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ABOUT THIS BOOK

This Concise Introduction to Microsoft Works for Windows was
written to help the beginner. The material in the book is
presented on the 'what you need to know first, appears first’
basis. However the underlying structure is such that you don't
have to start at the beginning and go right through to the end.
The more experienced user can start from any section, as the
sections have been designed to be self contained. The book
does not, however, describe the workings of Microsoft
Windows, or of MS-DOS, or how to set up your computer
hardware. If you need to know more about these, then may we
suggest that you also refer to the books A Concise User's
Guide to Windows 3.1 (BP325), A Concise User's Guide to
MS-DOS 5 (BP318), or MS-DOS 6 Explained (BP341), which
are also published by BERNARD BABANI (publishing) Ltd.

Microsoft Works for Windows is an integrated package
containing three major types of applications; word processing
with drawing, spreadsheet with graphing, and database
management with reporting. The program is operated by
selecting commands from menus, the keyboard, or by clicking
Toolbar icons with a mouse. Each method of accessing the
package is discussed fully and a complete listing of keyboard
shortcuts is included in an Appendix. Using a mouse is not
absolutely mandatory, but we cannot imagine many people
using Windows without one, and its use certainly increases
productivity.

The power and versatility of Works for Windows is evident in
its integration which allows data from any module to be quickly
and easily transferred into any of the other modules. The
package is a powerful one, offering many commands, and
functions, including a spell checker and a thesaurus. It is
possible to use Lotus 1-2-3 (Version 1 and 2) files in Works,
and a Works spreadsheet in 1-2-3 without any file conversions.

This book is intended as a supplement to the documentation
that comes with the package. It provides the new user with a
set of examples that aim to help with the leaming of the most
commonly used features of the package, and also provide the
confidence needed to tackle some of the more advanced
features of the package later.
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1. PACKAGE OVERVIEW

Microsoft Works for Windows is an easy to use, integrated
package, which incorporates three modules; word processing,
spreadsheet with graphics, and database, all of which are
downward compatible with earlier DOS versions. The package,
as its name would suggest, operates inside the graphic
interface provided by Microsoft Windows. It comes with full
documentation and with WorksWizards. Do not let the name put
you off WorksWizards, they simplify several common
procedures by stepping you through semi-automated routines.

Installing Works

Microsoft Works for Windows can be installed on any IBM
compatible PC that has a working copy of Microsoft Windows
(preferably Version 3.1, or later) already installed. It needs
about 5.6MB of hard disc space for a full installation. If
necessary you could reduce this considerably, in the future, by
dispensing with the tutorial and example files. The procedure
takes about half an hour and is very easy, involving transferring
the working files from the seven floppy system discs to your
hard disc and uncompressing them.

To carry out the installation start Windows in the usual way
and insert the Works Setup disc (No. 1) in your drive A:. From
the Windows Program Manager screen, activate the File menu,
by clicking your mouse on File, click on Run and type

A:setup

in the Command Line box that is opened. Pressing the <Enter>
- key will produce an opening Welcome Screen with options to
Cancel Setup or to Continue. Click on the Continue

button, or press the 'C' key (you can action most commands in
two ways, either by clicking with the left mouse button, or by
pressing the highlighted letter key. Throughout this book the
highlighted letter will be shown underlined).

If you are installing from the system discs for the first time,
you will be asked for details of your name and company. This
information is stored on the first Setup disc and a further
installation from the same discs will produce the following fairly
strong copyright warming message.
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not enough space on your C: drive you will be automatically
pushed into a Custom Instaliation.

Choose between British or American, on the next screen. This
determines the dictionaries that wil be used for spell checking
and with the Thesaurys.

At this stage, if you have a slow PC, the whole operation

S to grind to a halt. Up to a minute goes by with no

disc into the A: drive; a total of seven in all,

When the tedious Operation is complete you should see the
Installation Complete box shown on the next page. This gives
you the options to Return to Windows or to Run Works.
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The installation ot Microsoft Works is complete.

When you run Works you can choose to see an intrtoduction
to Works, o you can go directly to work with the product.

Choose Retuin to Windows to return to Windows. Choose
Run Works to stait using Works now.

et ]

Having spent the last 30 to 40 minutes feeding discs into your
drive and waiting patiently, we are sure you will choose the
latter option, which produces the following screen.

| __Microsoft Works [via
Elle Qptions Help

- ‘Welcome to Mictosoft Works

Fai a guidel tow of Miciosolt Works:  [IHERSNEEEE il
and what you can do with Works. click || Guided Jow of Works
thiz button or press T r- !

i s s ——

To start using Works now, chck this [
bulton or press W '& Start Works Now

When you no longer want Works lo

stast with this welcome screen. chck = e v

this bution or press S, The gaaded low | Skip Welcome Screen l
and othei information can always be

accessed tom the Help menu

\\Cﬁck on a button or press an underlined tetler. e

" ---L J

You have 3 buttons to choose from. We suggest you first press
the 'S' key to Skip Welcome Screen (or click on it with the
mouse). Otherwise you will get this screen every time you start
up the program. Now might be a good time to take a Guided
Tour of Works, or if you prefer, click the middle button, or
press 'W', to start Works for the first time. This opens the
Startup box shown on the next page.

3
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As we will spend the rest of the book working our way through
these options, select the Cancel button now, then click on the
File menu option and select Exit Works to take a break and
leave the program.

Starting Works

To start Works for Windows from DOS, assuming that you have
followed all the manufacturer's instructions relating to the
installation of the software, change to the subdirectory into
which the package's files were placed, C:\MSWORKS by
default, and type msworks. This procedure will first open
Microsoft Windows and then open Works for Windows.

it is more usual, however, to
start the program from the
@ Window's Program Manager,
m by double clicking on the icon
shown here. This was placed
in the 'Microsoft Solution
Series' window by the initial
installation procedure.

& Microsoft SolutionSeries

The Startup Screen:

The Startup box, as shown at the top of the page, will be
opened again. This is the normal opening screen of Works for
Windows.

The Word Processor button has a dotted square box around
the icon, indicating that this is the default option, which will be
activated if the <Enter> key is pressed. Pressing the <Tab> key
will move this 'default marker' from button to button. It is much
easier, though, to click on it with the mouse.

These options allow you to open a new file in one of Work's 3
tools, to Open an Existing File and go straight away to the

4



Works tool that uses that file type, or the WorksWizards option
offers you a choice of semi-automated procedures to carry out.
Help describes the operation of the Startup box in more detail.
We suggest you experiment with these options later and at
the moment simply press the <Esc> key, or select Cancel, to
obtain the basic, or common, menu screen, shown below.

Microsoft Works

AICl Options  Help
Create New File...
QOpen Exdsting File...
i

a it
Swer
Save Workspace

Exit Works =t

The main Works menu, shown here, has the item 'File' in the
main menu highlighted and with its pull-down sub-menu
displayed undemeath. The pull-down sub-menus associated
with the other two items of the main menu can be seen by
pressing the right arrow key. Pressing the <Esc> key clears the
sub-menus.

The Main Menu:

As we have seen, each main menu option has associated with
it a pull-down sub-menu. To activate the main menu, either
press the <Alt> key, which causes the first letter of each item of
the main menu to be displayed in bold, and the first item of the
menu (in this case File) to be highlighted, then use the right
and left arrow keys to highlight any of the items in the main
menu, or use the mouse to point to an item. Pressing either the
<Enter> key, or the left mouse button, reveals the pull-down
sub-menu of the highlighted menu item.

Main menu options can also be activated directly by pressing
the <Alt> key followed by the first letter of the required option.
Thus pressing <Alt+O>, causes the one item pull-down
sub-menu of the 'Options' to be displayed. You can use the up
and down arrow keys to move the highlighted bar up and down
a sub-menu, or the right and left arrow keys to move along the
options of the main menu. As each option is highlighted, a short
description of the function of the relevant option or command
appears in the status line at the bottom of the screen. Pressing
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the <Enter> key selects the highlighted option, or executes the
highlighted command. Pressing the <Esc> key closes the menu
system and returns you to the main menu. Selection of a
sub-menu item can also be achieved by either typing the
emboldened letter of the required command, or using the
mouse to point to the required command and pressing the left
mouse button.

If you use a mouse, you can select an item from the main
menu by pointing to it and pressing the left moLse button; then,
while the button is depressed, drag the mouse downwards on
top of the revealed sub-menu which highlights each sub-menu
item as you pass over it. Once the required item has been
highlighted, release the mouse button to select it.

The Main Menu Options:
Each item of the main menu offers the following options:

File: Produces a pull-down menu,
as shown, of mainly file related
tasks, such as creating a new file,

Open Existing File...

opening an existing file from disc o

and displaying it on screen, ve o
closing a file, saving a file to disc, SSsve Werkspace
saving workspace and exiting Exlt Waste
Works.

Options: This menu is most

m Help

unusual in that it only has one
item that defines the settings for

Works.

Help: Activates the help window,

gives a package overview,

displays the help index, a 1o

keyboard template, offers advice Keyboard Shertcuts

on how to use either help, or the Hewie'lin= Help

Works package, and gives access I“"'":"_ — ot
to the Works tutorial. Sbeut Mictensh Warks...

Note that some sub-menu options, such as the Save, Save As
and Close options, appear in fainter writing than, say, the Open
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Existing File option. This means that you cannot access them.
In this particular instance you cannot save work you have not
created yet, or close a file that has not been opened.

Help Screens:

Works has context-sensitive help screens which explain the use
of the items in the various menus, or commands, you are
attempting to use. Thus, to obtain help information on the use
of any of the options offered under File, as shown below, first
choose the File command, then use the down arrow key to
highlight the desired task from the pull-down sub-menu, and
then press the F1 function key.

Help - MSWORKS. HLP

File Edit Bookmark Help

A
Save Workspace command (File menu)

Saves the g of open d ized d and the size of all gpsument ymdows
30 that the same documents are aveilable the next time you start Warks. When you restat Works, the
same documents are open or minimized. Each document window is in the same position as when you
saved the workspace
To save yaur workspace
@ From the File menu choose Save Workspace
What it
& ‘You no longer want to autometcally display the workspece?

From the Options menu. choose Works Setings and dlear the Use Saved Workspaca check box
See also

Closing a document
L]

=

Dialogue Boxes:
Three periods after a sub-menu option or command, means
that a dialogue box will open when the option or command is
selected. A dialogue box is used for the insertion of additional
information, such as the name of a file under which to save your
current work.

To illustrate this, select the Options, Works Setting
command which will display the dialogue box shown at the top
of the next page.




- . Microseft Works ~|=
_E_Ile Qptions Help

rlinds 20 Tompl for
@ Inches ‘ O Wosd Processos l_l:l!-___l
O Carii 0] Spaadeh ~ Cancel |
O Pica ‘ [ Database
T e ]
~Modem Port il Type ‘When starting Works
@ coM1L @® Tone | |[]iUse saved workspace
O comz O Pujse | | Shaw Stastup dislog
Bd Show Status Bar

{ = e = ; = _”_’

At this stage do not try to open the lower box, as this screen
has been made up to demonstrate some points below.

When a dialogue box opens, the <Tab> and <Shift+Tab>
keys can be used to move the cursor from one field to another
in a clockwise or anti-clockwise direction, respectively. Once in
the selected field, the up and down arrow keys can be used to
select different options. The <Enter> key is only used to
indicate that the options within the various fields within the
dialogue box are specified correctly.

Every dialogue box contains one field which is enclosed in a
dotted rectangle (Use saved workspace, in the above
example). This field indicates the action that Works will take if
the <Enter> key is pressed. Pressing the <Esc> key, aborts the
dialogue box and menu option and returns you to the main
menu.

With a mouse, to select any item within any field, simply point
to it and click the left mouse button. To confirm your selections,
click on the OK button. Clicking the Cancel button, aborts the
dialogue box and menu option and retums you to the main
menu.

There are five types of field boxes in a dialogue box; ‘List',
‘Option', 'Check', 'Text' and ‘Command buttons'. Referring to the
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previous display on Font & Style, both Font and Size are
examples of 'List' boxes. An item can be selected either by
using the up and down arrow keys, or by pointing and clicking
at it with the mouse. If there are more options than fit the box,
either use the down arrow key, or click the down scroll arrow,on
the right of the 'List' box, to see the next available option.

'‘Units' in the Works Settings display, is an example of an
'‘Option' box. A dot enclosed in parentheses against an option
signifies that the particular option is selected. Only cne option
can be selected at a time. To change the selected option, either
press the emboldened letter of the option you want to select, or
point to it with the mouse and click.

In a check box the options can either be 'on' (marked with an
‘X' within square brackets) or ‘off'. You can select more than
one option in a check box, for example you might want to select
both the options in the When starting Works check box
shown.

A 'Text' box, is a box into which you can either type new
information or change what is there by editing it. To change the
selected option, either press the emboldened letter of the option
you want to select, or point to it with the mouse and click.

You press a '‘Command button' to execute a certain
command, such as the OK button in the Works Settings
display. Command buttons in Works for Windows are
rectangular and a preselected button is shown edged with a
dotted box. Most dialogue boxes have the three command
buttons; OK, Help and Cancel. To select a command button,
either use the <Tab> key to highlight it and press <Enter>, or
point to it with the mouse and click.

The Works Screen:

it is perhaps worth spending some time looking at the various
parts that make up the Works for Windows screen. To illustrate
our discussion, use the File, Create New File command if you
are within Works. If not, start the program and select
Spreadsheet from the Startup box by pressing ‘S', or by
clicking its button with your mouse. Note that the screen
window produced now displays a new list of menu names at the
top, a Toolbar with a list of pictorial command options below, a
window title (SHEET1.WKS, in this case) below this, and an




Appiication Control Menu Box Restore Butions

File Control Menu Box Title bar Toolbar

Menu bar

Microsoft Works - [Sheet] |
File dh Select  Format Oplions Charts  Window

([MS Sams Serit_|[3]]
A1 B T C T o 1€ T F I & | n_WwFH
T_' Vertical spiit bar /*j
r Selectﬂ_d cell e | ] \.r:arf.ic.al scrr.:ﬂ box ]
J e — | |
10 ] S [ , [ | Vertical s¢roll bar ——p

Horizontai spiit bar | | |
!-ton'zonlal scroll bar

Horizontal scroll box | [ Scroli{Atrows._ |
r oy
* -
Press ALTlochaose commands. orF2loedit 4 || | S R masorraes]l
14 Status bar J

empty worksheet with numbered rows and lettered columns, as
shown above.

Works follows the usual Microsoft Windows conventions and
if you are familiar with these you can skip through this section.
Otherwise a few minutes might be well spent here.

The window, as shown, takes up the full screen area
available. If you click on the application restore button, the top
one of the two restore buttons at the top right of the screen, you
can make Works show in a smaller window. This can be useful
when you are running several applications at the same time and
you want to transfer between them with the mouse. Although
multiple worksheet, database and document files can be
displayed simultaneously in their own windows, you can only
enter data into the active window (highlighted at the top). Title
bars of non active windows appear a lighter shade than that of
the active one.
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The Works for Windows screen is divided into several areas
which have the following functions. These are described from
the top of the screen down, working from left to right.

Area
Control boxes

Title bar

Minimise box

Restore buttons

Menu bar

Toolbar

Function

Clicking on the top control menu box,
which is located in the upper left corner
of the window, displays the pull-down
Control menu which can be used to con-
trol the program window. It includes
commands for re-sizing, moving, maxi-
mising, minimising, switching to another
task and closing the window. The lower
menu box controls the current document
window in the same manner.

The bar at the top of a window which dis-
plays the application name and the
name of the current document.

The button you point to and click to store
an application as an icon (small symbol)
at the bottom of the screen. Double click-
ing on such an icon will restore the
screen and even maintain the cursor
position.

When clicked on, these buttons restore
the active window to the position and
size occupied before being maximised or
minimised. The restore button is then re-
placed by a Maximise button, with a
single up-pointing arrow, which can be
used to set the window to its former size.
The bar below the title bar which allows
you to choose from several menu op-
tions. The names of the main menu com-
mands might be different when using a
difterent tool. To display a sub-menu,
click on the name or press <Alt> followed
by the emboldened letter.

Displays a set of icons for each tool,
which can be clicked on to quickly carry
out commands or functions.
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Scroll bars The areas on the screen (extreme right
and bottom of each window) that contain
scroll boxes in vertical and horizontal
bars. Clicking on these bars allows you
to control the part of a document which
is visible on the screen.

Scroll arrows The arrowheads at each end of each
scroll bar at which you can click to scroll
the screen up and down one line, or left
and right 10% of the screen, at a time.

Status bar The bottom line of the screen that dis-
plays the current program status and in-
formation regarding the present process.

Manipulating Windows

Works allows the display of multiple sets of data within a given
application tool, or several windows encompassing files from
different application tools, each within its own window.

At some stage, you will almost certainly need to manipulate
these windows, by selecting which is to be the active window,
moving them sc that you can see all the relevant parts of an
application, re-sizing them, or indeed closing unwanted
windows once you have finished with them. A short discussion
follows on how to manipulate windows so that you can get the
best of what Works for Windows can provide.

In order to illustrate our discussion, use the File, Create New
File command three successive times and choose, in turn, a
different tool option from those displayed in the dialogue box.
As each selection is made, a new, titled, window is displayed,
with new windows being placed on top of any existing ones, as
shown on the facing page.

If you create a certain type of window file using the same tool
more than once, this is reflected in the number appearing
immediately after the default name of that particular window.
You should save your work using different names from these
default ones (with each name no more than 8 characters long).
The three letter file extensions are added by Works for
Windows and are always the same for each tool as the ones
displayed. Note that the active window has a highlighted title
bar, while the non active title bars are white.
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The filename extensions of the three application tools are:

Extension Tool

WPS Works Word Processor
WKS Works Spreadsheet
wWDB Works Database

Changing the Active Window:

You can select the active window, from amongst those
displayed on the screen, by pointing to any pant of it, and
clicking the mouse button, or by selecting the Window
command of the main menu and selecting the appropriate
number of the window you want to make the active one.

Closing a Window:

Works itself, or any tool window (provided it is the active
window), can be closed at any time, maybe to save screen
space and memory. To close the DATA1 window, make it the
active window and either double click on the File Control Menu
Box (the large hyphen in the upper-left corner of the window, or
press <Alt+—> and select ‘'C' for Close from the Control menu,or
use the File, Close command.
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If you have made any changes to a file in a window since the
last time you saved it, Works for Windows will wam you with the
appearance of a dialogue box giving you the option to save the
file before closing it.

Moving Windows and Dialogue Boxes:

When you have muiltiple windows or dialogue boxes on the
Screen, you might want to move a particular one to a different
part of the screen. This can be achieved with either the mouse
or the keyboard, but not if the window occupies the full screen,
for obvious reasons.

To move a window, or a dialogue box, with the mouse, point
to the title bar and drag it (press the left button and keep it
pressed while moving the mouse) until the shadow border is
where you want it to be. Then release the mouse button to fix it
into its new position.

To move with the keyboard, press <Alt+Spacebar> to reveal
the Application Control Menu, or <Alt+—> to reveal the
Document Control menu. Then, press 'M', to select Move,
which causes a four-headed arrow to appear in the title bar and
use the arrow keys to move the shadow border of the window to
the required place. Press <Enters to fix the window to its new
position, or <Esc> to cancel the relocation.,

Sizing a Window:

You can change the size of a window with either the mouse or
the keyboard. To size an active window with the mouse, move
the window so that the side you want to change is visible, then
move the mouse pointer to the edge of the window or comer,
so that it changes to a two-headed arrow, then drag the
two-headed arrow in the direction you want that side or corner
to move. Continue dragging until the shadow border is the size
you require, then release the mouse button.

To size with the keyboard, press either <Alt+Spacebar> or
<Alt+—> to reveal the Application Control menu or the
Document Control menu, then press 'S' to select Size, which
causes the four-headed arrow to appear. Now press the arrow
key that corresponds to the edge you want to move, or if a
comer, press the two arrow keys (one after the other)
corresponding to the particular comer, which causes the pointer
to change to a two-headed arrow. Press an appropriate arrow

14




key in the direction you want that side or comer to move and
continue to do so until the shadow border is the size you
require, then press <Enter> to fix the new window size.

Minimising and Maximising Windows:

Works for Windows can be minimised into an icon at the bottom
of the screen; you may want to do this if you have another
Windows application running and need to change over to it.
This can be done by either using the mouse to click at the
‘Minimise' button (the downward arrow in the upper-right comer
of the window), or by pressing <Alt+Spacebar> or <Alt+—> to
reveal the Application Control menu or the Document Control
menu, and selecting 'n’ for Minimise.

To maximise a window so that it fills the entire screen, either
click on the 'maximise' button (the upward arrow in the upper-
right corner of the window), or press <Alt+Spacebar> or <Alt+—
to display the Application Control menu or the Document
Control menu, and select 'x' for Maximise.

An application which has been minimised or maximised can
be returned to its original size and position on the screen by
either double-clicking on its icon to expand it to a window, or
clicking on the double-headed button in the upper-right comer
of the maximised window to reduce it to its former size. Witr the
keyboard, press <Alt+Spacebar> to display the Application
Control menu, or <Alt+—> to display the Document Control
menu, and press 'R' for Restore.

Splitting a Window:

The windows of two Works application tools can be split, so that
you can see different parts of your work side by side in the
same window. You can split the word window horizontally and
the spreadsheet window both horizontally and vertically.

To split a window, move the
mouse pointer onto a split bar
(the bar either below the
Split bar maximise arrow, or to the left of
the horizontal scroll arsow), drag
the new pointer shape to the
required position (as shown in
our example), and release the
mouse button. Otherwise you

Mouse pointer
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could use the Window, Split command, then the arrow keys to
move the shadow split line to the required position and press
<Enter>.

é«@
Eile Edit Select Format Options ;lums Window Help
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The figure above shows the word processor window split into
two areas and the spreadsheet window into four areas.

Viewing All Windows:

You can arrange to view all the windows currently on the screen
by using the Window, Tile command. Works automatically
arranges the windows on screen. Three windows are placed full
screen height and next to each other, while four are placed with
a quarter of the screen each. If you are experimenting with the
program as you go, watch how the mouse pointer changes
shape, depending on where it is and what it is doing.

Managing Files

Works for Windows allows you to create, save, open, or
generally operate on files, by using the File command from
either the main menu of the package, or from the menu of any
of its tools. No matter from where the command is activated, the
pull-down sub-menu is the same, as was discussed under 'The
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Main Menu Options' section, at the beginning of this chapter.
We have already discussed the use of the File, Create New
File command, the first option of the sub-menu. Now we
introduce the rest of these commonly used commands.

Saving a File:

Once a document has been prepared, under any of the tool
applications, you can save it by using the File, Save command.
The first time you use this command with, say, the word
processor, Works asks you in a dialogue box for a filename to
save under. With this tool, the default filename for the first
opened window is WORD1.WPS, as shown below.

=] ] Mlao_ullWorh-[andl[ — EIE
|=| Bl _Edit_Select Formaj Options Insert Window Help_ =
Fils Name: Directories
[word1 wps = ¢ \msworks 2 m
g Pymsworks -
ety Qclpat [ tew ]
£ BEETR C)meworks. cbt
AR [ Meke backup
_"1*::' S = 15%2
Save Fils a3 [yps: [}
TS [ doboot T[4
0
- -
actve file on disk (B gl o R BN 1A j

You can type a new name, say, MEMO (without the extension)
and press <Enter>, which causes the typed filename to become
the new document tille. Once a file has been saved,
subsequent use of the File, Save command, saves the file
automatically under the filename, directory and drive, first used
to save your work.

To change the drive or directory from its default, which might
be C:\MSWORKS to, say, A:\MSWORKS, open the Drives drop
down list box, by clicking its arrow, and then click the ‘a:'. Move
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to the Directories box (press <Alt+D> with the keyboard), use
the arrow keys to highlight the required directory from the
displayed list and press <Enters.

If you want to save an already saved file under a different
name, then use the File, Save As command. Works for
Windows again offers you, in the same dialogue box, the
original filename which you can change by typing a different
name, without an extension (the moment you start typing the
new name, the default name vanishes from the display). On
pressing <Enter>, the program adds automatically the
appropriate extension for you and saves the file.

The Save File as Type box allows you to save the file in any
of the formats listed. You would select 'Wordperfect 5.1', for
instance, if you wanted to use the file later in that package.

Retrieving a File:

To retrieve an already saved document from disc, use the File,
Open Existing File command. This will bring up the following
dialogue box:

— : Microsoft Works - [Word1] _I=1s
=| File Edit Select Format Options |nsert Window Help -
Font: [Tme: Now Roman |[3][12 [3] [B]7[u] [E[2[E]=]
T : I 2 12 i 12 4 I s 2 B
b 3 = + = : - = = % [ 2
[ | IR SRR O RS i
Fide Name Duectones
" wps a\ k ===
contents.wps L8] [at ;1 l:.':"_"'II
lottes. wps .-..I Py msworks
botter] .
s e | Cus]
MmOmO_wp
memol wps [ Read Only
l-eul-mw s .
List Files of Iype Diiyes
otks WP [*.wps) * E‘ I:I
orks 55 [*.wks) :
otks DB (*.wdb) E
Taxt (°.1nt)
DBaze (*.dbi)
Files [**] =
D
. -
Opens existing Works file, =] [ Pgin

In this case the open directory is AAMSWORKS and in the ‘File
Name' box the file template name ".wps' is displayed. This is
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because 'Works WP (*.wps)' has been selected in the List Files
of Type box. To select the MEMO.WPS file, either click at its
name, or press <Alt+N> to move into the File Name box,
highlight the required file and press <Enter>.

Using the Tutorials

Works comes with a set of comprehensive tutorials which can
be accessed from within the package (provided you have
installed them on the hard disc) by selecting the Help, Tutorial
command, or pressing the <Shift+F1> keys. Click the left
mouse button in the first screen if you want to learn to use the
program with a mouse, if not, press the 'K' key to get a
keyboard tutorial. The following very colourful display is
opened.

e = ‘ ) )

4

Piess the number or click the topic you want.

1 Starting with ! 2 Starting with 4 3 Word Processor
Computers .1 Works i and Draw

4 Spreadsheet & Using Tools
and Charting 5 Dalnbofe Together

[_Exit Tutorinl: X_|
.

Although the contents of the early tutorials can be simple, it is
worth spending some time on them to learn the language and
definitions associated with the various Works for Windows
applications. We leave it to you to explore further.
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Exiting Works )

Whenever you are ready to leave the Works for Windows
package the procedure is the same whichever tool you are in.
You simply use the File, Exit Works command. If all the open
files have been saved, you will be returned immediately to the
Windows Program Manager. If not you will be given the option
to save them, before they are lost forever,

The Windows Control Panel

The Control Panel provides a quick and easy way to change the
hardware and software settings of your system. For the sake of
completeness we describe its use at this point,

iettings Help

W2z5m =

Fonts Ports Desktop Keyboard

@@@@,gg

Printers Intemational  Date/Time 386 Enhanced Drvers

|Changes the Windows screen colors

Access to the Control Panel is made by double clicking the
Control Panel icon in the Main group window of the Program
Manager. Selecting this option opens the above window from
which the various Control Panel functions can be accessed.

