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Introduction 
 
 

Welcome! 
 
Welcome aboard the WinPAS tutorial train!  We’re just about ready to pull out of the station for 
an exciting, educational adventure, and you’re invited. 
 
The goal of this tutorial trip is to teach you the basics of using WinPAS Plus32.  We may even 
throw in a few comments along the way that will give you a grin or two – just to make the trip 
more enjoyable. 
 
Settle back in your favorite chair.  We’ll get underway as soon as you read the material below. 
 
All aboard! 
 
 

About This Tutorial 
 
You can use this tutorial with WinPAS Plus32 version 3.4 and later.  You can download the latest 
version of the software from the WinPAS website: www.malcolmhoward.homestead.com.  Even 
if you’re using an earlier version of WinPAS, you’ll gain new insight into the program by just 
reading this tutorial document. 
 
Using Adobe® Acrobat® Reader®, you can either print this tutorial or view it on-screen.  Reader 
is available as a free download from Adobe Systems Incorporated, 
http://www.adobe.com/support/downloads/main.html.  If you don’t object to expending a bit of 
paper and ink, I suggest you print the tutorial document.  It will be easier to perform the tutorial if 
you don’t have to repeatedly switch your monitor screen between WinPAS and the tutorial 
document.  And if you have hardcopy, you can annotate it as you discover the secrets of WinPAS.   
 
Suggestion:  Start at the beginning of the tutorial and work completely through it, at least once.  If 
you skip steps, you’ll miss some vital information and tips.  Each section of this tutorial is written 
with the assumption that you’ve read all the preceding sections. 
 
This tutorial makes one other assumption:  That you know how to perform basic operations in 
Microsoft™ Windows®.  For example, you should already know how to position the cursor in a 
desired field and how to make changes to what you see on the screen.  Just basic stuff like that.  
You don’t need to be a computer nerd (or geek, if you prefer) to use this tutorial! 
 
This is a hands-on, learn-by-doing tutorial.  To realize the maximum educational benefit, you 
should do everything you’re asked to do.  (But only relative to this tutorial!) 
 
If you don’t understand some of the terms in this tutorial, check the Glossary section at the back 
of the document.  The mysterious term may be listed and explained there.  Some of the more 
technical information is also located in the Glossary.  Additional information is available in the 
WinPAS online help system, accessible by clicking the big yellow question mark on the WinPAS 
toolbar. 
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The screenshots (screen images) in this tutorial were produced under Windows XP.  If you’re 
running a different version of Windows you may notice some cosmetic differences between your 
screen and the images in this document.  But the dialog box content will be the same.  The author 
reserves the right to change the dialog boxes at any time! 
 
The Index at the back of this document is purposely abbreviated.  Using the Table of Contents at 
the front of the document and the Index at the back of the document, you should be able to 
determine the location of the information you need. 
 
 

Tutorial Enhancements 
 
To enhance your experience with this tutorial and with WinPAS, we’ve embedded the following 
types of additional material in the document: 
 

· Tips  provide helpful hints about effective ways to use WinPAS and /or Microsoft™ 
Windows®. 

 
· Notes  supply additional information. 

 
· Relevant Help Topics  refer you to appropriate topics (subjects) in the WinPAS online 

help system for more in-depth information.  Within the help system, one topic frequently 
will refer to other topics. 

 
· Question / Answer  pairs ask and answer the question(s) you’re probably thinking. 

 
 

WinPAS Features And Benefits 
 
If you’re not familiar with the features and benefits of WinPAS – what the program can do for 
you – read  WinPAS Features And Benefits  starting on page 67. 
 

Support For WinPAS Plus32 
 
As you know, WinPAS software is free and technical support is free.  Support can be obtained by 
directing e-mail to   malcolmlonna@emerytelcom.net 
 
Before you request help from technical support, please try to find the answer to your question in 
the WinPAS help system. 
 
If you want to be notified of future WinPAS software releases, send your request to the e-mail 
address above. 
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The WinPAS Online Help System 
 
As mentioned above, scattered throughout this tutorial are references to Relevant Help Topics in 
the WinPAS online help system.  If you’re not familiar with online help, or need a refresher 
course, please read  Using The WinPAS Online Help System  starting on page 64. 
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Tutorial 
 

Starting WinPAS Plus32 
 
The first step, of course, is to start WinPAS.  Do that now. 
 
 

For The First Time 
 
If this is the first time you’ve started the program, you’ll be asked whether you want WinPAS to 
establish an initial Name and Address (N&A) file for you.  That’s the purpose of this dialog box: 
 

 
 
Unless you have a really good reason to do otherwise, click the  Yes  button.  The file that 
WinPAS creates for you is your personal N&A file – the place where you’ll store your N&A data.   
 

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

 
The data in your personal N&A file is always safe – it’s never affected by anything 
you do in tutorial mode. 

 
If WinPAS displayed the above dialog box and you clicked the  Yes  button, skip to  Entering 
Tutorial Mode  on page 5. 
 
 

Been There, Done That 
 
If you have previously executed WinPAS and established a 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 last shut down WinPAS, the program asks 
whether you want to continue operating in that mode: 
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Since you’re now reading the tutorial document, it seems reasonable to assume that you want to 
continue the tutorial – so click the  Yes  button.  WinPAS asks whether you want to reset the 
tutorial N&A file to its original content:   
 

 
 
Why would you want to return the file to its pristine state?  So you can start over with a fresh 
slate.  Oh, that life were that accommodating!   
 
Click the appropriate button in the  Reset Tutorial?  dialog box then skip to  Exiting Tutorial 
Mode  below.  What is the “appropriate” button?  Well, if you’re performing the tutorial for the 
first time, click  No.  If you’re resuming the tutorial and want to continue where you left off, click  
No.  If you want to start over, click  Yes.  You knew that, right? 
 
If WinPAS doesn’t display the  Continue Tutorial?  dialog box (shown above), you must 
manually enter tutorial mode, as described below. 
 

Entering Tutorial Mode 
 
On the main WinPAS screen, pull down the File  menu.    
 

 
 
If  Enter Tutorial Mode   is shown on the menu, click on it.   
 
If  Exit Tutorial Mode   is shown on the menu, you’re already operating in tutorial mode.   
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Note that when WinPAS is operating in tutorial mode the right-hand end of the toolbar displays 
the message  Tutorial Mode. 
 

 
 
 

Exiting Tutorial Mode 
 
We’re not going to exit tutorial mode right now – we just entered it – but you need to know how 
to exit, as well as enter, tutorial mode.  Exiting is very simple:  Pull down the  File  menu and 
select  Exit Tutorial Mode.  That’s it! 
 
When you exit (leave, terminate) tutorial mode, WinPAS changes its focus back to your personal 
N&A file.  From that point, all N&A processing is performed on your personal file.  If you 
subsequently enter tutorial mode again, the focus switches back to the tutorial N&A file. 
 
You can enter and exit tutorial mode as often as desired.  When you exit, WinPAS saves the 
current content of the tutorial N&A file so you can continue the tutorial right where you left off.  
This enables you to perform the tutorial at your own pace. 
 
 

Determining What’s In The N&A File 
 
We’ll begin by learning how to use the QuickFind function to display a summary of entries 
(records) currently in the Name and Address file.   
 
 

QuickFind 
 
QuickFind is so named because it permits you to quickly find and, if desired, display any record 
in the Name and Address (N&A) file. 
 
Ready?  Let’s get started! 
 
On the main WinPAS screen, click the QUIK FIND button.  The resulting display lists the Name 
field content for each N&A entry.   
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Before we proceed, please note the annotation immediately above the list of names.  It indicates 
what is displayed (Name) and how the data is sorted (by Sort Key 1 content).  It also indicates 
that you can change the field to be displayed and the sort 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 a bit of “what if?” exploration before 
printing reports.  It’s explained in the Advanced Topics section. 

 
In addition to finding out what’s in the N&A file, 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’s a record in our file for Mr. and Mrs. Bodine.  
Let’s display their record.  To do so, you can either double-click on the appropriate line in the 
QuickFind list or single-click (highlight, select) the line then click the Display Record  button.  
Your choice, but do one of them now.  You should see this window: 
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We’ll slow the tutorial train here for a few moments so you can review the content of this screen 
(window).  Take a good look at what type of data is recorded for the Bodines.  Note that the 
information on the screen is segregated into three frames:  the  Name and Address  frame, the 
Telephone Numbers  frame, and the  ID Number  frame.  Frames are used to group 
logically-related fields. 
 

Tip: If you rest the mouse cursor (usually an arrow, � ) on a field for a few seconds, 
WinPAS displays a rectangle with a message indicating the name of the field and its 
maximum length.  These messages are referred to as tool tips. 

 
Many command buttons also have tool tips available.  See for yourself:  allow the 
mouse cursor to rest on one of the buttons at the bottom of the screen shown above. 

 
The data retained for each N&A entry spans two screens.  You’re looking at the first one.  Note 
the title at the top of the screen: Screen 1 of 2. 
 
To display the remainder of the N&A data for the Bodines, click the Show Screen 2  button in 
the lower right portion of the screen.  Yes, do it now.  You should see the following: 
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Again, take a few moments to review and digest the type of information on this screen.  You may 
not understand everything you see right now, but you will.  That’s one of the reasons why you’ve 
boarded the tutorial train. 
 
 
Browsing The N&A File 
 
Note the Browse Controls  buttons (Previous , Next ) at the lower left corner of the screen.  
(Yes, they were on Screen 1 also.)  These buttons are used to browse through the N&A file, one 
record at a time. 
 

Tip: Note that the nomenclature on the face of the Next  button is enclosed in a dotted 
outline and the button itself is outlined in black.  This is Windows’ way of indicating 
that pressing the Enter  key (on your keyboard) will have the same effect as clicking 
the Next  button with your mouse.   

 
Sometimes the button is outlined in black but the button-face text isn’t.  The result is 
the same: pressing the Enter  key is equivalent to clicking the button. 

 
Do a little browsing.  Either click the Next  button or press the Enter  key a few times to navigate 
through the file. 
 
Clicking the Previous  button puts the browse machine in reverse gear.  Try it.  Note that when 
you browse, WinPAS always displays screen 1 of each N&A record first – even if you started 
browsing from the second screen of a N&A record. 
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Question: When I browse, what determines the order (sequence) in which records are 
displayed? 

 
Answer: The WinPAS browse feature can display successive records in their “natural” 

sequence (i.e., the order they physically appear in the N&A file) or sorted by the 
content of the Key1 or Key2 fields in the N&A record. 

 
When WinPAS is installed, the browse feature is configured to browse records in 
their natural sequence.  You can change the browse order from the Preferences 
pulldown menu. 

