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Welcome to DataPerfect 

DataPerfect’ is a database definition and management program that can be used by 
both new and experienced database users to organize, store, and sort information. 

TMaPerfect if a mrnn-driven program that does not require a programming 
language. From the menus, you can design a database on your screen that will fit 
your needs. 

Using DataPerfect, you can link related data from different files. The program 
supports one-to-one, one-to-many, many-to-one, and many-to-many relationships. 

With the DataPerfect Reports feature, you can easily customize the reports you 
need. Additionally, you can use the Reports feature to create database records, to 
mark database records for printing or deleting, or to search and replace data in 
records. 

DataPerfect is network-ready. See Appendix D: Networking DataPegect for 
information about using DataPerfect on a network. 

DataPerfect is compatible with WordPerfect@ and WordPerfect Office. For 
example, you can use the Reports feature to create merge files for use with 
WordPerkct. You can al5o xxld dala hurry yuur claldbax Lu tllc Shell Clipboalcl ho 
that the data can be retrieved into other programs. 

DataPerfect requires DOS 2.1 or higher to run in a stand-alone environment and 
requires DOS 3.0 or higher to run on a network. 

DataPerfect 2.3 New features and enhancements that irlcrtxsc: DataPr-1IeGt’s couvcllkrlcc; aucl 
flexibility have been added for this new version. They include the following. 

PrOgram Fih?S 
DataPerfect program files are now executable (.EXE) files rather than command 
(.COM) files, which means that the program can run faster and use memory more 
efficiently than before. 

User-Defined Menus 
With the DataPerfect Menu feature, you can define a menu to simplify user tasks 
and restrict database access. Users can access a panel or report by choosing a menu 
option instead of navigating DataPerfect manually. See Menu; Menll Dejine; Menu, 
Remove; and Menu Security in Reference for more information. 

Once you have created a menu, a user enters a number to access a panel, the panel 
list, the repon l&t, or to IUII a rt;po~t. 

Named Fields 
You can now assign a name to a field when it is created or edited. The name then 
appears along with the field code when a field is referenced. See Field, Dejne in 
Reference for more information. 
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Quick Merge Define 
A new report option enables users to easily create WordPerfect secondary merge 
files by using field names instead of following the order imposed by field position. 
See Custom Merge Files in Report, Samples in Reference for more information. 

DPDiagnostics 
This new utility program analyzes the structure of a database to detect problems or 
errors. You can use the information in the DPDiagnostics output file to change, 
correct, or optimize your database. See Appendix .I: Utilities-DPDiagnostics for 
more information. 

DPLinks 
Another new utility program, DPLinks creates a “map” of your database structure, 
showing which panels are linked. See Appendix M: Utilities-DPLinks for more 
information. 

DPOrder 
DPOrder now enables users to change the order of the panel list as well as the 
lepurt list. See Appendix K: Utilities--DPOr&r Tur IIIWC infurnmtiun. 

Dial Telephone 
A new function key, Shift-F4, has been added to direct your modem to dial a phone 
number from a field. See Dial Telephone in Reference for more information. 

Multi-User Access for Reports 
Network users may now create, edit, set up, and run reports simultaneously. 

Transaction log 
A new transaction log feature enables the user to export all data in the database to 
the transaction log. This makes it easier to add or delete fields in the existing 
database. See Exporting all Data Files to Log in Transaction Log in Reference for 
more information. 

New Security Options 
In addition to using passwords and network rights, database definers can now 
control access to the database by creating menus that direct or limit a user’s choice. 

The new /z startup option bypasses the panel list, and moves a user directly to a 
panel. When the user exits DataPerfect, the panel list is bypassed once again, and 
the user exits to DOS. 

Report Options 
A number of new report options are now available. In addition to Define 
Secondary Merge File (which allows you to name fields in a merge), they also 
include Set Page Number, Turn Print On/Off, Turn Disk On/Off, Skip (Sub)Report 
I f  RV Is False, Skip to Record at RV, Choose Next Kecord Uunng Lookup, and 
Repeat Record if RV Is True. See Report Options for more information. 
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Numxi~ Grids in report fowtels nww have Standard Deviation as one of the options. 
See Selecting Numeric Fields within Footers in Report, Custom in Reference for 
more information. 

Virtual Report links 
Virtual report links are flexible, efficient temporary links you can create for sub- 
reports. See Subreport Uszng Vzrtual Lznk in Keport, Sub In Keference for more 
information. 

Virtual Panel links 
You can now create a virtual panel link to access all records in the linked panel, 
even if they don’t match records in the original panel. For more information, see 
Virtual Panel Link in Link, Panel in Reference. 

Searching on Multiple Fields in a Sinflle lookup 
You can now check additional fields in a lookup list without returning to the panel. 
For example, if you had many Smiths in your database, each with a different first 
name, you could press Up Arrow on the last name field to look up the Smiths, then 
(without leaving the lookup list) press Tab to switch the lookup to the next field in 
the index. The appearance of the lookup list does not change, but you can now 
search for a certain first name. See Lookup in Reference for more information. 

Display Mode and Print Mode Indicators 
New display mode and print mode indicators have been added to DataPerfect 2.3. 

The ::J display mode indicator increments when the user initiates creation of a 
record, to ensure that each record will have a unique number. The ::R display 
mode indicator creates a right-aligned display. See Field Format, Display Mode 
Indicators in Reference for more information. 

The ,;Q print mode indicator lets uteri easily crcatc comma-dclimitcd output. It 
surrounds text data with double quotes, but leaves quotes off numeric data. A comma- 
delimited format can be used with other computer applications, such as forms 
programs and dBase programs. The ;;G print mode indicator will allow you to output 

information from a variable-length text field in transaction log file format. It will 
enclose text and character fields in double quotes and will highlight bold and underline 
codes. Set: Field Fwmu~, Prim Mu& Irzdicuzor~ in R~fererux for more information. 

IPanel (F5) 
If you use lPane1 to go through a link, a new record will be started in the 
destination panel, even if other records already exist. (Formerly, lPane1 would 
place you in the destination panel in Browse mode if records already existed, and 
would place you in Create mode only if there were no subset records.) 

Down Arrow (L) has the same function as in earlier versions, allowing you to 
browse rclatcd records in the destination panel. 
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Functions 
DataPerfect has added new functions for exponentiation, future value, interest rate, 
length, logarithm, payment, present value, square root, subfield, and term. See 
L‘uncfions H-I Reference for more information. 

Comments in Formulas 
You can add comments to your DataPerfect formulas to make them more readable 
and easier to understand. Use /* to begin the comment and */ to end rhe comment. 
DataPerfect will ignore any text enclosed within the delimiters, but it will display 
when you look at or edit the formula. 

DataPerfect Applications and Formulas 
DataPerfect now ships with several predefined databases. One contains sample 
formulas; the others are ready to use for many different purposes, such as keeping 
track of members in an organization, tracking student grades and classes, creating a 
bibliography, creating a check register, organizing medical records, billing clients, 
and creating a mailing list. You can use these predefined databases without any 
changes, or you can use them as examples to help you design and develop your 
own databases. 

After you have installed DataPerfect 2.3, you can access the predefined databases 
by starting DataPerfect and then changing to the directory where they were 
installed (usually C:\DP23\APPS). 

Supplemental Shell Macros 
Several new Shell macros now ship with DataPerfect 2.3, including 
BANNER.SHM, BOXESSHM, COLORS.SHM, HELP.SHM, and MENU.SHM. 
They are deslgned to help you customize and standardize the appearance of the 
databases you create. You can find more information about them under Using 
DataPerfect Sllpplemental Shell Macros in the Shell Installation and Operation 
section of this manual; additional information is also available in the DataPerfect 
2.3 README files. 

Converting Your 2.xOatabases into DataPerfect 2.3 
With DataPerfect 2.3, you can directly access any database creared with 
DataPerfect 2.2. The database will become a 2.3 database when you exit. To 
access databases created with earlier versions of DataPerfect, you should export 
them with the 2.x DPEXP, and import them with the 2.3 DPIMP 

DataPerfect 2.3 is not backwards compatible unless you export and import the 
database .STR file. I f  you want to run a DataPerfect 2.3 database in DataPerfect 
2.2, you should export the database with the 2.3 DPEXP, and then import it with 
111~ 2.2 DPIMP. Any Datal’crfect 2.3 cnhnnccmcnts in the database, such PS 
menus, will be deleted by the DataPerfect 2.2 import. 

For information on how to use DPEXP and DPIMP, see Appendix B: Description 
Language (DPEXP and DPIMP). 
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Installation 

Included in your package is the DataPerfect Installation Program, which guides 
you step by step through the DataPerfect installation process. The files on the 
DataPerfect program disks are compressed and cannot be used without the 
installation program. 

You can run DataPerfect from a network, diskettes, or a hard drive. If you are 

installing DataPerfect on a network, please see Appendix D: Networking 
DataPerject before you install DataPerfect. 

Do not install Shell if you plan to run DataPerfect from diskettes. 

To install DataPerfect, 

1 Insert the install/Program/utilities diskette into drive A. 

2 At a DOS prompt, type a:install and press Enter. 

3 Read the on-screen instructions carefully and follow the prompts. 

Once you finish copying the program to your network, hard drive, or diskettes, put 
the original diskettes away in a safe place. Avoid exposing them to sunlight, dust, 
or magnetic fields. 

Do not LI.YC multiple l,ersions (dater) of DataPer,feect. 

With DataPerfect 2.3, you can directly access any database created with 
DataPerfect 2.2 The database will become a 2.3 database when you exit. To access 
databases created with earlier versions of DataPerfect, you should export them with 
the 2.x DPEXP, and import them with the 2.3 DPIMP. 

DataPerfect 2.3 is not backwards compatible unless you export and import the 
database .STR file. I f  you want to run a DataPerfect 2.3 database in DataPerfect 
2.2, you should export the database with the 2.3 DPEXP, and then import it with 
the 2.2 DPlMP. Any DataPerfect 2.3 enhancements in the database, such as 
menus, will be deleted by the DataPerfect 2.2 import. 

For more information on how to use DPEXP and DPIMP, see Appendix B: 
Description Language (DPEXP and DPIMP). 
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Installing DataPerfect Under Shell 

WordPerfect Office Shell is a program integration, menu, and memory 
management program that is included with DataPerfect. Running DataPerfect 
under Shell gives you several advantages over running DataPerfect by itself. For 
example, with Shell you can run the predefined Shell macros, define your own 
macros for DataPerfect, ond save information to the Clipbo;ird to be retrieved in 
DataPerfect or another program. 

A file called SHELL.NEW is set up to let you start WordPerfect, DataPerfect, 
several DataPerfect utilities, and the Office programs under Shell. Make sure the 
directory containing the DataPerfect program files is specified in the path in your 
AUTOEXECBAT so Shell can find the directory. Otherwise, you should modify 
the setup of SHELL.NEW to specify the full path to the directory where the 
program files are found. 

If  you have WordPerfect or WordPerfect OTtice, you should make sure the 
directories containing those program files are in the AUTOEXECBAT path or that 
you specify the full path for each in Shell setup. 

If  you are already using Shell and don’t want to disturb your current setup, or if you 
want to modify the setup of SHELL.NEW, see Adding DataPerfect to an Existing 
Shell Menu below. 

To start SHELL.NEW, 

1 Start at the DOS prompt. 

2 Change to the directory where you keep the DataPerfect program files (for 
example, c:\dp23). 

3 Type shell shell.new and press Enter. 
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Adding DataPerfect 
to an Existing Shell 
Menu 

I f  you already have Utlice or another WordPerfect Corporation product that 
includes Shell, you probably have your Shell menu set up to accommodate your 
own needs. Instead of using the Shell menu that comes with DataPerfect, you will 
probably want to add DataPerfect to your existing Shell menu. Follow the 
directions below to add DataPerfect to your existing Shell menu. 

The following cxamplc showing how to add DataPerfect to Shell assumes that the 

DataPerfect files are in the C:\DP23 directory. 

Once you have started Shell, 

1 Select Setup (4) from the main menu. 

2 Use the arrow keys to select a letter for DataPerfect. 

3 Select Edit Program Information (1). 

You can USC Enter or the arrow keys to move through the options 

Enter the menu letter you want to assign to DataPerfect. 

Move to the menu description, then enter a description for DataPerfect (for 
example, DataPerfect 2.3). 

Move to the program name, then enter c:\dp23\dp.exe as the name of the 
program. 

Move to the default directory line, then enter the name of the default directory 
(for example, CADP23). 

Press Exit (F7) twice to save the setup changes. 

When you want to access DataPerfect from the Shell menu, simply type the 
appropriate letter. 

Jf you want to install the supplemental Shell macros that are also included with DataPer$ect, 
see Shell Installation and Operation lafer in this manual. 

INSTALLINGDATAPERFECTUNDERSHELL 15 



Using DataPerfect 

This section explains how to start DataPerfect, enter a database. and exit 
DataPerfect. It also introduces the available startup options so you can decide 
which ones may be helpful for you. 

You can use multiple startup options together on the same command line. If  you 
include the database name, it must be the last command on the line (for example, 
dp/c/d-c:\data\temp/p=j/r customer). 

Startup Options The DataPerfect startup options are listed below. 

IC 
This option forces DataPerfect to use colors (such as dp/c). It may be necessary for 
some color monitors. 

/d-directory 
This option redirects the temporary files to the specified directory (for example, 
dp/d-c:\data\temp). If  you do not specify a directory, the temporary files are stored 
in the default directory. This option overrides the redirection in the wpc 
environment variable. 

lint 
This option lets you enter new built-in messages (in a language other than English) 
for “Not enough memory to load Dataperfect” and other error messages. It also lets 
you change formats for the date and time shown on the top line, and for the 
decimal/thousands character. When this option is specified, DataPerfect displays 
several prompts that allow you to enter the new messages or formats. 

The allowed length of each entry is shown between two diamond-shaped 
characters. Longer messa&es will be truncated. 

Tf you prefer to skip a prompt. press Enter at that prompt. The built-in message, 
date format. or time format will remain unchanged. The only prompt you can’t 
skip is the decimal prompt. You must enter either “.” (period) or “,” (comma) as 
The decimal point. 

Once you respond to all of the prompts, a new version of the program is written as 
DPN.EXE and is used with the original DP.SYS. Rename the DPN.EXE file to 
DP.EXE. You should make a backup of the original program file (DP.EXE) before 
renaming the DPN.EXE file. 

Built-In Messages 

I f  you use the /int Dataperfect startup option, you will be prompted for 
equivalents for the following built-in messages: “Not enough memory to load 
DataPerfect, ” “Error when releasing memory,” “Can’t find,” “Enter Pathnsmr 

or Escape/F I /F7 to Exit,” and “New Report.” 
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Date 

The date format must include the MDY (month, day, year), DMY, or YMD 
specitication. For example, to display the date in European format, you would 
type the following: DDMYZ9/99/99. The initial D indicates a date field, the 
sequence Z9/99/99 indicates the field format, and DMY shows a date format of 
Day. Month, Year. 

The specifications you set will become the default for dates in newly created 
databases. 

Time 
The letter T indicates a time field, the sequence Z9:99:99 indicates the field 

format, and HMS displays Hours, Minutes, and Seconds. 

This specifications you set will become the default for times in newly created 
databases. Top Line Display does not display seconds. 

Decimal Character 
Enter either a “.” (period) or a “,” (comma) for the decimal character. 

/I 
The /I option should be used if you have a large number of panels that result in out- 
of-memory (‘*104”) errors. I f  you are working with a panel that gives this error 
message. exit DataPerfect and restart with this option. 

lp=panel number 

This option moves you directly from DOS to a specific pane1 in a database. For 
example, dp client /p=l would take you to panel I in the CLIENT database, or to 
optinn 1 ton the menu if the datahuse has R menu 

When you exit the panel, DataPerfect returns to the pane1 list or menu. 

kpanel number 

This option moves you directly from DOS to a specific panel in a database. For 
example. dp client /z=2 would take you to panel 2 in the CLIENT database, or to 
option 2 on the menu if the database has a menu. 

When you exit the panel. DataPerfect exits to DOS rather than to the panel list or 
menu. 

database name 

This option moves you directly to the specified database (for example, dp 
customer). 

Starting and Exiting Once you have completed the instructions in lnstullir~g DatuPetjkct and you have a 
DataPerfect template on your keyboard, you are ready to begin using DataPerfect. 
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Starting DataPerfect 
If  you are running DataPerfect from diskette, insert the Install/Learning (or 
Install/Program/Learning) diskette into drive A, and insert the diskette which 
contains the desired database into drive B. 

Whether you are running DataPerfect from a network, diskette, or hard drive, 
follow the directions below to start DataPerfect. 

1 At the DOS prompt, change to the directory that contains your database files 
(for example, cd\dp23). 

2 Enter dp to start DataPerfect. 

To enter dp from a subdirectory that does not contain the DataPerfect program files, 

you need to include the subdirectory in the path or include a full pathname (such as 
C:u)P23\DP) when executing the program. 

Entering a Database 
When you start DataPerfect, the database list for the default or specified drive or 
directory is displayed. 

Three options appear in the instruction box: 

Create a New Database 
Use this option to create a new database. 

Change Directory 
Use this option to change directories (or drives) if you want to access a 
database which is located in a different directory or drive than the one 
displayed on the screen. 

Exit 
Use this option to exit the database list. 

To access a database listed on the screen, 



1 Use the arrow keys to move the cursor to the desired database. 

The databases are listed in alphabetical order. 

2 Press Enter to enter the database. 

Exiting ttataPertect 
Press Exit (F7) to exit DataPerfect. Depending on where your cursor is in the 
program, you may have to press Exit more than once. 
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DataPerfect Documentation 

The DataPerfect documentation includes LhtaPe&:t Reference and the 

DatuPrflecr Workbook. The workbook contains lessons that demonstrate specific 
procedures for defining and using a database in DataPerfect. DamPerfect 
Rqfrrence is primarily a reference tool. 

DataPerfect Reference The following list describes some of the sections in this manual. 

Getting Started 
Getting Started contains a description of the DataPerfect program and the manuals 
which accompany it. Tt provides instructions for installing the program, using the 
template. getting help, and using important keys. It also contains information about 
manual conventions. Reading Gerting Stwtcd is essential for properly 
understanding this manual. 

Reference 
Referewe gives specific information, arranged alphabetically, about DataPerfect 
features and how they are used. Use the index or the table of contents to quickly 
locate the page number of a particular reference heading 

Shell Installation and Operation 
This section explains how to install and use the WordPerfect Office Shell. It also 
contains information about the Clipboard and about supplemental Shell macros that 
can be used with DataPerfect. 

Shell Features 
Additional information is given here about display appearance, setup, memory 
management, macros, and other Shell options and features. 

Appendixes 
The appendixes contain miscellaneous information about the DataPerfect program, 
including Convert procedures. network information, program capacity, and 
program files. Appendixes also contain information about the Description 
Language. DataPerfect Utilities, and the DataPerfect Runtime package 

Glossary/Index 
This section contains a list of frequently-used database terms and their definitions, 

and a comprehensive, cross-referenced index with corresponding page numbers of 
all topics in the manual. 

README Files 
Occasionally. changes are made to a program after a manual has been printed. The 
README fiIes shipped with DataPerfect and with WordPerfect Office Shell 
contain information about these changes. 
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Customer Feedback WordPerfect Corporation is constantly improving its software and documentation. 
Please send your suggestions concerning either the software or documentation to: 

WordPerfect Corporation 
Product Enhancements 
1555 N. Technology Way 
Olcm. UT 84057 

Please include the product name, software version number and date, manual 
version and printing date (see back of title page), and the name of the computer or 
system on which you are running DataPerfect software. 

The Template and 
Keycals 

Templates and keycals help you use Datal’crfcct more cffcctivcly. 

Template 
In your package, you have received IWO cemplaces: one for the slandard IBM 
keyboard (function keys to the left) and one for the enhanced IBM keyboard 
(function keys at the top). I f  neither template fits your keyboard, return both 
templates along with the name (and a photocopy or rough sketch) of the keyboard 
you are using to: 

WordPerfect Corporation 
Templates 
1555 N. Technology Way 
Orem. UT 84057 

WordPerfect Corporation may be able to provide a template that is a close match 
for your keyboard. 

Colors 
The template ir color coded. Listed below are the colors associated with various 
functions and the keystrokes used to access those functions. 

Color 

Black 
Green 
Blue 
Red 

Meaning 

Press the function key. 
Hold down Shift and press the function key. 
Hold down Alt and press the functinn key 
Hold down Ctrl and press the function key. 

Keycals 
Keycals are plastic decals which have been included in your package. They can be 
placed on the Alt, Shift, and Ctrl keys to remind you which key corresponds to 
whictl ttzmplate color. To use the kcycals, peel them from the backing paper, and 
place them on the appropriate keys (see Colors above). 

Function Keys 

DataPerfect uses various keys on your keyboard to perform its many functions 
These function keys work in several ways. For example, some function keys 
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display a menu of options when they are pressed (such as Import, Remove, 
*Search), and some function keys perform the function immediately after they are 
pressed (for example, Exit, Lookup, Save). 

Cursor Movement 
Thp cursor movement section on the DataPerfect template lists keystrokes not 
associated with a function key. These keystrokes outline helpful ways of moving 
the cursor and editing text. For more information, see Cursor MovePnePzf in 
Reference. 

Manual and Keystroke This section explains various procedures you should use when following 
Cowentions instructions provided in DafaPevect Reference. 

Terms 
These terms imply specific actions in the DataPerfect documentation. 

Term Action 

Enter Type the bolded characters or menu selection number, then press 
Enter. 

B 1Wk Define a block of Iext by moving the cursor to one end of the text, 
pressing Block (Alt-F4), and moving the cursor to the other end of 
the text. 

Move Use the cursor keys to position the cursor at the desired location. 

Press Press Enter, Insert, Delete, etc., or particular function key(s). 

Select 

Type 

Type the number which corresponds to the name of a particular 
option on a menu. 

Type the bolded characters exactly as they are shown, but do not 
press Enter. 

Key Name 
In this manual, the name of a function key often appears bolded. It may also be 
followed by its key name in parentheses. 

Example: 

Press Lookup (F8) 

If a key name occurs by itself, press the key. If key names are separated by a 
hyphen (such as Ctrl-F7), hold down the first key while you press the second key. 

After you select a feature, a menu of options may be displayed on your screen. In 
the manual, numbers for menu options are often provided in parentheses next to the 
option nctme. Option nlxrnes are capitalized, but not boldcd. 



txample: 

Select Display Search Conditions (4). 

Important Keys 

KAY 
Backspace 

Cancel (Fl) 

Delete (Del) 

End 

Enter (-) 

Escape (Esc) 

Exit (F7) 

Help (F3) 

Tab/Shift-Tab 

Funrtinn 

Erases characters to the left of the cursor 

Use to leave any menu or to cancel the execution of a 
function (such as *Search, Gearch, Import, Report, etc.) 

Also restores the previously displayed record in a lookup 
list 

Erases characters at the cursor 

Moves the cursor to the end of data in a reverse video bar 
(when editing field formats, panel names, etc.). 

Moves the cursor forward from one field to the next. 
Inserts a hard return in text fields. Used to access a 
database, panel, or report menu. 

In Browse mode, use in place of Shift-Tab to move cursor 
to previous field. 

Depending on your location, exit any menu, exit 
destination panel to source panel, exit to panel list, exit 
database. 

Position cursor and press Help once to display help for 
that field. Press Help twice for on-screen template. Press 
Help three times for DataPerfect release date and version, 
and to list features and function keys. Press Enter to exit 
Help. 

Move the cursor forward/backward through the fields in a 
panel. 

Discontinuation of Doors and Doorways 
I f  you used DataPerfect prior to version 2.1, you may be familiar with the terms 
door and doorway. These terms were used when referring to links between panels. 
DataPerfect 2.3 uses the term panel link instead of door ( I), and data link (4) 
instead of doorway. The terms door and doorway have been discontinued. 

Top line Display Keys 
DataPerfect uses the top line of the screen to display a message if any of the 
following keys have been pressed. 
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Key 

Insert 

Message 

Typeover 

Meaning 

Types over existing text rather than inserting 
text. 

Caps Lock 

Num Lock 

Cap5 

NUIII 

All letters entered appear in uppercase. 

Alluw!, uuly IIUIII~CI~ IU bc t-~~tc~txl PIUIII tlvz 

ten-key number pad. 

Scroll Lock Scrol I During a report, one screen of text is 
displayed at a time. Press any key to show 
the next screen. 

Press the same key agaIn to return to the orIgInal mode. 

The Caps Lock, Num Lock. and Scroll Lock messages are displayed anl~ if Top 
Lint Displny is on (see Top Litzc Display in Rcfcrcncc). The date and time can also 

be displayed on the top line. 

Italics 
If  you see an italicized word when the manual asks you to enter a command, you 
are being asked to respond to a context-sensitive prompt. For example, if you see 
rhe prompr &&a.~ nunze. you shwuld ~t~q~t~d by typing the name of a database. 
Do not type the italicized word. 
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Getting Help 

Should problems arise as you work with DataPerfect, help is available from several 

sources. 

Help Key Pressing Help (F3) displays on-screen mformatlon about a specific DataPerfect 
feature. Pressing Help twice displays the DataPerfect template. Pressing Help 
three times displays a list of DataPerfect features. 

Reference Section The Reference section in DataPerfect Reference is a collection of DataPerfect 
features, arranged in alphabetical order. Under each heading in Reference is a 
detailed description of how each feature functions. 

Appendix H: Troubleshooting is specifically directed toward solving problems you 
may have. 

Workbook Many nf the individllal featllres in DataPerfect have keystroke-by-keystroke 
information given in the workbook. Going through a lesson may provide the 
information you need to solve a problem. 

Customer Support DataPerfect is backed by a customer support system designed to offer you fast, 
courteous service. If  you need assistance beyond what the help files, DataPe$ect 
Reference, DaraPerfecr Workbook, ad yuu~ clrde~ can provide, follow these steps: 

l Try to duplicate the problem, keystroke by keystroke, to see exactly what was 
done 

l Be at the computer when you call Customer Support. 

Customer Support operators will be able to help you faster and more effectively if 
you have the following manuals, disks, and information readily available. Write 
the information down as you gather it. 

l DataPerfect Reference and the DataPerfect Workbook 

l Original (master) DataPerfect diskettes 

l Registration number 

l Computer information 

Computer brand name and type/model 
Monitor brand name and type/model 
Cnnrrnts of AUTOEXEC.BAT file 
Contents of CONFIG.SYS file 
Version of DOS 

l Printer brand name and type/model 

l Version and release of DP.EXE (Press Help (F3) twice) 
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You do not have to have all of this information when you call Customer Support. 
If you don’t, Customer Support can assist you in gathering what is necessary. 