Double-clicking at the Control Panel icons allows you to
change the display colours, change the display and printer
fonts, specify parameters for any serial ports installed on your
system, change the settings of your mouse, change the
appearance of your display, specify resource allocations when
running in 386 mode, install and configure your printer(s),
specify intemational settings, such as the formatting of numbers
and dates, change the keyboard repeat rate, change the date
and time of your system, and specify whether Windows should
beep when it detects an error.

All of these features control the environment in which Works
for Windows (and other Windows application packages) operate
and you should become familiar with themn.
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2. THE WORKS WORD PROCESSOR

Works for Windows comes equipped with a word processor
almost as powerful as most 'stand alone' versions. It has all the
normal editing features, including the ability to insert, delete,
erase, search for, replace, copy and move characters, lines and
whole blocks of text. As you would expect, it also allows you to
enhance text and create bold, underlined, italic, strike-through,
superscript, subscript and other specially formatted text.

Being an integrated package it is easy to embed part of a
spreadsheet into a document, carry out a mail merge, or send a
document to a distant computer using the communications
functions of the Windows 'shell'.

Word Processor Basics

To access the word processor select File, Create New File
from the opening menu bar, as described in the previous
chapter. Then select the Word Processor button by either
pressing the W key, or pressing <Enter>, as this is the
highlighted option. A screen similar to that shown below will
appear, with the file WORD1 opened for you.

Microsoft Works

| 1£

O S T

|
h

Prass ALT to ch commands
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When you save your work later you should rename this, or else
the file may be overwritten when WORD1.WPS is next opened
automatically and saved again. If you open more than one new
file, at the same time, they will be numbered Word1, Word2,
and so on.

The Word Processor Screen:
The top line of this screen gives the menu bar, which with the
word processor, accesses the following sub menus:

l File Edit Select Format Options  Insert Window Help

As described in the ‘Package Overview' these are accessed
either with your mouse, or by pressing the <Alt> key followed by
the highlighted Iatter.

The Toolbar occupies the second line down. If you use a
mouse you will find this a big time saver, once you get in the
habit of using it. If you prefer, you can turn it off by activating
the Options, Show Toolbar command. This is a toggle, when
the V' shows the Toolbar will display, otherwise it will not. The
only advantage to be gained by not showing it is you gain one
screen line.

To use the Toolbar you simply click the mouse on one of the
options shown below, and the command selected will affect all
text in the document that is highlighted.

| o T o momn ]2 3] (B 2T] CE o@ m& |

The meanings of the Toolbar options are as follows:

Option Result
Font: [Times New Roman |[8]] Choose a font from available list.

Clicking the arrow (1) will open the

list of fonts.

[12 (3] Choose from available point sizes.
Clicking the arrow (1) will open the
list of sizes.

Embolden highlighted text.
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Make selected text italic
Underline text

Left align a paragraph
Centre align a paragraph
Right align a paragraph

Justify a paragraph, between the
left and right margins

Print output single spaced
Print Output double spaced
Turn spell checker on

Start thesaurus

Print preview the current page
Print current document

B/ (S R ] (] e

The 'title bar' is the next line down. This shows the name of the
opened document, and if this bar is dragged with the mouse the
window can be moved around the screen.

Below the title bar is the ruler which appears as a scale
across the screen. This shows the length of lines, the left and
right margin positions and any tab or indent settings active in
the paragraph the cursor is in. The ruler can be toggled on and
off like the Toolbar, with the Qptions, Show Ruler command.

The bottom line of the screen is the status line which gives
you useful information on the operation being carried out, or a
description of the highlighted command. It also shows the
current document page, the total number of pages, and the
status of any keys that are currently locked.

The scroll bars, boxes and arrows described in the Package
Overview section also surround the work area which makes up
the remainder of the screen.

Whenever a Works word processing file is opened three
marks always appear at the top left corer of the screen
working area:
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» The page mark which identifies the beginning of a
page.

| The blinking vertical fine is the cursor. Any text
typed will be placed at this position.

_ The end mark which identifies the end of a
document. This mark cannot be erased from the
screen. All text, etc., must be placed above it. The
mark can be forced down the screen by pressing
<Enter> when the cursor is above it, which inserts
blank lines.

Entering Text:
Before going any further enter the following memo text, or

something else if you prefer, to begin to get the feel of Works
word processing.

=| File Edit Select Format  Options {nsert  Window Heilp tr
Font: [Courer [s]hz ][s] [B]=Tu BE3IE] -|=
s e T kb

MEMO TO PC USERS

The Microcomputers in the DP room are still a mixture of IPM
PS/28 (with 3.5 drives of 1.44 MB Capacity), IBM ATs (with
both 3.5% and 5,25+ high density drivog of 1.44 MB and 1.2 MB

connected to the Printers. As some of these only have 51425
drives of 360 KB capacity, before printing a document from
them, 1t must be saved on a 360 KB format disc,

The computer You are using will have at least an 80 MB hard
disc on which a number of software Programs have been
installed. To make life ®asier these programs are installed in
Separate directories on the disc. When the computer jis
switched on, the following prompt is displayed:

GiND)

Press ALT to choose commands. | e e i 5 _Poin

When a new file is opened it is ready for you to begin typing in
text. Any time you want to force a new line, or paragraph, just
press <Enter>, otherwise the Program will sort out fine lengths
automatically which is known as word wrap. So, you can just
carry on typing a complete paragraph without having to press
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any keys to move to a new line. If you make a mistake press
<BkSp> enough times to erase the mistake and retype it.

Moving Around a Document:

You can move the cursor around a document with the normal
direction keys, with the key combinations shown below, or with
the Select, Go To command (or press F5). With the last
command you can jump to various named 'bookmarks’, or to
different page numbers.

To move Press

Left one character «

Right one character -

Up one line T

Down one line d

Left one word Ctrl+e
Right one word Ctrl+—

Up one paragraph Ctrl+T
Down one paragraph Ctri+d

To beginning of line Home

To end of line End

To beginning of file Ctrl+Home
To end of file Ctri+End
Up one window Pg Up
Down one window Pg Dn

To beginning of window  Ctr+Pg Up
To end of window Ctri+Pg Dn

Now is a good time to save the document, as described in the
previous chapter, press File, Save As and type a new drive,
path and filename. For example, change to A:\\MEMO1 to save
to a floppy disk in the A: drive. The program will add the WPS
extension for you.

Document Editing
It will not be long when using the word processor before you will
need to edit your screen document. This could be to delete
unwanted words, correct a mistake or to add extra text in the
document. All these operations are very easy to carry out.

For small deletions, such as letters or words, the easiest
method is using the <Del> or <BkSp> keys. With the <Del> key,
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position the cursor on the first letter to delete and press <Del>;
the letter is deleted and the following text moves one space to
the left.

With the <BkSp> key, position the cursor immediately to the
right of the character to be deleted and press <BkSp>; the
cursor moves one space to the left pulling the rest of the line
with it and overwriting the character to be deleted.

Word processing is usually carried out in the insert mode. Any
characters typed will be inserted at the cursor location and the
following text will be pushed to the right, and down, to make
room. Pressing the <Ins> key will change you to overstrike
mode and the letters 'OVR' will appear on the Status Line. In
this mode any text you type will over-write existing text.

To insert blank lines in your text, make sure you are in Insert
mode, place the cursor at the beginning of the line where the
blank is needed and press <Enter>. The cursor line will move
down leaving a blank line. To remove the blank line position the
cursor at its left end and press <Del>.

When larger scale editing is needed, such as using the copy,
move and erase operations, the text to be altered must be
‘selected’, or 'highlighted', before the operation can be carried
out. These functions are then available when the Edit
sub-menu is activated, or the Toolbar options used.

Selecting Text:
The procedure in Works for Windows, before any operation
such as formatting or editing can be carried out on text, is first
to select the text to be altered. Selected text is highlighted on
the screen. This can be carried out in several ways.

Using the keyboard, position the cursor on the first character
to be selected and either:

a. Hold down the <Shift> key while using the direction
keys to highlight the required text, then release the
<Shift> key, or:

b. ‘Press the F8 key and use the direction keys to
highlight the required text, or:
c. Press F8 TWO times to select a WORD

Press F8 THREE times to select a SENTENCE
Press F8 FOUR times to select a PARAGRAPH
Press F8 FIVE times to select whole DOCUMENT.
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With the mouse:

a. Left click at the beginning of the block and drag the
cursor across the block so that the desired text is
highlighted, then release the mouse button.

b. With the cursor in a word double click the left
mouse button to select that word.
c. Position the cursor in the left window margin and

then either click the left button to select the current
LINE, or double-click the left button to select the
current PARAGRAPH, or hold down the <Ctrl> key
and click the left mouse button to select the entire
DOCUMENT.

When using the F8 key method, the message 'EXT' is displayed
on the status line to indicate that extended highlighting of text is
taking place. This mode can be cancelled by pressing <Es¢>, or
the selection can be collapsed one level by pressing
<Shift+F8>.

Try out all these methods and find which ones you are most
comfortable with.

Copying Blocks of Text:

Once text has been selected it can be copied to another
location in your present document, to another Works document
(as long as it is open), or even to another Works tool. As with
most of the editing and formatting operations there are two
ways of doing this. The first is by using the Edit, Copy
command sequence from the menu, moving the cursor to the
start of where you want the copied text, and use the Edit, Paste
command. The other method is the same but uses quick key
combinations; press <Ctrl+C>, once the text to be copied has
been selected, and <Ctrl+V> to 'paste’ it in the new location.
This method does not require the menu bar to be activated. As
you get used to the Works for Windows package you will be
able to save a lot of time by using quick key combinations.

To copy the same text again to another location in the
document, move the cursor to the new location and press
<Ctrl+V>. This operation is often called ‘pasting' text,
reminiscent of the old days of scissors and a glue pot! When
text is copied, or cut, it is actually placed on the Window's
‘clipboard’ and remains there until replaced by other text.
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Quick Key Combinations:
The following quick key combinations can be used in all the
Works tools:

Editing !
Cut selection Ctr+X '
Copy selection Ctrl+C '
Paste selection Ctrl+V

Repeat search F7 ,
Repeat copy Ctrl+V

Insert date Ctri+;

Insert time Ctrl+:

Combinations for use in the word processor only:

General Editing

Undo last command Alt+BkSp

Delete selection Del

Paragraph mark Enter

Manual page break Ctri+Enter

End of line mark Shift+Enter

Optional hyphen Ctrl+— (hyphen)

Non-breaking hyphen Ctrl+_ (underline) .
Non-breaking space Ctrl+Shift+Spacebar

Print filename Ctri+A

Print date Ctr+D -
Print time Ctri+T

Character Styles 0
Bold Ctri+B

ltalic Ctri+(

Underline Ctri+U :
Subscript Ctrl+= '
Superscript Ctri++

Plain text Ctrl+Spacebar

Change font Ctrl+F

Change point size Ctrl+2Z

The majority of the above need a block to be selected before
they can be used.
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Paragraph Formats

Normal paragraph Ctrl+Spacebar
Centre Ctri+E
Justify Ctrl+J
Left-align Ctri+L
Right-align Ctrl+R
Hanging indent Ctrl+H
Undo hanging indent Ctrl+G
Nested indent Ctrl+N
Undo nested indent Ctrl+M
Single space Ctri+1
1% space Ctrl+5
Double space Ctri+2

One line before paragraph Ctrl+0 (zero)
Add space before paragraph Ctrl+O (letter 'O')

The above key combinations work on the paragraph holding the
cursor, or on all the paragraphs currently selected.

Moving Blocks of Text:

Selected text can be moved to any location on the same
document. To do this, 'cut' it to the clipboard with the Edit, Cut
command (<Ctrl+X>) and then 'paste' it in the new location with
the Edit, Paste command (<Ctrl+V>). The moved text will be
placed at the cursor location and will force any existing text to
make room for it. This operation can be cancelled before the
final key command by simply pressing <Esc>.

Replacing Blocks of Text:

One block of text can be ‘replaced' by another using either the
cut or copy process. Obviously if cut is used the text at the
original location will be lost, but not if the copy command is
used. The process is the same as an ordinary copy or move,
except that the block of text to be replaced must be selected
before the final 'paste’ command is made.

Deleting Blocks of Text:

When text is cut or deleted it is removed from the document.
With Works for Windows any selected text can be deleted by
pressing the <Del> key. This will not, however, place the
deleted text on the Windows clipboard, for possible future use.
To do this you must use the Edit, Cut command, or <Ctrl+X>.
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The UNDO Command:

As text is lost with the delete command you should use it with
caution, but if you do make a mistake all is not lost as long as
you act immediately. The Edit, Undo commard reverses your
most recent editing or formatting command, so you need to use
it before carrying out any further operations. The quick key
sequence for this command is <Alt+BkSp>.

Page Breaks:

The program automatically inserts a page break in a document
when a page of typed text is full. The page break symbol (»)
tells the printer where to end one page and start printing
another. There will be places in most multi-page documents
where you will want to force a new page to improve the layout.
This is done by inserting a manual page break by pressing
Insert, Page Break, or just using the key combination
<Ctri+Enter>. Works readjusts all the non-manual page breaks
for the remainder of the document.

To demonstrate this, retrieve the document previously saved
as MEMO1.WPS. Note there is a page marker on the left hand
side of line 1, in the margin next to the title line. Press
<Ctrl+End> to place the cursor at the end of the document and
just above the end of file marker. If you try to move down
further, your computer will beep at you. Insert a page break as
described above (Insert, Page Break). Your cursor should now
be at the start of Page 2, with a line of dots indicating where the
manual break was placed, as shown below.

p— ~

. -
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Now press <Enter> repeatedly (or type lots of text) until the
status line indicates 'Pg 3/3'. This is just a quick way of adding
another page, albeit an empty one, to the document. Move the
cursor up to the page break which was automatically inserted
between pages 2 and 3. There is no line of dots. A manual
page break can be deleted, but an automatic one cannot, so
they appear differently on the screen.
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Frustratingly, Works for Windows can take several seconds to
sort out its automatic page breaks, especially with a long
document, and it can fall behind you. If this becomes a problem
simply use the Options, Paginate Now command to force an
immediate repagination of the document.

Document Navigation:

Now we have several 'pages' in a document it is a good time to
explore some methods of navigating large documents. There
are two main methods of jumping to specific document
locations. Both use the Select, Go To command, or F5 for
short. This brings up the dialogue box shown below.
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|=| File Edit Select Format QOptions _ml'nseﬂ Window Help %
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Type 3 in the Go To text box, press <Enter> and the cursor
should jump straight to the top of page 3 in the document. This
is a quick way of moving to the top of any page.

The other method uses the same box but uses 'bookmarks'
which you place at strategic locations in your document. To
place a bookmark in a document locate the cursor where you
want the mark. In our example set the cursor at the beginning
of the second paragraph of text, and press insert, Bookmark
Name.
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Type Two in the empty dialogue box and then press OK to
Create the bookmark. Your bookmark, although not visible on

the screen, should still have
(o ——— been created. To test it, move
[ to the end of the document with
the <Ctrl+End> keys and press
F5. 'Two' should now appear in
the box under Names, as
shown here. Highlight this in
- the list, press <Enters, and the
 — = . cursor should jump to the

second paragraph where the
bookmark was placed. In a long document placing bookmarks
at the start of each section makes it easy to find your way

Character Enhancement
Another simplistic example will explain the principles of text
enhancement. With Works for Win it i

Elm Tree Cottago
Wood Lane
Launceston
Cornwall

*dates=

A Computer Company
South London

Reference No. 2561

Dear Sirs,

We have received your recent letter Commenting on our
Complaint about your advertisement in the Micro Ugers
Journal .
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The date formula *date* on line 5 will give the current date
when the letter is printed, and is generated with the quick key
combination <Ctrl+D>. Alternatively, the current date could
have been placed straight into the letter with the <Ctrl+;> keys.
If you cannot remember these key combinations don't worry,
there is always another way of carrying out their functions. All of
the above can be selected from the dialogue box activated with
the Insert, Special Character command. When you have
finished, save the document using the File, Save As command,
calling it LETTER1.

To improve the layout of the letter we will use some of the
commands in the Format sub-menu and also some of the
Toolbar options.

First select the top five lines containing the address and date
(the easiest way of doing this is to click the mouse alongside
line one, in the left margin, and drag it down to line 5) and then
select the Format, Indents & Spacing, Right command. The
whole block should now be ‘right justified. By default
paragraphs are 'left justified’. While the block is still highlighted
click the mouse on the ‘Left justify' icon of the Toolbar. Now
press the <Ctrl+R> keys and you should be back with a right
justified address.

Then select the Ref.... line of text and press Format, Indents
& Spacing, Center (or the quick keys <Ctrl+E>, or the ‘Centre
Justify' Toolbar icon) to centre the line between the left and
right margins. While the selection highlight is still active press
Format, Font & Style, Underline (or <Ctrl+U>, or the
'‘Underline' icon on the Toolbar) to underline the reference. By
now you have probably accepted that the Toolbar is by far the
most convenient way of carrying out these enhancement
functions. If you repeat the Toolbar click, while the highlight is
still active, the feature is tumed off again; they act as toggle
functions.

Next, select the words 'recent letter' and press <Ctrl+B>, or
Toolbar 'Bold’, to embolden them. Finally, select the section
'Micro Users Journal' and change them to italics by pressing
Format, Font & Style, ltalic, or <Ctrl+I>, or the 'ltalic’ Toolbar
icon.
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The letter now looks very different and should be similar to
LETTER2.WPS shown below.

Microsoft Works - [LETTER2 WPS)
=| Eite Edit Select an] Qﬂlio lnen nd Help !
fotleere S]] BY718) (FEEE CE] @E 0E
la &l 1 12 L m““
o Elm Tree Cottage
d Lane
Launceston
Cornwall
sdates
A Computer Company
South London
Dear Sirs,
We have received your recent letter commenting on our
complaint about your advertisement in the AMrcro lsers
Jourpal .
i
R
- [
Press ALT 1o choose commands s ) [ Poyi

What a difference with only a few keystrokes! Note that when
the cursor is in text that has been enhanced, the relevant icon
on the Toolbar appears 'depressed'. In the above example the
‘ltalic', the 'Left Justified' and the ‘Single Space' icons are all
selected. These status indicators are useful when the
enhancements are not obvious from the screen text colours.

Fonts:

A font is a typeface with a specific design. In Works for
Windows you can print text in any fonts, or colours, which are
supported by your printer, the fonts are also shown on the near
'WYSIWYG' (what you see is what you get) editing screen.

To change the font, size, colour or enhancements of specific
text in a document, first select the text. Choose the Format,
Font & Style command, and make selections in the opened
dialogue box, as shown on the facing page.

You can also, of course, change the font and size of selected
text from the 'Font' and 'Point' icons. Clicking the arrow
alongside each opens up a menu of available options.
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The composite screen, made up above, shows both methods of
changing the font and size of selected text. You will not be able
to get them both on the screen at the same time, though, so do
not bother trying.

The Toolbar icons are by far the best option, as is obvious by
the way Microsoft have buried the text formatting commands so
deeply in the menu system.

Works measures font sizes in points, where one point is 1/72nd
of an inch. You will need to study your printer manual and
experiment with these commands to make the most of this
Works facility.

One thing to remember is that a printed page usually looks
better if you use different fonts and sizes sparingly.
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3. ADVANCED WP FEATURES

Paragraph Formatting

Works for Windows defines a paragraph, as any text which is
followed by a paragraph mark (which appears as a '{|' character
on the screen, but only when switched on). So single line titles,
as well as long typed text, can form paragraphs. Paragraph
markers are not normally shown in Works, but toggling the
Options, Show All Characters command, will toggle them on
and off. The example below shows our file MEMO1.WPS with
formatting characters switched on. This facility can be very
useful when you are laying out a complicated page of data.
Note how blank space characters show as a "' character.

(— -l
=| File Edit Select Format Insert Window Help Y
Font: [Cousier |[][12 Works Settings... ==

I z I A Disl This Number - 5
b = o 2 —1 v Show Toolber = = = 2 Kl
- zEMO -T0-PC -USERSY  Show Ruler
The ‘microcomputers-in- ‘mixture-of - IBM-
PS/2s: (with:3.5" driveq '~ urtwate” 1BM-ATs - (w1th-
both-3.5"-and 5.25"-h1{ pran View 44-MB-and-1.2-MB-
capacity) -and ‘some-old Wrap For Window which-are-
connected*to-the-print T Repl Select nly-heve-5.25"-
drives -of - 360 - KB -capac yping Replaces Selection Ly =\ pent - from-
them. -1t -must -be-saved| Qvertype Sy
b Check Spelling...
The -computer-you-are u{ rnegaurus... -an+80-MB-hard -
disc-on-which-a-number| Word Count ave -been -
installed. -To-'make-11fq Lt -are-1installed-in-
separate-directories-ol Paginate Now mputer-1s-
switched-on. ‘the-following prompt 15 -displayed:¥
) |
-
*
* hd
\|Displerys of hides special characters | Tl [ [ 1 Poift i

A paragraph marker is placed in a document every time
<Enter> is pressed. All paragraph formatting, such as
alignment, justification, centring, indenting and line spacing, is
stored in the marker for the particular paragraph. If this marker
is deleted, or moved, the formatting will be deleted or moved
with it.
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Indenting Text:

Most documents with lists, or numbered sections, will require
some form of paragraph indenting. An indent is the space
between the margin and the edge of the text in the paragraph.
This can be on the left or right side of the page.

Retrieve the file MEMO1.WPS and type 1. ' and ‘2. ' before
the first words of the two main text paragraphs. Select the two
paragraphs and press Format, Indents & Spacing to bring up
the dialogue box shown below.

Microsoft Works - [MEMO1.WPs) K0

Eile Edit Seled Formay Options _|nset  Window Help Y
Come —T5]7 3] (BIZ10) (Rl =
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. _— FParagraph Breaks ——— har
Bl | Space botween fines: I DonY break peragraph -
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*
*
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Most of the paragraph formatting operations can either be
carried out from the Toolbar, or from this box. The alignment
box offers:

Left Smooth left edge, jagged right

Center Text centred on line

Right Smooth right edge, jagged left
* Justified Smooth left and right edges

To create left or right indents for the whole paragraph, type the
amount of indent in the respective space, in inches. If only the
first line is to be indented, type the amount needed in the 1st
line indent space.
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To keep a paragraph intact on one page check the Don't break
this paragraph box. Select Keep this paragraph with next to
keep two paragraphs together on a page.

Hanging Indents:

The dialogue box on the previous page is set up to produce
hanging indents, so that the paragraph numbers show up
clearly at the left of the paragraphs.

To do this you should type the same value in the 1st line
indent space - with a negative sign in front - as that typed in
the Left indent space. When you have finished, and saved the
document as MEMO2.WPS, your screen should look the same
as that shown below.

= ad £

=| File Edit Select Formag Options [nsert Window Help &
Font: | Courier J2]2 |[2] (mlr]u] [elxs]s [-][=
o N It L 2 & 13 L |4 L 15 M =
. 3 = £ e ry - = vy ]

| MEMO TO PC USERS

1. The microcomputers in the DP room are still a mixture of
IBM PS/2s (with 3.5" drives of 1.44 MB capacity), 1BM ATs
(with both 3.5" and 5.25" high density drives of 1.44 MB
and 1.2 MB capacity) and some older IBM XT compatibles.
which are connected to the printers. As some of these only
have 5.25" drives of 360 KB capacity, before printing a
document from them, 1t must be saved on a 360 KB format
disc.

2. The computer you are using will have at least an 80 MB hard
disc on which a number of software programs have been
i1nstalled. To make life easier these programs are installed
1n separate directories on the disc. When the computer 1s
switched on, the following prompt 1s displayed:

C:\>

0

- -
Press ALT to choose commands. e ol i T R T T J

Hanging indents can also be created with the quick key
combination <Ctrl+H>. If no dialogue box has previously been
completed, the indents are set to the next tab stop. <Ctr+G>
will remove the hanging indent.

Two fascinating key combinations to play with are those to
produce and remove nested indents - <Ctrl+N> and <Ctrl+M>.
These move the whole paragraph holding the cursor, to the
next tab stop, to the right or left respectively, and maintain any
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hanging indents. With the careful use of these keys, lists and
outlines are easy and fun to prepare.

Indenting with the Ruler:

If you look carefully at the Ruler, at the top of the screen, after
you have placed an indent you should see that an indent
marker has been placed on it. This gives you another way of
quickly setting and
adjusting indents. You
simply drag the
marker to the indent
positon and any

14 ME -:..1.2 MB capacity)
compatibles. which are conne selected paragraphs
some of these only have §.25 will be indented, as

capacity, before printing a

shown here.

Paragraph Borders:

As well as the Microsoft Draw package, which is described later
in the chapter, Works for Windows has the facility to place
different types of lines at the top, bottom, sides, or all round
selected paragraphs, with the Format, Borders command. An
example of the Border box and the results of its settings is
shown below.

1. The microcomputers in the DP room are still a mixture of
IBM PS/2s (with 3.5" drives of 1.44 MB capacity), IBM ATs
(with both 3.5" and 5.25" high density drives of 1.44 MB
and 1.2 MB capacity) and some older IBM XT compatibles.
which are connected to the printers. As some of these only
have 5.25" drives of 360 KB capacity, before printing a
document from them, 1t must be saved on a 360 KB format
disc.

2. The comput
disc on wh
1nstalled.
1n separat
switched o

c:\
* [=
\Applies borders o selection e R [P
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First, select the paragraphs you want to enhance, then in the
Border box tum on the border you want, in the Line style box
select either Normal, Bold or Double and then press <Enter>,
or select OK. To remove borders you must cancel the
selections made in these boxes.

Printing Documents

When Microsoft Windows was first installed on your computer
the printers you intend to use should have been selected, and
the SETUP program should have installed the appropriate
printer drivers. Before printing for the first time from Works for
Windows, you would be wise to ensure that your printer is in
fact properly installed.

To do this open the Window's Control Panel, as described at
the end of Chapter 1 and double-click on the 'Printers' icon.
This will open the Printers box shown below. Here, two printer
drivers have been installed; a PostScript Apple Laser Writer
Plus as the ‘default' printer, configured for output via the parallel
printer port LPT1, and an HP LaserJet lll, configured to print to
a disc file. Your selections will, obviously, not be the same.

b ] i Microsoft Works __[=I=N
o I —— _———— =
Settng —J Printers ji
"1 [ Delault Printer i
'“ k”" LaserWiiter Plus on LPT1: ] [ cowe |
Color Installed Printers 1 Connect.... | !
i

2 LaserWnter Plus on LPT1:

Installs ) . " =
Set Ax Delault Printer I
[5] Use Print Manages

HP Lasestat Il E

Ports: Cancel
e o [ e
M4 L 'ort Not Present

EPr: (sotomn ]
LPT1.DOS 2 Eﬂ -

Tameouts (seconds] ] | Help |
e s R S ed D
fra mwe ¢ o [~ |
(] East Printing Disect to Port
Press ALT ta ch d fl il
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Best printed output results can only be obtained when using a
laser printer. So, if you want to produce high-quality documents,
and you have access to a laser printer (even if it is not
connected to your computer and does not itself have access to
Works for Windows), then install the laser printer as an
additional printer to be used with Windows and configure it to
print to 'File', as shown here.