 
If you’re browsing the N&A file in its natural sequence, WinPAS treats the file as if it were 
continuous (circular).  When you try to browse past the last record in the file, WinPAS circles 
around and displays the first record in file.  Want proof?  Watch the contents of the  ID Number  
field as you browse.  This circular reasoning works in reverse, too.  
 
When you’re finished browsing N&A records, click the Cancel  button to dismiss the last record 
from the screen. 
 

 
Note: The relative position of each N&A record is indicated by its unique ID Number.  

The first record in the file has an ID Number of 1. 
 

All WinPAS operations can be performed with names or with ID numbers.  You 
don't have to use ID numbers unless you want to.  (Most WinPAS users ignore 
ID numbers.  Join the crowd!) 

 
 

The QuickFind function isn’t the only way – and sometimes not even the best way – to determine 
what’s in the N&A file.  WinPAS also provides an extensive file search capability that can search 
any combination of record fields using complete or partial 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 determining whether it contains specified 
information 

· To create custom (specialized) mailing lists 
 
We’ll discuss mailing lists later in this tutorial.  For now, we’re going to focus on using the search 
function to find records containing specific information. 
 
When WinPAS searches the N&A file, it looks at every record to determine whether it meets 
criteria you specify.  You provide the search criteria in a  Search  dialog box.  It’s displayed 
when you click the  SRCH  button on the main WinPAS screen.  We’ll use the illustration below 
to explain operation of the search feature. 
 
 



Tutorial 

WinPAS Plus32 Tutorial 11 

 
 
To conduct a successful search, WinPAS requires the following: 

· An indication of what field(s) to search in the N&A record 
· The information you want to search for 
· What to do when a record matches the search criteria 

Let’s see how components of the  Search  dialog box satisfy these requirements. 
 
The  Search Fields  frame is where you specify what field(s) to search.  You can choose any 
combination of fields, or all fields.  
 
The  Search Parameter  frame is where you specify the search criteria.  WinPAS will search for 
the information exactly as you type it in (see Note below).  Punctuation, special characters, and 
spaces are allowed in this field.  You can search using complete or partial information. 
 

Note: The Search Parameter information is not case sensitive.  It can be typed in 
UPPERCASE, lowercase, or MiXed cAse.  The results will be the same. 

 
In the  Options  frame, you tell WinPAS what to do when a record matches the  Search 
Parameter  information.  (In programmer parlance, a match is a hit.) 
 

Note: The two options, Save Search Results In A Mailing List   and  Display Matching 
Records,  can be used singly (alone) or in combination. 

 
The first option, Save Search Results In A Mailing List, instructs WinPAS to include matching 
records in a mailing list.  Remember, that’s a topic for later. 
 
The second option, Display Matching Records, tells WinPAS to show you each matching record 
before the program takes any other action.  If you select this option, one of the following dialog 
boxes displays each time WinPAS finds a matching record: 
 



Tutorial 

WinPAS Plus32 Tutorial 12 

 
If you’re not creating a mailing list 

 
 

 
If you are creating a mailing list 

 
 
The top dialog displays if you’re not creating a mailing list; the bottom dialog displays if you are.  
Study these two dialogs carefully, noting the similarities (what you can do through either dialog) 
and differences (what you can do through the bottom dialog only). 
 

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

 
Answer: When you’re searching through the N&A file only to find desired information  

OR  when you want to exercise an additional level of scrutiny (your eyes / brain) 
before deciding whether to add a record to a mailing list.   

 
Relevant Help Topics Some Searching Thoughts  in book  Miscellaneous Information. 

 
Now that you’ve been introduced to the basics of searching, let’s see how theory holds up in 
practice.  We’re going to initiate a search. 
 
For the sake of this tutorial, assume you have a very large N&A file – 1,500 records.  Too many 
to visually review by just browsing through the file record-by-record.  (By the way, do you know 
how many N&A records WinPAS can store?  That’s right – 1,700 records.)   
 
Suppose you need to determine whether any of the N&A records contain an address in Woodless, 
CA.  If there are any records that meet this criteria, you want to display them on your computer 
monitor.  That’s an easy task for the Search function.  Let’s do it. 
 
Do the following: 

· Click the  SRCH  button on the WinPAS toolbar  
· In the  Search  dialog box, choose  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? ) 
 



Tutorial 

WinPAS Plus32 Tutorial 13 

Does your screen look like the illustration below?  If so, you may advance to Park Place and, if 
you pass Go, collect $200.  If not, go straight to Jail. 
 

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

 
 
Take a moment to review the options available in the  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 record?  Click the  Screen 2   button.  To return to  
screen 1, click the  Screen 1   button (duh!). 
 
Just for grins, click the  Copy N&A To Clipboard   button.  WinPAS responds with this 
message: 
 

 
 
You can insert the copied name and address directly into any Windows application that supports 
the Windows Clipboard paste function:  word processing programs, spreadsheet programs, 
graphics programs, and so forth.  Pretty nifty, eh!  That should save you some typing.  And typos! 
 

Note: There is also a  Copy N&A To Clipboard   button on the dialog used to display and 
change N&A records.  Want to see it?  Look at the first illustration under  Accessing 
A N&A Record With QuickFind  on page 7. 

 
OK, we know that at least one N&A record has an address of Woodless.  Let’s see if there are any 
other records that match the search criteria.  Click the  Continue   button (or just press the Enter 
key).  WinPAS goes back to work for you, laboriously searching through the remaining N&A 
records.   
 
The next dialog you see is this: 
 

 
 
WinPAS has just informed us that there is only one record with a mailing address of Woodless.   
 
What’s left to do?  We have no choice other than to click the  OK  button.  So do it. 
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You found out what you wanted to know:  There is one and only one record with a Woodless 
address.  You visually reviewed it and even extracted the name and address for pasting into 
another file.  We’re done.  Game over.  You win.   
 
You now know two ways to locate a desired record in the N&A file.  Quick quiz:  name the two 
ways. 
 
Now let’s find out how to make changes to individual records.  N&A data is seldom static.  
You’ll probably find it necessary to make frequent changes to your file.  I do. 
 
 

Changing A N&A Record 
 

Tip: As you proceed through this tutorial, remember that you’re working with a tutorial 
(practice, learning) version of the N&A file.  Go ahead and experiment to your 
heart’s delight.  If you mess things up, you can always reset the tutorial N&A file to 
its original content. 

 
Do you remember how to reset the N&A file?  It’s simple.  Here’s a quick review: 

· Exit Tutorial Mode 
From the  File  menu, choose  Exit Tutorial Mode . 

· Re-start Tutorial Mode 
From the  File  menu, choose  Enter Tutorial Mode . 

· Reset the file 
When WinPAS asks whether you want to reset the tutorial file, click the  
Yes  button. 

 
Now let’s change a record.  Using the skills you’ve developed thus far in this tutorial, find and 
display the N&A record for Mr. and Mrs. Tomphson.  Shown below is screen 1 for Harry and 
Janie.  (How did I know her name was Janie?  You figure it out.  Yes, you can.  Hint:  there are 
two screens of information for each N&A record.) 
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In checking over your N&A records, you discovered that you misspelled these folk’s last name.  
Hey, it happens!  The correct spelling is  Thompson.  You’ve also decided to add Harry’s work 
number to the list of telephone numbers. 
 
To change the name, position the cursor in the  Name  field and change “Tomphson” to 
“Thompson.”  That was easy. 
 

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

 
If WinPAS gets really obstinate about allowing you to type data into a field, even a 
visually blank field, select the entire field content then press the  Delete  key on your 
keyboard.  That will absolutely clear the field so you can enter your data.  (To select 
an entire field, position the cursor at the left end of the field then hold down the  
Shift   key while pressing the  End  key.  The field content will be highlighted.  
Release both keys.)  

 
Let’s tackle the telephone number addition.  First, observe how telephone numbers are 
represented on the screen.  Look at the illustration below.  In the  Telephone Numbers  frame, 
note that two types of information are recorded for each telephone number: the  Type  of entry, 
and the actual  Number  itself.  That’s probably the same information you would include in your 
handwritten address book.   
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Harry and Janie’s home number is already in the N&A record.  That number occupies the first of 
five slots in the telephone numbers list.  Let’s add Harry’s work number as the second entry. 
 
Start the addition by clicking the down arrow at the right end of the second  Type  text box.   
 

 
 
 
 
WinPAS responds by dropping down a list of eight predefined types: 
 

 
 
Decisions, decisions – life’s full of them.  You’ve got to make one right now:  you can either 
accept one of the predefined types (in the dropdown list) or type a description of your choosing – 
up to six characters.  To choose an existing type, click on it.  To use your own description, just 
type it in.  Since this is Harry’s work number, click on  Work   in the dropdown list.  WinPAS 
moves that information into the  Type  field. 
 
Now position the cursor in the  Number  field that is immediately to the right of the  Type  field 
you just modified.  Type in Harry’s work number.  Yep, you make it up.  Give old Harry any 
number you want. 
 

Note: The  Number  field is free-form.  That means it has no predefined structure.  You can 
type the data in any format you desire.  That facilitates entering telephone numbers 
for foreign countries – such as 011-44-171-123456789 – or special dialing codes 
such as *82 (412) 974-1230. 

 
Tip: If you need to store more than five telephone numbers for a single name, visit the 

WinPAS help system and read App Note 6 in  Application Notes.  It’s in the  
Miscellaneous Information  book. 

 
OK, we’ve made the two changes we needed to make.  At this point you could click the  Change  
button to effect the change.  But it might be a good idea to check the rest of the Thompson’s 
information first.  How do you do that?  Right!  Click the  Show Screen 2  button.  Do it now. 
 

Click Here 
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See anything else that needs to be changed?  Yes, the data in  Sort Key 1  needs to be corrected.  
The Thompson’s name is misspelled there too.  Make that change now.  If you have trouble 
making the change, refer to the Tip just below the screen 1 image on page 16.  
 

Note: The sort keys can be used to control how your N&A data is sorted (ordered, 
sequenced) before printing a report.  You should seriously consider using 
Sort Key 1  as you see it used in all records of the tutorial N&A file – to store the 
person’s last name and first name (in that order).  That will enable you to print 
reports and get screen displays in alphabetical order.   

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

Topics. 
 

Use of Sort Keys  in book  Miscellaneous Topics. 
 
It looks like we’ve got all the necessary changes for the Thompson’s N&A record.  Click the  
Change   button to tell WinPAS to make these changes permanent in the N&A file.  (Permanent 
until you change it again, that is!)  Note that WinPAS confirms that the record has been changed.   
 

 
 
What’s currently displayed on your screen?  Right – the 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 – just to make sure you made the 
changes correctly – and modify it again if you didn’t.  No more wondering if 
you really made the desired changes.  Convenient! 