Customer Support representatives are prepared to answer questions about the 
installation and functions of DataPerfect; however, they are unable to offer help in 
designing specific applications. 

If you are in the United States, Puerto Rico, or the U.S. Virgin Islands, toll-free 
support for DataPerfect is available by dialing: 

(800)321-3249 

If you are in an area where the phone system does not handle toll-free numbers, you 
can access Customer Support by dialing: 

(801)225-5700 

Important- You will he rhnrged hy the phone company fir the call ifyou use the 801 

number: 

The Customer Support department takes calls from 7 a.m. to 6 p.m. Mountain time, 
Monday through Friday. 

Call (801) 222-9010 to receive support for WordPerfect products for IBM PC- 
compatible computers between 6 p.m. and 7 a.m. Mountain time, Monday morning 
through Friday evening. This number is not toll-free. 
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Database Concepts 

A database is a collection of data. Databases come in many forms. Common 
databases include mailing lists, encyclopedias, and card files. These examples may 
not seem to have much in common, but they all share one common feature-they 
contain information that can be stored and retrieved. 

A card file containing customer addresses and telephone numbers is an example of 
a database. Usually, the cards are sorted alphabetically and are separated by tabs so 
you can find basic information (such as a customer’s address) quickly. I f  the cards 
were simply scattered in a shoebox, this process would take much longer. 

In the card file, the alphabetized tabs act as an index that can direct you to the 
needed information. However, finding related information (such as all the 
customers on file who live in Colorado) is much more difficult because the cards 
are nnt cross-referenced TUpdating the card file i< alsn diffirlllt hecallse it must he 

performed manually, and the file space often is limited. 

A file cabinet is a more organized database. Information can be grouped into 
labeled drawers, with each drawer divided into sections by tabbed folders. Each 
folder can then be sorted alphabetically. This type of organization (or indexing) 
lets you classify information into groups and subgroups, and then locate specific 
information easily. You can also cross-reference information by filing copies of 
the same material in different tabbed folders. 

A file cabinet may take more time to maintain, but accessing information is much 

faster than a card file system. Unfortunately, outdated information stored in 
additional file cabinets may take up a great deal of space. 

Using a Computer 
Database 

A computer database applies many of the principles of organization discussed 
above. With its many indexing capabilities, a computer database can locate a 
particular piece of information much more quickly than a person using a card file or 
file cabinet. 

Also, information stored on a computer disk takes up much less space than the 

same amount of information stored in a file cabinet. Information can be retrieved 
more easily, and a printed report can be generated when needed. Considering all 
available methods, a computer database provides the easiest and fastest way to 

store and retrieve large amounts of information. 

Information stored in a DataPerfect database is organized into manageable units 
called fields, records, and files. An explanation of each of these terms is given 
below. 
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Field Ajield is the smallest unit of information in DataPerfect. For example, a 
customer’s first, middle, and last names could be three separate fields in a record. 
One or more fields make a record. A record in any one panel may contain as many 
as 80 fields. 

Record A record is a group of fields that contains related information. For example, 
records that contain customer information may contain fields for the customer’s 
name, address, phone number(s), and balance due. One or more records make a 
file. 

All of the fields in the illustration below make a record. 
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File AJilc is the largest unit of data in a database. A file stores the records that contain 
similar information. For example, a database for a small business may include the 
following data files: 

l CUSTOMER.PER (Customer Information) 
l CUSTOMERJNV (Invoices) 
l CUSTOMER.PUR (Items Purchased) 
l CUSTOMERJTM (Items in Stock) 
l CUSTOMER.PAY (Payments) 

Panel In DataPerfect, the records in a file are displayed through a panel, a viewing area 
on the screen which makes the file more readable. Each file in each database has 
its own panel. Panels define where the fields in each record appear on the screen. 
Records are viewed one at a time in the panel. 

For example, if the customer information for a small business is simply jotted down 
on blank slips of paper, it is not as readable as if the information were recorded on 
some kind of form. The illustration below shows data in a file that is displayed 
with no form. One record is highlighted. Notice that the information is difficult to 
read. 
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Below is a panel which contains the highlighted record from the file in the above 
illustration. Notice that the information is easier to read than in the example above. 

Edlt-Fb 

Yuu cd11 crctitr XT IIMU~ ds 60 pawAs irl i-l database, each reprttsenting a difftxnt 

type of record. Depending on the size of the panel, more than one panel may be 
displayed on the screen at the same time, if the panels are linked together. 

Menu A list of choices. Built-in menus provide features necessary for database creation, 
navigation, reporting, and other functions. You may also see user-defined menus in 
which the definer provides direct access to panels, reports, or other functions 
through menu number choices. 

link DataPerfect uses the terms dara link and panel link to describe the links that form 
relationships between panels. Data links and panel links both allow you to move to 
other panels without having to exit the current panel. However, they differ in their 
ability to check data values in other files and their ability to display related records 
from other files. 

Data link 
A data link can be used to check for certain data values in another panel. For 
example, if you enter data in a field that contain., r a data link, DataPerfect can check 

to see if identical data exists in the linked panel and can allow only data that is 
common between panels to be entered. This is referred to as data checking. 

Panel link 
A panel link cannor be used to check for certain data values in another panel. 
However, a panel link does let you access related records from a linked panel. A 
panel link can also use a window to let you view related records without moving 
the cursor to the linked panel. 
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Index An index in a book is a sorted list of key words that refer you to a specific page to 
find more information on a particular subject. 

In DataPerfect, an index js a sorted list, comprised of selected fields, that is used to 
locate records. You can define several indexes in your database so that records can 
be cross-referenced in many ways. Indexes are mainly used for sorting. Multiple 
indexes are needed if you want a primary sort on more than one field. 

DATABASE CONCEPTS 33 



Designing a Database 

Before you can define a database in DataPerfect, you must first design it. For 
example, if you build a house, you first decide how big you want the house to be 
and how many rooms you want it to have. After that, you draw the plans which 
show where each room will be, what the size of each room will be, and how each 
room will be furnished. Once these planning steps are completed, then the physical 
work of building the house can begin. 

Designing a database is similar to building a house. Before you can begin, you 
need to know what you want the database to do for you, and what data you want it 
to contain. Then you draw the plans which show where you want certain data, and 
show how the database will operate when you are finished. Once these planning 
steps are completed, then the physical work of building (defining) the database can 
Ltcgin. 

The amount of time you spend creating the database on the computer can be 
significantly reduced by spending extra time designing it first on paper. 

Use the ten general steps listed below when creating database applications. The 
steps use a small retail business to illustrate the process. 

STEP 1 Decide What Your Database Needs To Accomplish 
First, outline what your present system does, and what the new system must be 
capable of doing. For example, if you have a file drawer which contains the names 
and addresses of your customers, you might periodically mail letters to them to 
advertise certain products. What if you need to send letters to only those customers 
who have purchased one specific item within the last six months? The current 
record keeping system would not allow you to perform such a mailing, so you 
would want to design the new database to do this. 

To decide what your database needs to accomplish, it is helpful to understand the 
difference between a flat file database and a relational database. A flat file does not 
have a relationship to any orher panel in a databax. It stands alone and contains no 

links to other panels. A simple mailing list is an example of a flat file. 

A relational database allows for four types of relationships between panels. You 
can construct all of these relationships using DataPerfect. These four relationships 
are named and defined below. 

One-to-One 
A one-to-one relationship is established when one record in a panel is related to 
only one record in a linked panel. A panel link is used to create this 
relationship. 

One-to-Many 
A one-to-many relationship is established when one record in a panel ic relarerl 
to many records in a linked panel. A panel link is used to create this 
relationship. 
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Many-to-One 
A many-to-one relationship is established when many records in one panel are 
related to only one record in a linked panel. A data link is used to create this 
relationship. 

Many-to-Many 
A many-to-many relationship is established using three panels. These panels 
form a one-to-many relationship and a many-to-one relationship using an 
intermediary panel. A data link is used to create this relationship. 

Decide what types of relationships your database will use before you move on 
to step 2. For more information about relationships between panels, see Link in 
Reference. 

STEP 2 Decide What Oata Is Needed To Perform These Functions 
In addition to the customer’s name and address, you would also need invoice 
information detailing the purchases of each customer. You should list each 
separate piece of data that will be needed (each piece will become a field in the 
database). For a small business, you might list such things as customer number, 
first name, last name, address, city, state, ZIP Code, phone number, invoice 
numbers, invoice dates, items purchased, and purchase amounts. 

STEP 3 Examine the list of Fields and Divide It into Groups 
Next, divide the list of fields into distinct categories. For example, customer 
number, first name, lasr name, address, city, state, ZIP Code, and phone number are 
all related to each other and should be grouped together. Elements such as invoice 
numbers, invoice dates, items purchased, and purchase amounts are related to each 
other and should be grouped together. This process of dividing the data into groups 
is called normalization. Properly normalized fields are what give databases their 
tremendous flexibility. In this case, since all of the customer information is 
contained in one file, it may be sorted by the Customer Number field, Last Name 
field, State field, and so forth. Because all of the invoice information is contained 
in one file, it can be sorted by the Invoice Number field, Invoice Date field, Items 
Purchased field, and so forth. 

At this point, sketch the database on paper to help visualize the files. Because you 
designed two files, you need to sketch two panels (a Customer Information panel 
and an Invoices panel) containing the fields in their associated groups. 

STEP 4 Decide Which Fields Will Be Common Between Panels and Used for linking 
The next step is to decide how these two panels will relate to each other. 
DataPerfect must have some way to know which invoices are for which customer. 
This is done by using a field which is common to both panels. The best candidate 
in the small business example is the Customer Number field. The Customer 
Number field would be located in the Customer Information panel, and would ah0 

be locared in the Invokes paw1 LCJ liuk invoices to their customers. 

Listed below are the contents of the two panels: 
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CUSTOMER INFORMATION PANEL 
Customer Number, First Name, Last Name, Address, City, State, ZIP Code, 
Phone Number 

INVOICES PANEL 
Customer Number, Invoice Number, Invoice Date, Items Purchased, Total 
Amount 

When these panels are linked together, the Customer Number field will be the field 
which creates the relationship between customers and their invoices. The linking 
fields must be common fields between two panels. These fields should contain data 
that a user will not ordinarily change. For example, a Social Security Number field 
would work well for a common field between panels because it would not 
ordinarily change in either panel. A field containing a total would not work well 
because each time the total changes, all fields that were previously linked to this 
field would be lost. 

STEP 5 Build a Panel for Each Group of Fields 
The next step is to build (define) the panels using DataPerfect (see Dejning (I 

Database in Database Fundamentals). Each panel will contain a group of fields. 
The panels should be designed to look like the sketch you drew in step 3. 

STEP 6 Build Indexes and Lookup Lists for Each Panel 
Each panel must contain at least one index. An index sorts the records found in the 
database. I+or example, if you need to search for records by customers’ last names, 
you should build an index which sorts by the Last Name field (the Last Name field 
is the first field selected in the index). I f  you need to search for records by State, 
you should build an Index that sorts by state (the State field is the first field selected 
in the index). 

DataPerfect imposes no limit on the number of indexes a database has. However, 
EACH INDEX MUST BE UNIQUE. Consider the following case. You have an 
index with only one field-the Last Name field. I f  you tried to enter the names of 
two separate customers with the same last name, DataPerfect wnuld give you an 

error message telling you that the second record is not unique. If  the only field in 
the index is the Last Name field, then that field is the only field DataPerfect checks 
to locate records, and so the two records appear to be duplicates 

This can be fixed easily. You can either modify the index so it includes other fields 
(for example, the First Name field and the Address field), or you can include some 
field in each index which will always be unique, such as the Customer Number 
field. Using either of these options, DataPerfect will consider each record unique, 
and will be able to index it. 

Next, define a lookup list for each field. Lookup lists determine whichjelds are 
displayed at the top of the screen when you perform a lookup (see Lookup Field 
Lisr irr Rtferencr). 
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STEP 7 Link Panels with Panel Links or Data links 
The panels should next be linked through the use of panel links or data links. 
During this linking process, DataPerfect asks you to define the index and the link 
field list (the common field(s) between the two panels-in this case, the Customer 
Number field) that will be used. The index and the link field list are different, but 
work together to form the link. The rule is that THE LINK FIELD LIST MUST 
FIRST CONTAIN THE FIELDS THAT ARE COMMON BETWEEN THE TWO 
LINKED PANELS (see Link in Reference). 

STEP 8 Enter Sample Data 
The next step is to enter sample data, and then move around in the new database to 
see if all of the links are set up and functioning properly. 

STEP 9 Build Reports and Run Tests 
Now that you have tested the database with sample data, you can define reports and 
test them (see Reporr in Reference). You should check your reports very carefully 
to make sure they are defined correctly. This is especially important when reports 
deal with financial figures or with a large number of report variables. 

STEP 10 Belete the Sample Data and Begin Using the Database Application 
With the completion of step 9, you are ready to delete the sample data and begin 
using the database application for its intended purpose. 

DataPerfect is a tool which allows you to solve many information management 
problems. It makes dejning (or building) your database easy; however, the work 
of designing the database is up to you. Time taken in the design stage is time well 
spent. 

DESIGNINGADATABASE 37 



Defining a Database 

To define a database, 

1 Be sure the database list is on your screen. 

2 Select Create a New Database (1) from the menu in the instruction box. 

A new screen appears, prompting you to enter a name for the database. 

3 Enter the desired database name (no more than eight characters). You cannot 
use a three-letter extension in this name. 

After enrering the database name, DataPerfect cleates three files that are used by 

this particular database. These filenames begin with the name you assigned to the 
database, and they end with .STR, .TXX, and .IND. For example, if you named 
your ctatabase Customer, me three files generated would be CUSTOMER.STR, 
CUSTOMER.TXX, and CUSTOMER.IND. For more information about these 
generated files, see Appendix F: Program Files. 

The Define Panel menu appears on the screen after you enter the database name. 
You now are ready to define the first panel of your database (see Panel in 
Reference). 
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Copying a Database 

You can copy an existing database structure to another datahase. When ynu 
perform the following steps, only the structure of the database is copied, not the 
actual data in the panels. 

To copy a database srrucrure, 

1 Place your cursor at the DOS prompt. You should not be in DataPerfect. 

2 Change to the drive or directory containing your database files (in other words, 
C:\DATA). 

3 Type copyfilenamel.strJilename2.str and press Enter. 

Filename1 represents the name of the database from which you are copying. 
Filename2 represents the name of the database to which you are copying. 
Filename1 andfilename must be different filenames. 

4 Start DataPerfect (see Installation in Getting Started). 

5 From the database list, move the cursor to the name of the database you just 
copied (filename2), then press Enter. 

A message is displayed telling you that the .TXX file is not found. 

6 Select Re-create the Text File (1). 
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A message is displayed telling you that no .IND file exists for- the database. 

7 Select Create a New Index File With New Indexes for All Data Files (1). 

A message is displayed telling you that there is no index for this panel. 

You need to give each panel in the database a new panel filcnamc so a new .STR 
file will be created. 

Important: ljyou do not rename each panel, DataPerfect uses the data.jles.from the old 
STR file, and the new database will not work properly. 

8 Select Change the Filename (I), and give the file a name other than the current 
one. 

The cursor returns to the panel. 

9 Press Exit (F7) to return to the panel list, rhen move the cursor to the next panel 
in the list. 
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10 Repeat steps 8 and 9 for each panel in the panel list until all panel filenames 
havebeenchanged. 

You now have created a new database with a structure that is identical to the 
previously created one (filename1 ). You can modify the new database to fit your 
needs. 
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Selecting a Database 

Tn wlect a database, 

1 Be sure the database list is on the screen. 

The database list contains all of the databases found in the drive nr dirertory (listed 

alphabetically). 

2 Use the arrow keys to highlight the desired database, then press Enter to enter 
the database. 

If the database you want to use does not appear on the database list, 

1 Select Change Default Directory (2) from the menu in the instruction box. 

2 Enter the name of the directory or drive which contains the desired database. 

A list of databases contained in that directory is displayed. 

3 Use the arrow keys to highlight the desired database, then press Enter to enter 
the database. 
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Deleting a Database 

To delete a database, 

1 Press Exit (F7) until you exit DataPerfect and the DOS prompt is on your 
x1-cc11 

2 If you are not in the directory where the database is located, change to the 
correct directory (enter cdkfkecfory name at the DOS prompt). 

3 Enter del$Zename.* (/&name is the name of the database you want to delete). 

I f  the files in the database have the same name as the database (except for different 
three-letter extensions), they will also be deleted. If  they have different filenames, 
they must be deleted separately. 

DELETINGADATABASE 43 









Backup 

Power outages, computer failnres, and disk failures can erase information in your 

database. To avoid losing time and data, make backup copies of all data files 
periodically. 

The DamPerfect utility UPBackup lets you back up a UataPertect database to a 
network drive, hard drive, or diskettes. See Appendix I: Utilities-DPBackup for 
more information. 

DP Backup does not back up a database from diskette. If you run your database 
from diskette, you must use either of the DOS commands Copy or Backup at the 
DOS prompt to back up the database files. See your DOS manual for more 
information on these commands. 

You can also perform an export as a backup. However, an export should be used in 
addition to, not in place of, a regular backup (see Data Export in Reference for 
more information). 

Database Files Each database displayed in the database list has three files which are generated by 
DataPerfect (.STR, .IND, and .TXX), and at least one data file. For example, if the 
database name is Customer, the three files are CUSTOMER.STR, CUSTOMER, 
IND, and CUSTOMER.TXX. The name of each data file is found at the top left of 
each panel. If the database contains more than one panel, be sure to back up the 

files for each panel. 

When performing a backup, copy the .STR and .TXX files and all data files onto a 
blank, formatted diskette; a hard drive; or an appropriate network directory. The 
.IND file is regenerated when you enter a database and will not require a backup 
COPY. 

Block 

Block (Alt-F4) is used to define portions of text which you want to move, copy, 
bold, or underline. Block can also be used when entering data in a text field, or 
when creating a panel or a report. 

Block cannot be used to move or copy information between databases. 

Formulas All or part of a formula can be copied or moved to another field in the same panel 
or in a different panel. If a formula is moved or copied to another panel, any fields 

that were included in the original formula need to be selected again using Select, 
once the formula appears in the new panel. See Select in Reference. 
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Panel Definition Thing panel definition, you can move or copy fields and text wjthjn the same 
panel or to a different panel. I f  you move or copy a field within the same panel, the 
field format. plus any field options (such as lookup lists or formulas) you have 
defined are moved or copied. If  you move or copy a field to a different panel, only 
the field format is moved or copied. If  you move a field within a panel, the field 
keeps its original number. 

You can copy the tield labels and fields (but not any Indexes, Imks, or torn-Was) of 
an entire panel. To copy a panel using Block, create a new, empty panel. Exit the 
new panel, access the panel to be copied, then block and save the entire panel. Exit 
the panel you just blocked and saved, access the new, empty panel, then press 
Move (Ctrl-F4) to retrieve the fields and labels. 

Reports Block can be used within a section of the report form (see Report Form in 
Reference). You can move or copy parts of a report to another section of a report 
form or to another report. However, you cannot block across report nertinns Fnr 
example, the block cannot extend from the First Page Header section through the 
Other Page Header section. To make a copy of an existing report, position the 
cursor on that report in the report list and press Insert. 

Text You can move or copy data from one text field to another text field in the same 
database. 

To use Block, 

1 Position the cursor in the text field where you want the block to begin. 

2 Press Edit (F6) to go into Edit mode, then press Left Arrow (t) to move the 
CULSOL~ into the text field. 

Several instructions appear at the bottom of the instruction box, beginning with 
“Save Text - Tab.” 

3 Press Block (Ah-F4) to turn on Block. 

A “Block” message appears at the top of the instruction box. You do not, however, 
see the blocked text in reverse video. 

4 Move the cursor to where you want the block to end. 

6 Press Move (CtrLF4) to cut the block from the screen, then press Save (FlO) 
twice to save the field and the record. 

or 

Press Save once to copy the block, then press Save two more times to save the 
field and the record. 

The block of text is saved in a separate buffer. 

6 Position the cursor on the field where you want to insert the blocked WXL. 
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7 If the field is a text field, press the Space Bar once to enable ~OLI to edit the 
field, then press Move (Ctrl-F4). 

Or 

I f  the field is a non-text field, press Move (Ctrl-F4). 

The block is restored or copied. 

Bold 

Bold (F6) can be used both in a report and in a text field. 

Reports To print bolded text or fields in a report, either use DPPrint or save the report as a 
WordPerfect file and print the report from WordPerfect. 

You may not use Bold if the cursor is already positioned on a field. If the cursor is 

positioned on a field when you press Bold, you are placed in Edit mode. 

You can bold text or fields while creating a report or in an existing report. To bold 
text or a field as you type in a report, 

1 From a panel, press Report/Export (Shift-F7) to access the report list. 

2 Move the cursor to the desired report and press Enter to access the Report 
menu. 

Press Insert to create a new report. 

3 Select Edit Report Form (8). 

4 In the report form, position the cursor where you want Bold to begin. 

5 Press Bold (F6) to turn on Bold. 

or 

Press Attributes (Shift-F6), then select Bold On/Off (1). 

6 Type the desired text. 

or 

Press Select (F4) to select the desired field. 

7 Press Bold again to turn off Bold. 

or 

Press Attributes, then select Bold On/Off again. 
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To bold existing text or a field that has already been selected in a report, 

1 Be sure the report form is on the screen, then move the cursor to the beginning 
of the text or field you want to bold. 

Text Field 

2 Block the desired text or field (see Block in Reference). 

3 Press Bold (F6) to bold the blocked text or field. 

You may bold text in a field only if the cursor is in the text field. If the cursor is 
not in the text field when you press Bold, you are placed in Edit mode. 

To bold text in a text field as you type, 

1 Prmh Buld (F6) tu turn WII Bold. 

2 Type the text. 

3 Press Bold again to turn off Bold. 

To bold existing text, 

1 Block the text you want to bold (see Block in Reference). 

2 Press Bold (F6) to bold the text. 
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Cancel 

Press Cancel (Fl) to do the following: 

l Cancel an action after selecting an incorrect function key. 

- Rcstorc original values to fields changed in Edit mode (before changes tue 
saved) and cancel Edit mode. 

l Reset a field to its original value when you are typing a new value (only if 
Enter has not been pressed). 

l End a report while it is running. 

l Discontinue an import or search. 

l Exit a lookup list and return to the record the cursor was on when Lookup was 
pressed. 

l Cancel creating/editing an index. 

l Exit and save a report or panel definition 

l Cancel a link definition while still in the defining process. 

l Cancel creating/editing a record. 

l Remove a password from the database at the Define Passwords screen (press 
System (Shift-F9), then select Define Passwords (5)). 

DataPerfect does not allow you to cancel out of a y/n (yes/no) prompt. You must 
type either y or n. 

Character Map 

With the Screen feature of DataPerfect (Ctrl-F3), it is possible to map most 
symbols and international characters for on-screen use and for printing. 

Important: Do not attempt to map the characters ( ) [ ] “ ’ I *=<>/\? I -.;. 

DataPetject uses these characters in formulas and in establishing a sort order: 
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Map Alt and Ctrl Keys The Map Ah and Ctrl Keys option of the User Screen Options menu displays a 
table of on-screen characters and the keystrokes to which they are mapped. Using 
this feature, you can change which characters are mapped to certain keystrokes. 

Most of the extended ASCII characters are mapped to a keystroke combination 
(Ctrl plus a letter or Alt plus a letter). 

To change a character mapping. 

1 Press Screen (CtrLF3). 

2 Select Map Ah and Ctrl Keys (3). 

3 Use the arrow keys to locate the number and character you warn to change. 

4 Enter the ASCII value of the desired character. 

I f  you are unsure of a desired character’s AX11 value, see Appendix N: ASCII and 
IBM Extended Characters. 

5 Press Exit (F7) to save the changes and return to the panel or panel list. 

I f  you want to use Alt-letter characters in a new database, you should take care not 
to change the default keystroke mappings. If  you access any existing database 
previous to creating a database in the same session, the newly-created database will 
have the mappings of the existing database. 

In an existing database that has keystroke mappings other than the default, you can 
change the mappings, or you can use the Ah-number ASCII and extended IBM 
characters. For more information on Alt-letter and Alt-number keystrokes, see 
Appendix N: ASCII and IBM Extended Chumcters. 

If you have mapped an international charucter to a keystroke combination (Ctrl plus a letter 
or Ah plus a letter) and you de&e the same ke?;stroke combination for a custom hotkev, the 
hotkey dejinition will override the international character mapping whenever you use that 
kevstroke. 
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Mapping the Printer 
to Include 
International 
Characters 

Most printers will print many of the AX11 characters without needing any special 
codes or mappings sent to the printer. I f  your printer does not print a specific 
character you need, such as a non-English character, you can map it to the printer. 
Mapping a character to the printer means that you are sending the codes necessary 
to perform a certain function from your computer to your printer. 

The Printer Mnp function in DataPerfect uses P simple single character map which 
only affects printing. It does not affect the display on the screen or in the files. 

To map a character to your printer, refer to your printer manual for the character’s 
numerical code, and then perform the following steps. 

1 Press Screen (CtrlLF3) to access the User Screen Options menu. 

2 Select Printer Map (6). 

The current mapping is displayed in its ASCII value. 

3 Use the arrow keys to locate the number and the character you want to change. 

4 Enter the mapping for the desired character, using as many as three digits. 

Press Cancel (F I) to cancel an unwanted change. 

5 Change any additional character mappings by performing steps 3 and 4 again. 

6 Press Exit (F7) to leave the Printer Map screen. 

When this character is sent to the printer, the new mapping (code) is sent and the 
character is printed. 

If  you want to use an international character while DPPrint is active, you must first 
edit a copy of the appropriate primer driver (.PRD file) to include the inremariunal 

character(s) you want to use. For information on how to do this, see WordPerfect 
Office Printer Program (WPOPTR) in Appendix L: Utilities-DPPrint. 

I f  you prefer not to edit the .PRD file, do not run DPPrint when you are using 
international characters you have mapped to the printer. 

Related Information You can find related information in the following section: 

l Appendix N: ASCII and IBM Extended Character< 
l Screen 

CHARACTERMAP 53 



Characters, Uppercase 

The Mapping Uppercase Letters option of the System Operations feature (Shift-F9) 
lets you assign uppercase letters to the keyboard. When you select this option, the 
Uppercase table appears on the screen. The Uppercase table decides which 
uppercase characters appear in a field that has been defined to allow only uppercase 
letters. When entering text in this type of field, you can type lowercase characters 
and they will be converted to uppercase. For instance, if you type an “a” (character 
97), an “A” (character 65) appears. This feature is most useful when using 
international characters (for example, you can choose whether a “C” or a “C” will 
appear when you type a “q”). 