To install an extra printer press the Add button in the
‘Printers' dialogue box, choose a printer from the list displayed,
and select Install. Each time you choose to install a different
printer, Windows will ask you to insert a particular disc in the A;
drive, so that the appropriate printer driver (a file containing the
instructions Windows needs to control that printer) can be
copied to your computer's hard disc. Then use the ‘Connect’
dialogue box to select the print destination, as shown.

Next, reactivate Works for Windows and use the File, Printer
Setup command and highlight the printer you want to use in the
‘Select Printer' dialogue box, as shown in the composite below.
From this dialogue box you can select the default printer or any
other installed printer. Next, press Setup, select the paper size
and orientation needed, and then either press OK to confirm
your selection, or Cancel to abort the procedure.

Open Existing File...
Clogse

= | Save g
Save As...

Save Workspace
Print Preyiew

Print...
Print Eorm Letters...

e —

Print Labels...
—
Page Setup & Margins...

Printer Setup... Apple LaserWriter Plus on LPT :
I |

Ao SN “""—"'______..__'_E]El
g‘\:“ssmms\”:ng :: Papei Size:  [A42102 297 mm ____"EI_';.,.: ]
}WSWORKS\LETTERZ.W'F Orientation j Copies: Uptions. .. i
[ ® Popeail] i r—
O Lendecape J
SIS T

4 WMSWORKS\LETTERT, WH

Speches pter setings sl o v . v i
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Now your printer is set up you can, at any time, use the File,
Print command from the Works for Windows menu bar, or
<Ctrl+P>, which opens the 'Print' box, shown below.

The settings in this box allow
: you to select the number of
il 54 ) =3 copies, and which pages, you
i o want printed. Draft Quality
O Pages Printing gives you a rapid
(] hard copy, without fonts,
[] Dokt Quabity Printing enhancements or graphics.
Finally select OK, to send print
output from Works for
Windows to your selected destination, either the printer
connected to your computer, or to an encoded file on disc.

SOM

Printing from a File:

An encoded print file, as described above, has all the printer
commands embedded in it and can be printed on, for example,
a laser printer by using the simple DOS command

COPY Filtename LPT1

to copy the file to the printer, from the computer connected to it.
Works for Windows, or indeed Windows, do not need to be
running, or even installed, on this computer at all.

Do remember that, whenever you change printers, the
appearance of your document may change, as Works uses the
fonts available with the newly selected printer. This can affect
the line lengths, which in turn will affect both tabulation and
pagination of your document.

Page Setup:

The next operation, before printing for the first time, is to set up
Works for the paper and margin layout you want to use. The
Print, Page Setup &
Margins command

Iopsagn [ m-m opens the dialogue
] o ]

e o e box shown here.
Bioht magin: [1.25° | 1ot pove rumber [ ] This is the UK

Hogder margin: 05" ] default setup, and is
Eooter murgin: (075 | for A4 size paper

(11.69" x 8.27%). If
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you want to use a different size paper just type in new
dimensions for Page length and Page width. The default is
portrait mode. If you require landscape mode, and your printer
supports it, simply swap the length and width dimensions
around.

The Top, Bottom, Left and Right margins are the non-print
areas required on each edge of the paper. The Header margin
is that required between the top of the page and the header
line. The Footer margin is that between the bottom of the page
and the footer line.

The 1st page number will normally be '1' unless you break
up a piece of work into parts, or chapters, and have each one in
a separate document file. This facility then allows you to adjust
the page numbering of each.

Print Preview:

Works gives you an easy way of checking what your printer will
produce with the File, Print Preview command. It lets you see
a screen view of what the printed page should look like, similar
to that shown below.

/ Microsoft Works - [MEMOZ.WPS| =1z 1)
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=

44




You can Zoom [n or Zoom Qut, to see your work at different
magnification levels, and step through a multi-page document
with the Previous or Next buttons. If you are happy with the
preview press Print to print the selected pages, otherwise press
Cancel to exit Preview.

Text Enhancement

Tab Settings:

Works for Windows defaults to left aligned tabs every half inch
across the page. For most purposes these will be adequate, but
if you need to generate lists, or tables, the custom tab facility
should prove useful. There are four types of custom tab stops:

Left Text aligns to the right of tab
Right Text aligns to the left of tab
Center Text centres on tab stop
Decimal Text aligns at a decimal point

Tabs are shown on the ruler at the top of the screen, as can be
seen below. All default tabs to the left of a new custom tab are
removed automatically. You can also select one of four types of
leader characters to fill the space to the tab spot. This is useful
when preparing contents pages.

i M 7] z £} y a R I5 .
T t 3-5 4

|
.—I' 7 CONTENTS
Lettitabs Installing Works ...........cooereeenenns 1 E

Starting Works cc.asesssssanananssssssnsss 1
The Main Menu.......ocnvuvscsnnnaanee
The Main Menu Options............

LIl

The above example shows part of a contents page which has
two Left aligned tabs for the subjects, and a Right tab with a
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dot leader for the page numbers. To set custom tab stops,
select the required paragraph, or the whole document, and
either double click your mouse on the ruler, or choose Format,
Yabs. A dialogue box like the one shown on the previous page
will open.

If necessary, type the tab Position in the text box, select the
options needed from the Alignment and Leader boxes and
choose Insert to place the tab on the ruler. This operation can
be repeated for as many tabs as are required. Use the Delete,
or Delete all buttons to remove one tab, or all the tabs, from the
ruler.

Tables of figures can be created, and adjusted, by the careful
use of tab settings. Use decimal, or right aligned tab stops, for
columns of figures. It is an easy matter to readjust the width of
columns by resetting the tabs, even after the table has been
created.

Headers and Footers:

In a printed document a header is text that appears at the top of
each page of the document, whilst a footer appears at the
bottom. These can be used to add page numbers, titles, dates
and times to your documents. In the word processor it is
possible to add two kinds of headers and footers - both
paragraph and standard types.

Standard ones are typed in a dialogue box, and alignment
characters are required to force their printed positions.
Paragraph headers and footers have a special paragraph for
each, placed at the top of the document, and text, or a graphic,
can be added and formatted as in the rest of the document.

Header and footer paragraphs are shown in the next
example. These were added to the file MEMO2.WPS by
choosing the Edit, Headers & Footers command, turning on
the Use header & footer paragraphs check box, and pressing
<Enters>.

Note that the program tums on the separate header and
footer paragraphs (and places an 'H' and an 'F' at the left
margin), and also places an automatic page number
placeholder in the centre of the footer line. (Page - *Page*).
This will print the correct page number on every page. If page
numbering is not required this can be deleted, or the code can
be moved to another location on the header or footer lines.
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1. The microcomputers in the DP rcom are still a mixture of
IBM PS/2s (with 3.5" drives of 1.44 MB capacity), IBM ATs
(with both 3.5" and 5.25" high density drives of 1.44 MB
and 1.2 MB capacity) and some older IBM XT compatibles,
which are connected to the printers. As some of these only
have 5.25" drives of 360 KB capacity, before printing a
document from them., 1t must be saved on a 360 KB format
disc.

2. The computer you are using will have at least an 80 MB hard
disc on which a number of software programs have been
installed. To make life easier these programs are installed
in separate directories on the disc. When the computer is
switched on, the following prompt is displayed:

C:\>

. -
Press ALT o Ghoove command [ s et

Move the cursor to the start of the header paragraph and add
the date special command <Ctrl+D>. This adds *Date* to the
screen, but will print the current date on paper. Press <Tab>
and the cursor is automatically centred on the line. Add a title
and press <Tab> again to bring the cursor to the right hand side
of the page. Add the time special command <Ctrl+T>, and save
as MEMO3.

Your screen should now look like that shown above. Use the
Eile, Print Preview command to quickly check the printed
result. If you want, you can add enhancements, or change the
fonts of the header and footer text.

In the Works for Windows Spreadsheet and Database tools
only standard headers and footers can be used. As these can
also be used in the Word Processor, we will describe them
here. Choose Edit, Headers & Footers, as before, and type
the required text in the two boxes. You can align parts of a
standard header or footer, and include other items
automatically, by typing any of the special codes from the
following list in with the text. Note that, unless you change the
alignment, standard headers and footers are automatically
centred.
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Operation Special Code
To align following text &l or &r

at left or right margin

To centre the following text  &c

To print page number &p
To print filename &f
To print date &d
To print long date format &n
To print time &t
To print an ampersand &&

As many of these codes as required, can be placed on a single
header or footer line. For example typing the header line:

&IMinutes&cPage - &p&r&n

will create the following header:

Minutes Page -6 July 6, 1993 ]

Footnotes:

A useful feature in Works for Windows is the ability to place
reference marks, or numbers, anywhere in a document. Text
can be 'attached' to each reference, which will automatically be
printed at the end of the document. This operation is carried out
with the Insert, Footnote command.

Footnotes are automatically numbered, and renumbered if
edited, but you can also specify other reference marks (such as
* or $, for example).

To create a footnote, move the cursor to the position in the
document where the reference mark is needed, choose Insert,
Footnote, alter the dialogue box if you want to force a mark
instead of a numbered reference, and select OK, or press
<Enter>. If Numbered is selected in the box, the next
consecutive footnote number is placed at the cursor and the
footnote pane is opened in the bottom half of the screen. Type
the reference text in this pane, and format, or enhance it, if
required. You can move the cursor back to the document either
with the mouse, or by pressing F6. You can also re-size the
footnote pane by dragging its top border with the mouse.

Once placed there, footnote reference marks are always
shown in the document. The footnote text itself can be shown,
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or switched off, by toggling the Options, Show Footnotes
command. In the example below this option has been selected.

Footnote text can be edited, the same as any other text, once
the footnote pane is opened. Reference marks can alsc be
moved, copied or deleted, and Works for Windows will look
after the positioning of the attached text.

=| File Edit Select Format Options |[nsert Window Help
Font: [Couries |[2]2

e

b In a Microsoft Works for Windows document a footnote is

L
-

"..commonly used for documenting guotations,
paraphrases, and summaries. or making comments that you

do not want 1n the body of your document 1
The footnote facility was not provided 1in versions prior

to Microsoft Works 2.0 2

References:

e ot R o ol e B

[ Ielle]

1 Microsoft Works for Windows User's Guide, 1992, >.5C

2 Works Version 1.05 and its Reference Manual
o 1 -
[Press ALT to d 29} [ Pan _J‘

When you print a document that contains footnotes, they will be
placed at the end of the main body of text. Your final printed
presentation will be improved if you place blank lines at the end
of the document text. Without these the footnote text will be
printed immediately under the last line of document text. Any
reference heading required should be placed after these blank
lines. The footnotes themselves look better, when printed, if a
blank line is placed between each one, in the footnote pane, as
shown above.

Searching for and Replacing Text:

Works allows you to search for specifically selected text, or
character combinations. In the search mode it will highlight
each occurrence in turn so that you can carry out some action
on it, such as change its font or appearance. In the replace
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mode you specify what replacement is to be automatically
carried out. For example, in a long book chapter you may
decide to change every
occurrence of the word
‘programme’  with the
word ‘program’. This is
very easy to do. First go
to the beginning of the
file, as search only
Operates in a forward
direction, then choose
Select, Replace. In the Find What box, type programme, and
in the Replace with box type program. To make sure that part
words are not selected, choose the Match Whole Word Only
option, and then either choose <Replace>, to manually confirm
each replacement, or <Replace All> for automatic
replacement. At the end of the Replace All operation a
message box tells you how many replacements were actually
made.

Works automatically matches the capitalisation of any text it
replaces. If the replaced word is at the beginning of a sentence
it will capitalise the first letter. If you select the Match Case
option, only text with the exactly specified case letters will be
selected.

You can search for, and replace, special characters, or a
combination of text and special characters (for example, tab or
paragraph marks, or white space). White space is a
combination of any number of consecutive spaces and tab
marks. A very useful example of this is when you have imported
columnar data from another file, and the columns are separated
with spaces; you can search for white space, and replace it with
a tab, to realign the columns.

Another example would be searching for a word, which
occurs at the beginning of a paragraph, or after a tab.

The list below gives the key combinations of special
characters to type into search and replace boxes.

Find What: | programme

(epiaes
e —
N

Help

B Match Whole Woed Only
[ Match Case

To type the caret (1) character, press Shift+6.

To search for or replace Type
Tab mark M
Paragraph mark p
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End-of-line mark An
Manual page break mark Ad
Non-breaking space As
Caret (1) o2
Question mark (?) o7
White space W
Any character (wild card) ?

Using the Spell Checker:

If you have a problem with spelling, the spell checker in Works
for Windows will be a popular part of the package! It will search
for wrongly spelled words, words with incorrect capitalisation,
incorrect hyphenation, and repeated words, such as 'if if'. It has
a built-in dictionary of some 120,000 words, and you can add

other words that you may need to check for in the future.

To check the spelling of a whole document, move the cursor
to the beginning with <Ctrl+Home>. Altematively, you can
select the text you want checked. In either case, invoke the
checker by choosing Options, Check Spelling. When a word
that is not recognised is found, a box appears as shown in the

example below.

o~ Mi ft Works - [SPELCHK.WPS] =1s

=| File Edit Select Formasl Options |nsert Window Help
Font: [Courer |22 |[2] (]~]n] [El=['E|=®] ==
N Tl L )

1 " i
=+ = = =

|+

FS/2s (with 3.5" IEEMEH of 1.44 MB capacity), IBM ATs (with
both 3.5" and 5.25" high density drives of 1.44 MB and 1.2 MB
capacity) and some older IBM XT compatibles, which are
connected to the printers. As some of these only have 5.25"
drives of 360 KB capacity, before printing a document from
them, it must be saved on a 360 KB format disc.

The computer you are using will have at least an 80 MB hard
disc on which a number of software programs have been

| |

installed. — — ol 11
separate d Spelling
switched o
C:\>
.08 Lo Tk (Svogent] [_tiow |
63 Always Suggest
o]
*
\Working. s o 2 [ Pais

J
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A problem message will appear in the top left comer of the box,
the suspect word will be highlighted in the document, and will
also be placed in the Change To box.

You have several options now:

a. To leave the word unchanged choose Ignore

b. To change the word, edit, or retype it, in the box, and
choose Change, or Change All to change all
instances of that word.

c. Choose Suggest, to view a list of proposed spellings
from the dictionary, select one and choose Change.

d. To add an edited word to the dictionary, choose Add.

When you have made your choice, the program continues
searching the rest of the document. To leave the checker at any
time simply choose Cancel.

Using the Thesaurus:

To help you with composing your documents Works has a built-

in thesaurus. With this you should be able to find a synonym, or

word with a similar meaning, for most words, as shown below.
First select the word you want to change, and choose

Qptions, Thesaurus. The dialogue box with two main sections

comes onto the screen, as shown below.

Synonpms for: density
Meanings: Synonyms:

|electrical charge (n) bulk

|
Ji]

In the Meanings box, on the left, are suggestions of the main
meanings of the selected word. Depending on the context in the
document, you need to select one of these. meanings, and then
look in the Synonyms box for a list of possible replacement
words.

In the example shown ‘density’ was the word highlighted in
the document. The noun ’solidity' was selected from the
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Meanings list and pressing the Suggest command button
produced the five synonyms shown. Sometimes the logic of the
choices has to make you smile.

If you select one of the synonyms and press Suggest you
should get more suggestions.

To replace the original word highlighted in your document,
select the best altemative and choose Change.

Word Count:

Works for Windows includes the facility to count the words in a
document, or block of selected text. This can be useful if you
are working on an assignment that requires a specific number
of words.

Select the text to be

courted and use the

@ JEO B Options, Word Ccunt

69 command. If no text is

selected the whole

@ document will be
counted.

Works for Windows considers a word to be any text between
two space characters.

Adding a Note to your Document

A very useful, but rather 'flamboyant’, facility added to Works for
Windows is the ability to add 'pop-up' notes anywhere in your
documents. Place the cursor where you want a Note to be
placed and action the Insert, Note-it command. The following
dialogue box is opened.

Microsoft Note-It - Note in Word]

Chooss a gichure: Type your pete hare:

[Troe You Pop-tip Note = Cox ]
e 5% —

‘Would you liks big or small test?

Type your gaption hers: [ O Big 7 e
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The Choose a picture box gives you the amazing choice of 58
different note types. If it tums you on, you can liven up your
document no end! To place a caption under the displayed note,
type the required text in the Type your caption text box. The
main text to be 'hidden’ in the note is typed in the Type your
note here box. Select the size of Note text you want from the
Big and Small options and finally press OK to place your note.

At any time in the future the note text can be read by double
clicking on the note, as shown in the example below.

Microsoft Works - [NOTEIT.WPS] b
Edit Select Formay QOptions [nsert Window Help

=[ File

Font:Times Now Roman |[#][12 |[3] (B]7Tu] [E[2[3[H) (=] @A) [
S A S SUSIS! : NP | PSS -FS A
H 'da'te' o £ o a - e ina® j

Phul
Isn'tit tne we updated some of these machies and tought sbout installing Windows 3.1?
Noel

F
= MEMO TO

1. The mi
IBM PS/Zs (with 3.5" drives or 1.44 MB capacity), IBM ATs
(with both 3.5" and 5.25" high density drives of 1.44 MB
and 1.2 MB capacity) and some older IBM XT compatibles,
which are connected to the printers. As some of these only]
have 5.25" drives of 360 KB capacity, before printing a
document from them, it must be saved on a 360 KB format
disc,

Comment
2. The computer you are using will have at least an 80 MB har
disc on which a number of software programs have been

installed. To make life easier these programs are installe
1n separate directories on the disc. When the computer 1is

« ] [

Prass ALT o cf d s o

The size of the Note above was reduced by selecting 50% in
both the Height and Width scaling options of the Format,
Picture box, as shown below.

-

Notes can be very useful if several
people are editing a document and
they want to make comments, for the
others to see. They are also
invaluable when you are revising a
long document and need to mark your
position before saving the file.
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4. MICROSOFT DRAW

The Drawing Tool

Works for Windows also includes Microsoft Draw, a very
comprehensive drawing and graphics manipulation package.
This is actually a separate program but it can be accessed only
from the Works for Windows word processing tool. You can
import existing 'clip art' into a document with the Microsoft Draw
tool, which can also be used to create, or edit, drawings
consisting of lines, arcs, ellipses, and rectangles. The Draw tool
is opened by either using the Drawing option from the Insert
menu of the Word pocessor, or double-clicking within an
existing picture in a document. When opened from the menu,
the drawing tool runs in a separate window, as shown below.
When it is closed any graphics created will be embedded in the
document at the cursor position.

/-_ Microsoft Draw - Drawing in Word1 \q
Eile Edit Yiew Jext Draw Colors Help
o < g
=
~
=)
jjom) -—  Toolbar buttons
it
=%
£
B
Select the colour of lines
Select the colour of the fill pattern
A8 / +
CER Z e -
= e e [E
\:F'iw ity e

Microsoft Draw is an OLE (object linking and embedding) type
of Windows program, which is also included with Word for
Windows. The manual does not give much information on the
package so we will try and remedy that.
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Importing a Picture:

The quickest way to get some results from Draw is to load an
existing graphic from disc. When Works for Windows was
installed on your computer some picture files should have been
placed in the clipart subdirectory of \MSWORKS. Open a new
document in the Word
processor and activate
Draw with the Insert,
Drawing command, as
described. You will see that
Draw has its own menu
system, which we will
describe in more detail later
on. At this stage, open the
File sub-menu and select
Import Picture, the
dialogue box shown here is
opened. Click on ‘clipart’ in the Directories list box and you
should open a list of available graphic files. Select one of these,
in our case '2doorvan.wmf', and press OK to import the drawing
into the Draw window. Your screen should look something like
that shown below.

3dskyine.wmf
ambulanc.wmf
binder.wmt
capitol wmf
circles.wmf
cityview. wmf
cimnbldg . wmi

= Microsoft Works - [Word1] y M E
(=] File Edit Seleat Formai Qptions _[nseri Window Help ) 2

Eile Edit Yiew Jext Draw Colors Help

* hd

Prass ALT to choose commands. JF=] ] [ _Pon _J
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To return to your document use the File, Exit and Return to
Word 1 command from the Draw menu system. If you had
actually named your original document, this name would show
in the above command, in place of Word 1. Select Yes to
update your document and the image will be placed at the
cursor position.

The cursor will show as a long vertical line blinking to the left
of the inserted image. Press <Ctri+E> to centre the graphic,
<End> to move the cursor past it and then <Enter> to move to a
new line below it. You can now continue as usual. The resuit of
the above commands is shown below, maybe it would make an
ideal logo for a van hire company!

Microsoft Works - [Word1]
=| File Edit Select Format Options |nunw_‘ln¢w Help
Font: | Tames Now Roman |(#/12

THIS IS THE IMAGE CONTAINED IN THE FILE 2DOORVAN WMF

o)

- -
Press ALT to choose e d | [CAPS i { Pain y

Using the Microsoft Draw tool, you can also create and select
objects in a picture, then copy and move them, or change their
size, shape and colour, etc. These options can be carried out
either by using the toolbar on the left of the Draw screen, or by
using the Draw pull-down menus.

Using the Draw Toolbar:
Works provides a variety of buttons in the Toolbar on the left of
the Draw screen, both for creating objects such as lines, circles,
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Or squares and for manipulating these objects, once they have
been selected. The buttons on the Draw toolbar are:

Selection Arrow - Selects or sizes an object, or

group of objects.

Magnifying Glass - Selects a specified area of a

picture and magnifies it.

Line - Draws a straight line in the direction you

drag the mouse. To draw a line at a perfect 45

degree angle, hold <Shift> while dragging the

mouse.

¥ Ellipse - Draws an ellipse. To draw a circle, hold
- <Shift> while dragging the mouse.

Rounded Rectangle - Draws a rectangle with

rounded comers. To draw a rounded square, hold

<Shift> and drag the mouse.

Rectangle - Draws a rectangle. To draw a square,

hold <Shift> and drag the mouse. g

Arc - Draws an arc. You can Create a Bezier curve

by modifying an arc.

Freehand/Polygon - Draws freehand lines, or

draws polygons. When you finish, press <Esc>.

Text - Places the insertion point inside a drawing so

you can type text, each paragraph of which will

become an object, which you can then manipulate.

Draw Menu Commands:

Most of the menu commands available with Microsoft Draw are
self-explanatory. The few that are not, are listed below with
details of their function.

Command Function

File, Update Updates the drawing in the Works
for Windows document.

File, Import Picture Loads a graphic file from disc to the
Draw package.

File, Exit & Return Closes Draw and returns control to
Works for Windows.

Draw, Group Groups the selected objects.

Draw, Ungroup Ungroups the selected objects.
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Draw, Frame Draws an outline frame around the
selected object.

Draw, Filled Changes the fill pattem of the se-
lected object to the current fill
pattem.

Draw, Pattern Displays colour and fill pattern
options.

Draw, Line Style Displays line styles available and

thickness of lines.

Draw, Snap to Grid Aligns objects automatically, or
manually, on the grid.

Draw, Show Guides  Displays vertical and horizontal

guide lines.

Draw, Rotate/Flip Rotates/flips the selected object, or
group of objects, clockwise or
anticlockwise.

Creating a Drawing:

To create an object, click on the required Draw button, such as
the ellipse, position the mouse pointer where you want to create
the object on the screen, and then drag the mouse to draw the
object. Hold the <Shift> key while you drag the mouse to create
a perfect circle, square, or rounded square. |f you do not hold
<Shift>, Draw creates an ellipse, a rectangle, or a rounded
rectangle.

You can use the freehand/polygon Draw button to create
freehand objects. First click on the Freehand button, then
position the mouse pointer where you want to create the object
on the screen. If you then press the left mouse button and keep
it pressed, the mouse pointer changes to the shape of a pencil
with which you can draw freehand. If, on the other hand, you
click the left mouse button, the edge of the line attaches itself
on the drawing area, at the point of contact, and the pointer
changes to a crosshair. A straight line can then be drawn
between that point and the next point on which you happen to
click the mouse button. In this way you can draw polygons.
When you finish drawing with either of these two methods,
press the <Esc> key.
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Editing a Drawing:

To select an object, first click the 'Selection Arrow' button and
then click the desired object. Draw displays black handles
around the object selected.

You can move an object, or multiple objects, within a drawing
by selecting them and dragging them to the desired position. To
copy an object, click at the object, then use the Edit, Copy /
Edit, Paste commands.

To size an object within Draw, position the mouse pointer on
a black handle and then drag the handle until the object is the
desired shape and size.

To delete an object, select the object and press <Del>. To
delete a drawing, hold the <Shift> key down and click each
object in tumn that makes up the drawing, then press <Del>. You
could also use instead the Edit, Select All command, and then
press <Del>.

Using Layered Drawings:

You can use Draw's Edit, Bring to Front or Send to Back
commands to determine the order of layered drawings.
Drawings or pictures layered on top of each other can create
useful visual effects, provided you remember that the top
drawing/picture obscures the one below it.

Using Line and Fill:

You can use the ‘Line’ and 'Fill' colour palette at the bottom of
Draw's screen, to specify the colour of the lines and the colour
of the fill pattern for selected drawings/pictures. The first time
you access Microsoft Draw, the line colour is black and the fill
pattem is transparent.

We will leave it up to you to find practical uses for all the above
features of the Draw package. Have fun.
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5. THE WORKS SPREADSHEET

When you first enter the Works for Windows spreadsheet, the
program sets up a huge electronic page, or worksheet, in your
computer's memory, many times larger than the small part
shown on the screen. Individual cells are identified by column
and row location (in that order), with the present size extending
to 256 columns by a massive 16,384 rows. The columns are
labelled from A to Z, followed by AA to AZ, BA to BZ, and so on,
to IV, while the rows are numbered from 1 to 16,384.

Using the File, Create New File command and selecting the
Spreadsheet option from the dialogue box, displays the
following screen:

&

« | -

L L=l
IL

\Emn ALT to choose commands. or F2 to adit

A worksheet can be thought of as a two-dimensional table
made up of rows and columns. The point where a row and
column intersect is called a cell, while the reference points of a
cell are known as the cell address. The active cell (A1 when
you first enter the program) is highlighted.

61




Worksheet Navigation

Navigation around the worksheet is achieved by the use of the
four arrow keys. Each time one of these keys is pressed, the
active cell moves one position right, down, left or up, depending
on which arrow key was pressed. The <PgDn> and <PgUp>
keys can also be used to move vertically one full page at a time,
while the <Ctrl+PgDn> and <Ctrl+PgUp> key combinations can
be used to move horizontally one full page at a time. Pressing
the arrow keys while holding down the <Ctrl> key causes ‘the
active cell to be moved to the extremities of the worksheet. For
example, <Ctrl+—> moves the active cell to the IV column,
while <Ctrl+{> moves the active cell to the 16,384th row.

