysn book Miscellaneous Information.
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Duplex Printing

To see how duplex printing works, perform the steglsw to print an Address Book.

Display the Print dialog

Select theDuplex (2-Side) Printing  checkbox

Click the Print button

Follow the instructions on the screen (see pardgbajow)

WinPAS prints all odd-numbered pages then stopdaplays a message asking you to take the
paper out of the printer, turn it over, and pudatk into the paper feed hopper. After you've
done that, and given WIinPAS permission to contitlue program prints the even-numbered
pages on the back side of the odd-numbered pa¢ms may have to experiment with how you
feed the paper for even-page printing. Varioustprs have their own ways of feeding paper.

Adding QuickLinks To A N&A Record

The procedure below assumes that you've workedigfirahe tutorial far enough to establish a
record for Schnick L. Fritz. If you haven't estiabled that record, you can substitute any other
N&A record for that of Mr. Fritz.

A QuickLink is just what its name implies: A way quickly link (jump) from one N&A record

to another. You can establish up to four Quickkinkeach N&A record. The example below is
from screen 2 of the Bodine’s N&A record.

Setting up a QuickLink is pretty painless. Fosthitorial, we'll do it the easiest way (yes, there
are two ways to do it — both are described in theRAXS help system).

Relevant Help Topic:  QuickLinks in book Operations On The Name And Address.File

Let's assume you want to link the N&A record foh8ick L. Fritz to the record for Frankie and
Jonnie. In other words, you want to be able tekjyijump from Frankie’s record to Schnick’s.
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Start by displaying screen 2 of Frankie and JosM&A record. Observe that no QuickLinks
are currently in use.

Notice that there are two components to each QumékLan ID and aDescription.
Question: Do you have to know the ID Number the establipueckLink?
Answer: No! It has been stated several times in thigi@itthat you don’t have to be
concerned with ID Numbers, that WinPAS will takeecaf them for you. In the

paragraphs below we’re going to demonstrate thet again.

Double-click on the first ID slot. WinPAS popp a dialog listing the names in the N&A file:

Highlight the desired namévir. Schnick L. Fritz - that’'s the N&A record we want to link to.
Note that in addition to the names, you are preskwith the option of copying only the
associated ID Number to the QuickLink or copyinghaihhe ID Number and the Name. For our
purposes, select the second optithh:Number And Name .

Note: The ID Number is the only required information’s lvhat makes the QuickLink
“work.”

Click the OK button to perform the feat.

Note: The QuickLink Description field is 20 characters in length. Any data icess of
20 characters is ignoretfyncated if you're a technophile).

Now look at the first QuickLink in Frankie and Jaeis record. Schnick’s ID and Name have
been inserted, just as you requested.
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Click the Change button on N&A record screen 2. Until this is dothe changes are only on
the screen, not in the N&A file. After the changavritten to the N&A file, WinPAS again
displays screen 1 of Frankie and Jonnie’s record.

Well, that's how easy it is to establish a QuicKt.irPretty painless, yes? Better than a root
canal.

To test the QuickLink, switch to screen 2 (the kiarand Jonnie record should still be displayed)
and click theDisplay button to the right of Schnick's name. What hapal? WIinPAS
displayed what? Yes, WinPAS displayed screentheN&A record for Schnick L. Fritz. You
just linked from one N&A record to another.

To return to the record for Frankie and Jonniepldis screen 2 of Schnick’s record and click the
Go Back button. Verify that Frankie and Jonnie’s recoigptays again.

Question: Can | follow links from record to record to recdodrecord to ....?

Answer: Yes, your QuickLink “chain” can have as many lirdssyou want. Once the
links are established, you can chase the chainaimhar backward.

Note that if you delete a N&A record that is refesed by a QuickLink, you should also delete
the QuickLink.

Removing A QuickLink

Removing a QuickLink is even easier than estabigsit. Just position the cursor in the
appropriatelD field and delete the contents. Technically, glon’'t even have to delete the
Description contents — but it looks weird to havelescription by itself. So delete it after
deleting thelD.
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Using The WInPAS Online Help System

Think of an online help system as a library¢oliection if you prefer) of electronic, as opposed
to printed, books.