This table is also used during searches, as all characters are converted to uppercase 
before search comparisons are made. 

Zmportmat: Da rzat anempr to map the characters ( ) [ ] “ ’ + - * = < :, / \ 7 !  -,; 
DataPetfect uses these characters in formulas and in establishing a sort order: 

To change the Uppercase table, 

1 Be sure the System Operations menu is on the screen (press Shift-F9). 

2 Select Map Uppercase (4). 

The current Uppercase table is displayed. 

3 Use the arrow keys to select the character you want to reassign, and enter the 
new uppercase decimal value. 

After you have mndc the dcsircd changes, 

4 Press Save (FlO) to save the new assignments. 

To cancel chauges ~~latlt: du~iug tht: current session, press Cancel (Pl) instead of 
Save. You are returned to the current panel. 
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Color 

When running DataPerfect with a color monitor, you have the option of changing 
the color of panels, menus, and reports as they appear on the screen. Options for 
changing color settings are discussed below. 

Change Color If  you have a color monitor, you can specify the color for the background and the 
foreground of the panel, the fields in that panel, and the field in which the cursor is 
positioned. The option to change panel color is part of the Panel Options menu (see 
Panel Options in Reference). Once you exit the Panel Options menu, the options 
you set are saved with the panel. 

The colors you set are only saved for the current panel. To set all of the panels in a 
database to the same color formats, you must modify each panel separately. 

To change colors in a panel, 

1 Enter the panel you want to change. 

2 Press Define Panel (Alt-F8) twice to display the Panel Options menu. 

3 Select Change Color (2) to access the Panel Color Selection menu. 

Panel Color (1) determines the color of the panel (background) and the color of the 
border around the panel and of any panel text (foreground). 

Field Color (2) determines the color of the fields in the panel. 

Field Editing Color (3) determines the color of the field on which the cursor is 
positioned or the color of the field which is being edited. 

4 Select the option number (1, 2, or 3) for the item you want to change. 

5 Type the letter of the desired background color (A-H). 
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The selected background color is displayed behind the options for foreground 
colors to help you select a readable color. 

6 Type the letter of the desired foreground color (A-P). 

Remember that the background and foreground colors must be different in order for 
text to be legible. The currently selected settings for the database you are in are 
displayed on the screen to the right of the menu. 

7 Press Exit (F7) to exit the Panel Color Selection menu. 

If you want to change background or foreground colors after they have been set, 
repeat the steps above. 

Menus and Reports If you have a color monitor, the Select Colors for Menus and Report Editing option 
is available on the User Screen Options menu as part of the Screen feature (Ctrl- 
F3). Thib upiw ktb yuu chauge the culurs of menus and repts as they appear on 
screen. 

To access Select Colors for Menus and Report Editing, 

1 Press Screen (CtrLF3). 

2 Choose Select Colors for Menus and Report Editing (2) 

At this point, a menu appears containing a scale of colors with corresponding 
letters. Specify a background and foreground color for Menu, Editing, Bold, 
Underline, and Bold & Underline colors. The present settings for the current 
database are displayed at the right of the options. 

3 At the selection prompt, type the setting number you want to change (such as 1 
for Menu Color). 

4 Type the letter of the color you want to use for the background color. 



The selected background color is displayed behind the options for foreground color 
to help you select a readable color. Remember, the background and foreground 
colors must be different. 

6 Press Exit (F7) to leave the menu. 

Related Information You can find related information in the following sections: 

l Panel Options 
l Screen 

COPY 

Using Save (FIO) and Move (Ctrl-W), you can copy a designated block of text or 
fields (see Block in Reference). 

After defining the block, 

1 Press Save (FlO). 

This copies the block into a separate buffer, leaving the original block of text on the 
screen. 

2 Positon the cursor where you want the block copied and press Move (Ctrl-F4) 
(see Move in Reference). 

The copied block appears. 

Press Move to restore copies of the block as many times as necessary. However, 
only one block may be defined at a time. If  you define and copy another block, the 
first block is eliminated from the buffer (whether you have restored it or not). 
When you exit the database, any data in the buffer is deleted. 
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Cursor Movement 

This section describes the keystrokes needed to move through datahasef, panels, 
and records. Keystrokes for moving within fields are also included. 

Moving Through 
Databases 

USC the kcystrokcs described below to nlovc your GUI SUI bctweu~ databases or 
between a panel list and database list. (If you access your database through a 
menu, these options may not be available.) 

Database to Database 
I f  you are currently in a database, press Exit (F7) until the database list is displayed. 
Use the arrow keys to highlight the desired database, then press Enter. Press Home 
or Page Up to move your cursor to the first database in the list. Press End or Page 
Down to move your cursor to the last database in the list. 

Database List to Panel List 
Use the arrow keys to highlight the desired database, then press Enter. The panel 
I I st IS displayed. 

Panel list to Database list 
Exit (F7) returns you to the database list. 

Moving Through Panels A database may have many panels in the panel list. Use the keystrokes described 

below to move from one panel to another. 

Panel List to Panel 

Use the arrow keys to move through a panel list or highlight the desired panel. 
Press Home or Page Up to move your cursor to the first panel in the list. Press End 
or Page Down to move your cursor to the last panel in the list. Press Enter to 
access the highlighted panel. 

Panel to Panel List 

Exit (F7) returns you to the panel list. 

Panel to Panel via Panel List 
Return to the panel list by pressing Exit (F7). Move the cursor to the desired panel, 
then press Enter. Press Home or Page Up to move your cursor to the first panel in 
the list. Press End or Page Down to move your cursor to the last panel in the list. 
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Panel to Panel via a Link 
To move from a source panel to a destination panel through a panel link, position 
the cursor on the link and press Down Arrow (1) or LPanel (F5). To move from a 
source panel to a destination panel through a data link, position the cursor on the 
field to the right of the data link and press Down Arrow or 1Panel. Pressing Down 
Arrow lets you access only the related records in the destination panel. lPane1 lets 
you access all of the records in the destination panel. To return to the source panel, 
press Exit (F7). 

Moving Through When you are in a panel, use the following features and keystrokes to browse 
Records through the records. 

Page Up/Page Down 
Page Up moves the cursor to the previous record and Page Down moves the cursor 
to the next record. DntoPcrfcct uscs the current index in the panel to determine the 

previous or next record. If  you haven’t accessed any kind of index during this 
database session (such as a lookup list), the first index in the panel is used. 

Shift-Page Up/Page Down 
Shift-Page Up moves the cursor to the first record in a panel. Shift-Page Down 
moves the cursor to the last record in a panel. These keystrokes work only on a 
standard keyboard. 

lookup (F8) or Up ArrOW (I) 
Pressing Lookup or Up Arrow when in a record lets you use the Lookup feature to 
locate a record (see Lo&q in Reference). 

C&arch (F2) or 4Search (Shift-F2) 
The *Search and +Search features are useful for locating a specific record or records 
in a panel (see Search in Reference). 

Moving Through Fields The following keystrokes can be used to move frnm field tn field when in Rrnwse, 

Create, or Edit mode. 

Shift-Arrow Keys 

The Shift-arrow keys on the numeric keypad move your cursor from field to field. 

I f  you press a Shift-arrow key when the cursor is in a text field, the field value is 
saved and the cursor moves to the next field, as designated by the arrow key. 

* Shift-Up Arrow moves the cursor to the field above. 
= Sltift-Duwu AUWW ~KJYCS the cursor to the field below. 

l Shift-Left Arrow moves the cursor to the field to the left. 
l Shift-Right Arrow moves the cursor to the field to the right. 
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These keys work when defining any kind of field list [for example, an index or link 
field list). They do not move the cursor when defining a panel. 

With some keyboards (.yuch as some laptop computer keyboards), the Shift-arrow keys may 
not work. If  you encounter this problem, use the Alt key in combination with 1, 2, 3, and 4 
(number keys at rhe top of the keyboard) to move left, right, up, or down respectively. Also, 
on the IBM Enhanced Keyboard, the dedicated cursor pad fin other words. the arrow keys 
located to the lqft of the numeric key pad) does not function with Shift. 

Ctrl-Home 
Ctrl-Home moves the cursor to the first field in the edit order (see Change Edit 
Order under Panel Options in Reference). 

Tab, Enter, or Plus (+) on the Numeric Keypad 
Tab. Enter, or the plus sign (+) on the numeric keypad moves your cursor to the 
next field. However, if the cursor is positioned in a text field and you press Enter, a 
carriage return is inserted. To move the cursor to the next field from a text field, 
press Tab or the plus sign. 

Shift-Tab or Minus (-) on the Numeric Keypad 
When in Create or Edit mode, Shift-Tab or the minus sign (-) on the numeric 
ktzypad leaves the last value entered in the field and moves to the previous field in 
the edit order (see Change Edit Order under Panel Options in Reference). In 
Browse mode. Shift-Tab or minus (-) moves the cursor to the previous field. 

Escape 
When in Create or Edit mode, Escape restores the previous value entered and 
moves the cursor to the beginning of the field. Pressing Escape again moves the 
cursor to the previous field in the edit order. In Browse mode, Escape moves the 
cursor to the previous field. 

First Field (Ctrl-FP) 
Pressing First Field moves the cursor to the first field in the panel. This key is 
designed for editing text in fields, and can be used in Browse or Edit mode. 

Down Arrow ( I) or 1 Panel (F5) 
Pressing Down Arrow or LPanel moves you to the next data link or panel link in a 
panel. Once the cursor is on a link, pressing one of these keys moves you through 
the link (see Link in Reference). Down Arrow accesses the related records in the 
destination panel. lPane1 starts a new record in the destination panel. 

Next Field (AN-FP) 

Pressing Next Field moves the cursor to the next field. This key is designed for 
editing text in fields, and can be used in Browse or Edit mode. 
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Moving Within Fields Use the following keystrokes to move the cursor within a field. 

left/Right Arrow Keys 
Left Arrow (t) moves the cursor one character to the left. Right Arrow (+) moves 
the cursor one character to the right. Holding down Left Arrow or Right Arrow 
moves the cursor to the extreme left/right of a line of text. 

Word Left/Right 
Word Left (Ctrl-Left Arrow) moves the cursor to the beginning of the previous 
word. Word Right (Ctrl-Right Arrow) moves the cursor to the beginning of the 
next word. 

Moving Within 
Non-Text Fields 

Use the following keystrokes to move the cursor within a non-text field (any field 
other than a text field). 

Home 
Home moves the cursor to the beginning of the field. 

End 
End moves the cursor to the end of the field. 

Moving Within Text 
Fields 

Use the following keystrokes to move the cursor within a text field. 

Up/flown Arrow Keys 
Up Arrow (T) moves the cursor up one line. Down Arrow (5) moves the cursor 
down one line. Holding down Up Arrow or Down Arrow scrolls up/down through 

a text field. 

Page Uppown 
Page Up (Pg Up) and Page Down (Pg Dn) move the cursor to the first line of 
displayed text (Page Up) or to the last line of displayed text (Page Down). 

Home 
Press Home followed by an arrow key to move the cursor to the margins of the text 
cunrr~tly dibplayr;d in tilt: tent field. Press Home twice followed by Up Arrow (T) 
or Down Arrow (L) to move to the top or bottom of the text field. 

Scrolling Through a 
List 

Use Up Arrow (T) and Down Arrow (1) to scroll through database lists, panel lists, 
report lists, lookup lists, and indexes. You can use Page Up/Page Down to move to 
the top/bottom of the list. 
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Data Export 

An export copies, but does not delete, records from a data file and saves them under 
another filename. This file can be in WordPerfect or DOS Delimited Text format. 
The file can then be imported into another program or used in WordPerfect. 

Pc~fu~~~~i~~g ail c~.pult ib CliKuc~lt thaws generaling a repur t, Cveri though these two 
features are both accessed with the Report/Export function key (Shift-F7). An 
export must be sent to a disk file; a report can be sent to a disk file, to the screen, or 
to the printer. An export is not usually in an easily readable format; a report is 
usually easy to read. An export can be imported back into a database; a report 
cannot be imported (see Data Import in Reference). 

E.wporting data from a panel is not the same as exporting the structure of a database. To 

export a database structure, you must use the DPEXP feature, which is documented in 
Appendix B: Description Language. 

Uses for an Export An export is valuable when you want to transfer a copy of data to another program 
or location. 

An export can also act as an additional backup of your database, but should not be 
used in place of the regular backup. Be sure to export the records from all of the 
files (panels) you want to save. 

The data from each panel must be exported separately. You cannot export an entire 
database at once. Each export file must have a unique filename (different from any 
panel name, any database name, and any other export filenames). 

Menu Options The menu options on the Report/Export menu (Shift-F7) are listed and explained 
below. 

To access these oprions, 

1 Press Report/Export (Shift-F7). 
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2 Be sure the cursor IS positioned on Built-In Short Keports, then press Enter. 

Printer On/Off (1) 
This option is not available when performing an export. An export must be sent to 
a disk file and cannot be printed. 

Disk File On/Off (2) 
This option lets you send an export to a disk file. Once this option is selected, you 
need to determine whether you want to create a new disk file (option 1) or append 
to an existing disk file (option 2). Then you are prompted to enter a filename for 
the export (the default filename is SCRATCH.REP). In naming the file, you may 
want to include .EXP as a three-letter extension to help you identify it as an export 
file. 

Index Number (3) 
This option determines the order in which the records-not the fields-are 
exported. If  more than one index has been defined for the current panel, and you 
want to change the index selection for the export, select this option. The panel 
appears, displaying the currently selected index. Use Up Arrow and Down Arrow 
to move to the desired index, then press Select (F4). The selected index number is 
displayed to the right of this option. 

Search Conditions (4) 
This option first lets you set the search conditions. Then if you select Include (1). 
only those records matching the currently defined search conditions are included in 
the export. I f  you select Exclude (2) the records matching the search conditions 
are excluded from the export. 

The default setting is No Search. If  you leave the setting at No Search, all records 
in the file are included in the export. 

Once you select this option, the Report Search Options menu is displayed. See 
Search in Reference for information about each search option. 
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Sort Direction (5) 

This option determines the sort direction for the export. When sorting, DataPerfect 
follows the selected index, either from the beginning to the end (forward), or from 
the end to the beginning (backward). The default setting is forward. 

Disk File Mode WP/DoS (6) 
This option cannot bc changed manually when setting export options. The setting 
is determined by the option you select for the Report/Export format (8). I f  you 
select the WordPerfect Merge format, this option is set to WordPerfect. I f  you 
select the DOS Delimited Text format, this option is set to DOS Text. 

Print Margins (7) 
This option has no effect when performing an export. 

Report/Export Format (8) 
This option contains six settings, but only the last two settings can be used m an 

export. You must use either WordPerfect Merge format or DOS Delimited Text 
format. Both of these formats contain delimiters (characters which mark the end of 
fields and records) which are needed for importing a file into a database. 

For example. a WordPerfect merge file contains a Merge R (*R) after each field, 
and a Mcrgc E (“E) after each record. When a WordPerfect merge file is imported, 

DataPerfect uses Merge R (“R) to decide the boundaries of a field’s data and Merge 
E (*E) to decide when one record stops and another begins. 

A delimited DOS text file uses designated characters as delimiters for the fields and 
records. The delimiters you choose must be characters that are not found in any of 
the records. The default delimiter which separates fields is a broken vertical line 
(I). The default delimiters which separate records are a tilde, carriage return, and 
line feed (- <CR> <LF>). The setting you select for the Export format determines 
the setting for Disk File Mode WP/DOS (6). 

Fields To Be Included (9, A, and B) 
These options let you include Lookup Fields, All Display Fields, or All Real Fields 
in an export. 

I f  you select Lookup Fields (9), DataPerfect uses the lookup list for the field on 
which the cursor was positioned when you pressed KeporWExpott. It exports only 
those fields in the lookup list for each record. 

If  you select All Display Fields (A), DataPerfect exports all fields displayed in the 
panel. This option does not export hidden fields. 

If  you select All Real Fields (B), DataPerfect exports all real fields in the panel, 
including hidden fields. (Calculated fields with a ::C display mode indicator are 
not “real” fields, and are not exported with this option.) 

When you use the Buill-ln Report/Export menu w perJurm an upu,r I, the Jutu is eAp.pur~ted 
from one panel at a time. If you need to combine data from several files into one export, see 
Custom WordPerfect Merge Files in Report, Samples in Reference. 
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Exporting Data To export data from your database, 

1 Be sure the cursor is in the panel that contains the data you want to export. 

2 Press Report/Export (Shift-M) to access the report list. 

3 Be sure the cursor is on Built-In Short Reports, then press Enter to access the 
Built-In Report/Export menu. 

4 Select Disk File On/Off (2) to turn on Disk File. 

An exported file must be sent to disk. It cannot be sent to the primer. 

5 Select Create File (1) to create an export file. 

6 Enter the desired filename. 

7 Select Report/Export Format (8) to access the Built-In Short Report Format 
Selection menu. 

8 Select WordPerfect Merge (5). 

or 

Select Export DOS Delimited Text (6). 

The Built-In Report/Export rncnu is displayed again on the screen. 

9 If you selected Export DOS Delimited Text, you must enter the desired 
delimiters or press Enter to accept the current delimiters. 

10 Select All Real Fields (B) to be included in the export. 

11 Press Report/Export (Shift-F7) to perform the export. 

I f  the export’s filename already exists, you are prompted with “FILENAME exists. 
Proceed? (Y/N) N.” If  you type y, the export will overwrite the existing file. I f  
you type n, the cursor returns to the report list. 

As the data is exported, it scrolls by on the screen. There is no way to prevent this 
scrolling. If  the export is displayed on the screen, but stops before the export is 
finished, you need to turn off Scroll Lock. Press any key to finish exporting the 
data. 

12 When the export is finished, press any key to return to the report list. 

The settings you selected for the export are saved until they are changed. 

If  you do not want to retain the origmal records in your database, you can use 
Remove (Shift-FS) or Multiple Remove (Alt-F5) to delete them (see Record, Delete 
in Reference). 

Important: Before you remove records, check the exported& to be sure that the data was 
successf~dl~ e.xported. Once a record has been removed, it cannot be restored exceptfiom a 
backup copy orfrom the transaction log. 
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Data Import 

Records in a WordPerfect 4.2, 5.0, or 5.1 merge format (including Notebook files), 
or a DOS Delimited Text format can be imported into a DataPerfect database. 

If  you want to import data from another database program (dBASE, R:BASE, and 
w forth), that data mnst he in R format that DatsaPet-Fert rRn rwngniw Fnr help, 

refer to the documentation for the other database program. Also, see Appendix A: 
Convert. 

Menu Options Nine options are available on the Import menu (Ctrl-FS). 

Import Filename (1) 
This is the name of the file that contains the data you want to import. I f  you have 
performed an export during this database session, the filename used in the export is 
displayed on the screen. 

Be sure to include the full pathname if the file is not on the default drive or directory 

Import Type (2 and 3) 
WordPerfect Merge (2) files and DOS Delimited Text (3) files can be imported into 
UataPerfect. I f  you select DOS Delimited Text, you are prompted for the field and 
record delimiters found in the import file. You can change the default delimiters if 
they don’t match the delimiters in the import file, or press Enter to accept the 
existing delimiters. 

I f  you have performed an export during this database session, the file type used in 
the export is displayed on the screen. 

Duplicate Records Action (4) 
A lrculd is a duplicate when field values in any index and field values in the 
imported record are identical. For a record to be saved in the data file, it must be 
unique (see 1nde.u in Reference). 
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When you select this option, three additional options are displayed. Determine 
what should be done with duplicate records from the import file by selecting one of 
these three options. 

Copy it to the duplicate record file. 
This is the default setting. Duplicate records from the import file are sent to a 
filename specified in option 5 (Copy Duplicate Records to Filename). These 
records are saved in the format used to import them. 

Ignore it. 
I f  you select this option (2) or option 3, duplicate records from the import file 
are ignored. 

Replace the record in the database with it, 
I f  you select this option and multiple duplicate records exist in the import file, 
the last record imported is the one saved in the database. 

If  you select this option, the indexes defined for the panel are displayed on the 
screen. Use Up Arrow (t) and Down Arrow (.L) to find the index you want to 
USC to identify duplicate records. Then press Select (F4) tu select thr. index. 

For example, an index that contains only a Company Name field does not allow 
the same company name to be imported twice. 

If  a duplicate record exists in another index, DataPerfect ignores the duplicate 
record. 

Copy Duplicate Records to Filename (5) 
If  you choose to have duplicate records sent to a file on disk, enter the filename 
here. 

Search Conditions (6) 
York can rise this option to select records for an import. You can include or exclude 

each record that matches the specified search conditions (see Search in Reference). 

When you select this option, you are asked to specify the search conditions, During 
the database session, if you have already defined a set of conditions, you are asked 
if you want to use the conditions already defined or specify new conditions. If  you 
want to add to the existing conditions, type n. If  you do not want to use the current 
conditions, type n, and then select Reset Conditions (5) before defining new search 
conditions. Type y  if you want to use the current conditions. Then, select either 
Include Records That Satisfy the Search (1) or Exclude Records That Satisfy the 
Search (2). 

When you finish specifying the conditions, press *Search (F2) to accept the current 
search conditions. Then, select either Include Records Thst Satisfy the Search (1) 
or Exclude Records That Satisfy the Search (2). I f  you do not want to use the 
search conditions at this time, press Exit (F7). The search conditions will be stored, 
but not used. 
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Create Import List (7) 
Import assumes that the order of the fields in the import file matches the order of 
the fields in the panel. This is usually the case if you have used the Export feature 
to create the import file. This may not be the case if you are importing data from 
other programs or if you have modified the database structure by changing the edit 
order (see Change Edit Order under Panel Options in Reference). 

Create Import List lets you define a list that indicates the order in which the fields 
are to be imported. 

For example, the illustrations below show a file which is ready to be imported into 
a database. The names of the customers shown in the file below are listed by first 
name (field 3), then middle name (field 4). then last name (field 5). However, the 
Customer Information panel into which you are importing the file lists customers 
by last (field 2), first (field 3), and then middle (field 4) names. Because of this 
difference in the nrder nf the fields, you need to designate the order in which you 
want to import the fields in the file. 
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This option also lets you skip fields in the import file and/or the panel. For 
example, the Salutation field (field 2) in the file is skipped when importing the file 
because no corresponding field exists in the Customer Information panel. 

Import Without Disk Space Checking (8) 
Import Without Disk Space Checking is a quick import method which does not 
check for disk space. This option imports records until the buffers are filled, then it 

saves those records and continues importing. Use this method only if you are 
certain you have enough disk space to perform the import. 

Important: lfyou select this option and enough disk space does not exist, you may destroy 
rhe database. 

Import With Disk Space Checking (9) 
If you use Import With Disk Space Checking, DataPerfect checks for space on the 
disk before importing each record. Only five records are imported and saved at a 
time, then another five, and so on. This is the slowest but safest import method. 

DATA IMPORT 69 



If ynr~ selert thiq nptinn and ennllgh disk space dries nnt exist to impnrt all of the 

records, a message will tell you so. Then the import stops. 

!J’you are running DataPerfect on a network and another user is using the database, both 
options 8 and 9 import and save only one record at a time. 

Records are imported one panel at a time. If  you have more than one file to be 
imported into more than one panel, you need to perform an import for each panel 

You cannot import data from a file and then update that data from another imported 
file. I f  you attempt to do this, you will only add more records to the file. 

Importing Data To import records, 

1 Be sure the cursor is in the panel to which you want to import records. Data 
can only be imported into one panel at a time. 

2 Press Import (Ctrl-FS). 

The Import screen is displayed. 

3 Select Import Filename (I), then enter the name of the file you want to import. 

4 If  the import file is in WordPerfect Merge format, select WordPerfect Merge 
(2). 

or 

I f  the import file is in DOS Delimited Text format, select DOS Delimited Text 
(3), then type the correct field and record delimiters. 

At this point, you can select options 4 through 7 on the Import menu, if desired. 

5 If  you are certain you have plenty of disk space, select Import Without Disk 
Space Checking (8). 

or 

I f  you are uncertain about the amount of available disk space, select Import 
With Disk Space Checking (9). 

The status of the import is displayed in the instruction box. 

Computed Fields If a panel contains a computed field (one with a ::C display mode indicator), you 
see a message instructing you what action to take: “This panel has virtual (::C) 
fields -- no values for such fields are stored in the data file. You probably exported 
real fields only; if so, select option 0 or just press Enter. I f  you exported all fields, 
press 1 and the data for ::C fields will be ignored.” 

Auto-Incrementing If a panel contains an auto-incrementing field, you can select Renumber Records 
Fields During Import (1) or Use the Numbers From the Import File (0). 
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Fields Containing 
Totals 

If  a panel contains at leasr one field rhat is rotaled in another field, you can select 
Retotal During Import (1) or Use the Numbers From the Import File With No 
Totaling (0). 

I f  a panel (Panel A) contains a field which totals to another panel (Panel B), import 
the data in Panel B first, then import the data in Panel A. 

Calculate Fields in an 
Import 

When a field is imported into DataPerfect, the data is placed in the field exactly as 
it is in the import file. I f  an initialization setting exists for the field into which the 
data is imported, that initialization is ignored during the import (see Initialize at 
Create/Save/Any Change under Field Options in Reference). I f  you want the 
initialization to take effect, you must make an import list that excludes the field in 
the dntabasc which contains the initialization setting. 

You may be importing fields which contain data in some, but not all records. If  
you want to initialize the imported fields that don’t conrain data, and preserve the 
imported fields which do contain data, you must perform two imports. 

The first one imports the existing data in the import file. The second one initializes 
a specific field or fields. 

The first import must include a search which imports only the records containing 
data in the specified field. 

1 Be sure the Import screen is displayed (Ctrl-FS). 

2 Select Search Conditions (6), then select Specify Formula (3). 

The Specify Formula screen is displayed. 

3 Type the following formula: 

PlF4 <> ” ” 

PlF4 represents the field you want to import which may or may not contain data. 
Be sure to use Select (F4) to select the field. 

This formula tells DataPerfect to check this field to be sure it contains data. 

4 Press Exit (F7) or Save (FlO) to save the formula and return to the Search 
Options menu. 

5 Press K2, then select include Records Which Satlsty the Search (1). 

The Import screen is displayed. 