You can move the active cell with a mouse by moving the
mouse pointer to the cell you want to activate and clicking the
left mouse button. If the cell is not visible, then move the
window by clicking on the scroll bar arrowhead that points in the
direction you want to move, until the cell you want to activate is
visible. To move a page at a time, click in the scroll bar itself, or
for larger moves, drag the scroll box in the scroll bar.

When you have finished navigating around the worksheet,
press the <Ctrl+Home> keys which will move the active cell to
the A1 position. This is known as the ‘Home' position. If you
press the <Home> key by itself, the active cell is moved to the
1st column of the particular row. Note that there are several
areas on your screen; the displayed area within which you can
move the active cell is referred to as the working area of the
worksheet, while the letters and numbers in the border around
the displayed portion of the worksheet form the reference
points.

The location of the active cell is constantly monitored in the
Cell Reference Area at the left end of the Formula Bar, below
the Toolbar. If you type text in the active cell, what you type
appears in both the formula bar and in the cell itself. Typing a
formula which is preceded by the
Font|MS Sans Seid | 8]10 |[3] | equals sign (=) to, say, add the
R (PRI contents of two cells, causes the
< - - - actual formula to appear in the
FETE | \Fomuh = ‘formula bar', while the result of

the actual calculation appears in
the active cell when the <Enter>
key or button is pressed.

1\ Enter button
4 ‘Cancel button
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The GOTO Command:

Sometimes it is necessary to move to a specific address in the
worksheet which, however, is so far from your present position
that using the arrow keys might take far too long to get there.
To this end, Works has implemented the F5 function key as a
'‘go to' command. For example, to jump to position HZ4000,
press the F5 key, which will cause Works to ask for the address
of the cell to which it is to jump. This request appears in a
dialogue box.

Now, typing HZ4000 and pressing <Enter>, causes the active
cell to jump to that cell address. To specify a cell address, you
must always key one or two letters followed by a number. The
letters can range from A to IV corresponding to a column, while
the numbers can range from 1 to 16,384 corresponding 1o a
row. Specifying a column or row outside this range will cause
an error message to be displayed in the dialogue box. To clear
the error, press <Enter>, or the <Esc> key; the <Esc> key can
also be used to cancel a command and escape from a situation
before an error occurs. To return the active cell to the ‘Hcme'
(A1) position from wherever it happens to be, press
<Ctrl+Home>.

Entering Information

We will now investigate how information can be entered into the
worksheet. But first, return to the Home (A1) position by
pressing <Ctrl+Home>, then type in the words:

PROJECT ANALYSIS

As you type, the characters appear in both the ‘formula bar' and
the active cell window.

If you make a mistake, press the <BkSp> key to erase the
previous letter or the <Esc> key to start again. When you have
finished, press <Enter>. Note that what you have just typed in
has been entered in cell A1, even though part of the word
ANALYSIS appears to be in cell B1. If you use the right arrow
key to move the active cell to B1 you will see that the cell is
indeed empty.

Note that the text displayed in the 'formula bar' is prefixed by
double quotation marks (") which were added automatically by
the program to indicate that the entry is a 'label' and not a
number, or a date. Thus, typing a letter at the beginning of an
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entry into a cell results in a 'label' being formed. If the length of
a label is longer than the width of a cell, it will continue into the
next cell, to the right of the current active cell, provided that cell
is empty, otherwise the displayed label will be truncated.

To edit information already in a cell, move the pointer to the
appropriate cell and press the F2 function key. The cursor keys,
the <Home> and <End> keys, as well as the <ins> and <Del>
keys can be used to move the cursor and/or edit the information
displayed in the ‘formula bar, as required. After such editing of
information in the formula bar, you must press the <Enter> key
to enter it in the active cell.

Now use the arrow keys to move the active cell to B3 and

type

"Jan

Then press the right-arrow key, which will automatically enter
the abbreviation 'Jan' into the cell, as a label, and will also move
the active cell to position C3. Had we only typed Jan (without
the double quotes prefix) on pressing either <Enter> or the
right-arrow key, the word ‘January' would have appeared
automatically in the cell, as a date. In cell C3, type

"Feb

and again press the right-arrow key.

The looks of a worksheet can be enhanced considerably by
placing lines, or cell borders, to separate information in different
rows. Select the cells A4 to C4 (from the keyboard use the
<Shift+Right>  keystroke;

A cle-B [ e] with the mouse drag the
3 { T ECTANALYSIS —{ active cell) and choose the
:I S — J an S— .FEb S— . S— Formal' gorder menu

4 ) command. This opens the

+—§ dialogue box shown here.
! You can place any
combination of lines along

[
7
: ! -“

i
L iTop C‘:‘E i the borders of selected
:

cells from this box. In our
case, select Top and
i press OK to accept the
= T 2 settings.




Finally, type in the label and amounts earned in columns A, B
and C of row 5, as shown in the full screen dump below.

1 Microsoft Works ‘1
File Edit Select Formsi Options Charts Window Help
Font: |MS Sans Serit a0 |[s| (Blsu) ['El'EH $S|%]|%] |= ]

Ch 15000

A 8 gy E F G H
DJECT ANALYSIS

'.Iﬁr. .FED | ] | l
4 sl !
Consult 14000 15000;

+|

5 —— e —— _...
|Press ALT to choose commands, or F2 to edit ]

Note how the labels 'Jan' and 'Feb' do not appear above the
numbers 14000 and 15000. This is because by default, labels
are left justified, while numbers are right justified.

Changing Text Alignment and Fonts:
One way of improving the looks of this worksheet is to also right
justify the labels 'Jan' and 'Feb' within their respective cells. To
do this, move the active cell to B3 and mark the range B3 to C3
(from the keyboard use the <Shift+—> keystroke; with the
mouse drag the active cell), choose the Format, Style
command, then select the Right option listed in the 'Alignment'
box of the dialogue box and press <Enter>. The labels
. should now appear right justified within their cells. An
E easier way to carry out this operation is to select the
cells and click the Right Alignment Toolbar icon, shown
here.

We could further improve the looks of the worksheet by
choosing a different font for the heading 'Project Analysis'. To
achieve this, move the active cell to A1, choose the Format,
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Font command, then select Courier, size 8 options, from those
listed in the displayed dialogue box, and press <Enters, Then
use the Format, Style command, and select the Jtalic option.
The heading will now appear in Courier 8, ltalic font,

Once again the

; p - Toolbar gives a
E'i't [!S paosSal —ﬂ much quicker way of

carrying out these
operations. Simply click the down arrow alongside the Font or
Point size icons and make your selection from the menus that
drop down,

Note that printing, or Previewing, a worksheet can only be
done in one font. So the one you have selected will be used for
the whole spreadsheet.

Finally, since the entered numbers in cells B5 to C5 represent
money, it would be better if these were displayed with two digits
after the decimal point and prefixed with the £ sign. To do this,
move the active cell to B5 and select the cell block B5 to Cs,
then choose the Format, Currency command and press
<Enter> to accept the default number of decimals, which is 2.
This formatting operation can aiso be done by clicking
$ the Currency Toolbar icon, shown here, which

formats selected cells to currency with 2 decimal
places. The numbers within the marked worksheet

Changing the Column Width:
To change the width of a given column or a number of columns,
activate a cell in the relevant column, or block the number of

causes a dialogue box to be displayed with the defauit column
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the working area. It will
change shape as you move
it over the border of two
columns. Dragging this new
pointer right or left, will
widen, or narrow, the
column to the left.

If the currency symbol
displays as a '$' don't panic,
it just means your version of Windows is not set up for the UK.
To remedy this from within Works for Windows, hold down the
<Alt> key and repeatedly press the <Tab> key until the
Program Manager option is offered. Releasing both keys will
then open the Program Manager window. Open the Control
Panel and double click on the Intemational icon. Make sure that
'United Kingdom' is selected in the Country list box. If so the
Currency Format option should read “£1.22", as shown below.

FROVECT ANALYSIS

Microsoft Works _F®
(EI Control Panel = S, ]
Sctings Help %]3] [£] (w
NN -
onts s Mosse Sl Neiaad -
@ 1 :un-r [United Kingdom |
|Specties : L [Engheh — 0| [_l:m_d] :
] Kesbosd Logout. [Butish 0 E]
. [y o]

List Sopasator [ ]

Date Format — _ﬁ'WFu“_— i
pol === [ e

= 08 July 1933 ] a2k
[ Lime Formal Humber Format ]
2 [ 08:52.13 ‘( 12422 -|
_— - b
*
- -
\|Press ALT to choose commands. or F2 fo adit 1 g

Now change the contents of cell A5 from 'Consult:’ to
'‘Consultancy’.
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Saving a Worksheet

At this point, you might like to stop entering information in your
worksheet, and save the work so far carried out, before leaving
the program. You can do this by choosing the File, Save
command which reveals an appropriate dialogue box. In this
box you are offered the default worksheet name SHEET1.WKS
as a possible name for saving the file this very first time.
Underneath this highlighted field is displayed a list of existing
files in the current directory. You could select one of these if
you wanted to overwrite its contents.

For our exercise, type the filename PROJECT1 (which will
replace the default name and press <Enters (the extension
-WKS will be added by Works). If you prefer to save your work
on a floppy disc in, say, the A: drive, you could also type the
drive, path and filename into the text box (for example,
A\MSWORKS\PROJECT1) which will then become the default
until you change it again, or start the program afresh. Note that
the worksheet name in the title bar changes from SHEET1 to
PROJECT1 as soon as you press <Enter> and the file is saved
on disc.

/- Microsoft Works - [PROJECT1.WKS]
e Edh Seled Format Options Charts  Window Help
Cowie 3]0 ]3] [B[ZTu) [®[%[3] @[x[3] (=) (a]
AS Consultancy
B [ C | D [ E | | 4 | 63
FROAIELCT ANALZYSTS _1
Jan Febl
= | £14.000 £15, 000 =
[ o | 0
i
0
- -
Q«s&Tumuﬂummmmdl.mFthdn S e =Tl s _J
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What you should see displayed on your screen after the above
commands have been issued, is shown on the previous page.

At this point you could exit Works for Windows and switch off
your computer in the knowledge that your work is saved on disc
and can be retrieved at any time.

Exiting Works for Windows:

To exit Works, use the File, Exit Works command. If you have
made any changes to your work since the last time you saved
it, an alert box will be displayed on your screen to ask you if you
would like to save your file before exiting the program.

Filling in a Worksheet

We will use, as an example on how a spreadsheet can be built
up, the few entries on 'Project Analysis’ which we used
previously. If you haven't saved the PROJECT1 example, con't
worry as you could just as easily start afresh.

Retrieving a Worksheet:

If you have saved PROJECT1, then enter the Works program,
and choose the Open Existing File icon from the Startup box.
Works will display a dialogue box and ask you the name of the
file to open with the default file name given as *.w", in the first
field of the dialogue box. In the second field, all the appropriate
files are displayed. You can select the filename PROJECT1
either by clicking at its name, followed by clicking at the OK
button, or by pressing <Alt+N> to move into the File Name box,
highlighting the required file and pressing <Enter>.

When the file is open, use the F2 function key to 'Edit' the
existing entries, or simply retype the contents of cells (see the
next section for formatting) so that your worksheet looks like the
one on the next page.

Formatting Entries:

Because of the length of some of the labels used and the
formatting of the numbers, the default widths of cells in our
worksheet were changed from the existing 10 to 12. If you
haven't done this already, mark the cell block A1:E1, and
choose the Format, Column Width command, and type 12 for
the new width of the cells.
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Microsoft Waorks - [PROJECTZ WKS)]

~9
=| File Edit Select Format Options Chants Window Help [e]
Fout [Comere 3]z J3] (BTZTH) (513 foxl3) (=] a] &
ES B5+C5+05
A I B I c I D I E [
FROJECT ANALYSTS: ADEPT CONSULTANTS LID |
£
3 Jan Feb Mar|  ist Quart
E
Consultancy | £14,000.00 £15,000,00 £16,000.00[ £45.000.00]
Costs : 1
B Mages . £2,000.001 £3,000.00 €4,000.00,
F Travel £400.00 £500.00] £600.00
) _|Rent I £300.00, £300.00] £300. 00/
Heat/Light €150.00 £200.00 £150.00
2 [Phone/Fax __ £250.00| £300.00] £350.00,
3 Adverts ! £1.100.00 £1.200.00] £1.300.00
Total Costs | v,
Profit
S s 55
- -
\Press ALT o choose commands, or F2 o edit. AR bt J

The information in cell A1
PROJECT ANALYSIS: ADEPT CONSULTANTS LTD

was entered left justified and formatted by choosing the
Format, Font command, and selecting the Courier size 12
options, then clicking the ltalic Toolbar button. The labels in the
cell block B3-E3 were formatted by choosing the Format, Style
command, and selecting the Right option, so they are
displayed right justified.

The numbers within the cell block B5-E17 were formatted by
choosing the Format, Currency command, and pressing
<Enter> to accept the default number of decimals.

All the labels appearing in column A (apart from that in cell
A1) were just typed in (left justified), as shown.

The lines in cells A4 to E4 and A14 to E14 were entered with
the Formag, Border command and selecting Top. Those in
cells A6 to E6 and A16 to E16 were entered with the Format,
Border command and selecting Bottom.

Entering Text, Numbers and Formulae:
When text, numbers or formulae are entered into a cell, or
reference is made to the contents of a cell by the cell address,
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or a Works for Windows function is entered into a cell, then the
content of the message line changes from 'Press ALT to
choose commands, or F2 to edit' to '‘Press ENTER, or EST to
cancel’. This message can be changed back to the former one
by either completing an entry and pressing <Enter> or one of
the arrow keys, or by pressing the <Esc> key.

In our example, we can find the 1st quarter total income from
consultancy, by activating cell ES and typing the formula

=B5+C5+D5

followed by <Enter>. The total first quarter consultancy income
is added, using this formula, and the result is placed in cell ES.
Note, however, that when cell E5 is activated, the ‘formula bar'
displays the actual formula used to calculate the contents of the
cell.

Complete the insertion into the spreadsheet of the various
amounts under 'costs' and then choose the File, Save As
command to save the resultant worksheet under the filename
PROJECT2, before going on any further. Remember that
saving your work on disc often is a good policy to get used to,
as even the shortest power cut can cause the loss of hours of
hard work!

Using Functions
In our example, writing a formula that adds the contents of
three columns is not too difficuit or lengthy a task. But imagine
having to add 20 columns the same way! For this reason Works
for Windows, like most spreadshests, has an in-built summation
function (for others see Appendix A) in the form of =SUM( )
which can be used to add any number of columns (or rows).

To illustrate how this function can be used, activate cell ES
and type

=SUM(

then use the arrow keys to move the highlighted cell to the start
of the summation range (B5 in this case), then press colon (:) to
anchor the starting point of the range, and use the arrow keys
to move the cell pointer to the end of the summation range (in
this case D5). What appears against the cell indicator is the
entry

SUM(BS:DS
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which has to be completed by typing the closing parenthesis
(round bracket) and pressing <Enter>.

The Autosum Function:

Another very clever feature in Works for Windows is the facility
to automatically enter the above =SUM() function into the
worksheet. To automatically sum a series of numbers
in either a column, or a row, place the active cell
z below the column, or to the right of the row, and click
the Autosum Toolbar icon, shown here, or press the
<Ctrl+M> quick key combination. Works enters the
formula for you; all you have to do is press <Enters, or click the
Enter button (V) on the Formula bar, to accept it.

Copying Cell Contents:

To copy information into other cells we could repeat the above
procedure (in this particular case entering the SUM() function in
each cell within the cell range E8 through E13), or we could
choose the Edit, Copy command, point to the cell we would like
to copy information into and Paste it.

To illustrate the copy command, activate cell E5 and choose
the Edit, Copy command, or press <Ctri+C>, which copies the
cell contents to the Windows clipboard. Move the highlighted
cell to E8 and press Edit, Paste, or the <Ctr+V> quick key.
Then, block the cell range E8:E13 (by either using the
<Shift+Down> keystroke or dragging the mouse) and choose
the Edit, Fill Down command.

Immediately this command is chosen, its execution causes
the actual sums of the 'relative’ columns to appear on the target
area. Notice that when we activate cell E5, the function target
range is B5:D5, while when we activate cell E8 the function
target range changes to B8:D8 which indicates that copying
formulae with this method causes the 'relative’ target range to
be copied. Had the ‘absolute’ target range been copied instead,
the result of the various summations would have been wrong.

Now complete the insertion of functions and formulae in the
rest of the worksheet, noting that 'Total Costs' is the summation
of rows 8 through 13, 'Profit' is the subtraction of 'Total Costs'
from 'Consultancy’, and that 'Cumulative’ in row 19 refers to
cumulative profit. Then add another column to your worksheet
to calculate (and place in column F) the average monthly values
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of eamings, costs, and profit, using the =AVG( ) function. The
worksheet, up to this point, should look like the one below. To
make room on the screen for all 6 columns we changed the
Font to Courier 10 points. We also emboldened all the column
and row titles.

/:' Microsoft Works - [PROJECTI.WKS]

=AVG(B17.017)
I B |

T - D I E | F 1 -
FPROJECT ANALFSIS  ADEPT CONSULTANTS LTD 3
Jan Feb Mar 1st Quart Average

iConsultancy £14 000.00 €15 000.00 €16 000.00 ¢45 000 00 15 000.00

Costs .

Wages | €2 000 00 €3, 000 00| €4, 000 00, 9,000 60| £3,000 00)
[Travel _ £400. 00 £500 00 £600 00| €1,500 00 £500 00|
[Rent £300. 00/ __£300 00 £300.00 £900 00 £300_ 00|
lieat/Light £150 00 £200_ 00 £150 00 £500_ 00 £166 67
[Phone/Fax_; _ §250 00, €300 00 £350 00 £900.00 £300.00]
lAdverts £1,100 00, &1,200. 00| 1,300 00/ £3,600 00, &1, 200.00

[Total Comts &4, 200 00, 65,500 00| &b, 700 00| €16, 400 00, &5, 466 &7

Profit i t9,800 00 £9,500 00 £9,300 00] 28,600 00 £3 333 :}l

iCuauliative €9, 000 00, €19, 300 00| k28,600 00

25
Qe 1
\ Prass ALT to choose commands. or F2 to edit [ | ; I

Erasing Cell Contents:

If you make any mistakes and copy information into cells you
did not mean to, then choose the Edit, Clear command. To
blank the contents within a range of adjacent cells, first mark
the cell block, then use the command.

Once you are satisfied that what appears on your screen is
the same as what is displayed above, use the File Save As
command to save your worksheet under the filename
PROJECTS3, as we shall be using this example in the next
chapter.

Quick Key Combinations

We have already discussed how you can move around a
worksheet, edit information in a cell, or mark a range of cells
using the pull-down sub-menus, or the Toolbar.
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Another method of achieving these and other operations (some
of which will be discussed in the next chapter) is by the use of
quick key combinations, which do not require the menu bar to
be activated. As you get used to the Works package, you might
find it easier to use the quick key combinations which can save
you a lot of time.

The following key combinations are for use with the
spreadsheet module, for a full listing see Appendix B.

Moving and Selecting

Go To F5

Move right one window Ctr+PgDn
Move left one window Ct+PgUp
Move to next named range Shift+F5
Move to next unlocked cell Tab

Move to previous unlocked cell Shift+Tab
Select worksheet row Ctrl+F8
Select worksheet column Shift+F8
Select whole worksheet Ctr+Shift+F8
Cancel a selection Esc

Activate Autosum Ctrl+M
Editing

Copy contents of cell above Ctrl+' (apostrophe)
Calculate now F9

View chart Shift+F10
View worksheet F10

Working in the formula bar

Activate/clear the formula bar Backspace, or Del

Confirm information in a cell Enter
Confirm a range of cells Ctrl+Enter
Edit cell in formula bar F2

Printing a Worksheet

To print a worksheet, make sure that the printer you propose to
use was defined when you first installed Works. To check what
was installed, choose the File, Printer Setup command. For
further details on 'Printer Setup', 'Page Setup', 'Print Preview',
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and use of 'Headers and Footers', please refer to the section
entitled 'Printing Documents' of Chapter 3. Once a printer has
been selected, Works for Windows will continue to print to that
printer from all the tools.

To print a

=@l worksheet, choose !
& the File, Print || "=t L] f I

command, use the ®m
<Ctri+P> quick key O Bages -
combination, or click on the oe v ]
Print Toolbar icon. This
opens the dialogue box,
shown here.

Note that the default settings are 1 copy, all pages, and all
text styles, etc. You can change any of the options by choosing
to print more than one copy, selecting which pages to print, and
setting Draft output, if you wish.

Before printing to paper, select the File, Print
IE.‘ Preview command, or click the Preview Toolbar icon,

: shown here, to see how much of your worksheet will
fit on your selected paper size. This depends very
much on the chosen font. If the Preview option displays only

O prait Quality Printing

(&

Microsoft Works

[PROJECTI.WKS

[(Page1 ]
PRQISCT ANALYSIS: ADSPT CONSULTANTS LID
Jan Feb Mar 1st t
Comsultancy £14.000.00 £15.000 00 £16.000 00 £45.000 00 e
Costs
Vages £2.000.00 £3.000.00 £4.000.00 £9.000.00 [_cancet |
Travel £400 00 £500 00 £600 00 £1.500 00
Bemt £300 00 £300.00 £300.00 £900.00
Beat/Light £150.00 £200 00 £150 00 £500 00
Phona Fax £250.00 £300.00 £350.00 £900.00
Adverts 250 £1,200 00 1,300 00 §2 750.00

Total Costs £3.350 00 £5.500 00 £6,700.00 £15,550 00

Protat €10, 650 00 £9.500 00 £9.300 00 ©29.450 00
Cumulative €10.650. 00 €20,150 00 €29,450.00
£9.9800.00
*
\t’ [ | 1B
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part of your worksheet, and you then direct output to the printer,
what does not fit on one page will be printed out on subsequent
pages. To fit more of your worksheet on one page, you should
reduce the selected font. Thus, the Preview option allows you
to see the layout of the final printed page, which can save a few
trees and, equally important to you, a lot of frustration.

Setting a Print Area:

To select a smaller print area than the current worksheet, first
block the required area, then choose the File, Set Print Area
command and press OK. You can then either preview the
selected area, or print it on paper.

To reset the print area to the entire worksheet, choose the
Select, All command, then the File, Set Print Area command
once more, before attempting to either preview your worksheet
or send it to the printer.
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6. WORKSHEET SKILLS & GRAPHS

We will now use the worksheet saved under PROJECT3 (see
end of previous chapter) to show how we can add to it,
rearrange information in it and freeze titles in order to make
entries easier, before going on to discuss more advanced
topics. If you haven't saved PROJECT3 on disc, it will be
necessary for you to enter the information into the Works for
Windows spreadsheet so that you can benefit from what is to
be introduced in this chapter. Having done this, save your work
before going on with the suggested alterations. If you have
saved PROJECTS3, then choose the File, Open Existing File
command and load the PROJECT3 file. On pressing OK, the
worksheet is brought into the computer's memory and displayed
on screen.

(ﬁ Microsolt Works
=| File Edit §_sled Formag

(Courier ____J[8]10

[PROJECTI.WKS]

31’
L%
I

AVGE17:D17)
I 1 ~T¥ | D 1 E I E I
PROJECT ANALFSIS. ADEPT CONSULTANTS LTD —1
i% Jan, : Feb| Mar ist Quart Average I=

Consul tancy §14,000 00 £:5 000 00, £16 000 00 €45.000 00 £15,000.00)

Costs =

Vages €2,000. 20 £3,000.00 £4.000 00 £9.000 .00 €3, 000 00
Travel €400 .00 £500.00 £600 00 £1,.500 00 £500_ 00
ent £300 00 £300_00 £300. 00 €900 00} £300_00}
eat/Light €150 00 £200 00| _ £150 00| _ €500 00 £166 67
Phone-Fax £250.00 £300.00 £350 00| _ §900 00| _ £300.00
Adverts £1.100.00] i.200.00] £1,300.00 3,600 00 &1 200.00

[Total Costs £4,200 00 £5,500 00| 6,700 00 €16.400 00, &5 466 67

Profit £9.600 00/ 9,500 00] £9,300 00 &28,600 00 g3 5JJ ;5'

Cumulative 19 80000 19, 300 00 £28, 600 00

disidd

LT : owsie 0
QulALTbmoonmmaﬂt.mFandn sl o] oas ] Enwae:

The Spreadsheet Toolbar

As with the word processor tool, mouse lovers have an
advantage when using the spreadsheet, in that they can make
use of the Toolbar, some of whose options we have already
discussed. The Toolbar occupies the third line down of the
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screen. If you prefer, you can turn it off by activating the
Options, Show Toolbar command. This is a toggle switch,
when the V' shows the Toolbar will display, otherwise it will not.
The only advantage to be gained by not showing the Toolbar, is
that you gain one line on your screen display.

To use the Toolbar you simply click the mouse on one of the
icon buttons shown below, and the command selected will be
affected on worksheet cells that are highlighted.

Font: [MS Same Sesit | 2|[10 |[3] [B]7Tu] [E[=]'F] [=]%][3] (=] [a] 1!-\!’:':

The meanings of the Toolbar options are as follows:

Option

Fonk [Times Now Romen ]| 2]

e

4] ] 2] Leo] L] (][] Li=] [N [2] g
1]

Result

Specify a font for the whole
spreadsheet. Clicking the arrow ({) will
open the list of fonts

Specify a font size for the whole
spreadsheet. Clicking the arrow ({) will
open the list of available sizes

Embolden highlighted cell contents
Make selected cell contents italic
Underline highlighted cells

Left align highlighted cells

Centre align highlighted cells

Right align highlighted cells
Format selected cells as currency
Format selected cells as percent
Format selected cells as commas
Activate Autosum function
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@ Display the current chart, if there is

one
[i.‘ Print preview the set print range
. Activate the Print command

=]

Controlling Cell Contents

We will now add some more information to the worksheet with
the insertion of another quarter's figures between columns E
and F. In fact, we need to insert four columns altogether.

In general, you can insert or delete columns and rows in a
worksheet, copy cell contents (including formulae) from one
part of the worksheet to another and freeze titles in order to
make entries into cells easier.

Inserting Rows & Columns:

To insert columns into a worksheet, point to the column heading
where a column is to be inserted and press the left mouse
button, which highlights the whole column. Then choose the
Edit, Insert Row/Column command. Had we highlighted a
specific cell, say F1, choosing the Edit, Insert Row/Column
command would have opened a dialogue box, asking you to
specify ‘row' or 'column' insertion.

Repeat the insertion command three more times so that the
column headed 'Average' appears in column J. To insert three
columns in one operation, select the three columns to the right
of where you want the insertion before you choose the Edit,
Insert Row/Column command. We could now start entering
information into the empty columns, but if we did this first, we
would then have to first replicate and then edit appropriately,
the formulae used to calculate the various results for the first
quarter.