An online help system hasGontentssection — similar to the Table of Contents iniated book,
anindexsection — similar to a book’s index, and somethingted books can't offer: the ability
to search all the books for a desired word or ghrg$his capability is known d&aull Text
Search)

Note: The material below assumes that WinPAS is exeg\tianning’). If you haven’t
yet started the program, follow the instructionsStarting WinPAS Plus32
beginning on page 4.

To learn how to use the WIinPAS online help systesire going to access that system and
display the information that tells us how to use lielp system. That's right — we’re going to use
online help to learn how to use online help.

The WInPAS help system is accessed from the maitPA% screen by clicking the button with
the big yellow question mark’§. Do that now. WinPAS displays the following ldig. box:
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Note the three tabs toward the top of the dialtigey're identified asContents, Index, and
Find. If the Contents tab isn't currently selected (i.e., if your saraiesn’t look like the
illustration above), click theContents tab.

In the center of the dialog box is a list of th@ke® comprising the help system. These books
organize the help topics into logically-relatedsseindividual pages in an online help system are
referred to agopics)

Open the first booKJsing The Help Systery double-clicking on it. WinPAS opens the book
and lists the pages (topics) contained therein:

As shown above, the first book contains only onpécto Display this topic by double-clicking on
it. Yes, do it now. WIinPAS displays the topic:

WinPAS Plus32 Tutorial 65



Using The WInPAS Online Help System

Note that the size and shape of your help scregnbma bit different than shown above.
Remember that Windows allows you to change windaassand shapes as desired.

Please take the time now to read all the infornmaiticthe displayed topic. When you've finished
that assignment, you should be ready to use ohéie

To terminate online help, click thExit button toward the top of the window.
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WInPAS Features And Benefits

WInPAS Plus32 (“WInPAS”) is easy to use, even fomputer novices. Here are just three

examples:
- WInPAS automatically opens, saves, and closes¥ilesn appropriate, relieving you

of that concern. An added benefit: if your complteashes’, your Name and

Address (N&A) data is secure.

You don't have to be concerned with the locatiogoefr WinPAS-related files. The

program manages file placement for you.

WInPAS automatically specifies the correct prirfterts, based on the type of report

being printed.

WinPAS can record up to 1700 names and addresses.

By including appropriate information in the N&A m@cls you can use the single N&A File as if it
were several files. For example, a file of persdmends, a file of business associates, a file of
club members, a file of Christmas card recipieets, You get the flexibility of multiple virtual
files and the convenience of a single physical flasy to maintain, easy to back up.

For each N&A entry, you can store five name andeskllines, five free-form telephone
numbers, an E-Mail address, a comment line (106ackers), and QuickLinks to other records.

Each N&A entry also includes two sort keys. Althbubeir use is optional, using these keys
provides greater control of the sequence of pridezliments. For maximum flexibility, content
of the keys is independent of the actual name/addrdormation. You can record any type of
information you want in these keys.

The N&A File can be searched using complete oligldanformation. And you can search on any
combination of data fields. Searching can be tisdacate and display N&A records that contain
information you specify. It can also be used toggate customized Mailing Lists from which to
produce printed output, sorted to your specifigatio

When generating a Mailing List, records that sgtibE search criteria can be displayed on-screen
as they are encountered. This provides an adéltlemel of selection in that you can
include/exclude records on an individual basis.

Mailing Lists can also be built manually, by spgiif which names to include in the list.

Any number of Mailing Lists can be generated ancdedaEach Mailing List can contain up to
1700 entries. A given N&A can appear on any nunabetistinct Mailing Lists.

Many types of reports can be printed:
Address Book (2 formats)
Telephone List (2 formats)
Mailing labels (1, 2, or 3 labels across)
Name and Address database content
Rotary File Cards (1 or 2 cards across)
Envelopes (Many sizes to choose from)
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For the visually impaired, WinPAS Plus32 can pradadN&A Book in large print.