 
After reviewing the record, click the  Cancel   button to dismiss the record from the screen. 
 

Note: A N&A record is not changed in the N&A file until you click the  Change  button.  
Up to that point, the changes are only on the screen, not in the file.  If, after making 
the changes on the screen, you decide that you don’t want to change the file content, 
simply click the  Cancel  button.  All the on-screen changes will be thrown away.  

 
 
One More Time 
 
For good measure, let’s change one more record then we’ll move on to the next train stop and 
learn how to apply a common change to multiple records simultaneously.   
 
In reviewing your Christmas card list, you discover that Mrs. Dog Walker hasn’t sent you a card 
for two years.  Cards and stamps costing what they do, you decide to pare down your Christmas 
card list.  Mrs. Walker is the first to go.  For future reference you want to keep her record in the 
N&A file, but you want to remove her from your Christmas card list.  Let’s do it. 
 
Display screen 2 of the N&A record for Mrs. Dog Walker: 
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We’ll discuss this subject in more detail later in this tutorial, but for now accept the statement that 
the  *Christmas*  data in the  Comments  field is what makes Mrs. Walker a member of the 
Christmas card group.  So we need to remove that data from this record. 
 
Using your WinPAS skills, delete  *Christmas*  from the  Comments  field then tell WinPAS to 
change the record. 
 

Note: You can assign any N&A record (thus the person / people it represents) to any 
number of groups that you define.  There are no predefined groups in WinPAS.  You 
decide what groups you need and what to name them.  As you see in the above screen 
image, the group names are recorded in the  Comments  field.  Later you’ll learn 
how to search the  Comments  fields and generate a  Mailing List  containing only 
those names that meet the search criteria.  Something to look forward to!  

 
Relevant Help Topics Application Note 5 contained in  Application Notes  in book  

Miscellaneous Topics. 
 

 

Search and Replace – Changing Multiple N&A Records 
 
By now, you should be well versed in making changes to individual N&A records.  But suppose 
you need to make the same change to multiple records – for example, a street name change.  Yes, 
it happens.  Case in point:  several years ago, the City of San Diego changed “Artillery Road” to 
“Martin Luther King Boulevard.”  Or suppose the telephone company changes an area code.   
 
The types of changes described above can potentially affect multiple N&A records.  How are you 
going to make these changes? Sure, you could use the WinPAS Search function (discussed on 
page 10) to find each individual record that needs to be changed then make the changes.  That 
would be very time consuming and laborious.  But there’s a better way – it’s called Search and 
Replace.  Let’s find out what it is and how to use it.  
 
Simply stated, the Search and Replace function does what its name suggests:  searches for 
information you want to replace … and replaces it. 
 
The Search and Replace function (for brevity, let’s call it the Replace function) is invoked by 
clicking the REPL button on the main WinPAS toolbar.  Do that now. 
 
Before WinPAS displays the Search and Replace window, an advisory message is presented: 
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Please take a few seconds now to read the entire content of the window above.  It’s very 
important! 
 
A Replace operation can make a lot of changes to your N&A file in a very short time (yes, ‘a lot’ 
and ‘very short’ are relative terms).  If you inadvertently type the wrong information in the  
Search and Replace  dialog box then tell WinPAS to make the changes, you could be faced 
with many hours of trying to reverse those changes.  Think about it.  Be smart.  Back up. 
 

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

 
Restoring The N&A File From A Backup Floppy Disk  in book  
Operations On The Name And Address File. 

 
Note: You also can copy (back up) your N&A file to your hard disk, but copying to a 

floppy produces a backup you can store elsewhere and that is unaffected if you 
experience a hard disk failure. 

 
Since we’re working with the tutorial N&A file, and since we can reset it to the original content 
at any time, we’ll continue with the Replace operation.  Click the  OK  button. 
 
WinPAS displays the dialog shown below. 
 

 
 
As usual, please take a few moments to review the content of the dialog box above. 
 
Here’s a brief description of the major components of this dialog: 
 

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

· Replace (frame) What to find, what to replace it with, how to conduct the search 
and the replace. 
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Question: Why is it necessary to specify a field when doing a Replace operation?   
 
Answer: Because you might not want to replace the specified information in all fields.  

Example:  If you were replacing a telephone area code, you wouldn’t want that 
change applied to the address lines. 

 
The  Search Limits  frame includes options for limiting a search to the first nnn characters of the 
specified field or excluding the first nnn characters from the search.  (nnn is a number you 
supply.)   
 
When would you want to search only the first nnn characters in a specified field?  Think about it 
for a minute, then continue to the next paragraph.   
 
Consider this example:  you’re replacing telephone area code 619 with area code 760.  What 
would happen if you instructed WinPAS to replace 619 with 760 and the program encountered 
the following (fictitious!) telephone number:  (888) 722-4619?  Get the picture? 
 
In this case, you would want to instruct WinPAS to search only the first four characters of the 
telephone number fields. 
 
There are also several options in the  Replace  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 
Replace First Occurrence Only 

Tells WinPAS whether to replace every 
occurrence of the “Find This” information in 
the selected field or only the first occurrence. 

 
 
If you don’t  select the  Case Must Agree  option, WinPAS ignores case when searching the 
specified field.  When this is true, the following are considered to be identical:  Joseph, JOSEPH, 
joseph, JoSEPh. 
 

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

 
The ‘occurrences’ option (rule, if you prefer) is applied to each line of the telephone number and 
address fields individually.  Stated differently, each of the five telephone numbers and each of the 
four address lines are considered to be, and are treated as, distinct fields. 
 
OK, let’s apply what we’ve learned about the Replace function. 
 
Earlier, we discussed the replacing of telephone area codes.  Let’s perform one.  Let’s replace 
area code 312 with area code 719.  Here’s how: 
 

Area codes are embedded in telephone numbers, so click  All Telephone Numbers   in the  
Search  frame. 
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Select the  Limit Search To First   option then type  4  in the associated text area.  (We’re 
instructing WinPAS to look at only the first four characters in each telephone number line.) 
 
The information we’re replacing is “312” so type that (without quotes, of course) in the  Find 
This  text area. 
 
What should you type into the  Replace With This  text area?  That’s right – 719.  Do it 
now. 
 
Since we are limiting our search to the first four characters 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 your  Search and Replace  dialog box agrees with that shown above, click the  
Start Search   button.  If your dialog box content is different than that above, make the 
necessary corrections then click the  Start Search   button. 
 
When the Replace operation is complete, this informative window displays: 
 

 
 
Click the  OK  button to dismiss the above dialog. 
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Question: How can you verify that the desired replacements were made? 
 
Answer: That’s a trick question!  You really can’t verify the replacements unless you 

know the previous content of the N&A file.  But you can use the Search function 
to verify that there are no records with area code 312.  You can do that on your 
own if you desire. 

 
Let’s perform one more replacement, then we’ll start the train again and move on to the next 
station. 
 
Assume you’ve grown weary of the two-character state name abbreviations.  They’re confusing.  
So you decide to replace the abbreviation CA with the full 10-character name California in all 
your N&A records. 
 

Note: Replacement information can be shorter, longer, or the same length as the 
information it replaces.   

 
To see if you understand how to use the  Replace  dialog box, try setting it up by yourself, then 
refer to the illustration below.  No peeking! 
 
Finished?  OK, here’s how your dialog box should look: 
 

 
 
Note that we must select the  Case Must Agree  option.  Why?  So that an address like “305 E. 
Bobcat Street” doesn’t become “305 E. BobCaliforniat Street.” 
 
When your dialog box content agrees with that above, click the  Start Search   button to perform 
the replace operation. 
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WinPAS signals that the operation is complete with this display: 
 

 
 
Click the  OK  button to dismiss the above dialog. 
 
If desired, you can browse through the ten N&A records to verify that the replacements were 
made. 
 
 
OK, let’s open the throttle a bit and head for the next station.  At previous stops, we’ve learned 
how to locate records and change records.  It’s about time 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 exercises thus far in the tutorial (and you have, haven’t 
you?), you’re already equipped to add a new record to the N&A file.  You just have to be shown a 
couple things so you can hit the ground running. 
 
Notice that there are two  ADD  buttons on the main WinPAS toolbar: 
 

 
 
When you click either of these buttons, WinPAS displays a blank N&A screen 1 for you to fill in.  
It’s shown below.  So what’s the difference between the two buttons?  The  ADD ONE  button is 
used when you want to add only one new record.  The  ADD MANY  button is used when you 
want to add two or more new records.  You knew that – or could guess it. 
 
After adding a new record with the Add One function, WinPAS returns to the main screen.  After 
adding each new record with the Add Many function, WinPAS displays another blank N&A 
screen for you to complete.  When you’ve added the last new record (of many), click the  Cancel  
button on the blank form. 
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OK, that’s it.  You now know enough to add a new record to the N&A file.  Let’s do it! 
 
Click the  ADD ONE  button.  WinPAS displays screen 1 of a blank N&A record, as shown 
above. 
 
Enter the shaded information below into the designated fields 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 designated fields 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 member of the bowling team group and 
his date of birth is May 24, 1982.   
 

Note: The 100-character  Comments  field can be used for anything you like.  There are no 
rules governing use of this field.  For this tutorial, we’ve chosen to include the group 
name and date-of-birth information in  Comments. 

 
Tip: By including dates (examples: birthdates, anniversary dates) in a  Comments  field, 

you can use WinPAS to print lists of people who are celebrating significant events in 
a given month.   

 
Relevant Help Topic: App Note 1 of  Application Notes  in book  Miscellaneous 

Information. 
 
You’ve probably noticed that we didn’t put any information in the  QuickLinks  fields.  We’ll 
save that for the  Advanced Topics  section of this tutorial.  
 
OK, it looks like we have everything we need in this record.  Click the  Add   button to add the 
record to the N&A file. 
 
WinPAS confirms that the record has been added: 
 

 
 
STOP!  Before you click the  OK  button, look again at the N&A record dialog box.  Note that 
WinPAS automatically assigned an ID Number to the new record.  That proves the point, stated 
earlier, that you never have to be concerned about or work with the ID Number.  If you ignore 
the ID Number, and most people do, WinPAS will take care of it for you.  Now click the  OK  
button.  
 

Note: To reduce the number of  keystrokes and/or mouse clicks required to add  multiple 
records (when you’re performing an  ADD MANY  operation), WinPAS doesn’t 
confirm each individual record addition.  And once you click the Add button, the 
records disappear so quickly from the screen that you can’t read the ID numbers 
WinPAS has assigned.  But they’re there.  Trust me. 

 
How can you verify that a new record was successfully added 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 to be deleted then click the  Delete  button. 
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Why does WinPAS require that you display a record before it can be deleted?  Think about it.  
What kind of mischief could you get into if you were allowed to delete a record directly from the 
QuickFind window (for example)? 
 