6 If you are certain you have plenty of disk space, select Import Without Disk 
Space Checking (8). 

or 

Jf you are uncertain about rhe amount of available disk space, select Import 
With Disk Space Checking (9). 
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The second import requires you to accept the same search conditions as you did for 

the previous import, but to exclude the records containing data in the specified 
field. Then, you create an import list which skips the field(s) that you want to 
initialize. By doing this, the only imported records are those in which the specified 
field(s) are blank. Because this import list skips the fields which are blank, the 
blank fields will be initialized when the records are imported. 

7 Be sure the Import screen is displayed. 

8 Select Search Conditions. 

Use the same search conditions you selected for the first import. 

9 At the “Use Current Search Conditions? (Y/N) N” prompt, type y. 

10 Select Exclude Records Which Satisfy the Search (2). 

The Import screen is displayed. 

11 Select Create Import List (7). 

12 Create an import list which includes the fields in the import file, but skips the 
field(s) which may be blank. Select Skip Field in Import File (1) to skip the 
desired field. 

13 Use Tab to move past the same field(s) in the panel so that those fields are not 
included in the import. 

14 When finished, press Exit (F7) to return to the Import screen. 

15 If you are certain you have plenty of disk space, select Import Without Disk 
Space Checking (8). 

I f  you are uncertain about the amount of available disk space, select Import 
With Disk Space Checking (9). 

Difi iculties When 
Importing 

If your computer freezes when performing an import, a problem exists in the 
import file. Press Import (Ctrl-F5) to view the Import screen. Be sure an 
appropriate format has been selected (WordPerfect Merge or DOS Delimited Text). 
Bc sure the delimiters are properly placed in the file, and that no delimiters are 

missing. 

If  you discover duplicate records when none should exist, you need to verify that 
every index in the panel to which you are importing is unique. All imported 
records are checked against each index in the panel to verify that they are unique. 

If  unwanted characters (smiling fa~eb, triangle>, question marks, and so forth) 
appear in fields, or if fields are in the wrong place after importing, there is a 
discrepancy between the edit order of the panel and the order of the fields in the 
import file. You can correct this problem by creating an irupurt list (uptiuu 7 UII lhe 

Import screen). 
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Date 

Several features in DataPerfect use dates. The information below refers you to 
sections describing these features. 

Date Display If you turn on Top Line Display, the current date will be displayed on the upper 
right corner of your screen. With the /int startup option, it is possible to display 
dates in American format (month/day/year), European (day/month/year) format, or 
another format of your choice. The default setting is American format. 

For information on how to change the date format, see Ant under Srarrzq Options in 
Getting Started. 

For information on how to turn the date display on, see Top Line Display in 
Ryfavzce. 

Other Date Features For information on date fields, see Date Field in Field Format in Reference. 

For example date formulas, see Sample Formulas in Formulas in Reference. 

Related Information You cm find relalrd illfolnlatiull iu lk rulluwirig seciiorl: 

l Screen 

Definer Banner 

When you first select a database from the database list, a “Please Wait” message 
appears in the instruction box. Then the panel list is displayed. Definer Banner is 
an option of the System Operations feature which lets you enter a custom message 
in the instruction box, replacing the “Please Wait” and the “A list of panels is 
displayed” messages. 

To change these messages. 

lj lhe dmmhase is pas.FM?ord-pmre~rd, JW must know Ihe dejiner password to use Ihe 
&f&r Banrzer,featnre. 

1 Be sure the System Operations menu is on the screen (Press ShifbF9). 

2 Select Definer Banner (9). 



An empty instruction box is displayed, with the message “Edit User Banner” in the 
lower left corner. 

3 Enter the message you want to display in the instruction box. As many as six 
lines of text can be viewed. 

4 When finished, press Exit (F7) to return to the panel. 

You can make your definer banner more attractive with lines and boxes. To draw 
linen, boxes, or hacknhadowing, you can me line draw and other special charactern. 
See Appendix N: ASCZI and IBM Extended Characters for more information. 

On color monitors, bold and underline appear as colors. You can use Bold (F6) and 
Underline (F8) to color definer banner elements like boxes and backshadowing. 

Delete Text 

The following keystrokes may be used to delete text, 

Backspace 
Deletes the character to the left of the cursor. 

Delete 
Deletes the character on which the cursor is positioned. 

Ctrl-Backspace 

Deletes the word at the cursor. 
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CM-End 
Deletes to the end of the line (or the end of the field in a non-text field). 

CM-Page Down 
Deletes to the end of a text field. 

I f  you want to delete a large amount of text, define the text you want to delete using 
Block (AL-F4), then press Backspace or Delete and type y  at the prompt to confirm 
the deletion. 

Related Information You can find related information in the following sections: 

. Field, Delete 
l Panel, Delete 
l Record. Delete 
. Report, Delete 

Dial Telephone 

If you have a modem, you can use the Dial Telephone feature to have DataPerfect 
dial telephone numbers contained in database fields. However, DataPerfect is not a 
communications program. Wtlilc DalaPerTeci can dial your phone for you, il 
cannot communicate with another modem. 

-~ 
Conffguring the Modem Before you use Dial Telephone, you need to set up your modem. DataPerfect dials 

at 300 baud. I f  your modem is configured for a different baud rate, you need to 
configure it to work at 300 baud. See your modem user manual for instructions. 

Dialing Numbers You can press Dial Telephone from any field in your database. If  you originate a 
call from a field that does not contain a phone number. you can enter a phone 
number to dial. 

To use Dial Telephone, 

1 Use Tab to move the cursor to the field that contains the phone number you 
want to dial. 

2 PI csb Dial Telephone (Shift-F4). 

3 Press Enter to dial the number. 

or 

Type a new number, then press Enter. 

I f  DataPerfect doesn’t recognize the COM porr you have set up, exit DataPerfect 
and use the Mode command to configure the port again, See your DOS manual for 
instructions. 
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1 Panel) 

You can move the cursor to the next data link or panel link in a panel by pressing 
either lPane1 (F5) or Down Arrow (L). 

I f  the cursor is already positioned on a link, Down Arrow (1) moves the cursor 
through the link to the destination panel and accesses all related records in the 
destination panel. To return to the source panel, press Exit (F7). 

I f  the cursor IS already posltloned on a Ilnk, IPanel (M) moves the cursor through 
the link and starts a new record in the destination panel. 

When you are in Define Panel mode, iPane is also used to create links and link 

characters, and to access lists and menus. 
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Enter 

Use Enter (-) to do the following: 

l Move from field to field when you are in a panel (except in text fields). 

l Insert a carriage return when you are typing in a text field. 

l Select the highlighted item when you are in a list (panel list, database list, and 
so forth). 

l Exit most menus when the selection default is zero (0). 

Escape 

When you are in Create or Edit mode, pressing Escape after you have typed in the 
licld restores the previous value entered and muv~s thr cursor tu the beginning of 
the field. Pressing Escape again moves the cursor to the previous field. In Browse 
mode, pressing Escape moves the cursor to the previous field. 

Exit 

Use Exit (F7) to do the following: 

l Save the record you are editing or creating and return to the panel list. 
l Return to the Report menu while you are editing a report form. 
- Return to the reyor~ list when yuu air at a Report menu. 
l Return to the panel from a report list. 
l Return to the source panel from the destination panel after going through a link. 
- Exit a menu. 

l Move from the panel to the panel list. 
l hlove from the panel list to the database list. 
l Exit the database list and, subsequently, the program. 
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Field 

A field is the smallest unit of information in DataPerfect. Once you have defined 
panels for your database, you must add fields to the panels in order to display data. 

Fields can be formatted to accommodate alphanumeric characters, dates, numbers, 

and time. 

Related Information To learn more about defining fields, the different field formats, and other field 
options, see the following sections in Reference: 

- Field, Define 

l Field Format 
l Field Format, Display Mode Indicators 
- Field Format, Print Mode Indicators 

l Field Options 

Field, Define 

Defining a field requires you first to create the field and then to assign a field 
format to the field (see Field Format in Reference). 

To define a field, 

1 Be sure the cursor is in the desired panel. 

2 Press Define Panel (Alt-F8) to access the Define Panel menu. 

You cannot add or delctc fields from a panel if the pnncl contains dntn. If the panel 

has already been defined and you want to define another field, the data must be 
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exported from the panel, and then deleted from the panel (see Data Export and 
Record, Delete in Reference). 

3 Use Enter, the Space Bar, and the arrow keys to position the cursor where you 
want to create a field (usually next to panel text you have included). 

4 Press Create {F9) to create n field. 

Some examples of field formats appear in the instruction box. 

5 Enter the desired field format. 

See Field Format in Reference for the available options and the proper syntax. 

6 You are prompted for the field name. Type the name and press Enter. 

or 

If you don’t want to name the field, press Cancel (Fl) 

The field is inserted at the cursor position and continues to the right of the cursor’s 
position as designated in the field format. 

You can create 80 fields per panel. When you create a field it is given a “field 
code” which consists of the panel number plus the field number. A sample field 
code would be PlF3. This signifies that it is the third field in the first panel, It is 
the code that is displayed whenever this field is referenced (see Formulas in 
Rc$erence). 

If you give the field a name, the name appears along with the field code when you 
are defining panels, indexes, and formulas, and when you are editing reports and 
formulas. The field name can be used iu crealiug a WurdPcrreGl ~~or~dary rntxge 
file (see Custom WordPerfect Merge Files in Report, Samples in Reference for 
more information). 

To assign special attributes to a field, place the cursor on the desired field and press 
Define Field (Shift-F@. For more information, see Field Options in Reference. 
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Field, Delete 

You can delete a field from a database only if no data exists in the panel containing 
the field. Tlra lG”“nn ,et,;c* CT, tn rn”,,, ” _ -^-, -FII., A,.*,. “̂  :I . ..^_ II L- I--r . ..L-- VJL Lnp”ll {.J”“L-’ ‘, L” lll(1liG a ‘“py “1 016 “dkl S” 11 W”,l I “C ,“SI WI,CII 
you delete the records. Use Multiple Remove (Alt-FS) to delete the records so that 
you can delete unwanted fields from a panel. Use Import (Ctrl-FS) to import the 
data back into the database once you have deleted the unwanted fields. Fur IWIC. 

information, see Data Export and Data Import in Reference. 

To delete a field, 

1 Be sure you have exported or deleted all of the data from the database. 

2 Press Define Panel (Alt-F8) to access the Define Panel menu. 

3 Position the cursor on the field you want to delete. 

4 Press Delete. 

After deleting fields from a database, you may want to run Recompute Field 
Offsets. This option increases the efficiency of space in the database (see 
Recompute Field Offsets under Panel Options in Reference). 

The remaining fields in the database are not renumbered when one field is deleted. 
However, if you define more than 80 fields for a panel, any field created after field 
number 80 uses numbers from previously deleted fields. 

Deleting a field can also delete all indexes which contain that field. I f  you delete a 
field which has been selected for an index, a message appears explaining that an 
index or indexes may also be deleted. Press Cancel (Fl) if you do not want to 
delete the field. Type y  at the prompt if you want to delete the field and 
consequently the index(es). I f  you delete a field which is contained in an index, be 
sure to check to see if any indexes need to be redefined. For more information 
about indexes, see Index in Reference. 

Field Format 

The field format designates the size of a field and the way it is displayed and 
printed. The field format also determines the type of data a field accepts. 

80 FIELD DELETE! FIELD FORMAT 



Once you have pressed Create (F9) in Define Panel mode, you are prompted to 
enter a field format. The format may contain numbers, letters, and other characters, 
and must follow rhe synrax indicated below. 

All items within brackets [ ] are optional. The numeric sign indicator may be 
placed in either of the above positions, but not in both. 

Field Type In the diagram above, t refers to the field type. This must always be the first 
character m a field format. Below is a list of the field types. 

A 
Alphanumeric field. I f  followed only by a number, this defines a fixed length field 
(such as Al 5). To define a variable length field, add a second A followed by a 
number to indicate the number of lines displayed (such as A25A3). The variable 
length field is also known as a textjeld. Variable length fields can contain as many 
as 32,000 characters, regardless of the display format. 

II 
Date field. 

F 
Floating decimal field. 

G 
Numeric field, decimal (or right) aligned. 

H 
Numeric field, decimal (or right) aligned. Same as G Type numeric field, with one 
exception. If  the field value is zero, blank spaces, rather than zeros, are stored in 
the field. 

N 

Numeric field, left aligned. Should nor be used for computations. Does not 
calculate decimal places. 
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T 
Time field. 

U 
Same as an alphanumeric field except all letters are converted to uppercase. 

Format Speciitcations Below are the format specifications for each field type. 

Alphanumeric Field, Fixed length 
This field format begins with A or with U (for uppercase) and is followed by a 

number. It is used to define fixed length fields which accept only letters and 
numbers. 

Determine the maximum lengrh needed for the@eld. If thejeld is larger than necessary, 
space will be wasted. 

Examples: 

A25 

UlO 
Alphanumeric, 25 characters long 

Alphanumeric, Uppercase, 10 characters long 

Characters: 

Alphanumeric 

Maximum Length in Panel: 

78 characters 

Field Size: 

The length of the field format (for example, A10 uses 10 bytes). 

Alphanumeric Field, Variable length (Text Field) 
A variable length field (also known as a text field) adds a second A, followed by a 
number, to indicate the number of lines you want to display. This field format 
accepts letters, numbers, boldmg, underlmmg, and carriage returns. 

ln a report, if the number of lines displayed in a text field is zero (such as A35AO), 
the entire field is printed. In the report form, changing the zero to a number 

specifies how many lines should be printed (in other words, A35A4 prints four 
lines of the text field). Changing the number after the first A specifies how wide 
you want the field to print (for example, changing A35AO to A20AO prints only 20 
characters per line). 

A report can print all of the data in a text field, even though you may only be able 
to view 15 lines of the text field at a time in a panel. I f  there is additional text in the 
field, DataPerfect displays an arrow in the lower right comer of the text field. You 
can view the additional text by scrolling with the arrow keys. 

If more than 4,000 characters 
the jeld is affected. 

are entered into a text field, response time while actually in 

82 FIELD FORMAT 



Examples: 

A3OA4 Alphanumeric, 30 characters long and 4 lines displayed 

U20A3 Alphanumeric, Uppercase, 20 characters long and 3 lines 
displayed 

Characters: 

Alphanumeric 

Maximum Length in Panel: 

78 characters per line 

Maximum Lines Displayed in Panel: 

15 

Maximum Number of Characters: 

32,000 

PIeId Sk: 

The number of characters entered in the 
containing 50 characters uses 50 bytes). 

field (in other words, a text field 

Date Field 
This field format begins with D. A date field uses the characters 9 or Z to indicate 

numbers. If Z is used instead of 9, a blank space appears when no data has been 
entered. 

DataPerfect checks the date when it is entered to make sure that it is a valid date. 
Valid dates range from March 2, 1900, to December 3 1, 2078. 

Dates are actually stored by DataPerfect as a number representing the number of 
days since March 2, 1900. This format, referred to as Julian date format, provides 
efficient use of disk space, along with the ability to perform calculations on dates. 

If you need to specify dates prior to March 2, 1900, use an N Type numeric field 
format (such as N99/99/9999). For more information, see N Type Numeric Field 
below. Be aware that you will not be able to use the date functions with this field 
format. 

If you want to enter dates prior to 1900 and want to sort dates by year, use three 
consecutive N Type numeric fields to represent the date (month, day, and year). 

For example, the date field in a panel would appear to the user as one field, but the 
date would actually contain a Month field, a Date field, and a Year field, separated 
by slashes (/) (for example, N99/N99/N9999). 

If a date requested in an N Type numeric field is unknown, the user can enter two 
zeros (00) as the date. You can enter zeros in a date field to represent a month or 
year, but if the date field format includes Zs, the zeros will appear as blanks. 

FIELO FORMAT 83 



In reports, the date format DZ9MON9999 displays the day, then the three letter 
abbreviation for the month, followed by the year. This format is only valid in 
reports and must not contain dashes or spaces. 

The abbreviations used for names of months in 
necessary (see Fnrnzat Lkfaults in R<ference). 

date fields can be altered if 

Also, if there is not an order indicator in the format, the order in which the months, 
days, and years are displayed is determined by the default setting (see Order 
/rr&ulurs below). 

Examples: (assuming the default setting is MDY) 

D99/99/99 Displays date as MM/DD/YY 

DZ9/Z9/99 Displays date as MM/DD/YY (leading zero in a Z 
position displays as a space) 

D99/99 Displays date as MM/DD 

D99/95)/9999 Displays date as MM/DD/YYYY 

DDMY 99/99/99 Displays date as DD/MM/Y Y 

Characters: 

Z 

9 

Indicates a digit in the field (leading zeros display as a space). 

Indicates n digit in the field (all zeros arc dispiaycd). 

I A slash (/) may 
or a space). 

be replaced with any character (such as a dash 

Field Size: 

Two bytes. 

It is possible, as shown in the example above, for a date field to be formatted 
omitting either the day, month, or year. To do this, define the date field format so 
that the unit to be eliminated (munib, day, ur year) is la&l in the scquer~e, ancI do 
not assign characters (9s) to that unit. For example, the format DMDY99/99 
includes only a month and day. A year cannot be entered because the Y 
representing the year is placed last in the fur-mat sequence, aud nu bpact: was 
allotted for it in the format. The format DMYD99/99 includes only a month and 
year. A day cannot be entered because the D representing the day is placed last in 
the format sequence, and no space was allotted for it in the format. 

Because all dates are converted to a Julian date format, a year must be assigned to 
every date. If  a field in a record is formatted without a year and is then changed in 
the panel or in a report to include a year, DataPerfect computes the year as 1904. 
You are given no indication on the screen or on a printed report that the year 1904 
has been assigned to the date field. 

I f  a date field in a record is formatted without a month and is then changed 
panel or in a report to include a month, the month defaults to January. 

in the 
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I f  a date field in a record is formatted without a day and is then changed in the 
panel or in a report to include a day, the day defaults to I (the first day of a month). 

Floating Decimal Fields 
This field format begins with F, is followed by N (numbers only) or Z (numbers 
with leading zero& suppressed), and ends with a number. Floating decimal fields 
are available only in reports. 

Floating decimal fields are used to format the appearance of a calculated field in a 
report. This format lets you specify the exact number of digits you want to display. 

You may want to print fields that have a MlhoZe and a decimaZ part, and you may not 
have enough room in the report to print the largest possible occurrence. However, 
tt 1s advantageous to display as many decimal places as possible. The following 
table shows some examples of numbers and how they would be printed using 
floating decimal field formats. 

Number FN6 FNlO FZ6 FZlO 

12.66666 12.661 0012.66666 12.667 12.66666 
23,987.3456 023987 23987.3456 23987 23987.3456 
-34.5 -34.5 -0000034.5 -34.5 -34.5 
7,376,191.4 *sic**** 07376191.4 ****** 7376191.4 

As you can see from the example, if the whole part 
in the field, the number is replaced with asterisks. 

of the number is too large to fit 

Negative numbers are always displayed with the negative sign (-). 

Order indicators can be used also. 

Example: 

FN5 Five characters are printed including the decimal and sign. Leading 
zeros display as zeros. 

FZ12 Twelve characters are printed, including the decimal and sign. 
Leading zeros display as spaces. 

Characters: 

2 All leading zeros display as spaces. 

N All zeros are displayed 

Minimum Length in Report: 

3 (Including the decimal and sign) 

M;rximttm 1 .ength in Report: 

16 (Including the decimal and sign) 
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G Type Numeric Field 
This field format begins with G, accepts only numeric values, and is decimal (right) 
aligned. 

After selecting a G Type field format when defining a field or in a report, you can 
specify either a period (.) or a comma (J for the decimal marker and thousands 
separator. The default decimal marker is a period and the default thousands 
separator is a comma. 

You may want to use a comma (J as a decimal marker and a period (.) as a 
thousands separator. To change the defaults, insert the desired characters before 
the format. The decimal marker should be entered first, then the thousands 
separator (such as G,.&ZZ.ZZ9,99). 

In decimal or right aligned numbers (G Type), a negative sign (-) is valid only at 
the beginning or end of the field to indicate a possible negative value. 

Examples: 

G-$Z,ZZ9.99 Dollar amount (leading zeros in a Z position are not 
GZZ9.9ZZZ Number with four decimal places 

Characters: 

Z Indicates a digit in the field (leading and trailing zeros are truncated). 
I f  you place the cursor in a G formatted field with Zs (to truncate 
leading zeros) and press right arrow (+) or left arrow (t). DataPerfect 
shows the leading zeros, This is useful if you want to move the cursor 
to one of the digits to change its value instead of typing the value and 
all its trailing zeros. 

9 Indicates a digit in the field (all zeros are displayed). 

* A leading zero in this position displays and prints as an asterisk (*). 

Negative sign indicator. I f  used, this must appear either as the first 
character after the G or after any existing order indicators (see Order 
hdicators below), or at the end of the field format. This character 
only displays or prints if the field value is negative. This character 
“floats,” similar to the dollar sign ($). 

+ Positive sign indicator. I f  used, this must appear either as the first 
character after the G (or after existing order indicators) or at the end of 
the field format. This character displays or prints as a positive sign (+) 

if the field value is positive, or as a negative sign (-) if the field value is 
negative. 

$ Monetary symbol. ‘Floats” if Zs are used in the format. European 
monetary symbols also float if used in the format. 

Decimal malkel. A comma (,) may be substituted for the decimal 

marker if the field format allows it, or if the System defaults are 
altered. 
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, Thousands separator. A period (.) may be substituted for the thousands 
separator if the field format allows it, or if the System defaults are 
altered. 

0 Negative number indicator. The field format must be enclosed in 
parentheses. If  this indicator is used with dollar figures, it must 
precede the dollar sign ($1. 

Maximum Length in Panel: 

14 digits (not including format characters) 

If  the result of a calculation exceeds 14 characters, asterisks display in the field. 

Field Size: 

Four bytes (if the number of digits in the field format is less than IO) or eight 
bytes (X IlIt: riurrkr u1 Cligilb ill lht: fieW Iunual is quaI lo UI grealu 1har1 10). 

H Type Numeric Field 
This field formar begins with H, and is rhe same as rhe G Type format with one 
exception. If  the fieId value is zero, blank spaces rather than zeros are stored in the 
field. Therefore, in a report which specifies “Eliminate Line if Blank,” a line is 
eliminated if the field value is zero. 

N Type Numeric Field 
This field format begins with N, accepts only numeric values, and is Left aligned. 
Left aligned numbers do not contain a positive (+) or negative (-) sign. You can 
also enter other characters and spaces as part of the format (for example, N(999) 
999-9!W9 for a telephone number}. The user can only enter numbers during data 
entry. The parentheses and dash are displayed and printed in the field format. 

The N Typeficldformat does not recognize order indicators. 

N Type numeric fields should not be used in calculations. 

Examples: 

N999-99-9999 Social Security Number 
N(999) 999-9999 Telephone Number 

Characters: 

9 or Z Indicates a digit in the field. Displays 
other characters are used as separators. 

Maximum Length in Panel: 

14 digits (not including format characters) 

Field Size: 

Four bytes (if the number of digits in the field format is less than 10) or eight 
bytes (if the number of digits in the field format is equal to or greater than 10). 

a zero in every position. Any 
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Time Field 
This field format begins with T. The first 9 in the hour, minutes, or seconds in any 
time field format may be replaced with a Z. This causes a leading zero to be 
replaced with a blank. 

Also, if there is not an order indicator in the format, the order in which the hours, 
minutes, and seconds arc displayed is determined by the default setting (see 01-&r 

1~L~rnr~ below).Time is kept in 24-hour format. For example, 09:OO represents 9 
a.m., and 13:OO represents 1 p.m. 

Examples: (assuming the default setting is HMS) 

T99:99:99 Displays time as HH:MM:SS 

TZ9:Z9:Z9 Displays time as HH:MM:SS (leading zeros in a Z 
position display as spaces) 

T99:99 Displays time as HH:MM 

TSMH99:99:99 Displays time as SS:MM:HH 

Characters: 

Z Indicates a digit in the field (leading zeros display as spaces). 

9 indicates a digit in the field (all zeros are displayed). 

Field Size: 

Four bytes. 

It is possible, as shown in the example above, for a time field to be formatted 
omitting either the hour, minute, or second. To do this, define the time field format 
so that the unit to be eliminated (hour, minutes, or seconds) is last in the sequence, 
and do not assign characters (9s) to that unit. For example, the format THMS99:99 
would include only the hour and minutes (H, M, and S are order indicators). 
Seconds cannot be entered because the S representing the seconds is placed last in 
the sequence, and because no characters are assigned. 

Order Indicators The date, time, and G Type numeric fields permit order indicators. An order 
indicator determines the format for these fields, and is valid only for the field to 
which it is assigned. If  any of these fields have not been assigned a specihc order 
indicator, DataPerfect assigns them the format defaults {see Format Defauh in 
Reference for information on changing the default settings). The field format 
defaults are as follows: 

Date: mdy (month/day/year) 
Time: hms (hour/minutes/seconds) 
G Type: . (decimal marker), (thousands separator) 
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You can override the current defaults by typing the symbols for the desired units in 
the order you want in the field format: 

Date: m (month) d (day) Y ww 
Time: h (hour) m (minutes) s (seconds) 
G Type: (period) , (comma) 

In a G Type numeric field, the symbol for the decimal marker should be entered 
first, then the symbol for the thousands separator. Only commas and periods may 
be used for the decimal marker and thousands separator. 

Examples: 

DDMY99/99/99 Displays the day, then month, then year. 

TSMH99:99:99 Displays the seconds, then minutes, then hours. 

C,.$Z.ZZ9,99 Uses a comma for the dccimnl marker and D. period for 

the thousands separator. 

Field Formats in 
Reports 

You can edit a held format in a report form without changing the original field 
format in the database. You should not edit the field type (in other words, do not 
change D99/99/99 to T99:99:99). 

To edit the field format for any field in a report, 

1 Be sure the report form is on the screen. 

2 Position the cursor on the reverse video bar which represents the field you want 
to edit. 

3 Press Edit (F6) to display a reverse video bar containing the original field 
format in the lower part of the instruction box. 

4 Edit the format, then press Enter to return to the report form. 

Editing the report field format is very useful if you are printing double or triple- 
width labels and the fields are too wide to fit within the labels, or if you want wider 
or narrower margins for a text field. 

Text Fields 
DataPerfect can have no more than five text fields on the same line in a report. 

Any text fields added to the report are given a format similar to A40AO or A32AO. 
The zero (0) after the second A indicates that all lines of the text field are to be 
included in the report. 

If yuu want to specify a number nf lines tn he printed, plare thnt numhpr after the 

second A. such as A40A6. 
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I f  you specify 4 lines or fewer, please note that DataPerfect will always print at 
least 4 lines, although it may leave some of them blank. If  you specified a format of 
A40A2, it would print two lines of text and two blank lines. 