Most documents can be duplex (2-side) printed.nkfsgour printer doesn't support duplex
printing. Saves trees.

The QuickFind feature displays an abbreviated waref the N&A File so you can quickly find
and display a desired N&A record.

The Find Duplicate Records feature allows you tate and (optionally) delete duplicate N&A
records. You can locate duplicates on the badiseohame and/or address information.

QuickLinks allow you link associated N&A recordsysmu can quickly access one record from
another.

WInPAS can import Windows Address Book informatfoom Microsoft Outlook Express and
other programs. You don't have to re-type thermédion!

The extensive WIinPAS Help System has clear, coriesgructions for using the software.

The Search and Replace feature provides the atuliiyd and replace information in multiple
N&A records simultaneously.
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Active Record

A N&A record that is available for you to procesge(v / change / delete / print). A record that
hasn’t been deleted from the N&A file.

When you delete a record, it is markedrestiveand remains in the N&A file. To minimize the
size of the file, WinPAS overwrites (effectivelypfaces) inactive records with new records when
they are added to the N&A file. If there are nadtive records to overwrite, WinPAS extends
the file by adding the new record after (beyond)Ittst active record.

Dialog Box

A rectangular window that WinPAS uses to estaldisd-way and two-way communication with
you. Sometimes a dialog box contains only an iper (“Do ..."), sometimes it contains a
guestion, and sometimes it contains options fortgogelect to guide the program. The terms
dialog box dialog, window; and screen are used interchangeably in this tutorial.

Entry
Refer torecord

Field

A logical piece of data. Example: A person’s nasnwecorded in the Name field. His/her
address is recorded in the four Address fieldsndd-address is stored in the E-Mail Address
field. Etc.

File
A collection of related records. The WinPAS N&Aefis a collection of N&A records. Aile
is composed ofecords which are composed dfelds.

Group

In the WIinPAS N&A file, a collection of people ahdr businesses that have something in
common.

Examples: My Christmas card group is the collectiball people and businesses to whom |
send Christmas cards. My computer club groupmspesed of all the people in my
computer club.

A given N&A record can belong to any number of greu (Some of the people to whom | send
Christmas cards are also in my computer club.)

A group can include up to 1700 N&A records — th#ts maximum number of records that can
be stored in the N&A file.
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WInPAS has no predefined groups. You define atabéish a group simply by including the
group name in theComments field of at least one N&A record. You can esistbls many
groups as you need.

Note: Technically, the group information doesn’t havdo#oin the Comments field. You
can instruct WinPAS to search for group informatiomany field or combination of
fields. This allows you to establistid-hocgroups. Examples: Everyone in the file
who has a Chicago mailing address, everyone ifillhehose telephone area code is
801.

WInPAS has no rules for naming groups. You caroskdo call your groups anything that's
meaningful to you.

Tip:  Keep your group names relatively short —@wnments field is only 100 characters
in length. ThusChristmasis better thatChristmas Card List CC s better than
Christmas— unless you forget wh&cC stands for!

Tip:  When typing them into thEomments field, delimit your group names with
asterisks (*) or some other special character,(%,$", &, +, <, >, etc). That will be
a visual clue as to the significance of the infdiora(why it's there). It will also
reduce the possibility of getting false hits whew yell WinPAS to search the
Comments field. Example: Searching for *CC* will get at lainly on records in
your Christmas card group. Searching for CC wall g hit oroccurs Bacchus
etc., as well as on those records that belonguo @bristmas card group.

Do you like secrets? If you promise not to teyame else, I'll let you in on a secret. Hereitis
You make the “group” concept work, not WinPAS. Theugy names you provide are just data
as far as WIinPAS is concerned. That's right. plugram doesn’t distinguish a group name
from any other data in the Comments field or anyelase. It's the wayou regard and process
the group names that makes the magic hapgen. are in total control.You decide whether to
establish groupsjou define as many groups as you negi name those groups any way you
please. Empowerment. Total flexibility. Now ykmow the secret — but remember your
promise!