For practice, let’s delete a record from your tutorial N&A file.  Assume that the local pager 
company, Communications, Inc., went out of business and you want to remove that company’s 
record from your N&A file. 
 
First step:  display the N&A record for Communications, Inc.  By now, displaying records should 
be second nature to you. 
 

 
 
Before you click the  Delete  button for any record, visually verify that this is indeed the record 
you want to remove from your file.  If so, proceed.  If not, click the  Cancel  button.   
 

Note: You may need to look at both screen 1 and screen 2 to decide the fate of the 
displayed record. 

 
Having visually verified the record, click the  Delete  button.  WinPAS gives you one last chance 
to change your mind: 
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Decide, then click.  If you click the  Yes  button, and allow WinPAS to delete the record, this is 
the next window you’ll see: 
 

 
 
Click the  OK  button.  As indicated in the dialog box, WinPAS displays the next active record.  
An active record is simply a N&A record that hasn’t been deleted.  For more information, refer to 
Active Record on page 69.   
 
For good measure, and because we’ll need it for illustration in the next section, delete the 
currently-displayed record also (the record for Smythes). 
 
When the Bodine’s record displays, click the  Cancel   button to return to the main WinPAS 
screen. 
 
OK, so now you know how to delete N&A records.  What happens if you delete a record by 
mistake?  Well, you could invoke the WinPAS  Add  function and retype all the information (if 
you remember it), or you could avail yourself of the function described next. 
 
 

Undeleting N&A Records 
 
Undeleting records is as simple as deleting them.  That’s refreshing, isn’t it!  Let’s undelete one 
of the two records we just deleted. 
 
Click the UN DEL (undelete) button on the WinPAS toolbar.  In response, WinPAS displays the  
Undelete N&A Records  dialog box shown below. 
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Note that deleted records are listed in the order they physically appear in the N&A file (in other 
words, they aren’t sorted by name).  For future reference:  If there are a lot of records in the list, 
you may need to scroll down to find the record you want to undelete. 
 
Note that the  Undelete N&A Records  dialog box displays both the Name field and the first 
Address field for each deleted N&A record.  This is to help you positively identify the record to 
be undeleted (in case there are two records with the same name or same address).  As usual, you 
can ignore the ID Number. 
 
It’s time to undelete the record for Smythes Termite and Pest Control.  Do this now: 

· Select (click on) the corresponding line – hint:  it’s the second line in the list 
· Click the  Undelete   button 

 
WinPAS confirms the successful undeletion with this message: 
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Click the  OK  button.  Observe that the list of deleted records has been updated to show only one 
entry. 
 
Click the  Cancel   button to dismiss the  Undelete N&A Records  window.  (To facilitate 
multiple undeletes, WinPAS doesn’t close the undelete window until you click the  Cancel  
button or all deleted records have been undeleted.) 
 

Tip: Undelete a record as soon as you know you need to.  Here’s why:  To conserve hard 
drive real estate, WinPAS selectively re-uses space previously occupied by deleted 
records.  Thus, if you delete a record then add a new record, WinPAS might write the 
new record over the just-deleted record, thus rendering it unrecoverable.  Whether 
this occurs depends on many factors.  I’ll spare you the details.  Just remember to 
undelete as soon as possible after deleting. 

 
You can use the WinPAS  QuickFind  function to verify that the record for Smythes has been 
undeleted. 
 
 

Locating And Deleting Duplicate Records 
 
It happens!  We occasionally enter name and address data twice for the same person, creating a 
duplicate N&A record.  Or we inadvertently enter the same address for two people who don’t live 
at the same address.  Or, dare we say it?, someone gives you a bogus address – one that is valid 
for someone else in your address book, but not for them.  How can you determine whether these 
types of errors are present in your N&A file?  Run the  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 the Find Dups function by asking WinPAS to 
locate any duplicates in the N&A file. 
 

Question: Why do we have to add a duplicate record?  Why wasn’t it included in the 
original tutorial N&A file? 

 
Answer: The tutorial N&A file purposely doesn’t include duplicate records because it 

would be too confusing to folks who are new to WinPAS. 
 

You already know how to add a new record to the N&A file.  Use that knowledge now to add a 
record with this name:  Mr. Frank N. Stein .  That’s right, do it now.  You don’t need to 
enter anything but the name, but be sure you spell it and punctuate it exactly as shown in this 
paragraph. 
 
After adding the new record, invoke the QuickFind function to verify that the record has indeed 
been added.  In the QuickFind list, do you see two records for Mr. Stein?  You should. 
 

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

 
Answer: Think about how you built the second (new) record for Frank.  You entered data 

into what field?  Name.  Yes, and that’s the only field where you entered data.  
That means the two  Sort Keys  fields were left blank in the new record.  A 
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blank field always sorts ahead of a non-blank field, so the new record appears at 
the top of the list.   

 
We’re now ready to run the  Find Duplicate N&A Records  function.  Let’s see whether 
WinPAS can locate the duplicate record we just inserted. 
 
Start the Find Duplicate N&A Records  function by clicking the  FIND DUPS  button on the 
WinPAS toolbar.  WinPAS dutifully displays the  Delete Duplicate Records  dialog box: 
 

 
 
In this dialog, WinPAS is asking you to indicate the following: 

· The criteria for determining when one record is a duplicate of another  
· Whether to display dups as they are encountered  

 
Note: While searching for dups, WinPAS does a character-for-character comparison of the  

Name  and / or  Address  fields.  To be considered a “match,” two fields must be 
identical:  Same spelling, same spacing, same punctuation.  (Close only counts in 
horse shoes and hand grenades.)  The case of the two fields is ignored.  Before 
comparing, WinPAS converts all field content to UPPERCASE.   

 
Question: Why is case ignored during a search operation? 
 
Answer: Ignoring case provides the greatest probability of finding dups.  (It’s easy to 

inadvertently change case when typing a name or address.) 
 
Observe that the  Look For (Match On)  frame provides four options for specifying when a 
record is to be considered a duplicate.  Let’s explore those options. 
 

· Duplicate Name   If you select this option, WinPAS looks only at the  Name  field in 
each record.  Since the  Address  fields are ignored, you could use this option to 
determine whether one person is using multiple addresses, or whether there are simply 
several individuals with the same name. 

 
· Duplicate Address   WinPAS looks only at the four  Address  lines, ignoring the  

Name  field.  This option can be used to reveal multiple people living at one address.  
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Note that for a match to occur, the content of all four 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, the  Name  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 match if either the  Name  or the  Address  lines 
agree.  This option sometimes can find duplicates that name-only and address-only 
searches miss because of a slight misspelling or extra spaces between characters in the 
name or address. 

 
Tip: Searching the N&A file for duplicates can be very time consuming. To minimize 

searching time, don’t ask WinPAS to match more fields than necessary.  If all you 
need to match is the  Name  field, select the first option, not the third or fourth 
option.   

 
When selected, the  Display Duplicate Records Before Deleting Them  option does what its 
name implies.  When duplicate records are displayed, you can choose to delete either, neither, or 
both.  Thus, you can selectively delete duplicates from the N&A file. 
 
OK, let’s do it! 
 
For our purposes, we’ll ask WinPAS to search for duplicate records based on a comparison of the  
Name  field only.  The  Duplicate Name   option should already be selected on your screen.  If 
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 does likewise, you should now see this dialog: 
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Pause a moment and look at the information presented in the above dialog.  WinPAS located two 
matching records – matched on the basis of  Name  only.  Note that the record in the left frame is 
the one you just added.  How do you know that?  That’s right, it has only name information, no 
address information.  When searching, did WinPAS ignore the  Address  fields?  You bet! 
 
The next several paragraphs are semi-technical (whatever that means!).  If you’re not interested in 
that level of detail, skip down to the paragraph that begins with  “OK, let’s get back …” on page 
35. 
 
A previous tip cautioned you to undelete N&A records as soon as you know you need to, lest they 
become unrecoverable as a result of being overwritten.  Currently on your screen you have a great 
illustration of that very point!  A deleted record has been overwritten by a newly added record.  
Let’s review the three events that produced this result.   
 

1. In the process of learning how to delete N&A records, we deleted records for 
Communications, Inc., and Smythes Termite and Pest Control. 
 

2. We then undeleted the record for Smythes. 
 

3. We added a second record for Frank N. Stein so we could demo how to locate duplicate 
records. 

 
Where did WinPAS write the new record for Frank?  At the same file location where the deleted 
Communications, Inc., record used to be!  How do we know that?  By the ID number. 
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Although you never have to be concerned about an ID number, we can use it here to prove our 
hypothesis.  On your screen, note that the ID number of the record in the left frame of the Delete 
Duplicate Records dialog box is “2”.  Now look at the Undelete N&A Records dialog on page 
33.  What is the ID number associated with the deleted Communications, Inc., record?  That’s 
right:  “2”.  Get the picture?  When you instructed WinPAS to add the new record for Frank, the 
program looked for the first deleted record in the file and overwrote it.  Thus, the record for 
Communications, Inc., is gone – poof – it no longer exists.  It was replaced by Frank’s new 
record. 
 
Did you understand what you just read?  It’s OK if you didn’t.  You don’t have to understand any 
of it to use WinPAS. 
 
OK, let’s get back to finding and deleting duplicate records. 
 
Take a little time to again review the  Duplicate Records  dialog box shown on page 33.  Note 
the  Delete This Record  checkboxes at the bottom of the left and right frames.  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?  The one on the left or the one on the right?  Why?  
That’s right – we should delete the record shown in the left frame.  The record in the right frame 
is the original record for Frank N. Stein.  It has his address information – we certainly don’t want 
to delete that record! 
 
To delete the record displayed in the left frame, click the  Delete This Record   checkbox in the 
left frame then click the  Delete Selected Record(s)   button to complete the operation. 
 

Note: If you click the  Stop Displaying Duplicate Records  checkbox, WinPAS 
continues to delete duplicate records but doesn’t display them.  If you want more 
detailed information about how this type of deletion is done, refer to  Finding And 
Deleting Duplicate Records  on page 60. 

 
After searching the remainder of the N&A file, WinPAS informs you that the operation is 
complete and presents the results: 
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Look at that!  WinPAS gives you an opportunity to undo the deletion(s)!!  Observe the third entry 
in the  Options  frame.  If you make a mistake, WinPAS allows you to recover gracefully. 
 
Using the other options, you can display (on screen) or print (hard copy) a list of the deleted 
records. 
 

Question: Why would you want to display a list of deleted records? 
 