An alternative, much easier, way is to copy everything from
the first quarter to the second and then only edit the actual
numeric information within the various columns. We will chcose
this second method to achieve our goal. First, highlight the cell
block B3:E19 and choose the Edit, Copy command, or
<Ctrl+C>, then move the active cell to F3 and use Edit, Paste,
or the <Ctrl+V> quick key combination.
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What you will notice immediately is that the cells in row 5,
columns F to |, are filled with hashes. The reason for this is that

([ e e e e et e e __-‘———T
= E3iig Jan A =" _
D B O I G I ) DTy T i
NTS ITD

£16.000.00' €45, 000 00T TETTTI 88385385 risrrases segsiisas ¥

LI - i, LARTNET RN L2
8 £4.000 00 0 0
£600 00
10 £300 00
& __£150 00
12 £350 00 .0
3 | £1.300.00 £3 600 0ofeY) 0
4 | - :
a5 £6.700.00 €16, 400 00 ST I TR 200 00| #F¥zsiiss
7 £9.300 001 £28, 60000} 71 €9,500. 00193000 383853327
1t £28,600 00 $9 500 U0 F3384F85F JEEFLTESL
7 !

headings 'Jan', ‘Feb’, '"Mar', and '1st Quart' to 'Apr’, ‘May', ‘Jun’,
and '2nd Quart'. Save the resultant work under the filename
PROJECT4 (don't forget to use the Save As command)!

Freezing Titles:
Note that by the time the highlighted bar is moved to column J,
the 'titles'

be a good idea to use the 'Titles' command ability of Works for
Windows to freeze the titles in column A and row 1.
To freeze column (or row) headings on a worksheet, move

On execution, the headings on the chosen column (and row)
are frozen and the highlighted bar cannot be moved into the
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frozen area. Moving around the worksheet, leaves the headings
in these columns (and/or rows) frozen on the screen. Carry this
out and change the numbers in the worksheet cells F5 to H13
to those below.

|/- Microsoh Warks - [PROJECTA.WKS] 3\
N7 AVGE17D17)

T T | F ] [ | i I I I l

Apr| May Jun 2nd Quart l“ﬂ;
A e -
Consultancy€15,500.00 £16,000.00 £16,500_00 £48.000.00 £15.000.00
Costs: I = I I L d e T
._.__n,l!sg!. - . £3,500.00 £4,000,00 £4,500.00 £12,000.00 £3,000. 08
rravel [ £500.00  €550.00 £580.00 £1,630.00 £500.00
Rent . £300.00| £300.00  £300.00  €900.00  £300.00
eat/Light|  £€150.00  §120.00 €100.00  €370.00  €166.67
[Phone-Fax | £300.00 €350 00  €400.00 £1,050.00 £300. 00
dverts £1,250.00 £1,300.00 £1,350.00 3,900 .00 &1, 200.08

fotal Costs £6,000 00 £6,620.00] £7.230.00 £19,050.00 5,466 67

180 00 £9,270 00 £28,150 00| 39,5333

rotat | £9.500.00 £9.3

Cunulative £9,500.00£18,880.00 £28 150.00

23 | =4

_ﬁ_. | . e
[].!J_ | | -
\Press ALT o choose commands, or F2 1o edit | I I | | 4

Note: If you examine this worksheet carefully, you will notice
that two errors have occurred; one of these has to do with the
average calculation in column J, while the other has to do with
the accumulated values in the second quarter.

Non-Contiguous Address Range:
The calculations of average values in column J of the above
worksheet are wrong because the range values in the formula
are still those entered for the first quarter only.

To correct these, highlight cell J5 and press F2 to edit the
formula displayed in the formula bar from =AVG(B5:D5) to

=AVG(B5:D5,F5:HS)

which on pressing <Enter> changes the value shown in cell J5.
Note the way the argument of the function is written when
non-contiguous address ranges are involved. Here we have two
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contiguous address ranges B5:DS and F5:H5 which we
separate with a comma.

Now replicate the formula to the J8:J13 celi range by
highlighting cell Js, choosing the Edit, Copy command, or
<Ctr+C>, move the highlight to cell J8 and use Edit, Paste.
Then drag the highlight from J8 to J13 (to select the range) and
choose the Edit, Fill Down command. Finally, repeat the Paste
operation for the target cells J15 and J17.

Relative and Absolute Cell Addresses:
Entering a mathematical expression into Works, such as the
formula in cell C19 which was

=B19+C17

causes Works to interpret it as 'add the contents of cell one
column to the left of the current position, to the contents of cell
two rows above the current position”. In this way, when the
formula was later replicated into cell address D19, the contents
of the cell relative to the left position of D19 (i.e. C19) and the
contents of the cell two rows above it (i.e. D17) were used,
instead of the original cell addresses entered in C19. This is
relative addressing.

To see the effect of relative versus absolute addressing, type
in cell E19 the formula

=E5-E15

which will be interpreted as relative addressing. Now, add
another row to your worksheet, namely 'Profit/Quart' in row 21,
and copy the formula in cell E19 to cell E21, using the Edit
Copy command. To place the new heading in column A, you
will need to select the toggle command Options, Freeze Titles
to unfreeze the worksheet titles. The displayed calculated value
in E21 is, of Course, wrong (displayed in parentheses) because
the cell references in the copied formula are now given as

=E7-E17

as the references were copied relatively.
Now change the formula in E19 by editing it to

=SES5-SES15
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which is interpreted as absolute addressing. Copying this
formula into cell E21 calculates the correct result. Highlight cell
E21 and observe the cell references in its formula; they have
not changed from those of cell E19.

The $ sign must prefix both the column reference and the row
reference. Mixed cell addressing is permitted; as for example
when a column address reference is needed to be taken as
absolute, while a row address reference is needed to be taken
as relative. In such a case, only the column letter is prefixed by
the $ sign.

Finally, correct the formula in cells 119 and 121 (they should
both contain '=$£$19+$I$17') in order to obtain the results
shown below.

(]

Microsoft Works - [PROJECTS. WKS)
=| File Edit Select Formal Options Charts Window Help
Font: | Courier 3|10 ; T
121 I FesEf13.51917
R SR S R O FeTeT [ | 1 I J j
"PROJECT ANALFST5 ADEPT CONSULTANTS LID L
Apr_ May Jun 2nd Quart Average )

iConsultancyt15,500.00 £16.000.00 £16,500.00 £46.000.00 £15,500.00

Costs -

8 lVages 1 £3.500.00 €4,000.00 t4,500.00¢12,000.00 £3,500.00
[Travel " §500.00  £550.00 _£580.00 t1.630.00  £521 67
|Rent £300.00  £300.00 €300 00| €900 00  £300.00

eat/Light| £150.00 €120 00  £100.00 €370 00  £145 00
[Phone/Fax | _ £300.00  £350.00  £400.00 £1.050.00  £325.00
dverts i1,250 00| €1, 300.00 €1,350 00 £3,900.00 &1, 250 08

Total Cost: £6,000.00 £6,620.00 £7.230.00 £19.850 00 6,041 .67

rofit | €9,500.00 £9,380.00 £9 270.00 £20, 150 00 %9, 458 33

) ICumulative £38,100.00 £47,480,00 £56,750.00 £56,750.00

rotit/Quar | | m

el ™ <
\PrnsN.Tudmanmmw:.mF!hm [ B e g

Moving Cell Contents:

To improve the printed output of PROJECT4, we could move
the caption to somewhere in the middle of the worksheet. Since
the cell whose contents we propose to move is frozen, the
move command has to be preceded by additional keystrokes.
With the keyboard, first unfreeze the title in column 1 by moving
the highlighter to column 2, and choosing the Options, Freeze
Titles command; with the mouse, simply point and click at cell
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A1 which causes a duplicate of the cell to appear on screen.
Now, highlight cell A1 (or its duplicate) and choose the Edit,
Cut command (<Ctr+X>, which removes the cell contents from
the worksheet and places them on the Windows clipboard),
then highlight cell F1 and Paste the clipboard's contents. Save
the resultant worksheet under the filename PROJECTS.

Multiple Windows
A window can be split into panes which allows the display of
different parts of a worksheet as shown below.

Microsoft Works - [PROJECTS. WKS)
=| File Edit Select Foﬂg' Options  Charts  Window Help
Fort: _l2][10 J[3] [wTATu] [&[=[=)

9+31817
E

121 =+$E$
A |

Consultancy£45, 000,01

Costs

Vages 129, = |

9_[Travei L g1, |

'ent | 1 | 3 o [
eat/Light | 70. 00 £145.00: = e

- hone- Fax 050,00 €325 00 ]

Adverts 1 €3 600 300.00 §1 25 |

otal Cost:il6,400.

Profit 1£28, 600

19 Cumulat ive €28, 600

Profit Quarc28, 600.

] | ] 15
K| iR | [=1]e] [T+
\Press ALT to choose commands. or F2 o edit [ 1] g pe] e J

Although this can be done either by using the Window, Split
command or by dragging the split bar to the required position
with the mouse, splitting a window vertically, does not allow
independent horizontal scrolling. Conversely, splitting a window
horizontally, does not allow independent vertical scrolling. Thus,
you need to split a window into four panes (the maximum
allowable) in order to view greatly separated areas in diagonal
panes.

A better method of displaying such areas is with multiple
windows. Each window can then be scrolled independently in
any direction. As an example of the use of multiple windows,
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open PROJECTS, save it as PROJECT6 (necessary in order to
get an identical copy of the worksheet under a different name),
and then re-open PROJECTS. Now use the Window, Tile
command to size the two windows as shown below.

B coawes B8

Eile Edn Select Formst Options Cherts  Window uelp
A 1 >
| PR 1¥75 LID
=i 1st Quart _; 2od Quart Aw j
iConsul tancy£45,000.00 £15,50 Consultancyt 48, 000.00 £15, 50
Costs I —— ST Costs ]
Vages __ £9,000.00 3,50 ages '€12,000.00 €350
9 |Travel £1,500.00  £50 ravel 1 £1,630.00 £52
[Rent £900 00 €30 |Rent €900.00 E30
|Heat/Light €500.00 £15 ﬂaat/l.xght £370.00 £14
Phone/Fax €900.00 £30 hone-Fax  £1,050.00 £32]
|Adverts £3,600 00 £1, 25 verts £3,900 00 1,25
Total Costd€16,400.00 €6, 00 Total Costs£19 650.00 €6, 04
Profit €28, 600 00 €9,50 Frofit €28, 150_00 &9 45
untlative €28 600 00 £38, 10 iCunulative €56, 750 00
21 |Profit/Quai€28,600.00 1_|Protit/Quafite, 750 00
Z | L
23 Lt .
| - -

l\Pmu ALT to choose commands, or F2 to edit

Adding Worksheet Charts

Works for Windows allows you to represent information in
graphical form which makes data more accessible to non-expert
users who might not be familiar with the spreadsheet format. In
any case, the well known saying 'a picture is worth a thousand
words', applies equally well to charts and figures.

You can select the charting facility of Works for Windows by
first selecting a data range to be charted on your worksheet,
then choosing the Charts, Create New Chart
m command, or pressing the Charts Toolbar icon,

shown here. This places you in 'Charting' mode and
in a separate window. A completely new set of menu
commands is available, as is a new Toolbar.

Although Works for Windows has eight main two-dimensional
chart and graph types, including bar, stacked bar, pie, line and
hi-low charts, there are many optional ways to view them and
they can be grouped and overlapped which allows you to add
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considerably to the list. The different chart-types can be
selected from the Gallery options menu, or from the new
Toolbar, when you are in a charting window.

To enhance your charts you can add titles, legends, labels,
and can select grids, fill types, scaling, fonts, etc. These charts
(you can have several per spreadsheet) can be displayed on
the screen and can be sent to an appropriate output device,
such as a plotter or printer.

The eight main graph-types available are listed below and are
normally used to demonstrate the following relationships
between data:

Bar For comparing differences in data - a bar chart
displays the values of dependent variables as
two-dimensional bars.

Stacked Bar For comparing cumulative data.

100% Bar for displaying differences in data as
percentages of the total.

Line For representing data values with points
joined by lines and appearing at equal
intervals along the x-axis. For such charts, the
x-axis could be intervals in time, such as
labels representing months.

Stacked Line For representing the total in each category. A
line chart in which the lines are stacked.

Hi-Lo-Close For showing the extreme high and low values
for each point in two or more series of values.
This type of graph is useful for showing the
high, low, and closing values in trading figures
in shares.

Pie For comparing parts with the whole. This type
of graph can display data blocks as slices of a
pie. Slices can be shown disconnected or
‘exploded’ from the rest of the pie.

Xy For showing relationships between X and Y.
The data points need not appear in equal
intervals along the x-axis. Data blocks for
such graphs are defined in pairs; each pair
consisting of one y-axis block and one x-axis
block.
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Charts can be displayed on the screen at the same time as the
worksheet, but in a separate window. As charts are dynamic,
any changes made to the data are automatically reflected on
the defined charts.

Preparing for a Bar Chart:

In order to illustrate some of the graphing capabilities of Works
for Windows, we will now plot the income from consultancies
graph of the PROJECTS file.

First we need to define what we want to chart. However, the
specified range of data to be charted must be contiguous for
each chart. But, in our example, the range of data is split into
two areas; Jan-Mar (occupying cell positions B3:D3), and
Apr-Jun (occupying cell positions F3:H3), with the
corresponding income values in cells B5:D5 and F5:H5. Thus,
to create an appropriate contiguous data range, we must first
replicate the labels and values of these two range areas in
another area of the spreadsheet (say, beginning in cell B23 for
the actual month labels and B24 for the values of the
corresponding income), as shown below.

Microsoft Works - [PROJECT7.WKS]

e SO PR B i PR DEYSN BN S S P
I PROJECT Wt

Jan FEQ_; Mar 1st Quart Apr

IConsul tancyt14,000.00 £15 _000.00 €16,000.00,645,000.00 £15,500_00

Costs -

Wages | £2,000,00 £3,000.00 &4 000.00 £9.000.00: €3 500 00
Travel £400.00  £500 00  £600.00 £1.500.00 €500 CO
IRent | £300.00  £300.00  £300.00  €£900.00  £300 00
Heat Light £150 00 €200.00, €150.00  £500.00 €150 €0
|Phone.Fax €250.00  £300.00  €350.00  €900.00 €300 GO
dverts £1,100_ 00 &1,200.00 £1.300 00 €3 600 00 €1, 250 00

ITotal Cost: £4,200 00 €5.,500.00 £6,700 00 £16,400.00 £6,.000.00

JProfit £9.800.00 £9,500.00 £9,300.00€28,600.00 £9,500.00

Cumulative £9,800. 00 £19,300 00 £28,600 00 £26,600 00 £38,100.00
| :

Profit/Quart | T €28, 600

Jan a Mar
£14_ 000 00 £15. 000 l|i £16_ 000 00D £15

Apr May
500 00 £16,000_ 90

\HIIIALTN:I choosa commands, or F2 1o adit
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To do this, use the Edit, Copy and Paste commands to copy
the labels in the above two cell-ranges into the target area.
However, before you replicate the cells containing numeric
values, consider what might happen if these cells contained
formulae, and you used the Edit, Paste command to replicate
them. Using this command would cause the relative cell
addresses to adjust to the new locations and each formula will
then recalculate a new value for each cell which will give wrong
results.

The Paste Special Command:
The Edit, Paste Special command allows you to ccpy only cell
references without adjusting to the new location. To do this,
mark the cell range to be copied (in this case B5:D5) and
choose the Edit, Copy command, move the highlighter to cell
B24 and press Edit, Paste Special, select the Values only
option from the displayed dialogue box and press <Enter>, or
select OK. Now repeat the same procedure for the values
under Apr-Jun, but copy them into E24 to form a contiguous
data range.

Finally, unfreeze the Title protection and add labels for
‘Months' and ‘Income’ in cells A23 and A24, respectively, as
shown on the previous page.

The Charts Command

To obtain a chart of 'Income’ versus ‘Months', block cell range
A23:G24 and choose the Charts, Create New Chart
command, or the Charts Toolbar icon. Works for Windows
clears the screen and draws a bar chart (being the default) of
the information contained in the blocked range of cells, as
shown on the next page.

The chart is displayed in its own window, so to return to the
worksheet you press the <Ctrl+F6> keys, or use the Window
menu options. Choosing Charts again, reveals that the chart
just displayed on screen appears under the name 1 Chart1 in
the sub-menu. To select a different type chart, you must return
to Chart mode by selecting a Chart window. You can then
choose the Gallery command which reveals a sub-menu with
all the available chart types. Note that the Bar type has a tick
against it indicating Chart1's type. You could select another
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Microsoft Works - [PROJECTT WKS - Charfl]

=| File Edit Gallery Format Options Charts Window Help 5]

7
£18.000.00
£16,000.00
£14.000 00 <|
EIZOOOUD:
£10.000 00+
£6,000 00
ES.OOOGDI
£4,000 00
£2,000.00

. Jan Feb Mar Apr May Jun
ER income

'\F'reu ALT to choosa commands.

type from the displayed list, but if you do your Bar chart will not

be saved.

To select another type of chart, but still retain the first one,
activate the Charts, Create New Chart command, which
makes a copy of the current chart as 2 Chart2 and displays it.

dii

i

Use the Gallery
command and
choose the Line
option, which offers
the choice of 6 types
of line graphs, as
shown here.

If you need a more
detailed (and more
colourful) description
of these options we
suggest that you use

the Help button from this box. Pressing the << and >> buttons
below the Help menu bar will step you through complete details
of all the available chart types. When satisfied, press <Alt+F4>

to return to the Chart window.
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Before making a selection from the Line box, look at the six
icons located in the centre of the Toolbar. The Line icon should
be 'depressed'. Now press the Next button, which will open the
Pie dialogue box and, in tumn, depress the Pie icon. Use the
Next and Previous buttons to view all the available chart
options and, at the same time, note the meanings of the icons
on the Toolbar.

When you return to the line dialogue box, select the default
option (1), by double-clicking on its button. This will produce a
line chart similar to the following.

r’_

Microsoft Works - [PROJECT7.WKS - han2]
=| File Edit Gallery Format Options  Charts Window Help
NEGEEN B
£19.000 00
£17.000 00
‘ - -
£15.000.00 i
£13.000.00 l e
Jan Feb Mar Apr May Jun
~*= Income
Press ALT o choase commands. EmE [ZRF
s

The shape of the line chart was improved by choosing the
Format, Vertical (Y) Axis command and typing

13000

in the Minimum box.

There are a lot of other options that you can specify when
creating a chart. Some of these are self evident, like titles,
legends, data labels, and the inclusion of axis labels and grid

lines. These will be discussed only if needed in the examples
that follow.
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Saving Charts:

Charts are saved with a spreadsheet when you save the
spreadsheet to disc. Thus, saving the spreadsheet under the
filename PROJECT7, will ensure that your charts are also
saved under the same name. Since each chart is linked to the
spreadsheet from which it was derived, if information on the
spreadsheet changes, the charts associated with it will also
change automatically.

Customising a Chart

In order to customise a chart, you need to know how to add
titles and axis labels, how to change text fonts, the colour and
pattem of the chart, and how to incorporate grid lines.

Drawing a Multiple Bar Chart:

As an exercise, open PROJECT7, if it is not already in memory,
so we can build a new bar-type chart which deals with the
monthly 'Costs’ of Adept Consultants. As there are six different
non-contiguous sets of costs, you must first copy them
(including the cost description labels) using the Edit, Paste
Special command, into a contiguous range below the ‘Income'
range (starting, say, at cell A27), as shown below.

(/"'_" Microsoft Works - [PROJECT7.WKS] ;}\
w| File Edit Select Format Options Charts Window Help $

ot [Coue e 3 (7w EErE &) & (@) GE

A26G32 | ["Months

ol

9 [Travel £400.00 §500 00 _ £600.00 £1,500 00 _ £500 00}
|Rent £300.00 £300.00  ¢300.00  £900.00 £300_00
|HeatsLight | £150.00 £200.00 £150.00 £500 00 £150. 00
[Phone/Fax £250.00 £300.00 _£350.00 £900.00  £300_ 90
|Adverts £1,100 00 €1,200.00 £1,300.00 €3.600.00 €1,250.30

Total Comt: £4,200.00 £5,500.00 ¢6,700.00 £16,400.00 u,noo.ao:]

Profit £9,000.00 €9,500 00 €9, 300 00/€28,600 00 £9,500 00

Cunulative €9, 800 00 £19,300 00 £20, 600 00 £28,600 00 £38,100_ 00

Profit/Quart ! i) £28,600.00
|Months Jan Feb Mar Apr| Wy
lIncone £14,000.00 £15,.000.00 £16,000.00 ¢15,500 00 £16,000.00
133
33 | *
@ll ALT to choose commands. or F2 to edit Il ] 4




Having done this, copy the ‘Months' labels from row 23 to row
26 and save the resultant worksheet under the filename
PROJECTS.

Now block the cell range A26:G32, as shown, and choose the
Charts, Create New Chart command. immediately this is done,
the bar chart of the 6 different monthly costs is drawn
automatically for each month in a different colour. The diagram
below will appear on your screen, after using the Qptions,
Display as Printed command.

- Microsoft Works - [PROJECT7 WKS - Chart3]
=| File Edit Gallery Formal Options Charts ‘Window Help

lhklh!lﬁl!‘,ll:‘.lll] i ilﬁ

£5.000.00

£4.000.00

£3.000.00

£2,000.00

£1.000.00

£0.00

HeayLight
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Chart Titles, Fonts & Sizes:
To add a chart title, choose the Edit Titles command which
causes this dialogue box to be displayed on your screen.

Now type ‘'ADEPT
Consultants' in the
Chart title field and
‘Monthly Costs' in the
Subtitle field of the
dialogue box and
select OK.
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Both the title and subtitle will immediately appear on screen.

To change the font and size of the newly created title, use the
Format, Title Font command to display the 'TitleFont' dialogue
box from which you can choose any of the fonts available to
Works for Windows, and set its size by selecting from a list of
sizes given in points; a point being 1/72 of an inch.

To change the font of other text and numbers in a chan,
choose the Format, Other Font command which displays a
similar dialogue box.

The fonts and sizes of the text in the chart below were set as
follows:

Chart title: Bookman, bold and italic, size 16
Other text & numbers: Bookman, size 8

Grid lines were added by selecting the Format, Vertical (Y)
Axis command and activating the Show Gridlines option.

ADEPT Consultants
Moanthly Costs

£2,000.00

£1,00000

€000

Printing a Chart:

Before printing, or previewing a chart, you should check your
page settings with the File, Page Setup & Margins command.
This opens a dialogue box similar to that shown on page 43, but
with the extra Size options.

Screen Size - Prints the chart the same size as it appears on
the screen.
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Full Page, Keep Proportions - Prints charts so that they
use the full paper width (between the margins), but scales
the vertical size to keep the chart in proportion.

Full Page - The default option, stretches the chart to take up
the full page (between all four margins). This can produce
some weird charts with portrait paper setting.

Our example was set at Screen Size. Before printing a chart it
is wise to always Preview it, by clicking the Preview Toolbar
icon. You may find that you have to adjust your text font
settings to get all the chart text to display. When you are
satisfied, press Print to record your chart on paper, or Cancel,
to return to the chart window.

Drawing a Pie Chart:

As a second example in chart drawing, use the 'Average' values
of the costs from the worksheet of PROJECTS tc plot a pie
chart. Select the range J8:J13 and again, use the Charts,
Create New Chart command to define a new chart. Click Next
twice to open the 'Pie' dialogue box and double click your
mouse on the 4 option. Your range should now be displayed in
a colourful pie chart.

The labels on each
segment are not very
self explanatory though.
To remedy this use the

@E"ZI_CTJ-E“ {D;:-lc-m. Edit, Data labels

o123, Orza. e command and type
O Hore J15) Nene reborence A8:A13 in the Cell
ColBonge: [ABATS ] Stacadshet. Range text box as
Example: Cof [X) il shown here. Select OK

to leave the box and
retum to your chart.

Add an appropriate title to the chart and allocate a font and size
to it as described previously. Your chart should now look
something like that shown on the next page.

To explode one of the segments of the pie chart, choose the
Format, Patterns & Colors command and select the number
of the slice you would like to appear detached from the
displayed dialogue box (slices in this case are numbered from 1
to 6 and are allocated to the pie chart in a clockwise direction).
Thus, to explode the 'Rent' slice, select 3 in the Slices box,
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then activate the Explode Slice option and press the Format
and Close buttons. In this way, you can emphasise one or
more portions of the chart.

(‘: Microsoft Works - [PROJECTI.WKS - Charts)
=| File Edit Gallery Formai Options Charts Window Help

[ O] ) I3

Adept Consultants Ltd
Average Monthly Costs

—
Phone/Fax (5 4%) ||||||I||“I||||Hllli-_-
HeakLight (2 4% =

Wages (57 9%)

Travel (8.6%)

Rent (5.0%)

\Puu ALT to choose commands

To cancel an ‘exploded' selection, use the Format, Data
Format command and press the Format All and Close
buttons. Selecting other slices for exploding, without first
cancelling previous selections, adds to the selection.

Mixing Chart Types:

To illustrate a combination of a bar and line chart, we will
consider the variable monthly costs of Adept Consultants. This
requires us to delete row 29 (the 'Rent' cost, which is fixed)
from the worksheet. Just as well, since Works for Windows can
only deal with a maximum of six categories and we would like to
introduce average monthly costs as our sixth category.

Use the Edit command to delete the row dealing with ‘Rent'
from your worksheet, then create a new category in the
renumbered row 32, to hold the average variable monthly cests.
We will leave it to you to work out and place the cell formulae
for this operation. If you have worked your way to here, this
should not be too much of a problem.
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To create a mixed char, first mark the A26:G32 cell block and
use the Charts, Create New Chart command. The chart will
look very similar to the ‘Costs' bar chart, discussed previously,
with a difference; there is no 'Rent' cost, but there is an
'‘Average’ addition. Now use the Format, Mixed Line & Bar
command, select the Line L option for the 6th Y-Series from
the revealed dialogue box, and press the OK button. The
following chart should appear on the screen. Save your
worksheet as PROJECT9.

(= Microsoft Works - [PROJECT9.WKS - Charti]

=| File Edit Gallery Format Options Charts  ‘Window Heilp

o
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It is possible to display data using two y-axes, by using two
different chart types; one type is then displayed on the left
y-axis and another type is displayed on the right y-axis. The
same thing can also be applied to two sub-groups of the same
chart type. To do this, use the Format, Two Vertical (Y) Axes
command and specify on the revealed dialogue box which
series you want to appear on the left axis and which on the right
axis.
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7. THE DATABASE TOOL

A Works for Windows database is a file which contains related
information, such as 'Customer's Names', ‘Consultancy Details',
'Invoice No.', etc. A phone book is a simple database, stored on
paper. In Works for Windows each record is entered as a
worksheet row, with the fields of each record occupying
_ corresponding columns.