Changing the first part of the text field format (A40) will widen or narrow the field 
format. See Report, Parallel Text Fields in Reference for more information. 

You may edit the format of a text field to a length that is not valid in panels. For 
example, A200AO is a valid format for a text field in a report. 

Also, a special format of AOAO, which is infinitely wide, is allowed when saving 
reports to disk files for use in WordPerfect. This appears as a one-character field in 
the report form. Using this format causes the field to be saved without any carriage 
returns. When it is retrieved into WordPerfect, the text is formatted with sott 
returns, and will wrap to the margins defined in WordPerfect. (If you pressed Enter 
while you typed text in the field, a hard return will be inserted and the AOAO 
format will not work properly.) 

Field Format, Display Mode Indicators 

Display mode indicators can be placed at the end of any field format to control how 
the field appears on the screen once data has been entered. A double colon (::) is 
used to separate a display mode indicator from the rest of the field format. 

Display mode indicators can be combined with print mode indicators on the same 
field. However, the display mode indicators must come before any print mode 
indicators in a field format, separated by double semicolons (;;). See Field Format, 
Print Mode Indicators in Reference for more information. 

Example: 

N99999-9999::M;;E 

The display mode indicator is ::M and the print mode indicator is;; E. 

The following information describes the format and uses of each display mode 
indicator. 

Format Description 

::c 
::E 
::H 
. . . . I 
. . J 
IlM 
::N 
::R 

Computed Field 
Auto-Enter Field 
Hidden Field 
Auto-Incrementing When Saved Field 
Auto-Incrementing When Created Field 
Must Be Updated Field 
Non-Updatable Field 
Right-Aligned Field 
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Computed Field (::C) A computed field can compute the data in a field mathematically. It can also 
compute the data in a field logically (when used in IF and CASE statements), 
When entering or editing data. use the Shift-arrow keys to move the cursor to R 
field containing this indicator. Otherwise, the cursor skips over the field. A field 
which contains this indicator only displays the information. The information in the 
field is not stored as part of the record. 

The value in the field is calculated from other data each time the record is 
displayed. This option requires that a formula is attached to the field (see Formulas 

in Reference). However, a ::C display mode indicator is not required for every field 
with a formula attached to it. 

A field with this indicator cannot receive or send values to be totalled in another 
field, nor can the field be included in an index or in a link field list. However, a 
field with this indicator can be included in a lookup field list (see Lookup Field List 

in Reference). 

Fields which contain this indicator recalculate each time the record is displayed or 
accessed, and consequently can slow the record display. 

Example: 

G$Z,ZZZ.99:: C 

Auto-Enter Field (::E) When the last character in an auto-enter field has been typed, the cursor moves to 
the next field in the edit order. 

This indicator is designed for fields where every space available will be used in 
each field (such as a Phone Number field), and makes data entry quicker. 
However, this mdlcator has no effect on G Type numeric (right aligned) fields. 

Example: 

N999-9999::E 

Hidden Field (::H) A hidden field is not displayed on the screen. A hidden field is generally a 
computed field or an auto-incrementing field. Any field can be a hidden field. 

Example: 

GZZZ9::H 
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Auto-Incrementing 
When Saved Field (::I) 

An auto-incrementing field increases by one number for each new record. This 
option is only valid on numeric (G, H, and N Type) fields. 

The ::I field incroncntu when a newly crcatcd record is saved. 

Do not use this display mode indicator with G fields that have imbedded dashes 
(which are interpreted as minus signs) or decimal points. Autoincrementing is 
defined for positive integers only. 

The beginning value for this field defaults to zero. It can be changed by pressing 
Define Field (Shift-F8), selecting Set Value for Next Created Record (2), and 
entering the desired value (see Set Value for Next Created Record under Field 
Optiom in Rqfirence). 

Example: 

GZ,ZZZ::I 

Auto-Incrementing 
When Created Field 
(::J) 

An auto-incrementing field increases by one number for each new record. This 
option is only valid on numeric (G, H, and N Type) fields. 

The ::.I field increments when the user initiates creation of the record, rather than 
when the record is saved. This is usefuul for network databases, because it 
guarantees that each record will have a unique number, even if several users are 
entering data. 

If  you cancel after you begin creating a record with this kind of field, the number 
will not be reassigned to a subsequent record. 

Do not use this display mode indicator with G fields that have imbedded dashes 
(which are inrerpreted as minus signs) or decimal points. Auroincrementing is 
defined for positive integers only. 

The beginning value for this field defaults to zero. It can he changed hy pressing 
Define Field (Shift-F@, selecting Set Value for Next Created Record (2), and 
entering the desired value {see Set Vulrre for Next Created Record under Field 
Opfion s in R&wnce). 

Example: 

GZ,ZZZ::J 

Must Enter 
Field (::M) 

A must enter held requires data in the field. The user cannot save the record 
without entering something in this field. 

When placed on a held that contains a data link, this indicator assures that a related 
record exists in the linked panel before allowing the record to be saved. 

Example: 

n99/99/99 !  !  M 
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Non-Updatable Field 
(::N) 

A non-updatable field cannot be changed by the user. When entering or editing 
data, use the Shift-arrow keys to move the cursor to a field containing this 
indicator. Otherwise, the cursor skips over this field (unless the field contains a 
data link). 

.A field with this indicator can be included in an index and/or in a lookup field list 
(see lndes Optmu and Lookup b’ield List In Kgference). 

Example: 

N99::N 

Right-Aligned Field 
(::R) 

The cursor is at rhe right edge of the field, and the data entered moves to the left. 
This option is only valid on fixed-length A and U Type tields. It cannot be used for 
variable-length fields. 

Example 

A15::R 

Multiple Indicators More than one indicator can be specified for a field. List all of the desired 
indicators after the double colon. 

Example: 

GZZZZ::IH 

Field Format, Edit 

You can edit a field format in a panel, if necessary. However, no data can exist in 
the database when you edit the field format (see Dr~ra Exporr in Reference.) 

1 Be sure you have exported and/or deleted all the data from the database. 

2 Press Define Panel (Alt-F8) to access the Define Panel menu. 

3 Position the cursor on the reverse video bar which represents the field you want 

to edit. 

4 Press Edit (F6) to display a reverse video bar containing the original field 
format in the lower part of the instruction box. 

Edit the format, then press Enter to return to the Define Panel menu. 
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Field Format, Print Mode Indicators 

Print mode indicators can be placed at the end of a field format to control how the 
field appears in a report. A double semi-colon (;;I is used to separate the print 
mode indicators from the rest of the field format. The print mode indicators must 
come after any display mode indicators (in other words, N99999-9999::M;;E). See 
k’ield Fmmat, Display Mode fndzcators in Reference for more information. 

Only one print mode indicator can be specified per field. 

The following information describes the format and uses of each print mode indicator. 

Format Description 

;;B 
;;C 
;;D 
;;E 
;;G 
;;J- 
;;N 
3 
;;Q 
;;R 
3 
XT 
;;l-9 

Truncate Both Leading and Trailing Blanks 
Center Characters 
Delete All Blanks 
Delete Zero Subfields from the End 
Transaction Log Format 
Left Adjust Characters 
New Occurrence of Field 
POSTNET Bar Code 
Enclose Alphanumeric Fields in Double Quotes 
Right Adjust Characters 
Suppress Leading Blanks 
Truncate Trailing Blanks 
Truncate Leading and Trailing Blanks and Leave n Spaces 

Truncate Both Leading 

and Trailing Blanks (;;B) 
This indicator truncates all spaces before and after the text of the field, and does not 

maintain the amount of space specified by the field format in the report. 

Example: 

A12;;B 

Center Characters (3.) This indicator centers the data within the limits of the field, and maintains the 
amount of space specified by the field format in the report. 

Example: 

A20;;C 

Delete All Blanks (;;D) This indicator removes all blanks from fields that have G, H, or N formats. Data is 
shifted from the right of the blanks to the left, and the trailing spaces are not 
truncated. This option will maintain the nmount of space specified by the field 
format in the report. 

Example: 

N999 999 999;;D 
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Delete Zero Subfields 
from the End (;;E) 

This indicator is designed for use in numeric fields. A subfield is a contiguous 
group of digits at the end of a field. If a field is broken into one or more subfields 
(beginning from the right), the subfield will be truncated if its value is zero. This 
option does not maintain the space specified by the field format in the report. 

For example, you might use the format N99999-9999;;E for nine-digit ZIP Codes. 
If  the last four digits are zero, DataPerfect prints onIy the first five digits. It would 
not print the subfield separator (-) and the four zeros at the end of the field format. 

This indicator leaves the field blank if no data is entered in the field. For example, 
if a Phone Number field (N(999) 999-9999) is empty, nothing would be printed in 
the field. 

When added to the end of any field type other than a numeric field, this indicator 
omits the non-numeric contents of the field. 

Example; 

N99999-9999;;E 

Transaction log (;;G) The ;;G print mode indicator will allow you to output information from a variable- 
length text field in a transaction log format. It will enclose text and character fields 
in double quotes and will highlight bold and underline codes. 

Example: 

A50A3;;G 

Left Adjust 
Characters (;;L) 

This indicator shifts the data in the field to the left edge of the field, and maintains 
the amount of space specified by the field format in the report. 

Example: 

A15;;L 

New Ooourrenoe of 

Field (;;N) 

Enclose Alphanumeric 
Fields in Double 
Quotes (;;a) 

This indicator notifies DataPerfect that the field on which it is placed has been 

selected previously in the report. This indicator is used only on a variable-length 
text field. See Report, Parallel Te.~r Fields in Reference for more information. 

Example: 

A30AO**N 97 

This indicator encloses alphanumeric fields in double quotes. This is useful if you 
create a custom report and want to export in comma-delimited (dBase style) format. 
(You will have to add the commas between fields.) ;;Q doesn’t work on variable- 
lengrh text fields or in conjunction with any other print mode indicator. For 
example, in ;;TQ, the Q is ignored. 

Example: 

AIO;;Q 

FIELD FORMAT, PRINT MODE INDICATORS 95 



POSTNET Bar Code (;;P) A IWS’I‘NET bar code is a series of short and tall lines used by the United States 
Postal Service to sort mail more efficiently. Because the bar code automates 
sorting, the Postal Service may provide discount postage rates for those who use the 
bar codes. For more information, contact your U.S. Postal Service account 
representative, your Postal Business Center, or your local postmaster. 

The POSTNET Bar Code print mode indicdtur cuuvc~t~ the ZIP code intu the 
format accepted by the Postal Service. The bar code can be placed on an envelope, 
a mailing label, or with an address block to be shown through an envelope window. 
See POSTNET Bar Code Labels in Report, Samples in Reference for more 
information. 

Example: 

N99999-9999;;P 

lmpnrfnnf~ To prirtt POSTNET bar cnde.r sort n-ut.~t printVfrom DataPerfect rrith DPPrinr. 

You cannel prim them by e.xporting your dun into WordPerfect. I f  DPPrint is not active, 
e.rit from DnraPerfec! until ,VOU ore at the DOS prompt. At the DOS prompt, go to the 
DataPerfect direcrov and emer &print. When DPPrint is active, you can return IO 
DatuPerfec~f. See Appendix L: Utilities-DPPrintfor more infornwion. 

Right Adjust 
Characters (;;R) 

This indicator shifts the data in the field to the right cdgc, and maintains the amount 
of space specified by the field format in the report. 

Example: 

N999999; ; R 

Suppress leading 
Blanks (;;S) 

This indicator suppresses (truncates) leading blanks from a field, and does not 
maintain the amount of space specified by the field format in the report. Fields to 
the right of this field will move to the left to acljust for the truncated spaces. 

Example: 

A9;;S 

Truncate Trailing 
Blanks (;;T) 

This indicator truncates trailing blanks from a field, and does not maintain the 
amount of space spccificd by the field format in the report. 

Example: 

A25;;T 

Truncate leading 
and Trailing Blanks 
andleavenspaces 
I::1 4) 

This option deletes all of the leading and trailing blanks and leaves the specified 
number of spaces (I to 9) after the data. 

Example: 

A15;;l 
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How Print Made 
Indicators Operate 

The print mode indicators act differently on different field formats. The table 
helow illustrates how each print mode indicator would affect the dam in three 
different fields if those fields were printed on the same line in a report. The fields 
are formatted as A20;;.r, G$ZZZ,ZZ9.99;;x, and N999 999 9999;;~ (x represents the 
print mode indicator). A line ( ) indicates the beginning and ending of each field. 
Five spaces (no tabs) are situated between the fields. 

Indicator , 
none 
;;B 
;;C 
;;D 
;;E 
;;L 
.,R 
;;s 
;;T 
. 17 1 

;;6 

A203 I G$ZZZ,ZZ9.99;;x i , N999 999 9999;;~ 1 
Lynda A. Warner $485.27 012 343 6789 

Lynda A. Warner $485.27 012 345 6789 
Lynda A. Warner $485.27 012 345 6789 

LyndaA.!&‘drner $485.27 012 34.5 6789 

$485.27 012 345 6789 
Lynda A. Warner $485.27 0123456789 

Lyucla A. W~UIIGI $485.27 ,0123456789 
Lynda A. Warner $485.27 ,012 345 6789 
Lynda A. Warner $485.27 0123456789~ 
Lynda A. Warner $485.27 ,012 345 6789 
Lynda A. Warner $485.27 012 345 6789 

The indicators L, R, C, and D do not alter the amount of space specified by the field 
format in the report; that is, columns of data are always properly lined up when 
printed. The o&her print mode indicators may cause the printed data to be 
shortened; therefore, columns may not line up. However, if you use tabs instead of 
spaces between fields, alignment is still maintained. 

The indicators S, T, and B are especially useful when producing specific merge 
files for use with WordPerfect. These indicators can prevent occurrences such as 
“Lynda A. Warner *R” from appearing in a merge file. 

Refer to Custom WordPerfect Merge Files under Report, Samples in Reference for 
details on creating custom merge files in WordPerfect. 

Field List 

Field list is a general term used to describe any list of fields created for a specific 
purpose. indexes, link field lists, lookup field lists, search field lists, and window 
field lists we all considered field lists. 

Understanding field lists is essential to understanding DataPerfect. Field lists, 
along with indexes. are needed to establish links and lookup lists, and to SOI? 

records for reports. 

Any field in a panel may be used in a field list. Fields containing the ::C display 
mode indicator can be used in lookups, but cannot be solec~t~I whru clt-Grtiug au 

index. See Field Format, Displa_v Mode Indicators in Reference. 
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For specific mfotmallon about each type of held list, refer (in Reference) to Index 
Options, Lookup Field List, and Search Field List; Link, Panel and Link, Data (to 
define a link field list); and Link, Panel (to define a window field list). 

To define a field list, 

1 Be sure the cursor is in the panel for which you want to create the field list. 

2 Depending on which type of field list you want to define, use the appropriate 
keystrokes to access the Define Field List screen. 

Field List Keystrokes 

Index field list: Define Index (CM-F@, Create Index (1). 
Lookup field list: Define Field (Shift-W), Lookup Field List (1 j. 
Search field list: Define Field (Shift-F8), Define Search Field List (7). 
Link field list: Define Panel (Alt-F8), Define Link for JPanel (FS). 
Window field list: Define l-me1 (AN-HS), uehne Link for Jl%nel (l2), 

Define Window for Related Records (2). 

The current panel is displayed with the cursor positioned on the first field in the 
panel. 

3 Move the cursor to the desired field, then press Select (F4) to choose the field 
you want to appear first in the field list. 

After selecting a field, a number appears on the field to indicate the field’s position 
in the field list. 

4 Continue using Select to choose the fields in the order in which you want them 
in the field list. 

If you make a mistake, select Delete Last Entry in List (2) to delete the last 
selection, or select Delete List (1) to erase the entire list and start again. 

5 When you finish selecting fields for the list, press Exit (F7) to save the field 
list. 

If you are defining a lookup field list or a link field list, you now need to select an 
index for the list. If you are defining any other type of field list, pressing Exit 
returns you to the panel. 

Field Name, Edit 

Naming a lield is an uptim wherl yuu create. a lield. IT a IWILLE; is slssigrd, it 

appears along with the field code when you are defining panels, indexes, and field 
lists, and when you are editing reports and formulas. (A field name is part of the 
field definition. It is not the same thing as panel text typed to describe the contents 
of panels and fields.) 
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To edit a field name, 

1 Press Define Panel (Alt-F8) to access the Define Panel menu. 

2 Position the cursor on the reverse video bar which represents the field you want 
to edit. 

3 Press Edit (F6) to display a reverse video bar containing the original field 
format. 

4 Press Edit (F6) a second time to display the held name. 

5 Edit the name, then press Enter to return to the Define Panel menu. 

Field Options 

Field options are used to assign special attributes to a field. To define field options, 
your cursor may be either on the desired field in Browse mode or on the desired 
field while in Define Panel mode (Alt-F8). 

Field formats which include display mode indicators ::C or ::N can only be 
assigned field options from Browse mode if B Shift-arrow key is used to move the 

cursor to the field. Field formats which include the display mode indicator ::H can 
only be accessed form Define Panel mode. (See Field Format, Display Mode 
Indicators in Reference). 

You can access the Field Options menu in either of two ways. One way is to 
follow the three steps below. 

1 While in Browse mode, be sure the cursor is on the field to which you want to 
assign a field option. 

2 Press Define Field (Shift-F8) to access the Field Options menu. 

3 Select the desired field option. 

Another way to access the Field Options menu is to follow the five steps below. 

1 Be sure the cursor is in the desired panel. 

2 Press Define Panel (Alt-F8) to access the Define Panel menu. 

3 Use Tab and the arrow keys to move the cursor to the field to which you want 
to assign field options. 

4 Press Define Field (Shift-F8) to access the Field Options menu. 
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5 Select the desired field option. 

Nine field options are available for numeric (G, H, and N Type) and time fields, 
Alphanumeric fields and date fields do not allow the Keep a Total (8) and Remove 
Last Total (9) options. Computed fields (containing ::C as the display mode 
indicator) allow only the Lookup Field List (1) and Define Field Formula (2) 
options. Auto-Incrementing fields (containing ::I as the display mode indicator) 
allow only Lookup Field List (1) and Set Value for Next Created Record (2). 

Each option and how it functions is listed below. 

lookup Field List 
This option lets you define the lookup field list. The lookup field list defines the 
list of fields which appears when you press Lookup (F8) or Up Arrow (?) on a 
particular held. The fields in the lookup list are displayed left to right, one record 
per line. at the top of the screen (see Lookup in Re..erence). 

You are not required to detine lookup field lists. I f  no lookup field list has been 
defined for a particular field in a panel, a default list is used. To find this default 
list, DataPerfect looks for an index in which the field where your cursor is 
positioned is listed as the first field. I f  no such index is found, a lookup list with 
two fields-the field where your cursor is and the first field of Index l-will be 
displayed. 

For detailed information, see Lookup Field List in Reference. 

Initial Formula 
This option lets you assign a formula to a held. DataPerfect uses the formula to 
calculate a value for the field. An initial formula can be calculated when a I-ecord is 
created, edited, or saved. For detailed information about formulas, see Formulas in 
Reference. 
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To enter an initial formula in a field, 

1 Be sure the Field Options menu is on your screen. 

2 Select Initial Formula (2). 

The Specify Formula screen appears, 

3 Type the desired formula. Do not press Enter after typing the formula. 

4 Press Exit (F7) or Save (FIO) to save the formula and return to the Field 
Options menu. 

If you have entered the formula incorrectly, you will 
cursor will move to the location of the first error. 

see an error message and the 

You can determine when a formula will be initialized by selecting Initialize at 
Create/Save/Any Change (4) from the Field Options menu. 

You cannot assign both an initial formula and an initial value to the same field (see 
Iniiial Value below). 

Initial Value 
This option lets you assign an initial value to a field. An initial value can be 
inscrtcd in a field automatically when o. record is crcntcd, cditcd, or saved. 

For example, a database may contain a State field. If you know that the majority of 
states to be entered in this field will be identical, you may want to insert the name 
of the predominant state as an initial value. This will save time when entering data. 

To set an initial value, 

1 Be sure the Field Options menu is on your screen. 

2 Select Initial Value (3). 

3 Enter the desired value. 

4 Press Exit (F7) to return to the Field Options menu. 

You can determine when the field will be initialized by selecting Initialize at 
Create/Save/Any Change (4) from the Field Options menu. 

Initial values cannot be placed in a text field. As an alternative, define an initial 
formula in a text field. Enclose the text in quotes and initialize the formula when 
the record is created. 

If you attempt to assign an initial value to a field which has already been assigned 
an initial formula, a message appears on the screen: “Replace the formula already 
defined? (Y/N) N.” If you attempt to assign an initial formula to a field which has 
already been assigned an initial value, a message appears on the screen: “Replace 
the value already assigned? (Y/N) N.” 
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Initialize at CreaWSavelAnv Change 
This option is useful only for a field that contains a previously defined initial 
formula or initial value. These options determine when the formula or value should 
be calculated. 

Each option and how it functions is listed below. 

No Setting 

Formula or initial value is computed only if the user presses Edit (F6) while the 
cursor is on the desired field in Create or Edit mode. 

Automatically Computed When Record Is Created 
Formula or initial value is automatically computed when record is created. 
Once you select Initial Formula or Initial Value, this becomes the default. 
Automatically Computed When Record Is Saved 
Formula or initial value is automatically computed when created record is 
saved. (It will not be recalculated if the record is edited, then saved again.) 

Automatically Computed at Any Change and When Record Is Saved 
Formula or initial value is automatically computed at any change and when 
record is saved. 

To select one of these settings, 

1 Be sure the Field Options menu is on your screen 

2 Select Initialize at Create/Save/Any Change (4). 

Each time you select this option, the setting changes to the next option. The current 
setting is displayed in the lower part of the screen. For example, if the current 
setting is “Automatically computed when record is created,” and you select this 
option, the setting changes to “Automatically computed when created record is 
saved.” If  you continue to select this option, you rotate through the settings in the 
same order. 

3 Continue to select this option until the desired setting appears in the lower part 
of the screen. 

4 Press Exit (F7) to return to the Field Options menu. 

“Automatically computed when record is created” often is used when a certain field 
vnluc will bc used in most of the records. For example, your database contains 
customer names, addresses, and phone numbers. The majority of your customers 
live in the city of Fort Collins, Colorado. You could assign Fort Collins as the 
initial value on the City field and then select “Automatically computed when record 
is created.” Each time a record is created, “Fort Collins” appears in the City field. 
I f  the customer lives in Fort Collins, the user does not need to enter the name of the 
city because the correct value is already entered. If  a customer lives in a city other 
than Fort Collins, the user would enter the name of the appropriate city. Because 
the selected setting is “Automatically computed when record is created,” the field 
would nut bt: rcinitiali~ed aud tl~t: uew value wuuld be saved with the lecold. 
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Important: Fields that contain formulas should generally be set to “Automatically 
computed at any change and when record is saved. ” This setting forces the value of the 
jeld always to be current. 

If a formula has not been specified for a date or time field, and the initialization 
time has been set to create, save, or any change, the field behaves as though the 
functions today or now had been specified as the formula. These functions are 
valid only on date or time fields (see Functions in Reference). For example, if you 
press Edit (F6) while the cursor is on a date field and an initialization time is set, 
the current date is inserted in the field. 

RangeCheck 
This option lets you set low and high limits for values that can be entered in this 
field. You can do this by specifying a range (high and low values) to be checked. 
A range check can be used on alphanumeric, numeric, date, and time fields. 

To speciry a range check, 

1 Be sure the Field Options menu is on your screen. 

2 Select Range Check (5). 

3 Enter the low value of the range. 

4 Enter the high value of the range. The high value defaults to the same value 
you entered for the low value. You can change it if necessary. 

After you have entered the low and high range values, the Field Options menu is 
redisplayed. At this point, you can select another field option, or press Exit (F7) to 
return to the panel. 

When data is entered into a field for which a range check is defined, DataPerfect 
checks the data against the low and high limits that you specified. If the data is not 
within the range. an error message is displayed. 

You should control the point at which the data is validated by selecting Validation 
Time (Edit/Save) (6) from the Field Options menu. 

If you need to perform a disjointed range check (includes a range of data which is 
not sequential), you must use a formula (see Formulas in Reference). 

Validation Time(Edi#we) 
This option is useful only for a field that contains a range check. If you have 
specified a range check, DataPerfect checks the data entered in the field to see if it 
is between the low and high values of the range. You can check a field’s range 
when the data is entered (edit) or when the record is saved (save). 

To select Validation Time, 

1 Be sure the Field Options menu is on your screen. 

2 Select Validation Time (Edit/Save) (6). 
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Each time you select Validation Time, this feature progresses through a loop which 
moves from “No setting” (nothing is displayed on the screen) to “Validate when 
record is edited’ to “Validate when record is saved” and back to “No setting.” 

3 Continue to select 
of the screen. 

this option until the desired setting appears in the lower part 

4 Press Exit (F7) to return to the Field Options menu. 

If u range check has been dejined, but no validation time has been ser, the range check is 
qnored. 

Define Search Field List 

This option lets you define a number of fields to search any time you perform a 
search on a particular field. For detailed information, see Search Field List in 
Reference. 

Keep a Total 

This option can be used only on time fields or numeric (G, H, and N Type) fields. 
Totals are used to add or subtract a value in a field to or from the value in a field in 
a linked panel (see Link in Reference). 

Because totals are kept in a separate panel, you must define a link that creates a 

many-to-one relationship. Totals in a linked panel immediately recalculate 
whenever a value changes in a field that contributes to the total. You can define up 
to 40 keep a totals per link. 

To define a total, 

1 Be sure you 
Reference). 

have already defined a link between the two (see Link in 

2 Be sure the Field Options menu is on your screen. 

3 Select Keep a Total (8). 

After selecting this option. you are prompted to add this value to another field (l), 
or subtract this value from another field (2). 

4 Type 1 if you want to add the field value to another field. 

01 

Type 2 if you want to subtract the field value from another field. 

The current panel is displayed, with the cursor on the first link in the panel. 

5 I f  the cursor is not already on the desired link, move to the 
panel link, then use Down Arrow (1) to move to the linked 

desired data link or 

6 Move the cursor to the field where the total should be kept. 

With the cursor positioned on the appropriate field, 

7 Press Select (F4) to select the held you want to contain the total 
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You are returned to the Field Options menu. A message in the lower part of the 
screen now displays information about the total. 

A field can be totaled into more than one field simply by repeating the steps above 
and selecting a new field in step 7. 

Remove last Total 
This option is used to delete the most recently defined total. 