Answer: As a safety check – especially if you didn’t ask WinPAS to display duplicates as 

they were encountered in the file.  If you don’t want to delete all the duplicate 
records shown in the list, you can instruct WinPAS to  Undelete All Records 
That Were Just Deleted  then perform another Find Dups operation and be 
more selective  OR  you can use the Undelete function (discussed on page 29) to 
selectively undelete records. 

 
For this tutorial we don’t need a printed list of deleted records, but let’s ask WinPAS to give us an 
on-screen list.  Since the  Display A List Of Duplicate Records Deleted  option is already 
selected, all we need to do is click the  Perform Selected Option   button.  Do that now.  
WinPAS lists the records deleted: 
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The list is correct – only one record was deleted, and it was for Frank. 
 
Click the  OK  button to return to the previous screen. 
 
We’re going to allow the duplicate record to remain deleted (i.e., we’re not going to ask WinPAS 
to undelete it) so click the  Cancel   button to complete the Find Dups operation. 
 

Relevant Help Topics: Locating Duplicate Name And Address Records  in book  
Operations On The Name And Address File. 

 
 
Well, so far you’ve learned a great deal (haven’t you?) about the N&A file and how to manipulate 
it.  But everything we’ve done up to this point has been on the computer monitor screen.  You 
may need to produce a printed report – hardcopy, as it’s known.  Let’s find out how. 
 
 

Printing 
 
WinPAS can produce many types of printed output.  In WinPASese, each type of printed output 
is referred to as a report.  Thus, a printed Address Book is a report, a printed sheet of mailing 
labels is a report, a printed envelope is a report, a printed sheet of rotary-file cards is a report, ad 
infinitum.  (Latin is not your first language?) 
 

Relevant Help Topics: Summary Of Available Reports  in book  Printing Reports. 
 
In the limited scope of this tutorial, we’re going to focus on the three most-used reports:  Address 
Book, mailing labels, and envelopes.  Learning how to successfully print these reports will equip 
you to print all report types. 
 
Let’s do it. 
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On the main WinPAS screen, click the  PRT  button.  This displays the  Print  dialog box 
illustrated below. 
 

 
 
As usual, you’re encouraged to spend a few moments looking carefully at the contents of this 
window.  It’s from this screen that you’ll launch all your printing operations.  OK, there’s also 
another way to launch envelope printing – but you can still launch all printing operations 
(including envelopes) from the screen above. 
 
Here’s a brief (very!) description of the major elements of the above dialog box: 
 

· Report Type The types of reports you can request.  Note that if you 
choose to print an Address Book, you can request that it be 

printed in a very large (16 point) bold 
font .  Great for people who are visually impaired. 

 
· Report Sequence How you want the N&A entries sorted before the report is 

printed. 
 

· Reprint Part Of A Report When you want to print or reprint only a portion of a report.  
 

· Duplex (2-Side) Printing Many reports can be printed on both sides of the paper, even 
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 number of labels 
across the width of the label sheet.  When you’re printing 
rotary file cards, the title of this frame is  Rotary File Card 
Stock  and it’s used to specify the number of cards across 
the sheet. 

 
· Label Quantity When printing mailing labels, the number of labels to print 

for each address.  When printing rotary file cards, this is the 
number of cards to print per address – the title of the frame 
changes to  Rotary File Card Quantity.   

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

Printing An Address Book 
 
The screen immediately above illustrates the common settings for printing an Address Book.  For 
purposes of this tutorial, enter your name in the  Report Title  field.  Your name is  “Boris”?  
OK, enter the following in the  Report Title:  Boris’ Personal .  Now click the  Print   
button. 
 
Note that the Address Book you just printed has this title:  Boris’ Personal Name And Address 
Book.  Pretty nifty, eh? 
 
Note also that the report includes every name in the N&A file.  Later, we’ll learn how to print 
only selected N&A entries.  Hint:  it’s done with a Mailing List.  
 
This would be a good time to explore one of the print options that can be selected at the bottom 
left corner of the  Print  dialog box.  Display the  Print  dialog again and click the  Reprint Part 
Of A Report   checkbox.  WinPAS modifies the  Print  dialog to ask what pages you want to 
print: 
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Specify the reprint page range – insert a 1 in both the  Reprint From Page  and  Through Page  
fields (as shown above) – then click the  OK  button.  WinPAS hides the page range fields, but 
displays the range next to the  Reprint 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 page printed, right? 
 

Tip: The normal use of the reprint feature is to reprint pages that got jammed in your printer, 
or were otherwise damaged, defaced, or worn out.  You can also use this feature to 
print a sample page for each type of report (except envelopes), just to see what they 
look like. 

 
There’s one Address Book-related option we haven’t yet discussed:  Duplex printing.  That 
subject is covered on page 61. 
 
 

Printing Mailing Labels 
 
Ready for something a bit more involved?  OK, let’s print a sheet of mailing labels.  It’s really 
not any more difficult, you just have to jump through a few more hoops. 
 
On the main WinPAS screen, click the  PRT  button to display the  Print  dialog box. 
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In the  Report Type  frame, select  Mailing Labels .  On the right-hand side of the dialog, 
WinPAS will enable (change from gray to black) the  Label Stock  frame and the  Label 
Quantity  frame (in the screenshot immediately above, these frames are disabled [“grayed out”]). 
 

Note: The label sizes shown in the  Label Stock  frame are the ONLY label sizes WinPAS 
can print – but they are also the most commonly-available sizes. 

 
In the  Label Stock  frame, select  2-Across Labels .  Immediately above this frame, WinPAS 
presents the  When 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 printer – in fact, for testing purposes it’s better (read that 
as cheaper) to print on plain paper. 
 
Click the  Print   button to prepare to print the labels.  The following dialog box displays: 
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Why is the above dialog necessary?  Because different printers print differently.  How’s that for a 
short answer? 
 
Since WinPAS must be able to work successfully with many different types of printers, the 
program gives you the option of adjusting where label information prints on the page.  The way to 
check the print positioning is to print a test page of labels (on blank paper), place it on top of a 
sheet of label stock, then hold both up to a bright light and check the alignment.  If you need to 
adjust the print positioning, print another test page, check the alignment again, etc.   
 

Note: The test label pattern consists of five lines of 35 digits each.  This simulates the 
maximum amount of data that can be printed on a single label.  (Thirty-five is the 
maximum number of characters in the Name field and in each of the four Address 
lines.)   

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

 
 
Unless you have already determined the printing characteristics of your printer, click the  OK  
button and let WinPAS print a test page with the standard print alignment.  That will give you a 
starting point.  After you’ve checked the print alignment, you can request another test page (if 
necessary) and modify the horizontal (side-to-side) and vertical (up-and-down) positioning as 
required. 
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Tip: When you have determined the correct horizontal and vertical positioning for your 
printer, write them down, together with the type of form you’re printing (e.g., 2-across 
labels).  That will save you from having to do this alignment check again! 

 
When you have the alignment right, instruct WinPAS to stop printing test pages.  Replace the 
blank sheets in the printer with label stock and tell WinPAS to print.  The program will then print 
your data – the real data. 
 
Let’s make one more observation about the  Form Positioning  dialog.  Note the three 
checkboxes at the bottom left side of the window (refer to the screenshot immediately above).  
When printing labels, you can select these options to print label data in italics, UPPERCASE, 
������   or valid combinations thereof.     
 

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

 
In the  Print  dialog, did you notice the  When Printing A Partially-Used Label Sheet  frame?  
This feature, available when printing 2-across and 3-across label sheets, allows you to fully use 
every label sheet – even those that have missing labels at the top.  You can stop throwing away 
those partially-used label sheets! 
 

Relevant Help Topics: Printing Labels On A Partially-Used Label Sheet  in book  
Printing Reports. 

 
 

Printing An Envelope 
 
You probably remember that the  Report Type  frame in the  Print  dialog box includes an entry 
for “Envelopes.”  That’s one way to launch envelope printing.  But there’s a bit faster way:  click 
the  ENV  button on the main WinPAS screen.  Do it now, please.  Here’s what WinPAS displays 
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We’ll slow the tutorial train a bit so you can spend a couple minutes savoring the contents of this 
screen.  Note that there are options for entering a return address and a mailing (“to”) address – the 
same information you would type or handwrite on an envelope.  There are also options for 
specifying the desired envelope size, how the envelope feeds into the printer, and how many 
envelopes to print for each mailing address.  Pretty basic stuff. 
 
As you can see, there are many options for supplying the return address and mailing address.  In 
this tutorial we’ll exercise two of those options.  You can explore the others on your own. 
 
Enough introduction, let’s open the throttle, speed up a 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 the N&A file: 
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Let’s pretend we own Smythes Termite and Pest Control.  (Does that bug you?  Sorry, couldn’t 
resist!)  Click on  Smythes Termite and Pest Control   then click the  OK  button to 
dismiss the name list.  The screen returns to the previous content. 
 
As indicated in the dialog box above, the order (sequence) of the names in the list can be changed 
from the  N&A Display  entry on the  Preferences  menu.  To see how this is done, check out 
Changing QuickFind Preferences on page 59.  

 
Tip: Put your own name and address in your personal N&A file (not the tutorial N&A 

file) so you can use it as a return address when printing envelopes.  Good to have for 
printing return address labels, too. 

 
Note that you have the option of omitting the return address.  The last entry in the  Return 
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 preprinted return address (many business 
envelopes do). 

 
Tip: While the program is running, WinPAS retains the most-recently-specified return 

address.  To use the same return address the next time you print envelopes, simply 
choose the  Enter Address From Keyboard  option.  WinPAS displays the 
currently-stored return address.  Review it.  If it’s the address you want, click the  
OK  button – you don’t have to re-type the information.  If it’s not the address you 
want, type in a new address or choose one of the other two options in the  Return 
Address  frame. 
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For the return address, we chose an entry from the N&A file.  For the mailing (“to”) address, 
we’ll explore a different input option. 
 
In the  Mailing (“To”) Address  frame, click on the  Enter Single Address From Keyboard  
option.  WinPAS again changes the appearance of the dialog box: 
 

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

Note: Did you see the ‘Add This Information To The N&A File’ checkbox immediately 
below the fifth address line?  In this tutorial we’re not going to select (check) this 
checkbox, but you should be aware that you have the option of adding the address 
information to the N&A File in the form of a new N&A record.  This option exists 
for both the Return Address and the Mailing Address. 

 
Click the  OK  button.  The dialog box returns to its previous content. 
 

Note: You have the option of omitting the mailing address.  One 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 most-recently-specified return 

address?  It’s true for the mailing (“to”) address also.   
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Now select an envelope size from those listed in the upper-right quadrant of the dialog box.  For 
purposes of this tutorial, we’ll leave the envelope selection as shown on the screen:  Commercial 
#10.  Most printers support this envelope size. 
 