The next section deals with the basic concepts of using a
database, along with the database ‘jargon’ that is used in this
book. If you are not familiar with database terminology then you
should read this section first.

A database is a collection of data that exists, and is organised
around a specific theme, or requirement. A database is used for
storing information, so that it is quickly accessible. In the case
of Works for Windows, data is stored in data-files which are
specially structured files that reside on disc like other disc-files.
To make accessing the data easier, each row or record of data
within a database is structured in the same fashion, i.e., each
record will have the same number of columns, or fields.

We define a database and its various elements as follows:

Database A collection of data organised for a specific

theme.

Data-file Disc-file in which data is stored.

Record A row of information relating to a single entry
and comprising one or more fields.

Field A single column of information of the same
type, such as people's names.

Form A screen in which one record of data can be
entered, displayed, or edited.

List The whole database displayed in a

spreadsheet-like format. Multiple records can
be entered and edited.

Query A set of instructions to search the database
for records with specific properties.

A good example of a database is a telephone directory. To
cover the whole country many directories are needed, just as a
database can comprise a number of data-files. The following
example shows how data is presented in such a directory.

97



Prowse H.B., 91 Cabot Close ....................... .. Truro 76455

Pruce T.A., 15 Woodburn Road ................ .. Plymouth 223248
Pryce C.W,, 42 North Gate Road ............... St Austell 851662
Pryor A., 38 Western Approach ................ .. Plymouth 238742
Pryor B.E., 79 Trevithick Road ...................... Truro 74231
Queen S.R., 4 Ruskin Crescent .............. ... Cambome 712212
Regan R.B., 1 Woodland Avenue ............... . . Bodmin 78236

Information is structured in fields which are identified below, for
a single record, as follows:

Name Address Town Tel No.

Pryor B.E. 79 Trevithick Road Truro 742310

Creating a Database

A database file, in Works for Windows, is created with the File,
Create a New File command and then selecting Database.
This produces a streen similar to that shown be ow.

F Microsoft Works - [Datal) <12
=| i

le  Edit Select Format Options  View Window Help L

Fonl:@tn New Roman @@E ml
3demifem |
o
i s
WieiloDpde] | o .
@ssALT'urcommands:'yﬁemxﬂollmdby:to creete field. [Py | FEAFTS o
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A database file DATA1.WDB is opened as a default. You should
not forget to change its name, but without an extension, when
you save it. All database files are automatically given the
extension .WDB when they are saved.

Database Screens:
This opening screen is a 'Form' window, or view. On it we will
build a *front end' form to enter, and access, our data.

The other way of looking at, and accessing, a Works for
Windows database is through the 'List’ screen, as shown below.

/;_ Microsoft Works - [INVOICE 1.WDB|
ibration Tasts
Customer Name | Details [Inv.Ne|_Issued IPd!Dd'D| Total Iz
"1 VORTEXCo td  Mind Tunnel Tests _egm 04m383| 0| | £12084] [}
2 JAVON Construction  Adhesive Tests 18802 [ 110383 | 1 | £10357,
T3 BARROWS Associate<Tunnel Design Tests _| 8903 | 13/03/83 | 0 £9937]
4 [STONEAGE Ltd [Carbon Dating Tests | 8904 | 15/03/83 | 0 £5598]
L6 |PARKWAY Gravel _ Material Size Tests | 8905 | 20/03/83 | 0 | £180.22]
_ 6 WESTWOOD Ltd LLoad Beanng Tests 0 | £8B52]
IGLOWORM Lid LurmnescenceTests | 8807 | 20/03/ 3 Bl B CE11155]
18 FILVERSMITHCo __ X-RayDiffract. Test | 8908 | 200383 | 1 | | £12345
L8 WORMGLAZE Ltd Heat Transfer Tests 8908 | 28/03/83 | Bl . £3587]
290 [EALING Engines Dgn Mbraton Tests ] 8910 02048370 | [ £50.95]
11_HIRE Service Equip __ Network implement/n | 8911 IEII'J4!‘33 0 | £280 D]
12 EUROBASE Co Ltd Prq Contr. Manag 39_1_'_1 '_!304:‘93 0 | £150. []J
43 _F REEMARKET DealersStock Control Pack___| 8913 | 25104/83 | 0 | | £56000]
34_[OILRIG Construct _ Metal Fatgue Tests | 6914 | 030583 | 0 | | 9663
18 _[TIME & Motion Ltd__Systems Analysis | 6915 | 130583 | 0 | | £12035]
= . |
el | WS e T Wl 5N il i W 7
(=L - .
\ Press ALT ta choose commands. or F2 10 adit S o=l 1805

The above shows the records of a simple database, suitable for
keeping track of the invoices issued by a small engineering
consulting company. As an example we will go through the
stages of setting up this database with the Works for Windows
package.

As previously mentioned, when a database file is
: opened, the Form window is shown on the screen.
2524 Press F9, or the List Toolbar icon show here, or

choose View, List, to switch to an empty List screen.
This gives a spreadsheet type view of the database, with the
numbers down the left hand side referring to individual records,
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and the column headings referring to the database fields. The
status line, at the bottom, shows which record the cursor is in,
how many records are currently displayed, and how many are
in the database.

T A - -
File Edit Bookmark Help

ThenuomweystMymndmbasainimmdon

[ hmmmmyouwurkmmmcmddaimonawmnizodbwnyuuam.sudlasan
nvoice or statement

In addition. you can use quary viaw to selecta particular group of records. and 9901 debnivon view to
get y informakion on your d:

When you creste a new database, Works ditpluyuinbnn\dem\’oudougn aform, and then build
your database by entering informati onnncovdmai‘nn.ToleanmmabmnuoingMDambul.
see the Microsoft Works for Windows Tuirial. Q

The above screen of useful descriptive information is part of the
Help system's Database Overview, which is well worth viewing.

Use F9, or the Form Toolbar icon shown, or the View,
. Form command, to change back to the Form window.

We will use this window to build a suitable entry form

for our database. As it is a multi-page window, the
co-ordinate information on the line below the Toolbar is needed
to keep track of the current cursor position. This gives X and Y
co-ordinates in the current system dimension units, (measured
from the top left hand comer of each printed page). The page
number of the current cursor position is shown on the Status
Bar. The overall maximum form dimensions can be 3 pages
long by 3 screens wide. A form can contain up to 256 database
fields, as well as titles, labels and other text. Each field can hold
up to 256 characters. A database can contain up to 32,000
records, which should be enough for most people!
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Creating a Form
Move the cursor, either with the mouse, or the arrow keys, to
the approximate screen location (X 2.5% Y 2.5"), and type

Customer Name:

Make sure you do not omit the colon. Press <Enter>, select a
width of 19 characters, and a height of 1 line, in the dialogue

box. A dotted line
[esevers | | is produced,
showing the field
location to the
right of the field

won. [T ]| | =

Heght [T ] name, and the

SR cursor is moved

Customer Name down to the next

| line, as shown
here.

Enter the remaining fields as shown in the table below.
Field Name Width

Details: 20
Inv.No: 6
Issued: 9
Paid: 4
O/D: 5
Total: 9

You should now have a basic database entry form which looks
something like the one shown at the top of the next page.

If you press the F9 key, or the List Toolbar icon, you will see
that the List screen now has a row of field titles along the top,
above the working area. All of the titles are not, at the moment,
visible, as the default column width for a List screen is 10, and
some of the fields are longer than this.

These widths can be altered by placing the cursor in the top
left cell of the screen, choosing the Format, Field Width
command, typing 19 in the box and pressing <Enter>. The List
screen field widths are in fact independent of those chosen for
the Form screen. In our example, we want them to be the
same, so alter the other widths as well and then return to the
form screen.
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Customer Name:
Details:
Inv.No:

Issued:
Paids =
0/D:
Total :

o]

-

X1 K1 1103 0
\Press ALT for commends; tye textfollowed by ‘1o create field. || Pg1 | | | 1 [T

Form Editing:

Before entering any records, the entry form would benefit from
some cosmetic attention. Place the cursor in the cell holding the
field title ‘Details:' and choose the Edit, Position Field
command. The mouse pointer changes to a hand and lets you
drag an outline of the field around the screen. Move the field to
the right until the top two fields are lined up on the colon. Move
the other fields so that all the colons are in one vertical line, or
until you have a layout you prefer. You will find that you can
simply select a field with your mouse pointer and drag it to a
new position.

With the Edit sub-menu commands you can move, copy, and
delete fields. The editing quick key combinations, given on page
28, and at the end of the chapter, can also be used in the
database section.

Place the cursor on the second screen line, at about the
position (X 2.9), type the database title

ADEPT CONSULTANTS LTD

and press <Enter>. As there was no colon at the end of the
entered text, Works for Windows accepts it as a label, not a
field. Labels can be placed in any unused space on the form
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screen. As the title is still highlighted it is a good time to carry
out any enhancements. Click on the Underline Toolbar icon.
Enter the other labels shown in the diagram below.

Microsoft Works - [INVOICE 1.WDB|
View Window Help

3]z J[2] (m]~Tu] [(E[=[=] @R

Customer Name: VORTEX Co. Ltd

Details: Wind Tunnel Tests

1ssued: 04/03/93 Inv.No: _8901

Paid: _0_ (Enter 1 if paid, 0 if not)

0/D: Days overdue
Total: £120.604

QW

Hlaelvie] T SCREY 1o
'QLThmthEBNxCTHLoPGDWhrMMM. Bt [ [T13 ] 1sa8

Hiding a Field Name:

The date cell, shown above as 22 June 1993, is not a label. If
you look closely you will see the cell has a dotted line below it. It
is, in fact, a database field (called Date:), containing a formula
to generate the current date, and with its field name switched
off.

Place the cursor in the fifth line down, and create a 'Date:'
field 17 characters wide. For the moment we will leave this cell
empty. To hide it, highlight its field name, and choose the
Format, Show Field Name command. The field name 'Date:'
should now be tumed off. If you wanted, you could now place a
different label on top of it. This technique is useful if you want to
keep actual field names short, but need longer descriptive ones
on the front-end form, as with the 'Overdue:' field shown in our
previous example.
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Entering Data in a Form

We will now enter the first record into the database. Your cursor
should be in the date cell. Press <Tab> to move to the
‘Customer Name:' field, and type:

Vortex Co. Lid press <Tab> and type,

Wind Tunnel Tests press <Tab> and type,
4/3/93 press <Tab> and type,

8901 press <Tab> and type,

0 press <Tab> twice, and type,
120.84 press <Tab>

Nothing should have been entered in the O/D: field.

The last <Tab> should have completed the entry of record 1,
and brought up an empty form for the next record. Press
<Ctri+PgUp>, to move back one record, to the date cell of
record 1.

When moving about a form, <Tab> and <Shift+Tab>, move
the cursor between fields, whereas <Ctrl+PgUp> and
<Ctri+PgDn>, move between adjacent records.

Moves to FIRST record —|
Moves to PREVIOUS record
Moves to NEXT record

Moves to LAST record Page number

« 1
IALT for commands; F2 to edit CTRL+PGDN/UP for next record. I *nﬁ‘

The arrow buttons on the left end of the Horizontal Scroll Bar
can also be used to step through the records of a database, as
is shown above.

Using Formulae in a Field:

Database formulae have two main applications; to automatically
force the same entry in each similar field of the database, or to
calculate the contents of one field based on those of another.
Each database field can only contain one formula. Once it is
entered in the field of one record, it is automatically entered into
all the other records. As in the spreadsheet a formula must
always be preceded by an equal sign (=).
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In our database example we will enter formulae in two fields,
the date formula next, and one that calculates the contents of a
field, a little later on. With the cursor in the date cell type

=NOW(Q

As with the spreadsheet, this formula is shown on the screen,
both in the cell and in the formula bar, at the top of the screen.
When you press <Enter>, a long number should appear in the
date cell, but the formula will still be shown in the formula bar. It
generates the number of days since the beginning of the
century, by using the intemal computer clock. Works for
Windows can use such numbers to carry out mathematical
operations using dates.

Formatting Field Cells:

As with a spreadsheet, each field can be given a specific
number, or date/time format. A format set in any field of a
database record, will force that format for the whole of that
database field.

In our example, the date number can be converted to the
current date by changing the format of the cell. With the cell
selected, choose the Format, Time/Date command, and select
Month,day,year and Long from the dialogue box and press
OK to produce the date in the format shown. There are many
different ways to show dates, as well as several 12-, and 24-
hour time formats. We will leave it to you to explore these other
options. If the cell fills with the hash character (#), do not panic,
it only means the date is too long for the cell width. Simply alter
the cell width with the Format, Field Size command.

The Total field, on our form, also needs formatting. Select it
and choose Format, Currency, with 2 decimal places, to show
a leading '€’ sign.

Locking Fields:

All fields in a Works for Windows database are initially locked
when first created. These locks, however, only become
effective when they are 'activated’, with the Qptions, Protect
Data command. Not only do these locks prevent the data in a
cell from being accidentally altered, but they also cause the
<Tab> key to ignore the cell, when you are moving around the
form, or entering data.
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In our case, we need the current date cell to be protected, so
we must unlock the other fields, before tumning the protection
facility on. Select each field in turn, and choose the command
combination Format, Style, followed by <Alt+k>. At the same
time, while in the Style dialogue box, the cell alignments and
other styles, could also be changed. When all the fields, except
‘Date:’, have been unlocked, choose the Options, Protect Data
command. The date field should now be fully protected. In fact,
it is now inaccessible until database protection is toggled off
again.

Complete the data entry by typing in the remaining 14 records
shown in the screen dump on page 99. When you have saved
the database as INVOICE1, a List view should then be the
same as that printout.

Sorting a Database:

The records in our database are in the order in which they were
entered, with the invoice numbers, in the ‘Inv.No:' field, shown
in ascending order. However, once records have been entered,
you might find it easier to browse through the database if it
were sorted in a different way; say, in alphabetical order of
‘Customer Name'. This might also make it easier to use the
database for other operations, such as a mail merge. Works for
Windows has an easy to use sort function, which can be
accessed from either the Form or List screen.

With the cursor in any location, choose the Select, Sort
Records command. In the 1st Field box type the name of the
first field to be sorted, in our case Customer Name, and select
Ascend (Alt+A). This sorts the field in an ascending order,
from A - Z, and from 0 - 9. A descending sort order is the
reverse. If you decide to have a secondary sort field (say you
want invoices for the same company to appear in ascending
order of invoice number), it is a simple matter to define a
secondary sort range, before sorting. The three sort ranges
available should be enough for most purposes.

Issuing these commands should produce the display shown
on the next page.
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/— Microsoft Works - [INVOICE1.WDB|

PN TR T T T T —
u] (=23 @7 B0)
A\r‘ON Cnnshucncn
- ' Details _ : - T
1 JAVON Construction_JAdhesive Tests 18902 [ 110383 | 1 | T £10352| 4
t_[BARROWS AssociatesTunnel Design Tests 0] ] feam
}_EALING Engines Dgn_ Vibration Tests 0] 1 £6885
4 FUROBASE Co. Ltd PI'UJ Contr Manag 10} | £1500 rrﬂ_
_5 FREEMARKET DealersStock Control Pack 101 | E560.00]
L6 GLOWORML ’I,I_J_n_mnes.cence Tests 1 0] | E11155]
" HIRE Service Equip _ Network Implement/n | (0| _*___E_I{EQ_OO
—8 JOILRIG Construct __ Metal Fatigue Tests | 8914 | 030583 | 0 | | £98.63
9 PARKWAY Gravel Matenal Size Tests 8905 20‘133!"33 0| | _E180 22‘
10 [SILVERSMTHCa }f Ray Deffract. Test 8908 ?0’034’93 1] | £12345
41 JSTONEAGE Ud__ Carbon Dating Tests | 6304 | 15.133.'93 0| | £5508]
12 [TIME & Motion Ltd _Systems Analysis [ 8915 | o T r12038]
13 NORTEX Co Ltd Wind Tunnel Tests EQ’DT 04103193 0] | E12084)
14 WESTWOODUd  Load Bearing Tests | 8906 | | 2003/93 | 10} | £68.52|
16 MWORMGLAZE (td  Heat Transfer Tests | 8909 | 200383 | 0 | [ £3587]
A s
218
38 Lis]
LJ
\ Press ALT to choase commends, or FZ 10 edit | S el el s gl

Now re-sort the database, in ascending order on the 'Inv.No:'
field, to return it to the original format.

Date Arithmetic:

There are several date functions which can be used in Works
for Windows to carry out date calculations. For example, typing
the function =DATE(89,4,18) - 18/4/89 backwards - works out
the number of days since 31 December 1899. These functions
are included to make Works for Windows more compatible with
Lotus 1-2-3, but Works for Windows has an easier, and quicker,
way of dealing with date arithmetic. Just typing a date into a
cell, in one of the accepted date formats, allows Works for
Windows to use the date number in any calculations. When a
date is typed in a field, or a spreadshest cell, what actually
shows in that cell depends on the cell format. If '30/10/68", (2
date in short date format), is typed into a cell, it will be shown as
30 October 1966 in long date format, or 22219, in any of the
number formats.

The function

=NOW(Q-30/10/66
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gives the difference in days (if the appropriate cell is formatted
for integer numbers) between now and the mentioned date.

We will use this function to work out the number of overdue
days for the unpaid invoices in our example, by typing the
following formula into the O/D field cell:

=NOW(Q-Issued

However, before we proceed, we should take into consideration
the fact that, normally, such information would not be necessary
if an invoice has already been paid. Therefore, we need to edit
the formula to make the result conditional on non-payment of
the issued invoice.

The IF Function:

The =IF function allows comparison between two values with
the use of special 'logical' operators. The logical operators we
can use are listed below.

Logical operators

= Equal to

< Less than

> Greater than

<= Less than or Equal to
>= Greater than or Equal to
<> Not Equal to

The general format of the IF function is as follows:
=IF(Comparison, Outcome-if-true, Outcome-if-false)

which contains three arguments separated by commas. The
first argument is the logical comparison, the second is what
should happen if the outcome of the logical comparison is 'true’,
while the third is what should happen if the outcome of the
logical comparison is 'false’.

Thus, we can incorporate an =IF function in the formula we
entered in the O/D cell, to calculate the days overdue, only if
the invoice has not been paid, otherwise '0’ should be written
into that cell. The test will be on the contents of the
corresponding ‘Paid' field of a record, and will look for anything
else but '0'.
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To edit the formula in the O/D cell, highlight the cell and press
the Edit key (F2). Then press the <Home> cursor key, followed
by —, to place the cursor after the '=' of the existing formula in
the formula line at the top of the screen and insert

IF(Paid=0,

then press the <End> cursor key to move the cursor to the end
of the existing entry and add

.0

The edited formula should now correspond to that shown in the
screen printout below.

/:. Microsoft Warks - [INVOICE1. WDE]
w| File Edit Select Formal Options View Window Help

= |F(Paid=0,NOW(Hssued 0)
Customer Name _ | Details
| VORTEX Co._ Ltd Wind Tunnel Tests | BBO01 | D4/03/83 |
| JAVON Construction _ Adhesive Tests BSU? 11/03/83 |
| BARROWS AssociatesTunnel Design Tests 89[]3 13/03/93 |
STONEAGE Ltd iCarbon Dating Tests | 8904 | 15/03/93 |
§__[PARKWAY Gravel Matenal Size Tests 8905 20/03/93 |
WESTWOOD Ltd Load Beanng Tests Bal]ﬁ | 20/03/93 |

[0 | x10352
£9932 |
700 £5598]
1785 | £18022/
95 | £6852

0
1
0
0
0
0
. et [] -
SILVERSMITH Co X-Ray Diffract Test 8908 | 2000393 | 1 | 0 | £12345
0
0
0
0
0
0
0

___GI.:OWC_)RM Lid Lummpscence Tests | 8907 i 120/03/93 | 0 | 95 | £11155
B

79 IWORMGLAZE Ltd__ Heat Transfer Tests | 8908 | 28/0383 | 0 | 86 | £3587
10_FALING Engines Dgn Mbration Tests 18810 [02/04/83 | 0 | B2 | £5895
11_HIRE Service Equip INetwork Implement/n 8911 [ 10/04/83 | 0 | 74 | £29000
12 FUROBASE Co Ltd F'roJ Contr. Manag. 8912 18/04/93 | 0 | BB | £150.00
13 FF?EEMARhETDeaIerctp_t_ack Control Pack___| 8913 | 25/04/93 | 0 | 58 | £56000,
4 _[OILRIG Construct. Metal Fatigue Tests | 8814 | 030583 | 0 51 | £89663
18 |TIME & Motion Ltd Systems Analysis _ 18915130583 | 0 | 41 | £12035]
16
17 t

18 SISy i P Ties Dz 3 |

19 | - ' s
- »

\E"m ALT to choose commands. or F2 to edit il =Pk e 191

Note that once a formula is entered into any one field cell it is
automatically copied to all the other cells in that field of the
database. Save the file under the name INVOICES.

Your results will almost certainly differ from those above. The
reason for this is, of course, that the NOW() function returns
different numerical values when used on different dates. To get
the same results as those shown, you could reset your
computer clock to that used in our example. This is easily done
from the Windows Control Panel.
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Save your work and Exit the Works for Windows program.
Open the Control Panel (see page 20), double-click the
Date/Time icon, reset the Date to '23/6/93' and press OK. Close
the Control Panel and the new date will be operational when
you re-enter Works for Windows. Make sure you have saved
your work before doing this, and when you have finished this
section remember to reset the date.

Searching a Database

A database can be searched for specific records, that meet

several complex criteria, by the use of the View, Query
command, or by clicking the Toolbar Query icon,

shown here; but for a simple search, on one field
only, the Select, Find command is both quicker and
easier.

We will use the previously saved database INVOICES to

illustrate both these methods.

Let us assume we needed to find a record, from our
database, containing the text 'x-ray’. In the form window, with
any record showing, choose Select, Find, type x-ray in the
Find What box, and select the option, All Records. The record
for 'Silversmith Co' is brought to the screen, and the status line
indicates that this is the only record that meets the search
criterion. To check this press F9, to switch to the List screen.
Only the one record is shown, and all the others are hidden.
The command, Select, Switch Hidden Records, will retrieve
all the records which did not contain the searched for text (note
that row 8 is not included in the listing). The Select, Show All
Records command will display the complete database again.

The same search sequence can be carried out in either the
Form, or List, windows. In the Form window the whole database
is always searched, whereas with List, if-a part of the database
has been selected, only that part will be searched. Otherwise
the whole database is searched, as before.

Database Query:

Sometimes it is necessary to find records in a database that
satisfy a variety of conditions. For example, in a warehouse
stock database, you may need to find all the items that were
purchased between May and July of last year, that were
ordered by a specific person, cost between £5.00 and £100.00,
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and that remained in stock for more than 60 days. In Works for
Windows this kind of search is called a query.

When a query is carried out in Works for Windows, all the
records that match the query criteria are displayed. In List view
these are all displayed, whereas in Form view you see one
matching record at a time. Every time a query is applied the
program searches the complete database for matches.

Retrieve the file INVOICE3.DBW, if it is not already loaded,
and select the List view. Choosing the View, Query command
presents a form type screen, with each field left blank. The
status line shows us that it is a QUERY view.

Assuming that we would like to search the database for alf the
details of our customers whose invoices are overdue by 80 or
more days, and who owe more than £100, then we would type
in the O/D field cell the criterion

>=80

and in the Total field cell the criterion
>100
The screen should now look like that shown below.

/ﬁ Microsoft Works - [INVOICE 3.WDB|
= File Edl‘l Options  Yiew Windew Help

|~ b-80

AbEFT_cousuTams i e
Invoice Analysis

Customer Name:

Details:

Issued: Inv.No:

Paid: __ (Enter 1 if paid. 0 if not)

o-p: lll Days overdue
Total: >100

T IeT

21 -

\N:rhrmdt:ﬂ’mldit Pl f T [ QUERY
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Criteria may be included that refer to one field, or to several
fields, of the database (up to 256).

A label, or a value, may be entered exactly as it appears in
the database, or the two special characters ? and * can be
used, to match any single character of a label, or all characters
to the end of the label. Preceding a label with a tilde (~), causes
the search of all labels except for that one. Thus, ~Y* searches
the database for all records with an entry in that field which
does not begin with Y.

To search a database for values, either enter the value as the
exact criterion, or use a formula, such as >=80, in which the
logical operators (<, <=, >, >=, <>) can be used.

The logical operators AND (&), OR (i) and NOT (~) can be
used to link multiple conditions in any query. For example, had
we typed the criterion in the O/D cell as >=80&<120 we would
retrieve the records that were overdue by between 80 and 120
days.

When all the required criteria have been entered, retum to the
List view by pressing the View, List command. Only the
records which meet the search requirements will be listed. In
our case this should be three only.

~ | [IF(Paid=0NOW(-ssued.0)
mer [ D

, itome! Lails L P ald

ORTEX Co. Ltd Wind Tunnel Tests | 8301 10410303 | 0 £12084

PARKWAY Gravel __ Material Size Tests | 8905 | 20/03/93 | 0] 85] £18022]
i IGLOWORM Ltd Luminescence Tests | 8907 | 200383 0 95 ' £1115§

3
B 0
—

!

To view all the records again, choose Select, Show All
Records. The query criteria will remain intact until next edited.
To rapidly carry out a search, using existing criteria, simply
press F3, which is a Quick Key for the Select, Apply Query
command. Now save this worksheet under the filename
INVOICEA4.

Quick Key Combinations

As with the other Works for Windows tools several of the

editing, selecting and moving menu commands can be short

circuited by using quick key combinations. These are all listed

in Appendix B. Some of the more frequently used ones are

given on the next page. Most of them are usable only with the
| database, but some are common to the whole package.

i
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Combinations for use with the database:

Editing

Copy selection Ctri+C
Paste selection Ctrl+V
Cut selection Ctr+X
Edit cell in formula bar F2
Apply query F3

Go To F5
Switch Form/List F9

Selecting and Moving - List View

Select record/row Ctri+F8
Select field/column Shift+F8
Select whole database Ctri+Shift+F8
To next unlocked field Tab

To previous unlocked field Shift+Tab
Right one window Ctri+PgDn
Left one window Ctr+PgUp

Moving - Form and Query Views

To next record (Form) Ctri+PgDn
To previous record (Form) Ctr+PgUp
To next field Tab

To previous field Shift+Tab

The Database Toolbar

Mouse users of Works for Windows have an advantage when
using the database, in that they can make use of the Toolbar.
This occupies the second line down of the screen. If you prefer,
you can tum it off by activating the Qptions, Show Toolbar
command. This is a toggle, when the V' shows the Toolbar will
display, otherwise it will not. To use the Toolbar you simply click
the mouse on one of the icons shown below, and the command
selected will be effected.