To remove the last total, 

1 Be sure the Field Options menu is on your screen. 

2 St;lcGt RCIIIUVC Lilst Tutill (9). 

The last total is removed from the field. 

I f  you have defined three Keep a Totals, and you want co dclctt: the firbl or tht; throt: 
Keep a Totals, you must first delete all three Keep a Totals, then you must redefine 
the two you want to keep. 

Set Value for Next Created Record 
This option is valid only for auto-incrementing fields, and lets you set the value of 
the auto-incrementing field for the next record that will be created (see Field 
Format, Display Mode Indicators in Reference). 
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To set the value for the next created record, 

1 Be sure the Field Options menu is on your screen. 

2 Select Set Value for Next Created Record (2). 

3 Enter the desired value for the next created record. 

After you have entered the desired value, the Field Options menu is redisplayed. 
At this point, you can select annther field option or press Exit (IT) to retrim to the 
panel. 

Fiold Codo/Fomt When the Fkld Optiuns menu is un the screen, the field code MINI field fullnat fol 

the selected field are displayed on the first line below the instruction box. 

The field code represents the creation order of a field in a panel. A field code and 
field format might look like this: 

fi FIELDCOOE 

b FIELDFORMAT 
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The field on which your cursor was positioned when you accessed the Field 
Options menu isjield 6 of panel 1. This was the sixth field in the first panel. This 
field would appear as pl F6 jf It were selected in a formula. 

The field format is Al 5 (see Field Format in Reference). 

Display link Definition If you press Define Field (Shift-F8) when the cursor is positioned on a field 
containing a data link, the Field Options menu is displayed, as well as information 
about the field format and the link’s definition. 

A DATA LINK DEFINITION 

I f  you press Define Field when the cursor is positioned on a panel link, the Define 
Panel Link menu is displayed, as well as information about the link’s definition. 
See Link in Reference for information about the Define Panel Link menu options. 

d PANEL LINK DEFINITION 

Below is an explanation of each section of the panel link definition shown in the 

illustration above. 
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Link to Panel:3 
Panel 3 is the destination panel. It is the third panel in the panel list. 

Field1 
Field 1 is the field number of the target field in the destination panel. To see the 
actual field, move to the destination panel and press Reveal (Alt-F3) twice. This 
displays the field numbers. 

Index1 
The first index in the destination panel wab ~lrcted to define the link. To see the 

index, move to rhe destination panel, press Define Index (Cul-F8), then select Edit 
Index Field List (option 2) and use Up Arrow and Down Arrow to find the selected 
index. For more information about indexes, bet; Index in Reference. 

Field List to Build Key:2 3 4 
Fields 2, 3, and 4 in the source panel are the common fields between the two panels 
that were selected to define the link. The field numbers can be seen by pressing 
Reveal (Alt-F3) twice while in the source panel. 
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Format Defaults 

Using the System Operations feature of DataPerfect (Shift-Fc)), it is possible to set 
format defaults for any database. You can change the default settings for date, 
time. decimal points, thousands separators, and month abbreviations. 

To change one of these default settings, 

1 Be sure the System Operations menu is on the screen (press Shift-F9). 

2 Select Format Defaults (2). 

The Format Defaults menu is displayed. 

The options on the Format Defaults menu are discussed below. 

Date Order This option includes six different settings for the order of the month, day, and year 
in a date field. When you select this option, the six date settings are highlighted. 
The default setting is MDY (option 6). Type the number of the setting you want. 
Your selection remains highlighted and the cursor returns to the selection prompt. 

Time Order This option includes six different settings for the order of the hour, minutes, and 
seconds in a time field. When you select this option, the six time settings are 
highlighted. The default setting is HMS (option 5). Type the number of the setting 
you want. Your selection remains highlighted and the cursor returns to the 
selection prompt. 

Decimal Point 
Character 

This option lets you specify the character you want to use to represent the decimal 
point in G Type and H Type numeric fields. When you select this option, your 
cursor is positioned on the currently selected decimal point character. The default 
character is a period (.). The other valid choice is a comma (,). I f  you want to 
change the default, type a comma. The cursor then returns to the selection prompt. 
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Thousands Separator 
Character 

This option lets you specify the character you want to use as a separator between 
thousands in G Type and H Type numeric fields. When you select this option, your 
cursor is positioned on the currently selected thousands separator character. The 
default character is a comma (,). The other valid choice is a period (.). If you want 
to change the default, type a period. The cursor returns to the selection prompt. 

Month Abbreviations 
This option lets you change the three-letter month abbreviations used in reports. 
When you select this option, the cursor is positioned on the first character in the 
string of month abbreviations. You can then type the characters you want to 
replace the default characters. 

‘I‘he abbrevrations are limited to three characters. If you type more than three 
letters, only the first three letters of your abbreviation appear in the report, and all 
other abbreviations will be off by one character. All abbreviations must be 
separated by one space. 

The default month abbreviations are JAN, FEB, MAR, APR, MAY, JUN, JUL, 
AUG, SEP, OCT, NOV, and DEC. 

Formulas 

DataPerfect provides a simple and powerful formula processor. With this feature, 
formulas can be created and placed on fields to initialize field values, calculate field 
values from other data, manipulate dates, and validate fields. 

DataPerfect also contains more than twenty functions which can be used in 
formulas. A function always returns a value. For more information about 
furlcliulls used in formulas, stc ~uncriorrs in R+zf~rmcc. 

In this section, you will learn the correct syntax for using formulas, and will learn 
how to create formulas using a wide variety of options. In addition, the end of this 
section includes several of the most common formulas. 

Term In order to understand formulas, you need to know the following terms. 

Operator 
The symbol used to denote a mathematical or logical operation. The add (+), 
subtract (-), and less than (<) signs are examples of operators. The two kinds of 
operators are unary and binary. A unary operator requires only one operand. 
Binary oper atul s require two operands. These arc discussed in greater detail below. 

Operand 
The item of information afkcted by tilr. upetator. An operand could bc a field, a 
literal item, a statement, the result of another calculation, or a function (see 
Functions in Reference). 
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Expression 
Formed when an operator is combined with the necessary number of operands. For 
example, A + B and -B are expressions. 

Formula 
Consists of one or more expressions connected by operators. Formulas can be used 
on fields, and in searches and reports. 

Creating/Editing When you create or edit a formula in a search, in a report, or in a field, the Specify 
Formulas Formula screen appears. 

You can enter or edit the formula from the Specify Formula screen. 

DataPeqect is not case sensitive when reading formulas. Use either uppercase or 
lowercase letters when typing formulas. 

Fom~ulas in Report Variables 
When a formula is needed in a report, a report variable is used (see Report 
Variables in Reference). 

Formulas in Searches 
A formula can be used in a search (see Search in Reference). Each record is 
examined during the search. If  the statement is true, the record is a match. If  the 
slilltmm~l is false, Lht. reamI is ~101 a malch. 

To specify a formula from the Search Options menu, 

1 Press C&arch (F2) to access me Search Options menu. 

2 Select Specify Formula (3). 

The Specify Formula screen js displayed. 

3 Type the desired formula. Press Select (F4) to include fields that are required 
by the formula. Do not press Enter when you are finished. 

FORMULC 111 



4 Press Save (FlO) or Exit (F7) to save the formula and return to the Search 
Options menu. 

Formulas can be used anytime a search is performed (for example, with reports, 
exports, imports, and multiple deletions). 

Formulas un rields 
A formula can be used to insert a specific value in a field. 

To attach a formula to a field in a panel, 

1 Position the cursor on the field for which you want to define a formula, then 
press Define Field (Shift-F8). 

2 Select Initial Formula (2). 

The Specify Formula screen is displayed, 

3 Type the desired formula. Press Select (F4) to include fields that are required 
by the formula. Do not press Enter when you are finished. 

4 Press Save (FlO) or Exit (F7) to save the formula and return to the Field 
Options menu. 

Complex Formulas Operators and functions can be combined in a variety of ways to build complex 
formulas (see Functions in Reference). 

PlF4 + PlF5 + PlF6 
Adds Fields 4, 5, and 6 of Panel 1 together. 

PlF4 / 2 * PlF7 

Divides the value in Field 4 of Panel 1 by 2 and multiplies the result by the 
value in Field 7 of Panel 1. 

((PlF16 + year[PlF2]) // 3 + PlF12) * 2 
Adds the value in Field 16 of Panel 1 to the year of the date found in Field 2 of 
Panel 1 and divides the result by 3. The remainder (mod) of that division is 
then added to the value in Field 12 of Panel 1 and the result is multiplied by 2. 

using Spaces in 
Formulas 

Spaces in formulas are generally ignored milebb they aie par1 of a text string, or if 
they occur within a predefined word. You may want to use spaces simply to 
increase readability. However, a formula should not consist only of hard returns. 

Rounding A calculation may result in a number with a fraction (for example, 3.5). If the field 
format does not allow for decimal places, the number is rounded up to the next 
integer if the decimal value is .5 or greater. 

I f  the decimal value is less than .5, the number is rounded down. You can alter this 
default using the round function (see Funcrions in Reference). 
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Operands Operands are &he values affected by the operators. An operand can be another field 
in the current panel, a field in a linked panel, a function, a literal item, a statement, 
or rhe result ofanorher calculation. Specific types of operands are explained 
below. 

If  you want to include a field in a formula, you must press Select (F4) to select the 
field, rather than type the field code (for example, P2F23) in the Specify Formula 
screen. If  you type the field code (instead of using Select), you will receive the 
message: “Word not recognized.” If  the desired field is in another panel, the other 
panel must be linked to the current panel (see Link in Reference). 

To select a field while typing a formula, 

1 Be sure the cursor is on the Specify Formula screen. 

2 Press Select (F4). 

The current panel is displayed and the cursor rests on the first field (or the last field 
selected). 

3 Move the cursor to the desired field. 

4 Press Select to include the field in the formula. 

To select a field in another panel (once the current panel is displayed), 

Position the cursor on the link that 
Arrow (L) to move to that panel. 

connects to the panel, then press ,Down 

2 Position the cmsot vn the d&red tirld, then press Selecl (F4). 

DataPerfect then returns to the Specify Formula screen and inserts the field code in 
the formula. If  the field is selected from the current panel. the field code might be 
P2F5, assuming the current panel is panel 2 and the selected field is field 5. 

If  the field is selected from another panel (through a link), the field code will 
include the panels and fields from both the source and destination panels. For 
example, P2F7P6F3 states that the data link or panel link is located on panel 2, 
field 7. the linked panel is panel 6, and the selected field from the linked panel is 
field 3. The numbers vary with the actual held codes in your application. 

To verify that the selected field code represents the correct field, position the cursor 
on the field code in the Specify Formula screen, and press Reveal (Alt-F3). The 
appropriate panel is displayed. and the selected field is highlighted. Press any key 
to return to the Specify Formula screen. See Reveal in Reference. 

You may only want the formula to suggest a value which can be overwritten by the 
user, or you may want the formula to supply the value with no option of 
overwriting it. I f  you assign a formula to a standard field, the user will be able to 
access the tield and change the value it destred. ‘1’0 prevent thts trom happenmg, 
you must define the field as a non-updatable field. See Field Format, Display 
Mode Indicators in Reference for more information. 
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Formulas that depend on the values in other fields should be initialized to calculate 

and update when the record is saved or when the record is changed (see Initialize at 
Create/Save/Any Change under Field Options in Reference). 

Function 
See Functions in Reference. 

Literal Rem 
A literal item is a constant, such as a text string or a number. For example, if you 
multiply a purchase total by the sales tax, the percent of tax would be a literal item. 

Example: 

PlF2 * .OS 
PlF2 is the purchase total and .05 is the percent of tax. 

Statement 
Da&Perfect contains two statements: the IF statement and the CASE statement 
(see Statements below). 

Report Variable 
A report variable can use any of the above operands, as well as another report 
variable in its formula (see Report Variables in Reference). Also, a field can use 
another calculated field in its formula. 

Mathematical 
Operatars 

The binary mathematical operators supported by DataPerfect are add (+), subtract 
(-), multiply (*), divide (I), and module (also called “mod”) or remainder (II). The 
unary operators are minus (-1 and plus (+). 

Examples: 

PlF3 + 34.5 
Adds the value of Field 3 in Panel 1 to 34.5. 

PlF5 - PlF3 
Subtracts the value of Field 3 in Panel 1 from the value of Field 5 in Panel 1. 

12 * PlF4 
Mnltiplien the value in Field 4 of Panel 1 by 12. 

PlF5 / 6 
Divides the value in Field 5 of Panel 1 by 6. 

PlF6 I! 3 
Divides the value in Field 6 of Panel 1 by 3 and keeps only the remainder. 

-P2F4 
Uses the unary minus sign (-) to negate the value in Field 4 of Panel 2. 

+PlF6 
Uses thy unary PLUS sign (+) &J leavt: UK sign unchanged for the value in Field 6 

of Panel 1. 

114 FORMlitAS 



logical Operators DataPerfect also supports the logical operators used m the examples below. The 
comparison operators produce a 1 for a true comparison and a 0 for a false 
comparison. 

Examples: 

P2F3 < P2F6 
The less than (<) operator compares the values in tht: lwu inclicatell fields. If 

P2F3 is less than P2F6, then the condition is considered true. Otherwise, the 
condition is false. 

P2F3 > 5 
The greater than (>) operator compares the value in the specified field and 
indicates whether it is greater than 5. 

P2F3 <= 6 
The less than or equal to (<=) operator compares the value in the specified field 
and indicates whether it is less than or equal to 6. 

P2F3 >= 1 
The greater than or equal to (>=) operator compares the value in the specified 
field and indicates whether it is greater than or equal to 1. 

P3F14=25 
The equal to (=) operator compares the value in the specified field and indicates 
if it is cquill tu 25. 

10 <> P2F3 
The not equal to (<>) operator compares the value in the specified field and 
indicates if it is not equal to 10. 

NOT (P2F3 = 10) 
The logical NOT operator is always used with one of the comparison operators 
and reverses the result of the simple comparison. This formula would yield the 
same result as the formula above (10 <> P2F3). 

P2F3 > 5 AND P2F6 < 23 
The logical AND operator combines two comparisons and produces a 1 only if 
both comparisons are true. 

P2F3 > 5 OR P2F6 < 23 
The logical OR operator combines the two comparisons and produces a 1 if 
either of the two comparisons is true. 

The result of any formula used in a report is stored in the report variable to which 
the formula is attached. To print the result, press Report Options (CtrLF7) from the 
report form, then choose Select Report Field (1) to access the Report Fields and 
Variables menu. Select Print Report Variable (5). See Report Variables in 
Reference. 
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Statements Two slale~ntx11~ art: available ill DataPerfcct; the IF statement and the CASE 
statement. These statements assign specific answers for specific conditions. 

When you are typing a statement, if you do not have room for the entire statement 
on one line, you may use hard returns and spaces to improve the statement’s 
readability on the screen. DataPerfect ignores the hard returns and spaces. Also, 
the syntax for hnth TF 2nd CASE qtarements allnws for either uppercase or 
lowercase letters. 

The IF Statement 
Syntax: 

IF condition 
THEN expression 
[ELSE expression] 
ENDIF 

Using the above example as an IF statement, any part of the formula within 
brackets [ 1 is optional. A condition is a limited expression (in other words, it can 
only be an expression that produces either a true statement (1) or a false statement 
(0)). 

The fnllowing rules apply to the TF statement: 

l The condition must be true or false. 

l I f  the condition listed is 1 (true), then the expression following THEN is 
calculated by DataPerfect. 

l I f  the condition is 0 (false), then the expression following ELSE is calculated. 

l I f  there is not an ELSE, a new value is not returned. 

The expression following THEN and ELSE must produce a value which fits in the 
designated field or printed report variable. For example, if the format is A20, then 
the IF statement might be the following: 

lFPIF5 >= 12 
THEN “Good Afternoon” 
ELSE “Good Morning” 
bNUIF 

The phrase “Good Afternoon” is a text string that will not exceed the format A20. 
If  the field format is alphanumeric, any text or numbers included in a formula must 
be enclosed in either single or double (matching) quotation marks. 

The statement above says, “If the value in PlF5 is greater than or equal to 12, then 
insert the expression ‘Good Afternoon’ in the current field. I f  the value is less than 
12. then insert the expression ‘Good Morning’ in the current field.” 
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I f  a field format is G$ZZZ,ZZ9.99, the IF statement might be the following: 

IF P4F6 = 1 
THEN -75 * P4F3 
ELSE IF P4F6 = 2 
THEN .5 * P4F3 
ELSE IF P4F6 = 3 
THEN .25 * P4F3 
ENDIF ENDIF ENDIF 

P4F3 is a G Type numeric field and, when it is multiplied by the given number, the 
result will match the format G$ZZZ,ZZ9.99. 

The statement above says, “If the value in P4F6 is equal to 1, then multiply .75 by 
the value in P4F3. Otherwise, if the value in P4F6 is equal to 2, then multiply .5 by 
the value in P4F3. Otherwise, if the value in P4F6 is equal to 3, then multiply .25 
by the value in P4F3.” 

Every IF statement must use ENDIF at the end of the formula. For example, 
becuusc the above formula includes three IF stntcmcnts, three ENDIFs arc plnccd at 

the end of the formula. 

Because an IF statement is an expression, IF statements can be nested inside other 
IF statements, as shown in the sample statement below. 

lFPlF5>OTHEN 
IF Pl F4 = “Mr.” 
THEN “M” 

ELSE “F” 
ENDIF 

ELSE “N” ENDIF 

The CASE Statement 
Syntax: 

expression CASES 
CASE condition OF expression ENDOF 
[CASE condition OF expression ENDOF] 
[DEFAULT expression] 
ENDCASES 

The definitions for condition and expression used for the IF statement also apply to 
the CASE statement. However, in the CASE statement, the condition must include 

CV, which stands for case value. The case value is the value returned by the initial 
expression. Expressions following OF must return a value that does not exceed the 
size of the field into which it will be returned. 
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The following rules apply to the CASE stntcmcnt: 

l I f  the expression preceding CASES contains a formula, it is calculated and 
returns a value, which is thereafter referred to as the case value (CV). If  the 
expression preceding CASES does not contain a formula (for example, just one 
field), the designated field is thereafter referred to as the case value. Using 
CASE CV is similar to using IF in an IF statement. For example, an expression 
that precedes CASES might be the following formula: 

PlFl / PlF2 * PlF8 CASES 

l This expression is evaluated. 

l I f  the condition returns a 1 (true), then the expression following OF is 
calculated and the CASE ends (using OF is similar to using ‘I‘HEN m an lt- 
statement). 

- If the condition rctums a 0 (false), then DataPerfect checks the case value 

against the next condition. 

l DataPerfect proceeds in this manner until a value of 1 (true) is returned, or until 
every CASE has been checked. 

l When all occurrences of CASE have been checked and returned as 0 (false), 
DataPerfect looks for a DEFAULT. The DEFAULT says, “If nuns of the 
above are true statements, then evaluate the following expression.” I f  a 
DEFAULT exists, the expression following DEFAULT is calculated and the 
CASE ends. If  no DEFAULT exists, the CASE ends when no matches are 
found and no value is returned. 

For example. if the format of the field containing the CASE statement is A20 and 

PlF4 is a numeric field, then a CASE statement might be the following: 

PlF4 CASES 
CASE CV < 12 OF “Good Morning” ENDOF 
CASE CV < 1X OF “Good Afternoon” ENDOF 
DEFAULT “Good Evening” 
ENDCASES 

The statement above says, “If the value in PlF4 is less than 12, then insert the 
expression ‘Good Morning’ in the current field. If the value in PlF4 is less than 

18, then insert the expression ‘Good Afternoon’ in the current field. I f  the value in 
PlF4 is neither less than 12 nor less than 18, then insert the expression ‘Good 
Evening’ in the current field.” 

The order of the CASE CVs in the above statement affects the way the statement is 
evaluated. If  the order of the two CASE CVs were reversed, the second CASE CV 
(CASE CV < 12 OF “Good Morning”) would not be evaluated (any field less than 
18 also includes any field less than 12). 

The DEFAULI‘ also could have been the following statement: 

CASE CV >= 18 OF “Good Evening” ENDOF 
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Because the CASE statement is an expression, CASE statements can be nested 
inside other CASE statements, as shown in the statement below. 

PlF5 CASES 
CASE CV = 1 OF 100 ENDOF 
CASE CV = 2 OF (PlF8) CASES 

CASE CV = 1 OF 1000 ENDOF 
CASE CV = 2 OF 2000 ENDOF 
CASE CV = 3 OF 3000 ENDOF 
ENDCASES ENDOF 
CASE CV = 0 OF 0 ENDOF 
ENDCASES 

Usually, an IF or CASE statement constitutes the entire formula. If  so, the value 
returned by the statement should match the format of the field. 

Occasionally, me value returned is simply used as an operand in a more 
complicated expression. In this case, the value returned by the statement 
need to match the format of the field. 

does not 

When the case value is alpha (for example, words, not numbers), the CASE 
statement evaluates strings of the same length. As soon as it finds a match, me rest 
of the case value is d~oppcd and the stiitc;mcnt wdb. 

For example, if you have a CASE statement that allows either “NO” or “NONE” to 
be entered into a field, the CASE statement might incorrectly be written like this: 

PlFl CASES 
CASE CV = “NO” of 50 ENDOF 
CASE CV = “NONE” of 100 ENDOF 

ENDCASES 

The statement above says, “If PlFl contains the value ‘NO,’ then insert the 
expression ‘50’ in me current field. I f  PlFl contains the value ‘NONE,’ then insert 
the expression ‘100’ in the current field.” 

When the CASE statement is evaluated, it looks at the first condition and compares 

those two letters (NO) to the field value. The string size of the first condition, if 
smaller than CV, is used to evaluate the other conditions. No matter which value 
(NO or NONE) is in the field, the expression ‘50’ is placed in me field. This is 
because a CASE statement compares conditions of the same length. 

The above CASE statement would properly be written like this: 

PlFl CASES 
CASE CV = “NO a” of 50 ENDOF 
CASE CV = “NONE” of 100 ENDOF 
ENDCASES 

Adding the u at the end of the first statement causes the statement to evaluate all 
four spaces in the condition against the field value, rather than just the first two 
spaces, as in the previous statement. The a is not evaluated as part of the string. 

This is only needed if the conditions are spelled similarly. 
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The following example is a formula which uses the same idea (adding extra letters 
to increase the length of the field value) to calculate a student’s GPA (Grade Point 
Average). 

P3F I 2 CASES 
CASE CV = “A a” OF 4.0 ENDOF 
CASC CV - “A+” OF 4.0 ENDOF 

CASE CV = “A-” OF 3.7 ENDOF 
CASE CV = “B b” OF 3.0 ENDOF 
CASE CV = “B+” OF 3.4 ENDOF 
CASE CV = “B-” OF 2.7 ENDOF 
CASE CV = “C c” OF 2.0 ENDOF 
CASE CV = “C+” OF 2.4 ENDOF 
CASE CV = “C-” OF 1.7 ENDOF 
CASE CV = “D d” OF 1.0 ENDOF 
CASE CV = “D+” OF 1.4 ENDOF 
CASE CV = “D-” OF 0.7 ENDOF 
CASE CV = “F” OF 0.0 ENDOF 
CASE CV = “I” OF 0.0 ENDOF 
CASE CV = “UW” OF 0.0 ENDOF 
ENDCASES 

Calculation Order and 
Use of Parentheses 

Three factors determine the order in which expressions in a formula are evaluated: 
parentheses, operator priority, and the direction of evaluation (left to right). 

The following functions and operators are described in the order of their priority 
(highest to lowest). 

Functions 
Functions in a formula are always evaluated first. Nested functions are evaluated 
starting with the function most deeply nested and working from there to the outside 
function. Multiple functions at the same level within a nest or in the formula are 
evaluated from left to right. Operators within functions follow the order indicated 
below. 

Statements 
Operators within IF and CASE statements are evaluated first, after which IF and 
CASE ai~t;~~tr;uts ac evaluated. 
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Unary + - 
The sign of the variables is always determined before performing another 
operation. 

l I I I  

Multiplications and divisinns (including mnds) are evRlmtPrl frnm left tn right 

+- 
Add and subtract are evaluated from left to right. 

Comparison operators are evaluated from left to right. 

NOT 
Evaluated from left to right. 

AND 
Evaluated from left to right. 

OR 
Evaluated from left to right. 

Parentheses can be used in formulas to alter the order of evaluation according to 
your needs. Expressions within parentheses are always evaluated first Where 

nested parentheses exist, the most deeply nested expression is evaluated first, and 
the outermost expression is evaluated last. Where multiple sets of unnested 
parentheses exist, they are evaluated from left to right. Parentheses must be in 
matched pairs. 
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The following examples illustrate the order of evaluation in different formulas. 

L 
7 

Concatenation DataPerfect includes two functions that can perform concatenations (cat.c and 
cat.t). These are discussed in Functions in Reference. You can also place two 
alphanumeric fields, strings. or a combination of the two next to each other (with 
no operators) and they will be concatenated. If  the resulting string is longer than 
the field containing the formula, the extra characters are truncated. If  the field 
containing the formula is a variable length text field, truncation should not be 
necessary. For example, the following formula may return “Mr. Harry Jones” as 
the field value: 

“Mr. ” truncate[PlF6] ” ” PlF7 

PlF6 represents a First Name field, and PlF7 represents a Last Name field. 

Comments in Formulas You can add comments to your DataPerfect formulas to make them more readable 
and easier to understand. Use /* to begin the comment and */ to end the comment. 
DataPerfect will ignore any text euclosed within the delimiters, but it will display 
when you look at or edit the formula. 

To look at a formula on a field, make sure your cursor is on the field. Press Shift- 
FS to see the field options, then choose Initial Formula (2). 

To look at a formula in a report variable, access the report list from the panel. Then 
move your cursor to the report name and press F7 so the report menu is displayed. 
Choose Edit Report Form (8), move your cursor to the report variable, and then 
press Alt-F3. 
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Sample Formulas Several sample formulas are listed in the tables below. Each formula uses one or 
more fields with specific formats, which are shown. Select the table containing the 
formula you would like to use, create the field(s) listed, and place the formula nn 

the field indicated. 

To find out how to define a field, see Field, Define in Reference. For more 
information on held tormats, see Field Format m Xejkrence. For more mformatron 
on functions used in the sample formulas, see Functions in Reference. 

Use the steps below to place a formula on a field. 

1 Position the cursor on the field to receive the formula, then press Define Field 
(Shift-F8) to access the Field Options menu. 