Note: If you select a different envelope size, WinPAS asks Windows whether your printer 
supports (can print) that size.  If not, the program will display this message: 

 

 
 

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

 
Tip: Your printer documentation should indicate the acceptable envelope sizes.  But 

there’s an easier way to determine this:  click on each size and note whether the 
above message displays. 

 
Next, choose an  Envelope Orientation.  If envelopes feed into your printer from the short edge 
(they go into the printer “longwise”), select  Landscape.  If envelopes feed from the long edge 
(they go into the printer “sideways”), choose  Portrait.  If this setting doesn’t produce the desired 
results when you print an envelope, choose the other orientation.  Different printers print 
differently.  Where have you heard that before? 
 
OK, we’re ready to print.  For this demonstration, you can put an envelope in the printer or just 
print on plain paper. 
 
Click the  Print   button.  WinPAS will ask whether you want to print a test envelope: 
 

 
 
Click the  No  button.  WinPAS prints your envelope. 
 

Note: The ability to print a test envelope is primarily used to determine whether the 
selected envelope orientation is correct – before you start a lengthy print job. 

 
There’s one envelope-related parameter we haven’t yet discussed:  the  Number of Envelopes 
To Print.  The default (assumed) value is 1.  You can specify any number you desire.  Sometimes 
you want to print several envelopes for each specified mailing (“to”) address. 
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One last point relative to envelope printing:  help can be obtained directly from the  Print 
Envelopes  dialog.  Just click the  Quick Help   button. 
 
 
To this point in the tutorial, you’ve been working with only one type of file: the Name and 
Address (N&A) file.  While it’s the most important file in the WinPAS world, it isn’t the only file 
you can create with the program.  It’s time to get acquainted with another type of WinPAS file: 
the mailing list file.  
 
 

Mailing List Files 
 
Mailing list files make possible (are the basis for) one of the most powerful WinPAS features: the 
ability to produce reports containing only selected names and addresses from the N&A file. 
 

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

 
The ability to produce selective reports from the N&A file is why you don’t need 
more than one such file.  You can put all your names and addresses in one convenient 
file, assign them to appropriate groups and, using mailing lists, print N&A data from 
only the desired records. 

 
Before we proceed, let’s discuss mailing (address) lists in general.  You’ve probably had the 
experience of putting together at least one handwritten address list, so this should be familiar 
ground to you. 
 
For our purposes, let’s assume that your handwritten address book includes entries for the people 
in your club and entries for non-club people.  What’s that you say?  You don’t belong to a club?  
Well, pretend that you do.  Welcome to the club!  Send your dues to …..  just kidding! 
 
Suppose you want to create an address list containing only the names and addresses of people in 
the club.  How would you do it?  Think about it for a minute then continue reading.   
 
To create a club-members-only address list you could, and probably would, go through your 
personal address book, looking for entries that represent people who belong to your club.  When 
you encounter such an entry, you would copy that name and address to the club address list.  We 
can also call that list a mailing list because you could use it as the basis for sending letters to club 
members only.  Note that your (handwritten) club mailing list indicates which entries in your 
(handwritten) address book are for club members.  
 
How does this relate to WinPAS?  Conceptually, a WinPAS mailing list serves the same purpose 
as your handwritten mailing list – it indicates which names and addresses in the WinPAS N&A 
file meet the stipulated criteria (e.g., “club member”).   
 
Since a WinPAS mailing list reflects (or “knows about”) only those N&A records that meet the 
criteria, a mailing list can be used to control which N&A records are printed in a report. 
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Example: Your club mailing list file indicates which N&A records represent club members.  
When you print a report (e.g., envelopes) from this mailing list file, WinPAS 
produces envelopes only for club members. 

 
Note: A mailing list file doesn’t contain any N&A records per se.  Including N&A 

records in a mailing list would be a waste of disk space since the records are 
already in the N&A file.  A mailing list file simply indicates which N&A records 
are represented in the mailing list.  (For more detailed information, you 
technophiles might want to check out the Mailing List description on page 70.) 

 
OK, you now know what WinPAS mailing lists are and how we use them.  How are they created?  
Read on! 
 
Remember how you manually created the mailing list for people in your club?  You searched 
through your handwritten address book and selected entries that were identified as club-related.  
Then you transcribed that information to the new mailing list sheet.  That’s just what WinPAS 
does to create a mailing list.  The program searches the N&A file looking for records that meet 
your criteria (e.g., *club* in the Comments field), and, when it finds one, adds it to the mailing 
list. 
 
 

Generating A Mailing List 
 
It’s time to contact members of your far-flung bowling team.  We’re going to generate a mailing 
list from which to print a Telephone List of all team members.  
 
In the WinPAS N&A file, members of the bowling team constitute the bowling team group.  
When the members’ N&A records were generated, the following group identifier was included in 
the Comments fields:  *bowl*.  Perhaps you remember seeing this information on screen 2 of 
some of the N&A records you browsed.  Now you know why it is there. 
 
You were previously introduced to the Search function (feature).  Let’s revisit that function and 
see how to use it to generate a mailing list.  Using a Search is the easiest, most-frequently-used 
way to create a mailing list. 
 
Start WinPAS (if it isn’t running) and invoke the Search function.  You know how – just click the 
SRCH  button on the main WinPAS toolbar.  
 
In the  Search Fields  frame, select Comments .  You’re instructing WinPAS to search only the 
Comments field in each N&A record. 
 
In the  Options  frame,  select  Save Search Results In A Mailing List .  We need a mailing 
list in order to print a Telephone List just for bowlers. 
 
In the  Search Parameter  frame,  type the information you’re searching for:  *bowl* 
 
Your  Search  dialog should now look like the one below.  If it doesn’t, shame on you – you 
haven’t been paying attention.  Make any needed changes. 
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Click the  Search   button to start searching the N&A file.  When the search is complete, 
WinPAS displays a  Search Complete  dialog with a count of the number of hits – that is, the 
number of N&A records that have *bowl* in the Comments field. 
 

 
 
At this juncture you have the opportunity to save the mailing list or discard it.  We’re going to 
save it.  To do so, we need to provide two items:  a mailing list Identifier and a Title (optional, but 
recommended). 
 
Type the following in the  Identifier  text area:   bwl  
 
Type the following in the  Title  text area:  Bowling Team  
 

Notes: The Identifier can be up to three characters in length.  For more information about the 
Identifier, refer to  Mailing Lists  on page 70. 
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The Title can be up to 40 characters in length.  It is provided to help you remember 
the content or purpose of the mailing list.  It also provides verification that you’ve 
selected the correct mailing list when printing, changing the list, and performing 
other operations. 

 

 
 
Click the  OK  button.  WinPAS responds that the mailing list has been 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 same identifier (bwl), WinPAS will inform 
you of that fact and ask if you want to replace it with then current mailing list.  It’s 
your choice. 

 
Congratulations!  You’ve just created your first mailing list!  Now let’s see it in action.  We’re 
going to print a Telephone List using your new mailing list as the report source. 
 
Do the following: 

· Display the  Print  dialog box (click the  PRT  button on the WinPAS toolbar) 
· In the  Report Type  frame, choose  Telephone List  
· In the  Report Source  frame, choose  Mailing List File  

 
When you select the  Mailing List File  option, WinPAS displays a list of available mailing lists, 
as shown below.  Click on  pasmail.bwl   (do you recognize the “bwl”?).  WinPAS then displays 
the Mailing List Title:  Bowling Team. 
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Note: Every WinPAS mailing list file has a filename of the form  pasmail.xxx  where  xxx  
is the mailing list Identifier you supplied. 

 

 
 

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

 
Click the  OK  button to dismiss the mailing list information.  Note that WinPAS displays the 
mailing list name just to the right of the  Mailing List File  option in the  Report Source  frame.  
That’s a reminder of what mailing list you’ve selected. 
 
You’re now back to the standard  Print  dialog box content. 
 
Type the following in the  Report Title (Optional)  frame text area:  Bowling Team .  That 
will indicate the content of the printed Telephone List. 
 
Click the  Print   button to print the Telephone List for the bowling team.  Verify that the 
Telephone List contains only four names.  How many names did the search function add to the 
mailing list?  Right – four names. 
 
 

Displaying And Changing The Contents Of A Mailing L ist 
 
If you wanted to know who is represented in a mailing list, how could you find out?  Yes, you 
could print a report using the mailing list as the report source.  We just did that.  But there’s a 
better way, a method that doesn’t require you to waste any paper.  Here’s how. 
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On the main WinPAS screen, click the  CHG  button.  It’s located at about the middle of the 
toolbar, above the nomenclature  Mailing List Files.  WinPAS displays the  Display/Revise 
Mailing List  screen shown below. 
 

 
 
In the  Filename  list, select the name of the mailing list you want to investigate.  In this case, 
select  pasmail.bwl .  WinPAS displays the mailing list title for verification. 
 
To see what names are associated with this mailing list, click the  Show Names   button.  
WinPAS pops up the following dialog box:  
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The right-hand column in the above dialog box shows the names currently in the mailing list.  
The left column displays the sorted contents of the N&A file. 
 

Note: The number preceding each name is the associated record ID Number.  Most 
WinPAS users ignore this number and work only with names – as we’ve been doing 
throughout this tutorial.  

 
Notice the title of the dialog box shown immediately above:  Add/Delete Names From Mailing 
List.  In addition to determining what’s in a mailing list, you can use this dialog to modify a 
mailing list – add and delete names from a list.  Let’s practice. 
 
To add Allen Hemphill to the mailing list, select his name in the left column then click the  
 ��� �  Add To ML ��� �   button.  Notice that Allen’s name is copied to the mailing list.  The list now 
contains five names.  Count them. 
 
To delete a name from the mailing list, select the name from the right-hand column then click the  
Delete From ML   button.  The name disappears.  Do that now for Mrs. Dog Walker.  Verify the 
results by observing the right-hand column.  Mrs. Walker is gone, right?  The list is now back to 
four names. 
 
Those are the only two changes we’re going to make to this mailing list.  Click the  OK  button.  
Through the  Double Check  dialog box, WinPAS asks whether you really want to change the 
mailing list: 
 

 
 
After you click the  Yes  button (yes, do it now), WinPAS informs you that the mailing list has 
been changed.  Click the  OK  button to return to the  Display / Revise Mailing List  window.   
 

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

 
While we’ve got the  Display/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, click the  CHG  
button on the main WinPAS toolbar),  select the desired mailing list from the  Filename  column 
then click the  Print List   button.  Try it. 
 
Now let’s find out how to delete mailing lists you no longer need. 
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Deleting An Entire Mailing List 
 
With the  Display / Revise Mailing List  window displayed (if it isn’t displayed, click the  CHG  
button on the main WinPAS toolbar), select the desired mailing list from the  Filename  column. 
 