The meanings of the Toolbar options are as follows:
Option Result

|[E] Specify a font for the whole view win-
dow. Clicking the arrow ({) will open
the list of fonts

| Font: [Courer

113




II' Specify a font size for the whole win-

dow. Clicking the arrow ({) will open
the list of available sizes

Embolden highlighted cell contents
Make selected cell contents italic
Underline highlighted cells

Left align highlighted celis

Centre align highlighted cells

Right align highlighted cells
Change to Form view

Change to List view

Change to Query view

Change to Report view

fe Activate Print Preview
_é:i Activate the Print command
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8. DATABASE APPLICATIONS

Once a database has been created, the data sorted in the
required order, and specitic records have been searched for,
the retrieved data can be browsed on the screen, either one
record at a time, or in the list format, one full screen at a time.
Some form of hard copy will almost certainly be required at
some stage, by printing part, or all, of the database to paper.

Printing from a Database

There are three main ways of printing information from a
database. In the 'Form' view, selected records are printed out in
the same format as the screen form. Printing from a 'List' view
will produce rows and columns just as they appear on the
screen; no manipulation of the printed result is possible. To
obtain a customised print-out, possibly containing selected
fields only, but with report and page titles, totals and sub-totals,
a 'Report’ must first be defined. Data would then be printed
from the Report screen.

From the List and Form windows what is printed is controlled
by the settings in the File, Page Setup & Margins dialogue
box, as shown below. Printing from List, will produce a
spreadsheet like layout. This will only give a usable print-out, if
your database has only a few fields per record.

Printing from the Form view could probably be best used with
a diary type appointment database, or with a simple database
designed to hold, say, personnel lists or parts inventories.
Space could be built into each form to hold a photograph on the
printed output.

To demonstrate the process load the database
INVOICE4.WDB, which was created in the last chapter. From

the Form  view

T e |  choose File, Page
Top margin:  [1 Page jength. [11.65" ] Setup & Margins to
| e ] pom CELa Ry display the dialogue
s S E,~ g,........;D bog s.ttmot\:vn h:reb
1=t = Page brsaks between records WILC! O _age
eyl ;_::J:j sk pyesa | breaks  between
Print which vecords ———  -Print whvch Rems ——— records, type 1" as
gm gl g:'::'m o i the Space between
S | e records, and select
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both All records and All jtems as in our example. When you
accept these settings a print preview should show two neatly
spaced records on the page.

Creating a Report

A report can present records sorted and grouped, with
summaries, totals, and with explanatory text. Once a report
format has been set up, producing a report is a quick, almost
automatic process. The current records 'displayed' in a
database are those used to make the body of a report. The
initial process is to create a report definition, which indicates
what information will be in a report, and where it will be placed.
Microsoft have given the Report facility of Works for Windows a
‘'semi-automatic front end' and the production of simple report
formats is now very much easier.

Using the database we built up in the last chapter, we will
step through the process of setting up a report definition. If
necessary, retrieve the file saved as INVOICE4.WDB. This was
a database to store details of the invoices sent out by a small
company. It would be very useful, for both the accountant and
the company management, if a report like that on the next page
could be ‘instantly’ produced, and printed out. This summarises
all the unpaid invoices and ranks them in groups depending on
the number of months they have been overdue. Once we have
defined the format of this report, it will only take a few
keystrokes, at any time in the future, to produce a similar but
updated report.

Change to the Form screen of INVOICE4.WDB, as we must
first add an extra field to the form. This will show the number of
months an invoice is overdue. We will need it to provide the
basis for sorting the database records, and breaking them up
into groups.

Open a new field called 'Months:', placed wherever you like
on the form, but give it a width of 3. Highlight the empty cell,
type the formula

=Int(O/D/30)

and press <Enter>. Note that Works for Windows places single
inverted commas around the field name O/D, to show it as a
label; this is because it contains the slash character /. The
formula produces the integer part of the number of days
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Customer
Name

TIME & Motion Lid
OILRIG Construct.
FREEMARKET Dealers

1. 2 Months Overdue

EUROBASE Co. Ltd
HIRE Service Equip
EALING Engines Dgn
WORMGLAZE Ltd

2- 3 Months Overdue
PARKWAY Gravel
WESTWOOQD Ltd
GLOWORM Ltd
STONEAGE Ltd
BARROWS Associates
VORTEX Co. Ltd

Overall Totals
and Averages

3- 4 Months Overdue

ADEPT CONSULTANTS LTD
Invoice Analysis Report

Summary of Overdue Invoices

Invoice Days
Number Overdue
8915 41
8914 51
8913 59
3 50
8912 66
8911 74
8910 82
8909 86
4 77
8905 95
8906 95
8907 95
8904 10C
8903 102
8901 11
6 100
13 81

Total
Amount

£€120.35
£96.63
£560.00

£776.98

£150.00
£290.00
£58.95
£35.87

£534.82

£180.22
£68 52
£111.55
£55.98
£99.32
£120.84

£636.43

£1,948.23

overdue, divided by thirty. In other words, the whole number of

months overdue.
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We are now ready to create the report definition.
Choose the View, Create New Report command, or
click the Toolbar Report icon shown here. The New
Report dialogue box is opened as shown overleaf.




'/:| = Microsoft Works - [INVOICE4.WDB|
=| File

Report Jatte: [ADEPT CONSULTANTS LTD S ]

Select fields to include El
e |

m Report and chosse Add: Edhnnupu!_

e

e -
|
!
k

0/D: 112 Days overdue Months [
Total: _ £120.84

S«leiele] T —12]
w:mnm [Pt | | S T T 1

To complete the box as shown, type ADEPT CONSULTANTS
LTD into the Report Title box. Select the field ‘Customer Name'
in the Select fields in... list box and press Add>>, or <Alt+A>,
to add the field to the Fields in Report list. In the same way
add the fields 'Inv.No', 'O/D' and 'Total' and then choose OK to
select the dialogue box options.

The Report Statistics box is then shown. This provides a
quick way of entering formulae into the report, to carry out
calculations and produce totals or averages, for example. In the
future you should find this an easy way to generate rapid
reports, but at this stage we will not use this method, so press
OK to move to the report definition screen, shown on the next
page.

The message in the pop-up box tells you to use the Print
Preview to see what yor report will look like when printed.

The working area of the screen, contains columns and rows
which intersect, as in the spreadsheet, to form cells.

The row types, shown on the left part of the screen,
determine the order the rows will be printed in the report, and
what action will be taken in that row.
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(—-] Microsoft Works - [INVOICE4.WDB| [=12N
3t A ] 38 LS YOO e Tl I T R
Title i | ADEPT CONSULTANTS LTD
T
__Headings | CustomerName Inv.No O/D | Tetal
Headings &
Record =Customer Name =inv No='"O/D=Total
__Summary | = ? LAV
T Feaaerr 3
The report definition has been crested!
To see what the report will look like
when yeu print, select Print Preview.
e
.
.]_l — T E—— T e
\F’nu ALT 10 choose commands. or F2 to edt | f | REPORT

Row type
Title

Headings

Intr 1st breakfield

Intr 2nd breakfield
Intr 3rd breakfield

Record
Summ 3rd breakfield

Summ 2nd breakfield
Summ 7st breakfield

Summary

Prints

At the beginning of a report

At the top of each page

At the beginning of each group
created by the 1st breakfield

At the beginning of each group
created by the 2nd breakfield

At the beginning of each group
created by the 3rd breakfieid

Each displayed database record

At the end of each group created by
the 3rd breakfield

At the end of each group created by
the 2nd breakfield

At the end of each group created by
the 1st breakfield

At the end of a report

At this stage the 'Intr' and 'Summ’ line types do not appear on

our screen, as there are no

breakpoints defined for the report.
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If you printed the report generated from this initial procedure we
don't think you would be overly impressed with the results. As
long as you can persevere, though, and follow us to the end of
the chapter, we are sure you will be impressed with the power
of the report generating facility.

Naming a Report:

If you open the View sub-menu you will see that a report
named 1 Report1 has been added to the menu, and a V' has
been placed against it. The tick means that this is the report
currently selected. Works for Windows gives any reports
generated a series of names, numbered 1, 2, 3, etc. To change
this menu name, choose Name Report, type 'Overdue’ in the
Name text box and select Rename followed by OK. The View
sub-menu should now contain the option 1 Overdue. When a
database is saved, any report definitions generated are saved
with it, including sorting instructions. Obtaining a similar report
in the future is simply a matter of selecting it from the View
sub-menu.

Defining a Report:

The definition to automatically produce the report on page 117
is shown in the next screen dump example. This was designed
to print on an A4 sheet of paper, with 1" margins.

As an example we will go through the procedure of producing
this report. Most of the reporting features should become
apparent during the operation. You may also find it useful to
spend a few minutes with the relevant section of the Works for
Windows tutorial.

The report definition will be easier to prepare from an empty
work area, so choose Select, All and then Edit, Clear to clear
the working area cells.

The first operation is to reset the column widths. Set columns
A, B and C to a width of 2, by selecting these columns,
choosing Format, Column Width and typing 2, followed by
<Enter>. In the same way, alter the other columns as follows: D
to17,Eto 14, Fand Gto 12.

Adding a Report Title:

The 'Title' rows hold any text that is to appear at the top of the
first printed page of the report. In our example we will need six
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Microsolt Works - [INVOICES. WDH|
=| File Edit Select Formatg Qplinu mew ﬂlndw Help
I 2
Title ADEPT CONSULTANTS LTD |
Sl VN Invoice Analysis Report | L
T Summary of Overdue Invoices
Title
R 1 e i .
___Headings  [Customer | Invoice _Days - Total
__Headings [Name Number Overdue Amount
__Headings |
__Record ] v No o0 =Towl
Menths
Summ Months k=h- =h Months Overdue =COUNT('O/D') =AVG('O/MD) =SUM(Total)
Summary [
Summary _ |Overall Totals = | il .
Summary  jand Averages =COUNT('O/D') FAVG('O/M') |=SUM(Total)
mmary |
: i - } ! |
A1 ; |
\ Press ALT 10 chooss commends, or F2 to ecit =0 I | REPORT

rows of this type, so we must insert four more. Press
<Ctrl+Home> to move the cursor to the Home cell, highlight the
top two cells of row A by pressing, F8 followed by the down
arrow, choose Edit, Insert Row/Column and select Row in the
dialogue box. The next box asks what type of rows are to be
inserted; we want ‘Title', which is highlighted, so press <Enter>
to complete the operation. As we highlighted two rows initially,
two new ones should have been inserted. Repeat the operation
to insert a further two rows, making six in all.

To position the main report title in the centre of the printed
page, move the cursor to column E of the top row, type

ADEPT CONSULTANTS LTD

and press <Enter>. We will leave it to you to add the other two
title lines on rows 2 and 4. To place the horizontal line across
the page, fill the cells A5 to G5 with blank spaces (type "
followed by spacebar blanks) and then underline the whole
range with the Toolbar Underline icon.

Adding Page Titles:
Page titles are placed in 'Headings' type rows, and appear
below the report title on the first page of a report, and at the top
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of all subsequent pages. We will need four of these type of
rows, so insert two more, as described earlier. The top two of
these rows will hold the four report column titles, as shown on
page 117. To enter these, place:

Customer and Name - left aligned - incolumn A
Invoice and Number - centre aligned - in columnE
Days and Overdue - centre aligned - incolumnF
Total and Amount - rightaligned - in column G.

The easy way to select the above alignments is by clicking the
relevant icons on the Toolbar. In fact, the Toolbar is the only
way of checking the actual alignment of a cell's contents. The
alignment type of a selected cell will be shown by a depressed
Toolbar icon.

To copy the line from row 5 to row 9, place the cursor at A6,
press F8 to start selecting, press <End> to highlight the line,
choose the Edit, Copy command (<Ctrl+C>), move the cursor
to A9 and press Edit, Paste, or <Ctr+V>.

Using Formulae in a Cell:

The body of the report will be produced by the contents of the
‘Record' row. If we type a fieldname, preceded by an equals
sign, in a 'Record’ cell, Works for Windows places the contents
of that field for each record into the report.

There are also a series of statistical operators that can be
included in cell formulae. These are mainly used in 'Summ' type
rows, to produce totals, averages, etc. When placed in a'Summ
fieldname' row they give field statistics for the previous group
printed. In a 'Summary' row the statistics refer to that field for
the whole report.

Statistic Calculates

SUM Total of the group

AVG Average of the group

COUNT Number of items in the group
MAX Largest number in the group
MIN Smallest number in the group
STD Standard deviation of the group
VAR Variance of the group
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There are several ways to enter formulae in a cell. If you can
remember all your database fields, the easiest is probably to
simply type the formula in.

The Edit, Insert Field Name and Edit, Insert Field Entry
dialogue boxes list all the fields of the database. The Edit,
Insert Field Summary box lists not only the database fields,
but all the above statistical functions, which you can select to
place in a 'Summ', or 'Summary’, type row.

In our example, to complete the 'Record’ row, simply type the
following formulae into the cells shown below and format the
cells as follows:

Cell  Contents Style Format

A =Customer Name  Left justified

E =Inv.No. Centre justified  Fixed (0)

F =0/D Centre justified  Fixed (0)

G =Total Right justified Currency (2)

Sorting a Report:
A report is sorted to arrange the database entries in a certain
order, such as alphabetical (order) or by date. A sort order
specified in a report stays with that report, until it is physically
changed. The main sort field, in our case, is on the Months
field. We must specify the sort parameters now, as 'Summ' type
rows cannot be used without a breakpoint having been entered.
The Select, Sort Records command will produce a dialogue
box similar to the one below. The selections shown are those
required for our example. To obtain them, type Months in the
ist Field, select an AscendA search and force a break,
<Alt+G>, on this field.

Sort Fterl_urrl c .

13t Fiold——— 2nd Field—— ~Jd Field——

[Month] || | [o0 ]| ]
@ Ascend A @® Ascend C ® A dE
O Descond B O Descend D O Descend £
B Break G [] Break § [] Break L

[ 15t Lorter | [ tsttetter K Cdisttena M

dii

123




This will cause the report to split its output every time the value
of the field 'Months' changes. In our case, for neatness, we
have also specified a 2nd Field ascending sort on the O/D field.
If our database contained many hundreds of records, with
several for each customer, we could also sort, and break, on
the Customer Name field. A summary for each customer would
then be produced.

When the sort dialogue box is accepted, an extra row, ‘Summ
Months', is placed in the report definition. Note that a series of
simple formulae is also inserted in this new fine. In our case,
most of these are not a lot of use, as can be demonstrated by
looking at the report so far produced.

From the definition screen this can be done by clicking on the
Preview Toolbar icon, while pressing Cancel will retum you to
the previous screen. Clear the formulae in columns A to F, with
the Edit, Clear command, but leave that in G which we will use
below.

Completing the Report Definition:

Insert two more 'Summ Months' rows, and enter the following
formulae in the middle row cells, with the formats and styles
shown.

Cell Contents Style Format

A =Months General Fixed (0)

B "~ General

o] +Months+1 Right justified Fixed (0)

D " Months Overdue  General

E =COUNT('O/D") Centre justified  Fixed (0)

F =AVG('O/D") Centre justified  Fixed (0)

G =SUM(Total) General Currency (2)

When you have completed this row, copy horizontal lines, as
described previously, and place them both above and below it.

Our report definition is almost complete now, only the
‘Summary' rows remain to be done. If you have worked your
way to this stage, entering these rows on your own should
present no problems.

Insert two more 'Summary’ type rows. Leave the top one
blank, place a line in the bottom one, and type the following in
the remaining two rows:

124




Cell Contents Style Format

Row 16

A Overall Totals Left justified

Row 17

E =COUNT(O/D) Centre justified  Fixed (0)

F =AVG(O/D) Centre justified  Fixed (0)

G  =SUM(Total) Right justified Currency (2)
Applying a Query:

For a report to show the correct records, the database must first
be searched using the required retrieval criteria, as was
described in the previous chapter.

In our case, the report should include all the invoices which
have not been settled. Choose the View, Query command, or
click the Query icon, type a zero in the Paid field, and press
<Enter>. The correct records should now be active. Use the List
icon to check that the Query has worked.

Printing a Report:
Printing a report is similar to printing a word processor
document, except that the facility to force column page breaks

4 Microsoft Works - [INVOICEE. WDE|
by [(Pagei]
awalee Analysis Fepont II".I.
S ary of Overdue Involees P'_.-;m

=
Ouswomen L [ 1 Total
L Nembe Owocdue Amoust

| (Zoomin |
TIME & Motian Lud " “ £203%

OLAIG Cavsrvet i L] 9683
FREEMARKET Oealers L 5 58000

1. 2 Mamhs Overdws 2 O

EUROBASECo. Lid Wiz - usee EE
HIRE Servise Equip L 11 ™ £290.00
EALING Engine s Dgn 1) a2 15098
VORMGLAZE Ly oy L 0s7
7. ) bemms Overdwe ¢ n [TETXT
PARKWAY Grevel 1308 ] [IT¥T]
VESTVOODLd 2908 ] 6852
GLOVORMLY 907 ] 1188
STONE AGE Ltd 2904 100 5598
BARRDY § Asscoistes 2903 102 9932
VORTEX Ca LW "o Tt n2ees
1. CMmesOwmdee ¢ 18 @ee

Owesall Totals
=d Averages " L] £1.94827
-
\_ g y
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is included, as is the case with spreadsheets. From the Report
screen choose File, Page Setup & Margins and make sure
your page is set up with 1* margins, and select Print Preview to
see what your report will look like on paper. It should be similar
to the screen dump shown on the previous page. Press P to
start printing, or Cancel to retumn to the Report definition
screen.

Our report definition is now complete. It probably took several
hours to build, but an instant report can now be generated from
it, no matter how big the database gets. Also you should by now
be able to tackle any reports of your own design. g

Form Letters

We are now in a position to use the mail merge capability of
Works for Windows to create customised ‘form letters’, which
make use of information stored in a database. As an example of
this, you could create the following simple database which
contains the personal details of our potential customers. Save it
as ADDRESS.WDB.

Micrasoft Works - JADDRESS WDB|

S : Mane: Title

Appellation
Specialisation

l+]

\Prass ALT for commands: type ext followed by . 1o creste field.  |Pg1 | | | 12 | 00

Now type the letter shown on the next page, using the word
processor. Note the way the various field names are enclosed
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by angled brackets. These ‘field name markers' cannot be just
typed in place. Move the cursor to where you want a field name
marker and choose the Insert, Database Field command. In
the Databases box select the file name of the database to use,
in our case ADDRESS.WDB. In the Fields box select the field
name you want and press <Enter>. Works for Windows will
place the field name in the document. When the letter is
completed save the document as LETTER.WPS.,

Note the field 'Appellation' which could be 'Sir', if you cidn't
know the name of the recipient, 'Mr Brown', if you did or 'John’,
if he was a friend of yours.

/< Microsaft Works - [LETTER.WPS]
=| File Edit Select Formst Options [nsert Window Help
Font: [Helvetica |#]11

e

-
«Title» «Name» «Surname»
«Positions
«Company»
«Address1»
«Address2»
«Address3»

aCountry»

“longdate*

Dear sAppellations,

We would like to bring to your attention our wonderful new modular courses
from which, we believe, some of your staff may benefit. A copy of eur
spectacular new prospectus is attached, and we awalt your comments.

Yours Sincerely,

Course Director

eu .

e e

\ Press ALT to choose commands, | I | I [ Pguyr 4

+

The field 'Specialisation’ is included so that your form letters are
only sent to relevant people. You would use information in this
field in a Query to select records.

Printing Form Letters:

Works for Windows will print one copy of the letter for each
record displayed in the database, assuming of course that you
have entered some records. Before continuing make sure the
database has been searched and sorted to display the records
you need.
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Open both the database file and the file holding the form letter.
In our case ADDRESS.WDB and LETTER.WPS. From the word
processor file, make sure your printer is set up correctly,
choose File, Print Form Letters, select the database to use in
the database box and press Preview to check what will be
printed. When you are ready select Print twice and finally
complete the usual Print dialogue box for Number of copies,
etc. Obviously if you don't want to actually print the letters you
would press Cancel.

That is all there is to it. As long as your printer does not run
out of paper, Works for Windows will print as many letters as
there are records selected. To stop the operation press <Esc>.

This procedure is not, of course, restricted to producing
letters. It can be used for any word processed document which
extracts information from a database.
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9. OTHER PROGRAM FEATURES

There are two more features included in the Works for Windows
package that need some coverage. These are WorksWizards
and templates, both of which are designed to make the
program more useful and easier to use.

WorksWizards

With WorksWizards, which are new to the Windows version of
Microsoft Works, you get step-by-step assistance in creating
particular types of documents. There are WorksWizards set up
for creating an address book database, personalised form
letters and mailing labels. WorksWizards are produced by
Microsoft and cannot be ‘home made'; presumably they will
offer additions to the range in the future.

To start a WorksWizard use the File, Create
New File and click the WorksWizards button

BT shown here. This opens a box offering you the
Wokswzads | choice of three WorksWizards.

Address Books - Lets you automatically create one of three
simple address book type databases.

Form Letters - Lets you create individualised letters to all of
the people selected from an address book database. This is
similar to the example at the end of the last chapter.

Mailing Labels - Allows you to print mailing labels, of any
size, using address information from a previously produced
address book database.

As an Address Book database is required by the other options it
would make sense to select this option first. Pressing the Hint
button on the next

Chooes this button __ Diaplae the screen will show these

Rt ey instructions on how to

v V. operate the screen

(e [ wint | Bock ] Wew | buttons throughout the

A A process.

B o i Press the Next button

the Work Wizard to work through the
varnous screens.
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Select one of the three types of Address Books to create and,
either accept, or modify, the field options offered to you. When

message window.

all the fields required have been chosen,
press the Create Address Book button and
sit back for a few minutes.

WorksWizard goes into ‘automatic mode'

and with much flashing of screens builds up

your database. In fact an in-built macro

comes into operation, which is quite fun to
_ watch. Throughout the whole process the’

very attractive message window, shown
- alongside, is displayed.

The last screen, shown below, shows the
Form view of your new database half covered by another large

(/_ Microsoll Warks - [Datal) 1\
=| File Edit Select Forme{ Options 3 i
¥ .m;' G Jﬂm]ﬂ 2 The fields you have chosen have 3

- - | been i d into yoar add book.
Title !
Fi ARer you quit this WorksWizerd,
i M you can change the look of the form
Initial _ to the way that works best for you
Last Name Fer instructions on moving fislds. open the
. document named FIELDS.'WPS in the
Position drectory where Works is lncated
i Would you like to find out soma of the
Address other things you can do with the
address book and get some tips for
Address2 entering information?
Cay
State/Province: O1 Yes
Postal Code O2no
Phone
AL ] Lea T we [ o] v ]
S e e e

Select Yes to go to several screens of information about
entering data into the address book, or No to leave the
WorksWizard and get access to the new database.

You must agree that this is an easy way to create a new
database, which even offers a degree of customisation along

the way.

130




We strongly recommend you experiment with these automated
procedures. They can often produce the results you want in a
very short time. We have not spent much time explaining them,
or covered them earlier in the book, for two reasons:

1. They are very user friendly and almost anyone should be
able to work through them without too many problems.

2. We feel strongly that you will become more proficient
with the Works for Windows program, as a whole, if you
build your own applications.

Templates

A Template is a document ‘blank’ which can contain titles, text,
formatting and other features, which do not change between
documents of the same type. You can open a Template,
rename it and then adapt it to whatever you need.

We will step through an example of how to use a Template.
Select File, Create New File, select Word Processor and type
a letter heading, similar to the one below, but with your own
details, instead of the imaginary ones shown. We will use this
as the basis for a Template.

i‘/— hd £
=| File Edit Select Fom-]__g;:ﬁ-nns Insent  Window Help *
Font: |Times New Romen |[#]12 |[2] B/ 1] ['E['%|'E =

" 3 2 s 13 5 g " : g
+ + + : 2 i + ¥ =%
» Elm Tree Cottage
Wood Lane
Launceston
Cornowall
-dm-
Type address here
Dear Sirs,
Type body of letter here
Yours sincerely,
P.RM. Oliver
8]
o 1 -
kl'-‘nuALThl:hoonmnonﬂt el e se T e i Pgift J
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When you are happy with the document choose the File, Save
As command and select WP Template from the Save File as
Type box, as shown below,

Directories:
& \miworks B

Tpe addres

Dear Sirs,

Bipe body o

Yours :incJ

ord lor Windows 1.«
‘oud los Windows 2

When the Template
was created Works for
Windows elected to

Unity ———

@ Inches

-] ”‘1 I'cmplf'lu foe— _“
e g’,“:ﬁ:::"" ’ Use Templates for the
O Pica 0 ;Z.,,,,, '| Word Processor in the
O Points R Options, Works

oo | [are e s e ||| Settings dialogue box
Em"z __,'[o Pubse_| B Shgw Svto s | shown here. While this
X Show States g e setting  remains  the
Template will always

be opened. To cancel
this, simply remove the setting in this box. This facility should
prove very useful for making Templates not only from your

documents, but from Spreadsheets and databases also.

132



Sample Files:
The Works for Windows package should have installed a large
number of sample files on your hard disc during the Setup
process. About 10 should be in the \msworks directory, with
the program files, and you will find more in its subdirectory
msworks.cbt.

All of these files can be opened in the usual way with the File,
Open Existing File command. Some you might find to be very
useful, and worth customising for your own needs; whereas
some are probably only worth deleting.
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Works for Windows has more commands and functions which
can be used to build and run your applications in special ways.
What this book has tried to do is to introduce you to the overali
subject and give you a solid foundation on which to build your
future knowledge.
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APPENDIX A
FUNCTIONS

Microsoft Work's =functions are built-in formulae that perform
specialised calculations in both spreadsheets and databases.
Their general format is:

=name(arg1,arg2,...)
where 'name' is the function name, and ‘arg1’, ‘arg2', etc., are
the arguments required for the evaluation of the function.
Arguments must appear in a parenthesised list as shown above
and their exact number depends on the function being used.
However, there are seven functions that do not require
arguments and are used with empty parentheses. These are:
=ERR( ), =FALSE( ), =NA( ), =NOW( ), =PI( ), =RAND( ) and
=TRUE().

There are two types of arguments used with =functions:
numeric values and range values, the type used being
dependent on the type of function. Numeric value arguments
can be entered either directly as numbers, as a cell address, a
cell range name or as a formula. Range value arguments can
be entered either as a range address or a range name.

When used in a database, functions apply only to the fields in
the same record of the database.

Types of Functions

There are several types of functions, such as mathematical,
logical, financial, statistical, date, time and special. Each type
requires their own number and type of arguments. These are
listed below under the various function categories.