Inactive Record
Refer to Active Record

Mailing List (File)

A file used to control which N&A records are pridte a report.

In the Report Source frame of thePrint dialog box there are two options for the sourfce o
N&A information: N&A File and Mailing List File. If you select the latter, WinPAS presents a

list of current mailing lists and asks you to sfewihich to use. Only the N&A records
represented in that mailing list will be used todarce printed output.

Mailing lists can be generated manually or autocadlii.

Relevant Help Topics: Creating A Mailing Listin book Operations on Mailing List
Files.
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A mailing list can be composed of records that renmething in common (e.g., people to whom
you send Christmas cards) or nothing in commore latter type of mailing list must be
manually generated.

Because a mailing list is based on the conterit@N&A file at the time the list is generated,
changing the N&A file may require you to re-cretite mailing list files.

All WIinPAS mailing list files have a filename gdasmail When a mailing list is created,
WinPAS asks you to specify a file Identifier of igpthree characters. This Identifier becomes
the filename extension when the file is writterdiek. Example: If you specify an Identifier of
bus the name of the mailing list file becompasmail.bus

Because the ldentifier is used as a filename eixtenthere are some rules as to its content. In
general, you cannot specify an Identifier thatriewn to the Microsoft Disk Operating System
(DOS) and/or Windows. This includesxe bat, com sys The Identifier cannot include
punctuation.

For you technophiles, a mailing lie is simply a series of one-byte flags, each byte
representing one entry in the N&A file. The fifistg represents the first physical N&A record,
the second flag represents the second N&A rected,A&flag value of “1” indicates that the
corresponding N&A record is included in the mailifgy. If the flag is set to zero, the
corresponding record is excluded from the mailiag IYes, it's that simple.

Operating Modes

WIinPAS Plus32 version 3.4 (and later) operatesvrnodes: tutorial mode and standard (non-
tutorial) mode.

When you enter tutorial mode, WinPAS temporarilgrofpes its focus from your personal N&A
file to the tutorial N&A file. As long as you oge in tutorial mode, this is the file you'll be
processing. When you exit tutorial mode, WinPA8iaghanges its focus back to your personal
N&A file.

Note: The data in your personal N&A file is always safg's never affected by anything
you do in tutorial mode.

The first time you enter tutorial mode, WinPAS makwailable a small tutorial N&A file. As
you work through the tutorial steps, you'll be msted to make changes to the content of this
file. These changes are retained in the file -nefsgou exit tutorial mode — so you can start and
stop the tutorial as often as desired, workingugtoit at your own pace.

Question: How can | determine the current operatioge?

Answer:  When you're in tutorial mode, the worldgtorial Modeare displayed at the
right-hand end of the WinPAS toolbar, thusly:
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Record

All the data WIinPAS stores for a single name ardtess. All informationdata, if you prefer)

for a given name and address is stored in a siegledin the Name and Address (N&A) file. A
N&A record is a collection dfields each field representing a logical piece of infation.
Throughout this tutorial we use the terrasord andentryinterchangeably.

Report

Any type of printed output. Envelopes are repofis.are Address Books. And mailing labels,
and Telephone Lists and .....

Screen
Refer to Dialog Box

Screenshot
The illustration of a screen. An image captureanfra computer monitor screen.

Standard (non-tutorial) Mode
Refer to Operating Modes

Toolbar

On the main WInPAS screen, the horizontal bar digph the buttons used to invoke selected
WInPAS functions such as ADD ONE, PRT, and ENV.eTtolbar is illustrated in the
Operating Modeslescription above.

Tool Tip

A small rectangular window containing an explanatoessage or tip. A tool tip is displayed
when the mouse cursor is allowed to rest on a Gelcommand button for a few seconds. Note
that not all fields and not all command buttonsehassociated tool tips.

Tutorial Mode
Refer to Operating Modes

Window
Refer to Dialog Box
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