Since we’ve created only one mailing list so far, we’re not going to delete it.  But if you did want 
to delete it, you would click the  Delete List   button. 
 
Let’s learn one more trick before we dismiss the Display / Revise Mailing List  window. 
 
 

Changing A Mailing List Title 
 
OK, so you don’t like the title assigned to the mailing list you generated.  Don’t fret – you can 
change the title.  Here’s how. 
 
In the  Filename  list, select the  pasmail.bwl  mailing list.  WinPAS displays the current title in 
the  Title  area:  Bowling Team. 
 
Select (highlight) the current title then delete it (press the Del key on your keyboard).  In the  
Title  text area, type   Championship Bowlers . 
 
Click the  Change Title   button.  WinPAS confirms the change: 
 

 
 
Click the  OK  button.   
 
Click the  Exit / Cancel   button to dismiss the  Display / Revise Mailing List  window. 
 
Earlier in this tutorial you read a statement to the effect that performing a search was “the easiest, 
most-frequently-used way” to generate a mailing list.  Indeed 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 mailing list composed of entries that have nothing in 
common.  This precludes using the search function to generate the list.  Why?  Think about it.  
There’s no common data.  What could you search for?  I knew you’d understand! 
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The first step in manually generating a mailing list (i.e., generating without a search) is to click 
the  NEW  button on the main WinPAS toolbar.  It’s located above the nomenclature  Mailing 
List Files.  Click the button now.  The program responds by displaying the  Create New Mailing 
List  window: 
 

 
 

 
Since we’re going to create the new mailing list using names (not ID Numbers), click the  
Names  button.  WinPAS pops up a dialog that may look a bit familiar: 
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Yes, we’ve seen a similar dialog box before – when we were discussing how to change the 
contents of an existing mailing list.  So you already know how to add names to the mailing list we 
want to create. 
 
Using your knowledge and prior experience, add these names 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 look like the one below. 
 

 
 
That’s all the names we want to put in the list, so click the  OK  button.  To give you a hint of 
what’s next, WinPAS presents the following information dialog: 
 

 
 
Click the  OK  button to dismiss the above window and return to the Create New Mailing List  
window. 
 
To complete creation of the mailing list, you must supply a mailing list Identifier.  This field is 
shown on the screen as  ML ID.  Type the following in this field:  msc.  
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Tip: The list of existing mailing list files, shown in the  Existing Mailing List  frame, is 
provided to show you what Identifiers are already in use.  If you click on one of the 
filenames, WinPAS displays the associated Title.  Can you replace an existing 
mailing list?  Of course!  Just specify the same Identifier. 

 
Although it’s optional, you should also provide a  Mailing List Title.  Type the following in the 
Title field:  Miscellaneous .  If you can think of a better title, type it instead.  I’m getting 
writer’s block! 
 
To store the new mailing list on your hard drive, click the  Create  button.  WinPAS responds 
with a confirmation that the mailing list has indeed been recorded on your disk. 
 

 
 
Click the  OK  button to complete the operation.   
 
 

Finis 
 
We’re pulling into the station now.  I hope you’ve enjoyed your ride on the tutorial train.   
 
The train conductor suggests that you perform one last task before disembarking: Delete the 
mailing list files you generated while executing the tutorial.  Why is this recommended?  Because 
mailing list files reflect the content of the N&A file at the time the mailing list was generated.  
More specifically, mailing list files generated as part of the tutorial reflect the content of the 
tutorial N&A file.  When you exit tutorial mode, WinPAS changes its focus from the tutorial 
N&A file to your personal N&A file – and the content of that file is very different from the 
content of the tutorial file.  Thus, the tutorial mailing list files are invalid when you exit the 
tutorial.  Leaving them on your hard drive won’t hurt anything, 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 instructed to generate two mailing list files: 

· Pasmail.bwl 
· Pasmail.msc 

You now need to delete both these files and any other mailing list files you may have generated 
on your own during the tutorial.  Deleting a mailing list file is described in this document under  
Deleting An Entire Mailing List on page 55. 
 
Thanks for coming along on our trip!  Go forth and prosper with WinPAS! 
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Advanced Topics 
 
 

Changing QuickFind Preferences 
 
Use the procedure below to specify which field is displayed in the QuickFind window and how 
the displayed data is to be sorted.  
 
On the WinPAS menu bar, click the  Preferences   entry.  From the dropdown list, choose (click 
on) the  QuickFind   entry. 
 
 
 
 
 
 
 
 
 
 
The following window displays: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the desired  Display Field   and  Sort Sequence .  Click the  OK  button.  
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Relevant Help Topics: Changing The Sequence Of Name Lists Displayed On The Screen  
in book  Miscellaneous Information. 

 
 

Finding And Deleting Duplicate Records 
 
WinPAS locates duplicates by comparing each active record in the N&A file to all other active 
records in the N&A file, one at a time, based on criteria you supply. 
 

Example: 
 
Assume your N&A file consists of 100 active (non-deleted) records.  When you instruct 
WinPAS to find duplicates, the program fetches record 1 then compares it to record 2, then to 
record 3, …, then to record 100.  The program then fetches record 2 and compares it to record 
3, then to record 4, …, then to record 100.  The Find Dups operation terminates after record 
99 is compared to record 100. 

 
If you ask WinPAS to display duplicates as they are located, the record displayed in the left frame 
is the record currently being compared to all other records.   
 
If you don’t ask WinPAS to display duplicate records as they are encountered, each time a 
duplicate is found WinPAS deletes the record with the higher ID number (the program has to 
choose one to delete, so it chooses the higher-numbered record).  You can prevent this by 
instructing WinPAS to display dups as they are encountered.  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 of “what if?” exploration before printing reports.  
Here’s a sample what if?:  
 

What if I sorted on Sort Key 2 instead of Sort Key 1 – or didn’t sort at all – before printing a 
report?  What would be the effect on the sequence of the report? 
 

To find the answer, change the QuickFind Preferences to the proposed Sort Sequence then 
display the QuickFind window.  This window displays the names in the same sequence as they 
would appear on a printed report.  It’s a case of “what you see is what you (would) get.”  And 
you’ve saved paper. 
 
For more information, refer to Changing QuickFind Preferences above. 

 
Relevant Help Topics: Use of Sort Keys  in book  Miscellaneous Information. 
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Duplex Printing 
 
To see how duplex printing works, perform the steps below to print an Address Book.  
 

· Display the  Print  dialog 
· Select the  Duplex (2-Side) Printing   checkbox 
· Click the  Print   button 
· Follow the instructions on the screen (see paragraph below) 

 
WinPAS prints all odd-numbered pages then stops and displays a message asking you to take the 
paper out of the printer, turn it over, and put it back into the paper feed hopper.  After you’ve 
done that, and given WinPAS permission to continue, the program prints the even-numbered 
pages on the back side of the odd-numbered pages.  You may have to experiment with how you 
feed the paper for even-page printing.  Various printers have their own ways of feeding paper. 
 
 

Adding QuickLinks To A N&A Record 
 
The procedure below assumes that you’ve worked through the tutorial far enough to establish a 
record for Schnick L. Fritz.  If you haven’t established 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 to quickly link (jump) from one N&A record 
to another.  You can establish up to four QuickLinks in each N&A record.  The example below is 
from screen 2 of the Bodine’s N&A record. 
 

 
 
Setting up a QuickLink is pretty painless.  For this tutorial, we’ll do it the easiest way (yes, there 
are two ways to do it – both are described in the WinPAS 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 for Schnick L. Fritz to the record for Frankie and 
Jonnie.  In other words, you want to be able to quickly jump from Frankie’s record to Schnick’s. 
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Start by displaying screen 2 of Frankie and Jonnie’s N&A record.  Observe that no QuickLinks 
are currently in use. 
 
Notice that there are two components to each QuickLink:  an  ID  and a  Description. 
 

Question: Do you have to know the ID Number the establish a QuickLink?  
 
Answer: No!  It has been stated several times in this tutorial that you don’t have to be 

concerned with ID Numbers, that WinPAS will take care of them for you.  In the 
paragraphs below we’re going to demonstrate that once again. 

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

 
 
Highlight the desired name:  Mr. Schnick L. Fritz   – that’s the N&A record we want to link to. 
 
Note that in addition to the names, you are presented with the option of copying only the 
associated ID Number to the QuickLink or copying both the ID Number and the Name.  For our 
purposes, select the second option:  ID Number And Name . 
 

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

 
Click the  OK  button to perform the feat. 
 

Note: The QuickLink  Description  field is 20 characters in length.  Any data in excess of 
20 characters is ignored (truncated, if you’re a technophile). 

 
Now look at the first QuickLink in Frankie and Jonnie’s 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 done, the changes are only on 
the screen, not in the N&A file.  After the change is written 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 QuickLink.  Pretty painless, yes?  Better than a root 
canal. 
 
To test the QuickLink, switch to screen 2 (the Frankie and Jonnie record should still be displayed) 
and click the  Display   button to the right of Schnick’s name.  What happened?  WinPAS 
displayed what?  Yes, WinPAS displayed screen 1 of the N&A record for Schnick L. Fritz.  You 
just linked from one N&A record to another. 
 
To return to the record for Frankie and Jonnie, display screen 2 of Schnick’s record and click the  
Go Back  button.  Verify that Frankie and Jonnie’s record displays again. 
 

Question: Can I follow links from record to record to record to record to ….? 
 
Answer: Yes, your QuickLink “chain” can have as many links as you want.  Once the 

links are established, you can chase the chain forward or backward. 
 
Note that if you delete a N&A record that is referenced by a QuickLink, you should also delete 
the QuickLink. 
 
 

Removing A QuickLink 
 
Removing a QuickLink is even easier than establishing it.  Just position the cursor in the 
appropriate  ID  field and delete the contents.  Technically, you don’t even have to delete the  
Description  contents – but it looks weird to have a  Description  by itself.  So delete it after 
deleting the  ID.   
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Using The WinPAS Online Help System 
 
Think of an online help  system as a library (or collection, if you prefer) of electronic, as opposed 
to printed, books. 
 
An online help system has a Contents section – similar to the Table of Contents in a printed book, 
an Index section – similar to a book’s index, and something printed books can’t offer:  the ability 
to search all the books for a desired word or phrase.  (This capability is known as Full Text 
Search.) 
 

Note: The material below assumes that WinPAS is executing (‘running’).  If you haven’t 
yet started the program, follow the instructions in  Starting WinPAS Plus32  
beginning on page 4. 