Mathematical Functions:

Mathematical functions evaluate a result using numeric
arguments. The various functions and their meaning are as
follows:

Function Description
=ABS(X) Retums the absolute value of X
=ACOS(X) Retumns the angle in radians, whose

cosine is X (arc cos of X)
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=ASIN(X)

Retumns the angle in radians, whose
sine is X (arc sin of X)

=ATAN(X) Retums the angle (radians), between
™2 and -1/2, whose tangent is X
(arctanof X - 2 quadrant)

=ATAN2(X,Y) Retumns the angle (radians), between
T and ~1t whose tangent is Y/X (arc
tan of Y/X ~ 4 quadrant)

=COS(X) Retums the cosine of angle X, (X
must be in radians)

=EXP(X) Raises e to the power of X

=INT(X) Retumns the integer part of X

=LN(X) Retumns the natural logarithm (base
e) of X

=LOG(X) Retumns the logarithm (base 10) of X

=MOD(X,Y) Retums the remainder of X/Y

=PI() Returns the value of Tt (3.141593)

=RAND() Retums a random number between 0
and 1, but excluding 1

=ROUND(X,N) Returns the value of X rounded to N
places

=SIN(X) Returns the sine of angle X (X must
be in radians)

=SQRT(X) Returns the square root of X

=TAN(X) Returns the tangent of angle X (X

must be in radians).

Logical Functions:

Logical functions produce a value based on the result of a
conditional statement, using numeric arguments. The various
functions and their meanings are as follows:

Function Description

=FALSE() Retumns the logical value 0

=IF(Cr,X,Y) Retums the value X if Cr is TRUE
and Y if Cris FALSE

=ISERR(X) Returns 1 (TRUE) if X contains ERR,
else returns 0 (FALSE)

=ISNA(X) Retumns 1 (TRUE) if X contains N/A,
else returns 0 (FALSE)

=TRUE() Retumns the logical value 1.
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Financial Functions:

Financial functions evaluate loans, annuities, and cash flows
over a period of time, using numeric arguments. The various
functions and their meaning are as follows:

Function

=CTERM(Rt,Fv,Pv)

-DDB(Ct,Sg,Lf,Pd)

=FV(Pt,Rt,Tm)

=IRR(Gs,Rg)

=NPV(Rt,Rg)

=PMT(PI,Rt,Tm)

=PV(Pt,Rt, Tm)

=RATE(Fv,Pv,Tm)

Description

Returns the number of compounding
periods for an investment of present
value Pv, to grow to a future value
Fv, at a fixed interest rate Rt

Returns the double-declining
depreciation allowance of an asset,
given the original cost Ct, predicted
salvage value Sg, the life Lf of the
asset, and the period Pd

Returns the future value of a series
of equal payments, each of equal
amount Pt, eaming a periodic
interest rate Rt, over a number of
payment periods in term Tm

Returns the internal rate ot return of
the series of cash flows in a range
Rg, based on the approximate
percentage guess Gs of the IRR
Retuns the present value of the
series of future cash flows in range
Rg, discounted at a periodic interest
rate Rt

Returns the amount of the periodic
payment needed to pay off the
principal Pl, at a periodic interest rate
Rt, over the number of payment
periods in term Tm

Returns the present value of a series
of equal payments, each of equal
amount Pt, discounted at a periodic
interest rate Rt, over a number of
payment periods in term Tm

Returns the periodic interest rate
necessary for a present value Pv to
grow to a future value Fv, over the
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=SLN(Ct,Sg,Lf)

=SYD(Ct,Sg,Lf, Pd)

=TERM(Pt,Rt,Fv)

Function
=AVG(RgO,Rg1 yer)

=COUNT(RgO,Rg1 ye)
=MAX(RgO,Rg1 yer)
=MIN(Rg0,Rg1 ,-.)
=STD(Rg0,Rg1 ,e-)
=SUM(RgO,Rg1,..)
=VAR(RgO,Rg 1,.)

number of Compounding periods in
term Tm

Returns the straight-line depreciation
allowance of an asset for one period,
given the original cost Ct, predicted
salvage valye Sg, and the life Lf of

Retuns the Sum-of-the-years' digits
depreciation allowance of an asset,
given the original cost Ct, predicted
salvage value Sg, the life Lf of the
asset, and the period Pd

Returns the number of payment
periods of an investment, given the
amount of each pPayment Pt the
Periodic interest rate Rt, and the
future vajue of the investment Fv.

Description
Returns the average of vajyeg in
range(s) Rgo, Ran,...

etumns the number of non-blank
entries in range(s) Rqo, Rg1,..
Returns the maximum valye in
fange(s) Rgo, Rgt1,..

eturns  the minimum value in
fange(s) Rgo, Rg1,..
Returns the standard deviation of
values in range(s) Rqo, Rg1,..
Returns the sum  of valyes in
fange(s) Rgo, Rgr1,..
Returns the variance of values in
fange(s) Rgo, Rg1, ..
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Date and Time Functions:

Date and time functions generate and use serial numbers to
represent dates and times. Each date between 1 January, 1900
and 31 December 2099 has an integer serial number starting
with 1 and ending with 73050. Each moment during a day has a
decimal serial number starting with 0.000 at midnight and
ending with 0.99999 just before the following midnight. Thus the
value 0.5 indicates midday. The various functions and their
meanings are as follows:

Function Description

=DATE(Yr,Mh,Dy) Returns the date number of
Yr,Mh,Dy

=DAY(Dn) Retums the day number of date
number Dn

=HOUR(Tn) Retumns the hour number of time
number Tn

=MINUTE(Tn) Retums the minute number of time
number Tn

=MONTH(Dn) Returns the month number of date
number Dn

=NOW() Retuns the serial number for the
current date and time

=SECOND(Tn) Retumns the second number of time
number Tn

=TIME(Hr,Ms,Ss) Returns the time number of Hr,Ms,Ss

=YEAR(Dn) Returns the year number of date
number Dn.

Special Functions:

Special functions perform a variety of advanced tasks, such as
looking up a value in a table. The various functions and their
meaning are as follows:

Function Description

=CHOOSE(X,VO0,..,Vn) Retuns the Xth value in the list
Vo,..,.Vn

=COLS(Rg) Retumns the number of columns in
the range Rg

=ERR() Returns the value of ERR
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=HLOOKUP(X,Rg,Rn) Performs a horizontal table look-up

=INDEX(Rg,Cn,Rw)

=NA()
=ROWS(Rg)

=VLOOKUP(X,Rg,Cn)

by comparing the value X to each
cell in the top row, or index row, in
range Rg, then moves down the
column in which a match is found by
the specified row number Rn

Returns the value of the cell in range
at the intersection of column Cn and
row Rw

Returns the numeric value of N/A
Returns the number of rows in range
Rg

Performs a vertical table look-up by
comparing the value X to each cell in
the first column, or index column, in
range Rg, then moves across the
row in which a match is found by the
specified column number Cn.
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APPENDIX B
QUICK KEY COMBINATIONS

Navigation Keys
Moving Between Windows:

To switch to Press

Next pane F6

Next document window Ctrl+F6
Previous pane Shift+F6
Previous document window Ctrl+Shift+F6
Next application window Alt+Tab
Previous application window Shift+Alt+Esc
The Task List Ctri+Esc
Close the active document window Ctri+F4
Close the active application Alt+F4

Moving in a Dialogue Box:
You can also choose a dialogue box option by pressing the Alt
key and the underlined letter in the option name.

To Press
Move forward through options Tab
Move backward through options Shift+Tab
Open a list box J
Confirm an option or carry it out Enter
Cancel changes and close Esc

Moving in a Document:

To move Press

To a bookmark F5

To next bookmark Shift+F5

To the beginning of line Home

To the end of line End

To the beginning of document Ctrl+Home

To the end of document Ctrl+End

Up one line T

Down one line J

To the previous paragraph Ct+T (WP only)
To the next paragraph Ctri+l (WP only)

Left one character «
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Right one character
To the previous word
To the next word

To the top of document window
To the bottom of document window

To scroll
Up one window
Down one window

Moving in a Spreadsheet:
To move
To the next named range
To the previous cell in range
To the next cell in a range
To the beginning of row
To the end of row
To the beginning of spreadsheet
To the end of spreadsheet
Up one cell
Down one cell
Left one cell
Right one cell
Up to the first or last cell of a range

Down to the first or last cell of a range

Left to the first or last cell of a range

Right to the first or last cell of a range

To scroll

Up one window
Down one window
Left one window
Right one window

Moving in a Database or Report:
To move
Left through the database or report
Right through the database or report
To previous unlocked field
To next unlocked field
To the beginning of database
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-—)
Ctri+e (WP only)
Ctri+— (WP only)

Ctr+PgUp
Ctrl+PgDn

Press
PgUp
PgDn

Press
Shift+F5
Shift+Enter
Enter
Home

End
Ctri+Home
Ctr+End

T

l

« or Shift+Tab
— or Tab
Ctri+T

Ctri+d

Ctrl+e

Ctrl+—

Press
PgUp
PgDn
Ctr+PgUp
Ctr+PgDn

Press

(_

-_)
Shift+Tab
Tab
Ctrl+Home




To the end of database

Up one field

Down one field

Up to the top or previous record
Down to the last or next record

To move in list view

To the beginning of a record
To the end of record

Left to the first field

Right to the last field

To move in form view

To the left margin of a form
To the right margin of a form
To the previous record

To the next record

Up one page

Down one page

To scroll in list view

Up one window

Down one window

Right one window
Left one window

To scroll in form view
Horizontally one window to left
Horizontally one window to right

Highlighting Keys

Highlighting in the Word Processor:

To

Extend a selection
Quit extending
Collapse a selection

To highlight
A word

A sentence
A paragraph
A document
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Ctrl+End
T

l

Cti+T
Ctri+l

Press
Home
End
Ctri+
Ctrl+—

Press
Home
End
Ctrl+PgUp
Ctri+PgDn
PgUp
PgDn

Press
PgUp
PgDn
Ctri+PgDn
Ctri+PgUp

Press
Cti+«
Cti+—

Press
F8

Esc
Shift+F8

Press

F8 twice

F8 three times
F8 four times
F8 five times




The previous character Shift+e

The next character Shift+—

The previous word Ctrl+Shift+«
The next word Ctrl+Shift+—
To the beginning of line Shift+Home

To the end of line Shift+End

To the beginning of document Ctri+Shift+Home
To the end of document Ctrl+Shift+End
To the previous line Shift+ T

To the next line Shift+l

To the previous paragraph Ctrl+Shift+ T

To the next paragraph Ctrl+Shift+d

To the previous window Shift+PgUp

To the next window Shift+PgDn

To the top of the window Ctrl+Shift+PgUp
To the bottom of the window Ctrl+Shift+PgDn

Highlighting in the Spreadsheet:
A cell is highlighted by moving to that cell; a border around the
cell shows it is highlighted.

To highlight Press

A row Ctrl+F8

A column Shift+F8

An entire spreadsheet Ctrl+Shift+F8
Left one cell Shift+

Left to the first or last cell of a range Ctrl+Shift+
Right one cell Shift+—

Right to the first or last cell of a range Ctrl+Shift+—
Down one cell Shift+]

Up one cell Shift+T

Down to the first or last cell of a range  Ctrl+Shift+l

Up to the first or last cell of a range Ctrl+Shift+ T

To the beginning of row Shift+Home

To the end of row Shift+End

To the beginning of spreadsheet Ctrl+Shift+Home
To the end of spreadsheet Ctrl+Shift+End
Up one window Shift+PgUp
Down one window Shift+PgDn

Left one window Ctrl+Shift+PgUp
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Right one window
Cancel a selection

Highlighting in the Database:
To highlight
A record (List view)
A field (List view)
An entire database (List view)
Left one field
Right one field
A record, to the first field entry
A record, to the last field entry
Down one field
Up one field
A field, down to the last record
A field, up to the first record
To the beginning of record
To the end of record
To the beginning of database
To the end of database
Up one window (List view)
Down one window (List view)
Left one window (List view)
Right one window (List view)
Cancel a selection

Editing Keys

Changing Document Information:
To
Copy selection
Paste selection
Cut selection
Delete selection
Undo changes in the Word Processor
Repeat search
Edit cell
Copy the values of above cell
Paginate document
Calculate spreadsheet
Go To
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Ctri+Shift+PgDn
Esc

Press

Ctrl+F8
Shift+F8
Ctrl+Shift+F8
Shift+«
Shift+—
Ctri+Shift+«-
Ctrl+Shift+—
Shift+

Shift+T
Ctrl+Shift+!
Ctrl+Shift+T
Shift+Home
Shift+End
Ctrl+Shift+Home
Ctrl+Shift+End
Shift+PgUp
Shift+PgDn
Ctrl+Shift+PgUp
Ctrl+Shift+PgDn
Esc

Press

Ctr+C

Ctr+V

Ctri+X

Del or Backspace
Alt+Backspace

F7

F2

Ctrl+' (single quote)
F9

F9
F5




Changing Appearance of Text or Cells:
To

Make text bold

Make text italic

Make text subscript
Make text superscript
Underline text
Remove all font styles
Repeat format

To change celisffields to
Comma format ,

Currency format

Percent format

Inserting Information:
To insert
A tab stop
A new paragraoh
A page break
The current date
The current time

Word Processor only
An optional hyphen

A nonbreaking hyphen
A nonbreaking space

Press
Ctr+B

Ctri+|

Ctr+=
Ctri+Shift+'+'
Ctri+U
Ctrl+Spacebar

Shift+F7

" Press
Ctrl+, (comma)

Ctri+4
Ctri+5

Press
Tab
Enter

Ctr+Enter

Ctri+;
Ctrl+Shift+;

Ctri+—
Ctrl+Shift+—
Ctrl+Shift+Space

Word Processor and Database form view only

An end-of-fine mark

Spreadsheet only
Create Autosum total

Formatting Paragraphs:
To
Single space lines
Double space lines
Space lines 1.5 lines apart
Reduce space before paragraph
Add space before paragraph
Centre text
Justify text
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Shift+Enter

Ctri+M

Press

Ctri+1

Ctrk-2

Ctri+5

Ctrk-0 (zero)
Ctrk-O (letter O)
Ctri+E

Ctri+J




Left align text Ctr+L

Right align text Ctr+R
Remove paragraph styles Ctr+Q
Add hanging indent Ctri+H
Undo hanging indent Ctrl+G
Add nested indent Ctr+N
Undo nested indent Ctrl+M

Working in the Formula Bar:
These shortcuts can be used in the formula bar of Database,
Reporting, or Spreadsheet tools.

To Press

Activate and clear the formula bar Backspace, or Del
Confirm information in a cell or field Enter

Confirm information in a range of cells  Ctrl+Enter
Change information in a cell or field F2
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INDEX

Absolute addressing ...... 82
Active

cell ....... ... 62

window ................ 12
Address book ............ 129
Alignment

box ...........iiiin.n. 38

cell ....... ...l 65
Autosum .................. 72
AVG function ............. 73
Backspacekey ........... 26
Barchart ................. 86
Bold .................. 22,33
Borders ............... 40, 64
Bookmark ................ 31
Breakfield ............... 124
Buttons ................... 22
Caret (M) character ........ 50
Cell

address ................ 61

alignment .............. 65

formatting ......... 64, 105
Centre

tabs ...l 45

justify .............. 33, 38
Change

active window .......... 13

drive/directory .......... 17
Character enhancement .. 32
Chart ..............ooo.t 86

font and size ........... 92

gridlines ............... 93

titles ..., 92
Check

box ...l 8

speling ................ 51
Clearcells ................ 73
Closing a window ........ 13

Column
insert .................. 79
widths ........ 66, 80, 101
Command button .......... 8
Control
box ...t 11
panel .................. 20
Copy
cells ................... 72
text ...l 27
Copyright .................. 1
Count (words) ............ 53
Create
drawing ................ 59
newfile ............ 12, 61
Currency format .......... 66
CUrsor ....ovviiininnnnnns 24
Customtabs .............. 45
Cuttext) ................. 29
Data-files ................. 97
Database
create ................. 98
editing ................ 102
entryform ............. 101
field .................... 97
FIND command ....... 110
form view ......... 97, 100
formulae .............. 104
listview ................ 97
printing ..... P 115
query ............. 97, 110
record ................. 97
report ..ol 116
SCreens ............cce.. 99
searching ............. 110
sorting ................ 106
statistical operators ... 122
Toolbar ............... 113




Date
arithmetic ........ ... .. 107
codes .................. 43
current ................ 109
format ........... ... .. 105
formulae ............ . .. 33
functions ........ . 107, 139
number ............. .. 107
reset .................. 109

Decimal tabs .......... .. 45
' Defautt file type ..:........ 69
Defining areport ......... 120
Deletekey ................ 26
Deleting
cells (Clear) ............ 73
text .................... 29
Dialogue box .............. 7
Document editing ......... 25
Double spacedtext ....... 23
Draft printing ............. 43
Prawtool ................. 57
Edit
Clear command ........ 73
Copy command .... 27, 79
Cut command .......... 29
document .............. 25
entryform ........... .. 102

Fill Down command ... 72
Paste command ... 72,79

Undo command ........ 30
Editingkeys ............. 145
Endmark ............... .. 24
Enhancement

character ............ ... 32

text ... 45
Enterbutton ............ .. 62
Entering

data ............ .. 63, 104

text ... 24

Erasedata ........... .. .. 73
Exiting Works ......... 20, 69
Exploded pie chart ...... .. 95
EXT message ............ 27
F1key (Help) .............. 7
F2 key (Edit) ...... 64, 74, 81
FSkey (GoTo) ....... 31, 63
F8 key (Select) ...... 26, 121
F9 key .
(Calculate) ............ .74
(Paginate) ......... ... 3t
F10 key (View) ........... 74
Field ...................... 97
Fieldbox .................. 8
File
Exit command ..... 20, 69
extensions ........... .. 13
management ........... 16
open ............... 18, 77
Print ............. .. 43, 75
retrieve ............ 18, 69
Save As ....... 18, 33, 71
Save .............. 17, 68
types .................. 18
FillDown ............... .. 72
Financial functions ....... 137
Find
text ... 49
command ............. 110
Fonts ................. 34, 65
Footer margin ........ ... 43
Footers ................. .. 46
Footnotes ................ 48
Form ..................... 97
letters ............ 126, 129
screen ................ 100
Format commands
Border ................. 64
currency ............... 66
font ................ 34, 70




Picture ................. 54
tab settings ............ 45
Time/Date ............ 105
Formulabar ......... 62, 147
Formulae ....... 70, 104, 122
Freehand drawing ........ 59
Freezingtitles ............ 80
Functions ............ 71,116
Date and Time ........ 139
Financial .............. 137
Logical ................ 136
Mathematical ......... 135
Special ............... 139
Statistical ............. 138
Gallery command ......... 86
Go To command ...... 31,63
Graphtypes .............. 86
Graphicinsert ............ 56
Hanging indents .......... 39
Harddisc .................. 1
Headers .................. 46
Header margins .......... 43
Help .................. 7,100
Hide (field) .............. 103

Highlighting keystrokes

Database ............. 145
Spreadsheet .......... 144
Word processor ....... 143
Hi-Lo-Closechart ......... 86
Homekey ................ 62
olo] o T- 22
IFfunction ............... 108
Indentingtext ............. 38
Insert
blank line .............. 26
columns ............... 79
keystrokes ............ 146
mode .................. 26

Picture ................. 56

FOWS ....ooiviinvninennn 79
Installing Works ........... 1
Integrated package .... 1,21
ltalics ............. 23,33, 70
Justification ........... 33, 38
Layered drawings ......... 60
Leaming (Tutorials) ....... 19
Left

justify .............. 34, 38

tabs ........ ..ol 43
Linechart ............ 86, 89
Linedrawing .............. 64
List

box ........cioiiiilL. 8

screen ................. 99
Locking fields ............ 105
Logical

functions .............. 136

operators ........ 108, 112
Mailmerge .............. 127
Mainmenu ................ 5)
Managing files ............ 16
Manipulating windows .... 12

Manual page break mark . 30

Mathematical functions ..135
Maximise

button ................. 11

window ................ 15
Menubar .................. 5
Microsoft Draw ........... 55
Minimisebox ............. 11
Mixed chart types ......... 95
Mouse operation ........... 6
Moving

around database ...... 142

around dialogue box .. 141

around document . 25, 141




text ..., 29
window ............ . ... 14
Muitiple windows ... .. 12, 84
Navigation ........ . ... 31, 62
Nested indents ......... 39
New (file) .................. 9
Non-breaking
hyphen ............ .. .. 28
Space .................. 28
Non-contiguous range .... 81
Notes ..................... 53
OLE (Object linking) ...... 55
On-linehelp ........... .. 7
On-line tutorial ....... ... .. 19
Openfile ............... . 77
Optionbox ................ 8
Options
Check spelling ......... 51
Protectdata ........ ... 105
Thesaurus ........ ... 52
Overstrike mode .......... 26
Page
break .................. 30
length ................ .. 44
margin ................. 44
mark ................... 24
numbers ... .. .. ... .. 48
Setup ................ .. 43
width .......... ... ... .. 44
Paginate .............. .. .. 31
Papersize .............. . 43
Paragraph
borders .............. .. 40
definition ......... ... ... 37
format ........ 33, 37, 146
headers .......... ... ... 46

mark

Paste Special command . 88
Picture

box .................. .. 54
insert ............... .. 56
Piechart ........ ... | 86, 94
Pointsize ................. 34
Preview ............ .. 44,75
Print
area ................... 76
chart .............. ... .. 93
database .......... ... 115
document ........... ... 41
formletters ........ ... 127
Preview ....... . 23,44, 75
worksheet ....... . ... .. 74
Printerport ............ . . 41
Printerset-up ........... .. 41
Protectdata ....... .. .. . 105
Query .............. 110, 125

Quick key comb's 28, 73, 141

Quit program ......... 20, 69
Record ................. .. 97
Reference marks ....... 48
Relative addressing . ... ... 82
Repagination .......... ... 31
Replacing text ........ 29, 49
Report
create ................ 116
definition ....... ... .. .. 120
icon ................... 117
formulae ........ . .. .. 122
linetypes ............. 119
name ................. 120
print ... ... .. 125
query ................. 125
sort ................... 123
title ................... 120




Restore buttons .......... 11
Retrieving a file ....... 18, 69
Right

justify .............. 33, 38

tabs ...t 38
Row .......covvviviee.n. 61

insert .................. 79
Ruler ................. 23, 40
Sample files ............. 133
Save

AS ... 18

charts .................. 91

file ..o 17

worksheet ............. 68
Scroll

bar .....ciiiiiiii 12

bOX ...t 12
Search

criteria ................ 111

database ............. 110

fortext ................. 49
SelectAll ................. 76
Selectedcell .............. 10
Selectingtext ............. 26
Set date & time .......... 109
Setting printarea ......... 76
Settings ...l 7
Setup program ............ 1
Show

allcharacters .......... 37

ruler ... 23
Single spaced text ........ 23
Sort

database ............. 106

report ................. 123
Special

codes ..............c.... 48

characters ......... 33, 50

functions .............. 139
Spellchecker ............. 51

Splitbar .......... 10, 15, 84
Spreadsheet
alignment .............. 65
Autosum ............... 72
cell addressing ......... 61
editing ................. 72
formulae ............... 70
functions ............... 71
labels .................. 63
print ... ...l 74
Quick keys ............. 73
SAVE ... 68
Toolbar ................ 77
Stacked
barchart ............... 86
linechart ............... 86
Standard headers ........ 46
Starting program ........... 4
Statistical
functions .............. 138
operators ............. 122
Statusbar ................ 12
SUM function ............. 71
Synonym ...............e 52
Tab
leaders ................ 46
settings ................ 45
Templates ............... 131
Text
box .....iiiiiiien. 8
COPY «vvvrininrarnnnnnns 27
delete .................. 29
emboldening ....... 22,33
enhancement ...... 33, 45
justification ............. 33
MOVE .....oovvvvevinnn. 29
select .................. 26
underline .......... 23, 33
Thesaurus ................ 52
Tile windows ............. 16
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Time format ............. 105
Title
bar ..................... 11
freeze ................. 80
Toolbar ................... 11
charting ................ 90
database ............. 113
draw ................... 57
spreadsheet ........... 77
word processor ........ 22
Tour of program ........... 3
Tutorial ................... 19
Two Y-axes .............. 96
Typeoffile ............... 18
Underline ............. 23, 33
Undocommand .......... 30
WCM extension .......... 13
WDB extension ....... 13, 99
Welcome screen ........... 3
White space .............. 50
Wildcard ................. 51
Window
active .................. 12
arrange ............ 12, 84
close ................... 13
maximise .............. 15
move .................. 14
size ..., 14
split ................ 15, 84
WKS extension ....... 13, 68
Word processor .......... 21
Word
count .................. 53
meaning ............... 52
Wrap ................... 24
Works
database .............. 97
draw ................... 55
exiting ................. 20

graphs ................. 85
sample files ........... 133
screen .................. 9
settings ................. 7
spreadsheet ........... 61
starting ................. 4
templates ............. 131
tourof .................. 3
tutorial ................. 19
Wizards ............ 5, 129
word processor ........ 21
Worksheetcharts ......... 85
WorksWizards ........... 129
WPS extension ....... 13,25
X-Ychart ................. 86
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COMPANION DISC TO THIS BOOK

This book contains many pages of file/program listings. There is
no reason why you should spend hours typing them into your
computer, unless you wish to do so, or need the practice.

The COMPANION DISC for this book comes with all the example
-listings. It is available in both 3.5-inch and 5.25-inch formats.

COMPANION DISCS for all books written by the same author(s)
and published by BERNARD BABANI (publishing), are also
available and are listed at the front of this book. Make sure you
specify the BP book number and the book title in your order.

ORDERING INSTRUCTIONS

To obtain your copy of the companion disc, fill-in the order form
below, enclose a cheque (payable to P.R.M. Oliver) or a postal
order, and send it to the address given below.

Book Book Unit Total
No. Name Price Price
8P 343 £3.50
8P __ £3.50
8P ___ £3.50
Name ....ccoooovviiiiimnveiienn, Sub-total T
AdAress ......ccooeevvvveveeveeieenenns
P&P S
(@ 45p/disc)
Total Due S
Disc Format  3.5-inch....... 5.25-inch.......
Send to: P.R.M. Oliver, CSM, Pool, Redruth, Cornwalil, TR15 3SE

PLEASE NOTE

The author(s) are fully responsibie for providing this Companion Disc service. The
publishers of this book accept no responsibllity for the supply, quality, or magnetic contents
of the disc, or in respect of any damage, or injury that might be suffered or caused by its use.
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Microsoft Works for Windows

0 If you are a PC user and want to get to grips with Microsoft Works for
Windows, then this book will help you do just that, with the least amount of time
and effort.

(J The book was written with the non-expert user in mind, and has an underlying
structure based on "what you need to know first, appears first’. The more
experienced user, however, should also find it useful, and could start from any
section, as they are designed to be self contained.

O The book explains:-

How the Works for Windows package fits into the general Microsoft Windows
environment.

How to use the word processor to advantage to type, edit, enhance, print and
save documents.

How to use Microsoft Draw to handle graphics in your documents.

How to build up simple spreadsheet examples, edit them, save them, print
them and retrieve them.

How single, and multiple graphs, of different types can be generated, edited
and printed.

How to set up, sort and search a database management system; and how to
use it to create top quality printed reports.

0 The book details all Microsoft Works for Windows functions and keyboard
commands so that it is self contained and should prove a handy reference long
after you have mastered the program.
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