2 Select Initial Formula (2). 

Now you are ready to enter the formula for your particular application 

3 Type the formula, remembering to use Select (F4) to add any field code. 

In the sample formula tables below, field codes are shown in italics. You must use 
Select to insert these field codes. Your field code may vary from the example field 
code shown. You can include fields from other panels as long as the panels are 
joined through a panel link or data link. See Operands earlier in this section. 

4 Press Exit (F7) or Save (FlO) to return to the Field Options menu. 

5 Select Initialize at Create/Save/Any Change (4) until this message appears in 
the lower part of the screen: “Automatically computed at any change and when 
record is saved.” 

Some of the sample formulas require you to choose “Automatically computed 
when record is created” or “Automatically computed when record is saved.” If  the 
formula requires one of these two options, it will be noted in the text. 

6 Press Exit twice to return to the panel. 
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Calculating Age 
You can calculate a person’s age in the current year or in the current month, or you 
can calculate the person’s age today by using one of the three formulas below. 

Age in Current Year 

Field Name 

Date of Birth 
(PIF6) 

Age 

Field Format 

II9919919999 

GZ9 

Formula 

(today - PI F6)/365.25 

Age in Current Month 

Field Name 

Date of Birth 
(PZF6) 

Field Format 

D99/99/9999 

Formula 

GZ9 IF MONTH [today]s=MONTH 

[PIF6] THEN YEAR [today]- 
YEAR [PlRi] ELSE YEAR 
[today]-YEAR [PING] - 1 

ENDIF 

In the formula above, if the birthday has already occurred this year. the birth 
year is subtracted from the current year, giving the person’s age. If  the birthday 
has not already occurred this year, the birth year is subtracted from the current 
year, giving the age the person will be. One (1) is then subtracted, giving the 
current age. 

Age Today 

Field Name 

Date of Birth 
(PI F6) 

Field Format 

II9919919999 

Formula 

Age GZ9 ((today - PlF6)/365.25) - .5 

In the formula above, the person’s age is calculated, then 3 is subtracted. This 
is necessary because DataPerfect rounds up a fraction if it is .5 or greater. 

For example, Bob’s birthday is in March, and he turned 24 years old in 1992. 
If  the current month is October 1992, his age is about 24.6 years. DataPerfect 
subtracts 5 from 24.6, giving 24.1 as Bob’s age. Because DataPerfect rounds 
down .I, the age displayed is 24. If  the current month is July 1992, Bob’s age 
is about 24.4. DataPerfect subtracts .5 from 24.4, giving 23.9 as Bob’s age. 
Because DataPerfect rounds up .9, the age displayed is 24. 



Calculating Dates 
Below are two formulas which convert numeric dates to alphanumeric format. The 
first formula determines the name for the day of the week frnm the date field (for 

example, if the date falls on the second day of the week, “Tuesday” is displayed). 
The second formula inserts the name of the month along with the numeric day and 
year. These formulas are commonly used in repntis, but you can also use them in a 
field. The two formulas cannot be on the same field at the same time unless you 
use the cat.c or cat.t function to connect the formulas (see Functions in Reference). 

Day of the Week 

Field Name Field Format 

Date (PIFI) D99/99/9999 

Day A9::N 

Formula 

DAY.OF.WEEK [PZFI] 
CASES 
CASE CV = 1 OF “Monday” 
ENDOF 
CASE CV = 2 OF “Tuesday” 
ENDOF 
CASE CV = 3 OF “Wednesday” 
ENDOF 
CASE CV = 4 OF “Thursday” 
ENDOF 
CASE CV = 5 OF “Friday” 

ENDOF 
CASE CV = 6 OF “Saturday” 
ENDOF 
CASE CV = 7 OF “Sunday” 

ENDOF 
ENDCASES 
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Month, Day, and Year 

Field Name 

Date (numeric) 
(PlFl) 

Field Format 

D99/99/9999 

Formula 

D?lLt: 

(alphanumeric) 
A18::N MONTH [PIFI] CASES 

CASE CV = 1 OF “January” 
ENDOF 
CASE CV = 2 OF “February” 
ENDOF 
CASE CV = 3 OF “March” 
ENDOF 
CASE CV = 4 OF “April” 
ENDOF 
CASE CV = 5 OF “May” 
ENDOF 
CASE CV = 6 OF “June” 
ENDOF 
CASE CV = 7 OF “July” 
ENDOF 
CASE CV = 8 OF “August” 
ENDOF 
CASE CV = 9 OF 
“September” 
ENDOF 
CASE CV = 10 OF “October” 
ENDOF 
CASECV= 11 OF 
“November” 
ENDOF 
CASE CV = 12 OF 
“December” 
ENDOF 
ENDCASE 
APPLY.FORMAT[“GZ9”;day 
[PlFl]] ‘I, ” 
APPLYFORMAT[“N9999”; 
year[PZFZ]] 



Performing a Disjoint Range Check 
A disjoint range check requires a user to enter information in a range of non- 
seyucrnial data. Ful example, a Gender field may contain only M (male) or F 

(female), but since M and F are not next to each other in the alphabet, you cannot 
set a range check allowing only those two letters. 

Disjoint Range Check 

Field Name Field Format 

Gender (P1FI) Ul::M 

Formula 

IF PI Fl = “M” OR PI Fl = “F” 
THEN PI FI 
ELSE ” ” 
ENDIF 

The formula above allows only M or F to be entered into the Gender field. It 
works by checking the field value for M or F. If  M or F is found, DataPerfect 
leaves the field as it is. I f  some other value is found, DataPerfect replaces it 
with a I1 ‘I (space). The mode indicator ::M tells DataPerfect not to save the 
record until the field is updated. Because a ” ” is not a field entry, the record 
cannot be saved until either F or M is entered. 

Calculating Elapsed lime 
To figure elapsed time, you first need to define a Start Time field, an End Time 
field. and an Elapsed Time field. 

In order for this formula to record accurate time, it is important that the system time on your 
computer is nccurate. 

This formula displays the time which elapsed between the starting and ending times 
in the Elapsed Time field. To make the formula work properly, you must set the 
Initialize at Create/Save/Change formula option (4) for the Start Time field to 
“Automatically computed when record is created.” The formula options for the 
End Time field and the Elapsed Time field must each be set to “Automatically 
computed when record is saved.” 

Elapsed Time 

Field Name Field Format Formula 

Start Time (PIF.5) T99:99:99::N NOW 
End Time (PI F6) T99:99:99::N NOW 
Elapsed Time T99:99:99::N PIF6 - PIF.5 

No\\, is a function that inserts the current time into the field. When you press 
Cleate tw create a new reccwd, the ILOW function calculates the current time and 
stores it in the Start Time field. When you press Save to save a record, the now 
function calculates the current time and stores it in the End Time field. I f  you want 
to enter the starting and ending times manually, you cannot use the IZOW function. 
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Converting Twenty-Four-Hour Time to AM/PM Time 

The formula below can help you in two ways. First, if you use the formula as it is 
written in the table, you can convert a field entry from twenty-four hour time 
(where 17:OO is equal to 5:00 P.M.) to an AM/PM time. Second, DataPerfect keeps 
time on a twenty-four-hour clock rather than by a conventional AM/PM clock. If  
you replace the field codes (PIFI) in the formula with the now function, 
DataPc~kt will place the current time in the field in AM/FM format. 

For the now function to operate correctly, the clock in your computer must be correct. 

Twenty-four Hour Time to AM/PM Time 

Field Name Field Format Formula 

Twenty-Four-Hour TZ9:99 
Clock (PIFI) 

AM/PM Clock A’I::N l’ll-1 CASES 
CASE CV < 3600 OF 
CAT.T[APPLY.FORMAT[ 
“TZ9:99”;PlFI + 432001; 
“AM”]ENDOF 
CASE CV < 43200 OF 
CAT.T[APPLY.WKMAl’[ 
“TZ9:99”;PlFI];“AM”] 
ENDOF 
CASE CV < 46800 OF 
CAT.T[APPLY.FORMAT[ 
“TZ9:99”;PlFI];“PM”] 
ENDOF 
CASE CV < 86400 OF 
CAT.T[APPLY.FORMAT[ 
“TZ9:99”;PlFl - 
43200];“PM”] ENDOF 
DEFAULT 
CAT.T[APPLY.FORMAT[ 
“TZ9:99”;PlFI - 
43200];“AM”] 
ENDCASES 

In the formula above, hours and minutes are converted to seconds. The case 
statement “CASE CV < 43200” assigns AM to all time less than 43200 
seconds, or any time before noon. 

For example, if the twenty-four-hour time is 0:OO (nn seconds), AM/PM time is 
12:OOAM. If the time entered is over 12 hours (43200 seconds), AM/PM time 
changes to PM. For example, 13:OO is converted to l:OOPM, 17:OO is converted 
to .5:OOPM, rind so forth. 



ZIP Code Formula 
You can use this formula with a ZIP code field to extract only the first three digits 
of the field. This information is useful for pre-sorting mass mailings by general 
location for bulk pricing at the post office. 

Mass Mailing ZIP Code 

Field Name 

ZIP Code 
(PIF.5) 

Field Format 

N99999-9999 

Formula 

Three Digit 
ZIP Code 

G999 CONVERT[“G999”; 
SUBSTRING[APPLY.FORMAT 

[‘IN99999-9999”;PlF5]; 1;3]] 

This long formula is not difficult to understand if you break it into three nested 

pieces. The first piece, APPLY.FORMAT[“N99999-9999”;P1F5], puts the 

numeric ZIP code into alphanumeric format so you can use the SUBSTRING 
function (you can’t use the SUBSTRING function with a numeric field). 

The second piece, SUBSTRINGVivstpiece;l;3], extracts the first three characters 
of the string. The first number tells the SUBSTRING function to begin extracting at 
the tirst digit of the ZIP code. The second number indicates that you want to extract 
three digits. 

The last piece, CONVERT[“G999”; secondpiece], uses the CONVERT function to 
convert the three-character alphanumeric field to the numeric format used in the 
Three Digit Zip Code field. 

Two Digit Year 
This formula extracts the last two digits of the year from the current date. For the 
formula to work correctly, the Initialize at Create/Save/Change formula option (4) 
must be set to “Automatically computed when record is created.” 

Extracting the Year 

Field Name Field Format 

Year (PI FI) N99 

Formula 

CONVERT[“N99”;SUBSTRING 
[APPLY.FORMAT[“DYMD 

99/99/99”;TODAY]; 1;2;]] 

The roduy function is similar to the now formula, except that instead of calling 
up the current time it calls up the current date. This formula works the same as 
the ZIP code formula above. 
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Automatic Word Formula 

This formula uses a case statement to type the whole word in a field if you type the 
initial letter. 

Automatic Word 

Field Name Pi&l Fnrmnt 

City Al5 

Fnrmnln 

PIFI CASES 
CASE CV= “B” OF “BOSTON” 
ENDOF 
CASE CV= “C” OF “CHICAGO” 
ENDOF 
CASE CV= “M” OF 
“MINNEAPOLIS” ENDOF 
DEFAULT ” ” 
ENDCASES 

DEFAULT ” ” means that if nothing is typed or if anything other than the listed 
possibilities (B,C, and M here) is typed, the field should display nothing. 

Capitalizing the First letter of a Field 
This formula automatically changes the first letter in the current field IO uppercase 
and leaves the rest of the field in lowercase letters. The first letter becomes 
uppercase when you press Tab to move the cursor to the next field. 

Capitalize the First Letter in a Field 

Field Name 

First Name (PIFI) 

Field Format 

A30 

Formula 

APPLY.FORMAT [“Ul “; 
PIFI] SUBSTRING 
[PlF1;2;2Y] 

Important: the length of the string in the SUBSTRING code should be one less than the 
jield length (A30). 
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Converting from Alphanumeric to Numeric Date Format 
For some applications you may need to use the date as part of a code in an 
alphanumeric field; however, the code does not let you sort by date. This formula 
shows how you can take a date entered in an alphanumeric field and convert it into 
numeric date format. The formula extracts the date from a code that lists the year, 
month, date, and two characters. For example, 19900324BC becomes 03/24/90. 

From Alphanumeric to Numeric Date 

Field Name Field Format 

Code (PIFI) A10 

Ditk D99/99/9999. ;N 

Formula 

CONVERT[“D99/‘99/‘9999”; 

CAT.C[SUBSTRING[P1F1;5;2 
I; 
” “SUBSTRING[PIFI;7,2], 

” “SUBSTRING[P1F1; 1;4]]] 

The SUBSTRING functions extract the year. month. and date from the 
alphanumeric code. CAT.C puts date together in the order of month, date, year. 
The convert function changes the string to numeric date format. 

Custom Rounding 
This formula rounds numbers to the amounts you specify. 

Customized Rounding 

Field Name 

Amount (PI F4) 

Field Format 

GZ.99 

Formula 

IF PlF4>=.0 AND 
PIF4 <= .17 THEN .O 
ELSE IF PI F4>=. 18 AND 
PIF4 <= .42 THEN .25 
ELSE IF PI F4>=.43 AND 
PIF4 <= .67 THEN SO 
ELSE IF PI F4>=.68 AND 
PlF4 <= .92 THEN .75 
ELSE 1 
ENDIF ENDIF ENDIF ENDIF 
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Functions 

DataPerfect contains many functions which can be used in formulas. A function 
always returns a value. 

This section discusses the correct syntax for using functions in formulas. However, 
bcfwre you read this section, you should be familiar with the material covered in 

Formulas in Reference. 

Functions used in 
Formulas 

A function is much like an operator. It looks at one or more arguments, which are 
usually fields, literal items, or report variables, and returns a single result. 
Arguments (hereafter referred to as arg) can also be formulas containing any of the 
operators listed in Formulas in Reference. 

You will not ordinarily place functions on the same field type as the one from 
which you are trying to retrieve information. For example, you would not use 

year[arg] on a date field. However, you can use yearfarg] on a numeric field to 
retrieve information from a date field. 

When defining a function, be sure to use square brackets [ ] to enclose the 
arguments. 

DataPerfect is not case sensitive when reading functions. You may use either 
uppercase or lowercase letters when typing functions. 

Specific Functions Each tunctlon is Listed below, followed by a description and example(s) of its use. 

aWw1 
Figures the absolute value of the argument, hereafter referred to as arg. The arg 
must be a number or a field with a numeric format. 

Examples: 

abs[PlF6] 
Returns the absolute value of PlF6. 

abs[66,000 - P2F41 
Returns the absolute value of 66,000 - P2F4. 

If  arg is zero (U) or greater, arg remams unchanged. If  arg is less than zero (0), the 
positive value of arg is returned. 

Example: 

abs[-531 
Returns 53 as the absolute value. 

apply.format[argl;arg2] 
Converts the data specified by arg2 into an alphanumeric format of the same field 
type according to the field format specified in argi. Argl can be any held tot-mat 

(except text) supported by DataPerfect and must be enclosed in quotation marks 
(““). The data type of arg2 must match that of the format specified in argl. When 
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used by itself as a complete formula (all of the formula), the field containing the 
formula must be alphanumeric. Applyformut always returns a character string. 

Example: 

Returns 04/07/1988 in alphanumeric format. PIF4 represents a date field that 
contains the date 04/07/88. The field that contains this formula is alphanumeric. 

cat.c[argl;arg2;...;argn] 
Concatenates two or more character strings. You can only concatenate 
alphanumeric fields or text fields. If  a positive integer is used as an arg, then that 
number of carriage returns is inserted between the text or fields. The carriage 
returns are always inserted unless they follow the first arg. If  the first arg contains 
no value, it truncates the first arg and suppresses any carriage return(s) which 
follow the arg. A maximum of ten carriage returns is allnwed. l,iteral string arg,c 
may also be used. For each blank field you want to check, you must nest the cat.c 
function (see the third example below). 

Examples: 

cat.c[P3F6;6;P3U] 
Cnnratenates P?F6 and P3F7 separated hy <ix carriage retnrns 

cat.c[“THIS IS”;“A TEST”] 
Returns THIS IS A TEST. 

cat.c[PlFl;l;cat.c[PlF2;l;PlF3]] 
Checks PlFl and PlF2. Then, if the fields are blank, they are truncated, and 
the following carriage returns are suppressed. PI F3 is printed. 

cat.t[argl;arg&...;argn] 
Concatenates two or more character strings. Arg must be a text string, 
alphanumeric field, or text field. I f  a positive integer is used as an urg, then that 
number of carriage returns is inserted between the text or fields. The carriage 
returns are always inserted unless they follow the first arg. If  the first arg contains 
no value, it suppresses any carriage return(s) which follow the urg. A maximum of 
ten carriage returns is allowed. Literal string args may also be used. 

This function also truncates 
before concatenating them. 

trailing blanks from the fields selected as a rgs 

Examples: 

cat.t[PlF4;3;PlFS] 
Concatenates PlF4 and PlF5 separated by three carriage returns. 

cat.t[PlFll;“, “PlF12] 
Concatenates PlFll and PlF12 separated by a comma (,) and a space. All 
other trailing blanks are truncated. 
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contains[arnl :arg21 
Searches the field specified in argl for the text found in arg2. This function is 
used in IF and CASE statements, and also in performing a search. 

This function performs a search similar to Specify Template on the Search Options 
menu (see Search in Reference). Asterisks (*) and question marks (?) are the 
default wildcard characters. An asterisk searches for many characters; a question 
mark searches for a single character. 

To search for an asterisk or a question mark, you must change the wildcard 
characters. To do this, begin arg2 with a broken vertical line, followed by the 
desired wildcard characters (such as nm). 

Examples: 

contains[PlF3;“*development*“] 
If used in a report formula, returns any records where the word development is 
FVUIKJ ill PlF3. 

contains[PlFS;” I#$ #*#I”] 
The # searches for many characters; $4 searches for one character. Returns a 
true value where an asterisk is found in PlF8. 

convert[argl :arg2] 

This function is used to convert character strings to numbers or to force left 
alignment of a computed value in a numeric (G, H, and N Type) field. 

This function converts the character string specified by arg2 into data according to 
the field format specified in argl. Argl can be any field format (except text) 
supported by DataPerfect and must be enclosed in quotation marks (” “). Arg2 
must be a text string or alphanumeric field. The field with the formula may contain 
any format. The value returned is converted according to the format in argl. 

Cxsrmplc: 

The field P2F3 is an alphanumeric field, but the field that contains the Convert 
function must be numeric. Assume P2F3 contains the value $100,000. The 
value returned is $100,000.00; it is in numeric format because of argl. 

date[argl;argZarg3] 
Returns the date in Julian date format. Argl = day, urg2 = month, urg.3 = year. If a 
field is used, it must be a date field format. Whenever you are working with a date 
field in a formula, it is necessary to use the date function. For example, the formula 
PlFl = “01/01/92” does not work properly if PlFl is a date field. An accurate 
formula would be PlFl - date[1;1;1992]. 

This function can be used only in a numeric field. 
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Examples: 

date[4;7;1992] 
Returns the Julian value for July 4, 1992 (33,731). 

date[day[PlF2];month[PlF2];year[PlF2]] 
Returns the Julian date for PlF2. 

dw[wl 
Returns the day of the month, a number from 1 to 31. Arg must be a date field, the 
special argument today, a report variable, or a formula which produces a valid date. 

Examples: 

Returns the day of the month (today). I f  today were December 5, 1992, the 
value would be 5. 

day[PlF3] 
Returns the day of the month for the date in PlF3. 

day[RVl] 
Returns the day of the month for the date in RVl. 

day.of.week[arg] 
Returns a number from 1 to 7 representing the day of the week (1 = Monday, 2 = 
Tuesday, 7 = Sunday, and so forth). Arg is a single value in Julian date format, a 
date field, a report variable, or a formula which produces a valid date. 

Examples: 

day.of.week[today] 
Returns the day of the week for today. If  today were November 23, 1992, the 
value would be 1 for Monday. 

day.of.week[PlF4] 
Returns the day of the week for the date in PlF4. 

whl 
Raises e (the transcendental constant equal to 2.7182818...) to a given power. 

Example: 

exp[PlFl] 
I f  PlF1=5 the formula returns 148.4132. 

first.day[arg] 
Returns the Julian value for the first day of the month and year specified in arg. 
The format of arg is a date field, a report variable, or a formula which produces a 
valid date. 
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Examples: 

first.day[today] 
Returns the Julian value for the first day of the current month of the current 

year. I f  today were September 5, 1992 (Julian date 33,791), the value 33,787 
(September 1, 1992) would be returned. 

first.day[PZF4] 
Returns the Julian value for the first day of the month and year for the date in 
P2F4. 

first.nday[argl;arg2] 
Returns the date of the first Monday through Sunday of the month and year 
specified. Argl is a number from 1 to 7 where 1 = Monday, 2 = Tuesday, 7 = 
Sunday, and so forth. Arg2 is a number, formula, report variable, or field that 
represents the month and year in Julian date format. The output field must be a 
date field. 

Examples: 

first.nday[l;todayl 
Returns the day of the month for the first occurrence of a Monday (1) of the 
current month of the current year. I f  today were September 8, 1992 (Tuesday), 
the value 33,342 (Monday, September 7, 1992) would be returned. 

Returns the day of the month for the first occurrence of a Thursday (4) of the 
month and year for the date in P2F4. 

fv[i;pv;pmt;n;type] 
Computes the future value of an amount where i=interest rate, pv=present value, 
pmt=payment, fv=future value, n=number of periods, and type must be 0 for 
investments and 1 for loan payments. 

Example: 

fv[PlFl;PlF2;PlF3;PlF4;0] 
The formula takes the values of the designated fields and returns the future 
value of an investment. 

last.day[arg] 
Returns the Julian value for the last day of the month and year specified in arg. 
The format of arg is a single number, a date field, a report variable, or a formula 
which produces a valid date. 

Examples: 

last.day[today] 
Returns the Julian valw for the Ixt day nf the current month of the current 

year. I f  today were September 5, 1992 (Julian date 33,791), the value 33,816 
(September 30, 1992) would be returned. 



last.day[P2F4] 
Returns the Julian value for the last day of the month and year for the date in 
PZF4. 

last.nday[argl;arg2] 
Ketums the date ot the last Monday through Sunday of the month and year 
specified. Argl is a number from 1 to 7 where 1 = Monday, 2 = Tuesday, 7 = 
Sunday, and so forth. Arg2 is a number, formula, or field that represents the month 
and year in Julian date format. 

Examples: 

last.nday[l;todayl 
Returns the day of the month for the last occurrence of a Monday (1) in the 
current month of the current year. I f  today were September 8, 1992 (Tuesday), 
the value 33,450 (Monday, September 28, 1992) would be returned. 

la&.nday[4;P2F4 
Returns the day o E the month for the last occurrence of a Thursday (4) in the 
month and year for the date in P2F4. 

length[text] 
Counts the number of characters in a field (up to 78) and returns a numeric value. 

max[argl ;a@. . .;argn] 
Returns the value of the arg with the highest value. Args can be numeric or text 
fields, but text and numeric args cannot occur in the same function. This function 
ib no1 ax 5eri5ilivt;. 

Examples: 

max[ 1513;4;16*2-91 
Returns 23. 

max[PlF3;PlF13;25] 
Returns the highest value found in the args. 

max[“KEVIN”;“BOB”;“ZELDA”;“ALAN”] 
Returns ZELDA. 

W 
Returns the natural logarithm of the value of x. 

Example: 

In[PlFl] 
The formula in this example returns the natural logarithm of the value of PlFl. 
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min[argl;arg2;...;argn] 
Returns the value of the arg with the lowest value. Args can be numeric or text 
fields, but text and numeric args cannot occur in the same function, This function 
is not case sensitive. 

Examples: 

min[lS-13;4;16*2-91 
Returns 2. 

min[PlF3;PlF13;25] 
Returns the lowest value found in the args. 

min[“KEVIN “;“BOB”;“ZELDA”;“ALAN”] 
Returns ALAN. 

min[“KEVIN”;PlF6;“ZELDA”;RVl;“JACK”] 
Returns the lowest value of the text strings, PlF6, and RVl. 

month[arg] 
Returns a number from 1 to 12 where 1 = January, 2 = February, 12 = December! 
and so forth. Arg must be a date field, the special argument today, a report 
variable, or a formula which produces a valid date. 

Examples: 

monthltodayl 
Returns the number of the current month. If  today is September 4, 1992, the 
value 9 is returned. 

month[PZFS] 
Returns the number of the month of the date in P2F5. 

now 
This is a function which returns the current time (assuming that the system clock is 
accurate). By itself, it is only valid on a time field. It can be combined with other 
functions in a formula. 

pmt[i;pv;n;fv;type] 
Computes the payment on a loan where r=interest rate, pv=present value, 
pmt=payment, fv=future value, n=number of periods, and type must be 0 for 
investments and 1 for loan payments. 

Example: 

pmt[PlF1;PlF2;PlF4;PlF5;1] 
This formula returns the payment of a loan for a specified period. 
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power (*) 
Raises a number to the power (x). 

Example: 

PlFl”2 
This formula returns the value of PlFl raised to the second power. 

pv[i;pmt;n;fv$ype] 
Computes the present value of an amount where i=interest rate, pmt=payment, 
n=number of periods, fv=future value, and type must be 0 for investments and 1 for 
loan payments. 

Example: 

~v[P~F~;P~F~;P~F~;P~FS;O] 
The formula above returns the present value of an investment. 

rate(pv;pmt;n;fv;type] 
Computes the intcrcst rate of ~1 loan or invcstmcnt whcrc pv-future V&K, 

pmt=payment, n=number of periods, fv=future value, and type must be 0 for 
investments and 1 for loan payments. 

Example: 

rate[PlF2;PlF3;PlF4;PlF5;1] 
This formula returns the interest rate on a loan. 

round[argl;arg2] 
Rounds the number specified in ar-gl to the nearest control value specified in ar-g2. 

Arg2 can be any number. 

Examples: 

round[PlF4;.25] 
Rounds the value in PlF4 to the nearest .25. 

round[P2F6; l] 
Rounds the value in P2F6 to the nearest integer. 

Computes the square root of the absolute value of a number. In other words, if the 
number is negative, it is first made positive before the square root is calculated. 

subfield[argl;arg2;arg3] 
Finds the nth substring in text that is delimited by characters in the mask. This 
function works only for alphanumeric strings. 

At-,,1 is the original character string (or alphanumeric field). Arg2 is the mask(s) 
that delimits the substrings within the original character string. Enclose the mask 
character(s) in single quotes. Arg3 is the number of the substring to be returned. 
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Examples: 

subfield[“TOM IS SMART”;’ ‘;3] 
Returns the value “SMART”. 

subfield[“(SOl) 5554567”;‘( )-‘;2] 
Returns the value ” 555”. 

substring[argl;arg2;arg3] 
Returns a character string. Argl is the original character string (or alphanumeric 
field). Arg2 is a number indicating the position of the first character to be returned 
in the string. Arg3 is a number indicating how many characters to include in the 
returned string (from the first character to be returned). 