 
To learn how to use the WinPAS online help system, we’re going to access that system and 
display the information that tells us how to use the help 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 main WinPAS screen by clicking the button with 
the big yellow question mark (?).  Do that now.  WinPAS displays the following dialog box: 
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Note the three tabs toward the top of the dialog – they’re identified as  Contents,  Index,  and 
Find.  If the  Contents  tab isn’t currently selected (i.e., if your screen doesn’t look like the 
illustration above), click the  Contents  tab.   
 
In the center of the dialog box is a list of the books comprising the help system.  These books 
organize the help topics into logically-related sets.  (Individual pages in an online help system are 
referred to as  topics.) 
 
Open the first book, Using The Help System, by double-clicking on it.  WinPAS opens the book 
and lists the pages (topics) contained therein: 
 

 
 
As shown above, the first book contains only one topic.  Display this topic by double-clicking on 
it.  Yes, do it now.  WinPAS displays the topic: 
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Note that the size and shape of your help screen may be a bit different than shown above.  
Remember that Windows allows you to change window sizes and shapes as desired. 
 
Please take the time now to read all the information in the displayed topic.  When you’ve finished 
that assignment, you should be ready to use online help. 
 
To terminate online help, click the  Exit   button toward the top of the window. 
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WinPAS Features And Benefits 
 
WinPAS Plus32 (“WinPAS”) is easy to use, even for computer novices. Here are just three 
examples: 

· WinPAS automatically opens, saves, and closes files when appropriate, relieving you 
of that concern.  An added benefit: if your computer 'crashes', your Name and 
Address (N&A) data is secure. 

· You don't have to be concerned with the location of your WinPAS-related files. The 
program manages file placement for you. 

· WinPAS automatically specifies the correct printer fonts, 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 records you can use the single N&A File as if it 
were several files.  For example, a file of personal friends, a file of business associates, a file of 
club members, a file of Christmas card recipients, etc.  You get the flexibility of multiple virtual 
files and the convenience of a single physical file.  Easy to maintain, easy to back up.   
 
For each N&A entry, you can store five name and address lines, five free-form telephone 
numbers, an E-Mail address, a comment line (100 characters), and QuickLinks to other records. 
 
Each N&A entry also includes two sort keys. Although their use is optional, using these keys 
provides greater control of the sequence of printed documents.  For maximum flexibility, content 
of the keys is independent of the actual name/address information.  You can record any type of 
information you want in these keys. 
 
The N&A File can be searched using complete or partial information.  And you can search on any 
combination of data fields.  Searching can be used to locate and display N&A records that contain 
information you specify.  It can also be used to generate customized Mailing Lists from which to 
produce printed output, sorted to your specification. 
 
When generating a Mailing List, records that satisfy the search criteria can be displayed on-screen 
as they are encountered.  This provides an additional level of selection in that you can 
include/exclude records on an individual basis. 
 
Mailing Lists can also be built manually, by specifying which names to include in the list. 
 
Any number of Mailing Lists can be generated and saved. Each Mailing List can contain up to 
1700 entries. A given N&A can appear on any number of distinct 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 produce a N&A Book in large print. 
 
Most documents can be duplex (2-side) printed.  Even if your printer doesn't support duplex 
printing. Saves trees. 
 
The QuickFind feature displays an abbreviated version of the N&A File so you can quickly find 
and display a desired N&A record. 
 
The Find Duplicate Records feature allows you to locate and (optionally) delete duplicate N&A 
records.  You can locate duplicates on the basis of the name and/or address information. 
 
QuickLinks allow you link associated N&A records so you can quickly access one record from 
another. 
 
WinPAS can import Windows Address Book information from Microsoft Outlook Express and 
other programs.  You don't have to re-type the information! 
 
The extensive WinPAS Help System has clear, concise instructions for using the software.  
 
The Search and Replace feature provides the ability to find and replace information in multiple 
N&A records simultaneously. 
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Glossary 
 
 

Active Record 
A N&A record that is available for you to process (view / change / delete / print).  A record that 
hasn’t been deleted from the N&A file.  
 
When you delete a record, it is marked as inactive and remains in the N&A file.  To minimize the 
size of the file, WinPAS overwrites (effectively replaces) inactive records with new records when 
they are added to the N&A file.  If there are no inactive records to overwrite, WinPAS extends 
the file by adding the new record after (beyond) the last active record. 
 
 

Dialog Box 
A rectangular window that WinPAS uses to establish one-way and two-way communication with 
you.  Sometimes a dialog box contains only an imperative (“Do …”), sometimes it contains a 
question, and sometimes it contains options for you to select to guide the program.  The terms  
dialog box,  dialog,  window,  and  screen  are used interchangeably in this tutorial. 
 

Entry 
Refer to  record. 
 

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

File 
A collection of related records.  The WinPAS N&A file is a collection of N&A records.  A  file  
is composed of  records  which are composed of  fields. 
 

Group 
In the WinPAS N&A file, a collection of people and / or businesses that have something in 
common. 
 

Examples:  My Christmas card group is the collection of all people and businesses to whom I 
send Christmas cards.  My computer club group is comprised of all the people in my 
computer club. 

 
A given N&A record can belong to any number of groups.  (Some of the people to whom I send 
Christmas cards are also in my computer club.) 
 
A group can include up to 1700 N&A records – that’s the maximum number of records that can 
be stored in the N&A file. 
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WinPAS has no predefined groups.  You define and establish a group simply by including the 
group name in the  Comments  field of at least one N&A record.  You can establish as many 
groups as you need. 
 

Note: Technically, the group information doesn’t have to be in the  Comments  field.  You 
can instruct WinPAS to search for group information in any field or combination of 
fields.  This allows you to establish ad-hoc groups.  Examples:  Everyone in the file 
who has a Chicago mailing address, everyone in the file whose telephone area code is 
801. 

 
WinPAS has no rules for naming groups.  You can choose to call your groups anything that’s 
meaningful to you. 
 

Tip: Keep your group names relatively short – the Comments field is only 100 characters 
in length.  Thus, Christmas is better than Christmas Card List.  CC is better than 
Christmas – unless you forget what CC stands for! 

 
Tip: When typing them into the Comments 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 information (why it’s there).  It will also 
reduce the possibility of getting false hits when you tell WinPAS to search the 
Comments field.  Example:  Searching for *CC* will get a hit only on records in 
your Christmas card group.  Searching for CC will get a hit on occurs,  Bacchus,  
etc., as well as on those records that belong to your Christmas card group.   

 
Do you like secrets?  If you promise not to tell anyone else, I’ll let you in on a secret.  Here it is:  
You make the “group” concept work, not WinPAS.  The group names you provide are just data 
as far as WinPAS is concerned.  That’s right.  The program doesn’t distinguish a group name 
from any other data in the Comments field or anywhere else.  It’s the way you regard and process 
the group names that makes the magic happen.  You are in total control.  You decide whether to 
establish groups, you define as many groups as you need, you name those groups any way you 
please.  Empowerment.  Total flexibility.  Now you know 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 printed in a report.  
 
In the  Report Source  frame of the  Print  dialog box there are two options for the source of 
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 specify which to use.  Only the N&A records 
represented in that mailing list will be used to produce printed output. 
 
Mailing lists can be generated manually or automatically. 
 

Relevant Help Topics: Creating A Mailing List  in book  Operations on Mailing List 
Files. 
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A mailing list can be composed of records that have something in common (e.g., people to whom 
you send Christmas cards) or nothing in common.  The latter type of mailing list must be 
manually generated. 
 
Because a mailing list is based on the content of the N&A file at the time the list is generated, 
changing the N&A file may require you to re-create the mailing list files. 
 
All WinPAS mailing list files have a filename of  pasmail.  When a mailing list is created, 
WinPAS asks you to specify a file Identifier of up to three characters.  This Identifier becomes 
the filename extension when the file is written to disk.  Example:  If you specify an Identifier of  
bus,  the name of the mailing list file becomes  pasmail.bus. 
 
Because the Identifier is used as a filename extension, there are some rules as to its content.  In 
general, you cannot specify an Identifier that is known to the Microsoft Disk Operating System 
(DOS) and/or Windows.  This includes  exe, bat, com, sys.  The Identifier cannot include 
punctuation. 
 
For you technophiles, a mailing list file is simply a series of one-byte flags, each byte 
representing one entry in the N&A file.  The first flag represents the first physical N&A record, 
the second flag represents the second N&A record, etc.  A flag value of “1” indicates that the 
corresponding N&A record is included in the mailing list.  If the flag is set to zero, the 
corresponding record is excluded from the mailing list.  Yes, it’s that simple. 
 

Operating Modes 
WinPAS Plus32 version 3.4 (and later) operates in two modes:  tutorial mode and standard (non-
tutorial) mode.   
 
When you enter tutorial mode, WinPAS temporarily changes its focus from your personal N&A 
file to the tutorial N&A file.  As long as you operate in tutorial mode, this is the file you’ll be 
processing.  When you exit tutorial mode, WinPAS again changes its focus back to your personal 
N&A file. 
 

Note: The data in your personal N&A file is always safe – it’s never affected by anything 
you do in tutorial mode. 

 
The first time you enter tutorial mode, WinPAS makes available a small tutorial N&A file.  As 
you work through the tutorial steps, you’ll be instructed to make changes to the content of this 
file.  These changes are retained in the file – even if you exit tutorial mode – so you can start and 
stop the tutorial as often as desired, working through it at your own pace. 
 

Question: How can I determine the current operating mode? 
 
Answer: When you’re in tutorial mode, the words Tutorial Mode are displayed at the 

right-hand end of the WinPAS toolbar, thusly: 
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Record 
All the data WinPAS stores for a single name and address.  All information (data, if you prefer) 
for a given name and address is stored in a single record in the Name and Address (N&A) file.  A 
N&A record is a collection of fields, each field representing a logical piece of information.  
Throughout this tutorial we use the terms record and entry interchangeably. 
 

Report 
Any type of printed output.  Envelopes are reports.  So are Address Books.  And mailing labels, 
and Telephone Lists and ….. 
 

Screen 
Refer to  Dialog Box. 
 

Screenshot 
The illustration of a screen.  An image captured from a computer monitor screen. 
 

Standard (non-tutorial) Mode 
Refer to  Operating Modes. 
 

Toolbar 
On the main WinPAS screen, the horizontal bar displaying the buttons used to invoke selected 
WinPAS functions such as ADD ONE, PRT, and ENV.  The toolbar is illustrated in the 
Operating Modes description above. 
 

Tool Tip 
A small rectangular window containing an explanatory message or tip.  A tool tip is displayed 
when the mouse cursor is allowed to rest on a field or command button for a few seconds.  Note 
that not all fields and not all command buttons have associated tool tips. 
 

Tutorial Mode 
Refer to  Operating Modes. 
 

Window 
Refer to  Dialog Box. 
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