Example: 

substring[“215 Oak Lane, Hartford, CT”;15;8] 
Returns the value Hartford. 

If  you enter a value of 1 or more for arg2, DataPerfect starts counting at the left of 
the string and counts from left to right, as illustrated in the example ahnve Tf yn11 
enter a value of 0 for arg2, DataPerfect counts characters from right to left. 

Example: 

substring[“215 Oak Lane, Hartford, CT”;0;2] 
Returns the value CT. 

If  you select a field instead of typing in a string for argl, DataPerfect begins 
counting from the end of the field regardless of whether the end of text coincides 
with the end of field. 

term[i;pv;pmt;fv;typel 
Computes the number of periods in a loan or investment where i=interest rate, 
pv=present value, pmt=payment, fv=future value, and type must be 0 for 
investments and 1 for loan payments. 

Example: 

term[PlFl;PlF2;PlF3;PlFS;l] 
This formula returns the number of payment periods for a loan. 

today 
This is a function which returns the current date (assuming that the system clock is 
accurate). By itself, it is only valid on a date field. It can be combined with other 
functions in a formula. 

truncate[arg] 
Removes all trailing blanks from a character string. This is especially helpful when 
co~~ca~ts~~ating LWU alphanumeric fields. Arg must bc n character string. 
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Examples: 

truncatelYZF3J 
Assume the field P2F3 has the format of AIO. In the current record, only 5 of 
the available spaces are used. This function truncates the 5 remaining spaces. 
For example, if the value in P2F3 is “Kevin “, the function truncate[P2F3] 
returns the value “Kevin.” 

truncate[P2FS]” “truncate[P2FS] 
Written this way, truncate would concatenate P2F5 and P2F8, truncate all 
trailing spaces from P2F5 and P2F8, and insert only one space between the 
fields. 

year[wl 
Returns a year represented by a number from 1900 to 2078. Arg must be a date 
field, the special argument today, a report variable, or a formula which produces a 
valid date. 

Examples: 

yearltoday] 
Returns the current year. I f  today is September 26, 1988, the value 1988 is 
returned. 

year[P4F9] 
Returns the year for the date in P4F9. 

year[RVl] 
Returns the year for the date in RVI. 

Using Convert With Apply.Format 
These two functions are used together when you need to apply a format to data, but 
the data returned is needed in a format other than an alpha string. Applyformat can 
change the format, but it always returns an alpha string, so the convert function is 
needed. Convert takes the alpha string returned from the applyformat and converts 
it to the format specified in argl of the convert statement. 

Example: 

convert[“G$Z,ZZZ”;apply.format[“N9999”;PlF2]] 

Suppose you want to take the value from P1F2 (whose format is N9999), and place 
it in a numeric G Type field format. The above formula would take the number in 
PlF2 and apply the same fomlat, but it would change the value to a character 
string. Then the number, now a character string, would be used as arg2 for the 
conb)ert function. The convert function would convert the character string in arg2 
into the format G$Z,ZZZ and display it in the field.2 
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Help 

Help (F3) is used to display a help message for a specific field. You can also press 
Help to display information about a feature you are using. You can define 
additional help information to give the user more specific instructions about each 
application. 

Help Messages The four levels of help messages are: 

l Custom Help-Optional messages you can create to give instructions to users 
of a particular database. 

l Program Help-Information concerning the feature you are using. 

l Template Help-An on-screen representation of the function keys with 
template labels. 

l Feature List Help-A list of DataPerfect features and keystrokes. 

Custom Help 
When Auto-Help is on, any messages you have entered to assist database users are 
automatically displayed in the instruction box (see Help, Auto in Reference). 

When Auto-Help is off, pressing Help once while on a field displays any help 
message you may have entered for users of that particular database (see Help, 
Custom in Reference). If the message continues beyond the first screen, the user 
can press any key except Enter to see additional information (pressing Enter exits 
Help). 
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Program Help 
If Help is pressed a second time (or first time, if there are no custom help 
messages), information about the feature currently in use is displayed. For 
example, if the cursor is in a menu, information about the menu is displayed. If  the 
cursor is in a field, information about editing a field is displayed. If  the message is 
longer than six lines, press any key except Enter to see more of the message. 

Template Help 
Pressing Help a third time (or second time, if there are no custom help messages) 
displays a graphic representation of the features available on the function keys. 
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Feature List Help 
If Help is pressed a fourth time (or third time, if there are no custom help 
messages), a list of DataPerfect features and keystrokes for each feature is 
displayed. 

Exiting Help Messages Press Enter to exit a help message 

Help, Auto 

Auto-Help On/Off is one of the options available on the User Screen Options menu 
(Ctrl-F3). This feature lets the user view custom help messages which have been 
entered tor a partrcular database. 

The default setting for this option is Off. When Auto-Help is off, a help message 
does not appear on the screen until you press Help (F3). 

I f  Auto-Help is on, the custom help messages appear in the instruction box without 
pressing Help. 

If  you want to turn on Auto-Help, 

1 Press Screen (Ctrl-F3) to access the User Screen Options menu. 

2 Select Auto-Help On/Off (I) to turn on Auto-Help. 

If  you select Auto-Help again. you will turn off Auto-Help. 

Related Information You can find related information in the following sections: 

l Screen 
l Help 
l Help. Custom 
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Help, Custom 

‘I’uu Cdl1 c~illt: help rnr~ageb l~ur each of rhe fields in a panel. These messages 
should be designed to assist the user during data entry and to reduce the 
documentation necessary for your applications. 

Create or Edit Help 
Message 

To create or edit a help message for a field, 

3 Position the cursor on the appropriate field and press Edit Help (Shift-F3). 

A blank instruction box is displayed at the top of the screen, and the cursor is 
positioned in the upper left corner of the screen. 

t Type the text of the help message and press Save (F10) when finished. 

Repeat this procedure for each held where a help message is needed. 

Customize Help Border A border appears around a help message. You can customize the look of the border 
by using the semicolon (;) chuacter. 

I f  the first line in the help message begins with a semicolon (;), the text following 
the semicolon is indented five spaces and embedded in the top line of the 
instruction box. Any subsequent line that begins with a semicolon draws a 
horizontal line across the box, and any text which follows the semicolon is 
embedded in that line. However, type no more than 20 characters on the top line to 
avoid mtertering wrth the top line display. (Be aware that of you encounter Bold or 
Underline attribute codes while you are scrolling through a text field, the embedded 
text may temporarily disappear.) 

For example, 
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appears as: 

You can also separate sections of a help message using a horizontal line with no 
text embedded in it. When you type a semicolon (;) at the left margin, then exit the 
Edit Help screen, a horizontal line appears across the help message. 

Scrolling Help 
Messages 

Help messages can contain as many as 32,000 characters. Six lines are displayed at 
a time, and can scroll if necessary. 

If  Auto-Help is off, the user can press Help (F3) to see the help message. The user 
can then press any key (except Help or Enter) to cause the message to scroll. 

I f  Auto-Help is on, the first six lines of the help message are displayed. To cause 
the message to scroll, press Help (F3), then press any key except Help or Enter. 
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After a message has scrolled to the end, press any key to return to the Iielci. Press 
Enter to exit from a help screen at any time. Press Help additional times to move to 
different levels of the Help menu. 

For more information, see Help, Auto and Help in Reference. 
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Index 

An index is a sorted list of fields used to locate and differentiate between records in 
the database. Understanding indexes is essential to understanding DataPerfect. 
Indexes, along with field lists, are needed to establish links and lookup lists, and to 
sort records for reports. 

You can define several indexes for each panel in a database, so records can be 
cross-referenced in a variety of ways. You must define at least one index for each 
panel in your database. You can define up to 200 indexes per panel. 

DataPerfect creates the index in a separate file (dutubasename.IND), so that the 
index and the data files can be open for data entry, editing, and retrieval at the same 
time. Regardless of the number of indexes you define for a database, they will all 
be stored in one index file. 

When you design indexes for your database, ask yourself these questions. How do 
1 want to sort records? Is each index that I want to define unique? Can the indexes 
be used in any links that exist between panels? See related headings below. 

Sorting Records 
Using an Index 

The index identifies and prioritizes fields which then become a sort list used to sort 
records. 

If  you select only one field for the index, the records in your file will be sorted on 
that field only. I f  you select more than one field to include in the index, the order 
in which the fields are selected determines their position in the index, and 
consequently, the order in which the records will be sorted. 

By defining several indexes for each panel, you can sort data in a variety of way< 

Consider the panel below: 

This is a Customer Information panel chat comains basic irlrurulatiuu ahut mch 

customer. You can sort the data in this panel in many different ways, depending on 
your needs. For example, when looking up a customer’s address, it would be 

-..- _.- - 



easiest to sort the records by last name. If  you are sending a mailing, you may want 
to sort by ZIP Code. You may also want to sort records according to the Customer 
ID numbers. 

To sort records in these three ways, you need to define the following three indexes: 

Index1 Index 2 Index3 

Last Name 
First Name 
Middle Name 

ZIP Code Customer ID 
Last Name 
First Name 
Middle Name 

If you sort records using Index 1, and two customers have the same last name, 
DataPerfect looks at the next field selected for the index (the First Name field) and 
sorts on this field. I f  two customers have the same last name and the same first 
name. DataPerfect then checks for the next field selected for the index (the Middle 

Name field) and sorts on that field. 

I f  you sort records using lndex 2, and two customers have 
DataPerfect then sorts on the Last Name field, and so on. 

the same ZIP Code, 

If  you sort records using Index 3, the records can only be sorted by the Customer 
ID field. Assuming that no customer will have more than one record, there is no 

need to define additional fields for this index (no two customers have the same 
Customer ID number). 

Theoretically, you could build indexes to accommodate every possible sorting 
need. However, you would probably discover that you are not using your disk 
space very efficiently. Although DataPerfect compacts the data to keep the index 
relatively small and efficient, try not to waste disk space with unnecessary indexes 
and index fields. 

That is why every index must make a unique key. If  you chose only one field from 
a panel to include in an index, and there is a possibility that the field’s value might 

be the same for several records, then you must add another field to the index to 
ensure that the index will always be unique. 

All indexes in the panel are checked for uniqueness before a record is saved. If  the 
user tries to save a duplicate record, a message appears on the screen saying that the 
record is not unique. The record remains in Create or Edit mode and the user is 
prompted either to cancel the record or to edit the record to make it unique. 

If  the same fields are left blank in more than one record, and one or more of these 
fields are in the index, DataPerfect evaluates these records as duplicates. For 
example, suppose Index 1 above was created as an index in a panel. Two last 
names in the panel are “Johnson,” so DataPerfect moves to the next field in the 
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index (the First Name field) to sort the records. If  one of the Johnson records 
contains a blank in the First Name field, and the other Johnson record also contains 
a blank in the First Name field, these two records are evaluated as duplicates, and 
an error message appears above the second Johnson record. 

If  you edit an index so that it is no longer unique for the existing records, you are 
given an error message when the records reindex, informing you rhac the index is 
not unique. You should edit the index immediately to create a unique index. The 
index will then be regenerated, and all records will be accessible. 

When you press Lookup (F8) to do a lookup on a link, the records that display 
depend on the key field list. All destination panel records display if the data link 
field is also the first field in the key field list; if not, you will see only those records 
that match the key field list. 

Occasionally, you may not be able to define a unique index because of the nature of 
the fields in a panel. In this case, you can create a numeric field in the panel (see 
Field Format in Reference). Assign this field to be an auto-incrementing, hidden 
field (see Field Format, Display Mode Indicators in Reference). An auto- 
incrementing field indicator ensures that each record will be unique because it 

assigns a new number to each record. A hidden field indicator ensures that the field 
will not be displayed. Once this field has been defined, you can include it in an 
index specification to guarantee that no two records in the database are the same. 

links and Indexes An index is required to establish a data link or panel link. When you define a link, 
you are required to select an index from the destination panel which first lists the 
fields that are common between the two panels. This index combines with a link 
field list (specified in the source panel) to establish the link and determine which 
records are related (see Link in Reference). 

Index File The following list provides information about index space allocation in a file. 

l The maximum size of an index (IND) file is 2 billion bytes. 

- The maltimum uumbcr of in&x entries per dnta file is 16 million. 

l The index key is limited to 255 bytes. If  the index specification lists fields of 
combined length greater than 255, no error message is generated. The 
characters beyond the 255 limit are ignored. 

l The index data is compressed. Prior to compression, character fields occupy 
the length designated in their formats. N Type numeric fields occupy the 
number of digits designated in their formats. G Type numeric fields occupy 8 
bytes, and date fields occupy 2 bytes. 

After compression, the index is usually 1,000 bytes for every 100 records. To 
compute disk space used, divide the number of records by 100, multiply that 
quotient by the number of indexes. and then multiply the product by 1000. For 
example, in a database with 350,000 records and 5 indexes, the index uses 17.5 
megabytes of disk space. 



Index Options 

Once you have defined all the fields in a panel, you must define at least one index 
for that panel. Indexes are used to define the sort order and to prevent duplicate 
records. 

Access the Define Index menu by pressing Define Index (Ctrl-FS). Four index 
options are available. 

Create Index This option creates a new index. To create an index, 

1 Be sure the Define Index menu is on your screen. 

2 Select Create Index (I). 

When you select this option, the current panel is displayed. 

3 Use Tab and Shift-Tab or the Shift-arrow keys to move the cursor to the 
dcsircd field. 

4 Press Select (F4) to select a field for the index. 

All selected fields are numbered (beginning with number one) to indicate the order 
in which data will be sorted. I f  you make a mistake, select Delete Last Entry in 
List (2) to delete the last selection, or select Delete List (1) to erase the entire list 
and start again. 

5 Repeat steps 3 and 4 until you have selected all of the fields you want to 
include in your index. 

6 When finished, press Exit (F7) to return to the Define Index menu. 

Another index can be defined at this point by selecting Create Index (I) again. or 
you can exit to the panel by pressing Exit. The same field may be used as the first 
field in more than one index. 
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I f  you create an index in a panel that already contains records, the existing 
for that panel will be regenerated when you exit the Define Index menu. 

Edit Index Field List This option changes an index that has been defined previously. When you edit an 
index, an upper-case E immediately precedes the field number of any field included 
in an exception list. To edit an index field list, 

1 Be sure the Define Index menu is on your screen. 

2 Select Edit Index Field List (2). 

The Index Selection screen is displayed. 

3 Use Up Arrow (T’) and Down Arrow (&) to move through the indexes. 

4 Press Select (F4) when the index you want to change is displayed. 

5 If necessary, select Dclctc List (I) or Dclctc Lost Entry in List (2) to rno\‘e the 
cursor to the desired field. 

or 

Use Tab and Shift-Tab or the Shift-arrow keys to move the cursor to the 
desired field. 

6 Press Select to select a new field for the index. 

If  you make a mistake, select Delete Last Entry in List (2) to delete the last 
selection, or select Delete List (1) to crasc the cntirc list and start again. 

Repeat steps 5 and 6 until you have made all of the desired changes to your index. 

7 Press Exit (F7) to return to the Dcfinc Index menu. 

I f  you edit an index in a panel that already contains records, the exj.sting indexes for 
that panel will be regenerated. 

Another index can be edited at this point by selecting Edit Index Field List (2) 
again, or you can exit to the panel by pressing Exit. 

Create/Edit Exception 
List 

An exception list is a list of fields that DataPerfect checks whenever a record is 
created or edited. If  all of the fields in the exception list are empty when you save 
the record, the record is excluded from the index that contains the exception list. 
One exception list per index is allowed. At least one index per panel (usually the 
first index) should not include an exception list. The exception list is not restricted 
to fields that have been selected for the index. 

For example, suppose a panel in your database contains an Invoice Date field which 
is rcfcrenced when sending second notices to customers Iwith outstanding halanrpq 

I f  you created an exception list using this Invoice Date field, you do not have to 
look through the records for all of the customers in your database in order to record 
a payment. An exception list lets you look through only those records for 
customers to whom invoices were sent. This lookup can be performed easily if you 
have defined two indexes. 



The frst index needs to include the Name, Address, and Balance Due fields for 
each customer’s record. The first index would not contain an exception list. 
Therefore, a lookup using that index would display all of the records in tht= file. 

The second index would include the Name. Address, and Invoice Date fields for 
each customer’s record. The second index needs to contain an exception list which 
includes only the Invoice Date field. 

After the exception list is created for the second index, you can define a lookup 
field list on the Invoice Date field and specify the second index as the index you 
want to use for the lookup (see Lookup Field List in Reference). With the cursor on 
the Invoice Date field. you can perform a lookup which displays only those records 
which have data in the Invoice Date field. I f  a record has an Invoice Date field 
which contains no data, that particular record is excluded from the lookup. 

At the end of each month, you can run a 
LC:LV (0) aud start a new invwicing cycle. 

report to reset all Invoice Date fields to 

To create an exception list, 

1 Be sure the Define Index menu is on your screen. 

2 Select Create/Edit Exception List (3) to access the Index Selection screen. 

3 Use Up Arrow (T) ad DUWII Arruw (L) LU IIIVVG hvugh LIK avdddt; 

indexes, then press Select (F4) to select the desired index. 

4 Select the field(s) to be included in the exception list. 

5 Press Exit (F7) to return to the Define Index menu. 

To delete an exception list, 

Follow steps 1 through 3 above. 

Delete Index 

2 Select Delete List (1). 

3 Press Exit (F7) to save the deletion and exit the Define Index menu. 

If  you want to remove an unwanted index, or if you have exceeded available disk 
space, this option lets you delete an index. 

Before you delete an index, check to see if the index is used in any links, lookup 
lists. or reports. I f  it is, you must redefine the link, lookup list, or report to use 
another index. 

1 Be sure the Define Index menu is on your screen. 

2 Select Delete Index (4). 

3 Use Up Arrow (7) and Down Arrow (1) to move through the indexes. 

4 Press Select (F4) when the index you want to delete is displayed. 

The selected index is deleted. 
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I f  you delete an index, the remaining indexes are not renumhered. For example, if 
you delete Indexes 1 through 3 and have defined lookup lists, links, and SO forth 
using Index 4, the lookup lists, links, and so forth still look for Index 4. However, 
if you create a new index at this point, the new index becomes Index 1. 

Deleting a field can also delete all indexes which contain that field. If you delete a 
field which is contained in an index, a message appears explaining that an index or 
indexes may be deleted also. Press Cancel (Fl) if you do not want to delete the 
field. Type y at the prompt if you want to delete the field and consequently the 
index(es). If you delete a field which is contained in an index(es), be sure to check 
to see if any indexes need to be redefined. 

Index Recovery 

When many records have been added to, edited, or deleted from a database, the 
indexes can become inefficient. The Index Recovery option of the System 
Operations feature (Shift-F9) can be used to regenerate those indexes so that disk 
space is saved and access time is improved. To use this option, you must have 
read-write access to the database, which includes definer and supervisor passwords 
if they havt: bccu creaEd. 

DataPerfect has concurrent index recovery to increase the speed of regenerating 
indexes. Concurrent index recovery lets you use more than one computer to 
reindex a single database on your network. 

To access the Index Recovery menu, 

1 Be sure the System Operations menu is on the screen (Press Shift-F9). 

2 Select Index Recovery (1). 
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The Index Recovery menu is displayed. 

Create New Indexes for This Panel (1) creates new indexes for only the current 
panel. Create New Indexes for All Panels (2) creates new indexes for all panels in 
the database. 

When a pnncl is being rcindcxcd, a mcssagc appears on the screen which counts 
through the records being indexed in the current panel. 

I f  you do not want to create any new indexes, press zero (0) or Exit (F7) to exit the 
Index Recovery menu and return to the current panel. 

I f  you are on a network and you want to use more than one computer to speed up 
index regeneration, you would first access the database and begin the index 
recovery process. After index regeneration has begun, other computers can enter 
the database but cannot access data until all indexes are regenerated. Each one will 
be asked if it wants to help regenerate the index file. 
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link 

Once all of the panels in a database are defined with the appropriate fields and 
indexes, you can detine links to associate related data from two separate panels in 
the database. Data links and panel links are the two types of links available for use 
in DdtaPcrfcl;t. This scctiun p~uvidcs infwmdliwl cll~uul fcaLu~t;s fuu~~d ill butl~ 

types of links, and also gives specific information about how to use each type of 
link. 

Understanding links A link associates related information from two panels in the same database (panels 
in one database cannot be linked to panels in another database). Once a link is 
established, you can move between the panels without having to go back to the 
panel list. A link also lets you share data between two panels in a database. The 
panel containing the link is the SOL~KY panel. The panel to which the link leads is 
the destination punel. 

Types of links There are two types of links in DataPerfect: data links and panel links (referred to 
in previous DataPerfect versions as doorways and doors). A data link is attached to 
a held. It is represented on the screen by a diamond (+) at the left edge of the field 
thdt contains the data link. A panel link is not attached to a field. It is represented 

on the screen by a rectangle ( 

Data links and panel links are alike in many ways. Both provide links between 
panels. Both let you move back and forth between the linked panels. Both require 
a common field in the panels being linked together. Both use an index and link 
held list to locate and verify records in the linked panel. 

Data links and panel links each have unique characteristics as well. A data link 
must be attached to a field. A data link also includes a feature called data checking, 
which lets you check to see it data m one panel already extsts In another panel. 
More information specitic to data links is found in Link, Data in Rqference. 

A panel link does not need to be attached to a field. Also, a panel link includes a 
feature called a window, which lets data from the destination panel be displayed in 
the source panel. The user then can view the information without actually moving 
the cursor from the source panel to the destination panel. More information 

specific to panel links is found in Link, Panel in Reference. 

Reasons for links The primary reason for links is to associate related information from two different 
panels. Suppose a database contains a Customer Information panel and an Invoices 
panel. Without a link between the panels, there would be no easy way to determine 
what items the customer had purchased. Using the Customer ID number as a 
common field between panels, you can define a link to connect the Customer 
Information panel to the Invoices panel. 
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This way, the Customer ID numbcl included ill thr CuaxIlcr Infurrnation panel 

could be used as a reference by the Invoices panel to locate the invoices for a 
particular customer. 

Another reason for using links IS to save disk space. Although data common to 
both panels appears in the destination panel, it is stored only in the source panel. 

I f  you need to enter the same data into more than one panel, you can enter the data 
in the source panel, and then update the fields in the destination panel through the 
link. You do not need to enter the identical information manually. 

Another reason for linking panels is to keep a total. Totals are created by adding or 
subtracting a field in one panel to a field in another panel. A link is required so the 
total can pass through the link to the panel that contains the total (see Keep a Toral 
under Field Options in Reference). 

Occasionally, you may need to create a formula that uses a value from a field in 
another panel. The two panels must be linked in order to create such a formula (mc 
Formulas in Reference). 
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A subreport is a report that groups information from two linked panels. For 
example. if you wanted to print a customer’s name and address and list all of the 
invoices for that customer, you could define a link between the Customer 
InfurrnaLiun panel arul LIK TrIvuicCb ~~IICI ~3 tfic ~epo,t could extract tlir nreded 

information from both panels. 

Relationships 
Between links 

Four types of relationships are possible between linked panels. 

One-to-One 
A one-to-one relationship is established when one record in a panel is related to 
only one record in a linked panel. A link connecting a Student pane1 to a Social 
Security Number panel is a one-to-one relationship because one student can have 
only one social security number. 

One-to-one relationships are often used when you need to extend a panel. I f  the 
necessary information does not fit in the panel, another panel needs to be created to 
hold the additional information. 

One-to-Many 
A one-to-many relationship is established when one record in a panel is related to 
many records in a linked panel. A link connecting the Customer Information panel 
to the Invoices panel is a one-to-many relationship because one customer may have 
muny invoices. 

Panel links usually work best in one to-one and one-to-many relationships (see 

Link, Panel in Reference). 

Many-to-One 

A many-to-one relationship is established when many records in one panel are 
related to only one record in a linked panel. A link connecting the Items Purchased 
panel to the Invoices panel is a many-to-one relationship because many items in the 
Items Purchased panel may appear on one invoice in the Invoices panel. 

MaIIy+MaIIy 

A many-to-many relationship is established using three panels. For example, a 
database that stores a school schedule might have a Students panel (each student 
listed only once), an Enrollment panel (the name of each studenr enrolled in each 
class), and a Classes panel (each class listed only once). The Students panel and 
the Enrollment panel form a one-to-many relationship (one student enrolled in 
manv classes). The Class panel and the Enrollment panel form a many-to-one 
relationship (many classes for each student in the Enrollment panel). With the use 
of the Enrollment panel, a many-to-many relationship is established (many students 
to many classes). 

Data links usually work best in many-to-one and many-to-many relationships (see 
Link, Data in Reference). 

Related records are located in different panels connected by a data link or panel 
link and contain one or more common fields. For example, a database may contain 
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a Customer Information panel and an Invoices panel. All invoices in the Invoices 

panel which belong to a customer in the Customer Information panel are known as 
related records. These invoice records are related to the customer’s record because 
the same customer number is found in both the record in the Invoices panel and the 
record in the Customer Information panel. 

Designing a Link Before you can define a data link or a panel link, the database must be designed 
properly. Three conditions must exist in a database before a link can be defined. 

l Two panels must exist that can be associated together using related information 
(such as a Customer Information panel and an Invoices panel). One panel will 
be the source panel, and the other will be the destination panel. 

l The two panels must have at least one field in common. These fields must have 
the same format and the same length in both panels. 

l The destination panel must contain one index that begins by listing the fields 
which are common to both panels. 

These are the only requirements which need to be met before defining a link. 
However, before beginning the definition process, you need to decide two things: 

l Which field do you want the cursor to land on when moving through the link? 
This will be known as the target field. 

l Which fields in the source panel are also found in the destination panel, and 
which of those will you be using in the link field list when prompted? 

You are now ready to define the link in the database. 

Defining a link To define a link, you must first select the destination pane1 and target field (detailed 
information about these processes is found in Link, Data and Link, Panel in 
Rcfcrcncc). Next, you are prompted to select an index from the destination panel 

(see Index in Reference). Then, you are prompted to select fields for a link field list 
from the source panel. 

The index and the link field list you specify here establish the link and determine 
which records are related to each other. 

Tu deter mine which fields to include in the link field list and the index, you must 

first decide which fields will be common to both the source pane1 and the 
destination panel. Once you decide what the common fields will be, that will be the 
list of fields you need to include in the link field list. All fields in the link field list 
come through the link in the source pane1 and appear in the destination panel. 

Important: Avoid u~ingjfip1d.s in the linkfield list which contain initial values that initiulize 
fields in the other punel. 

Once you know which fields you want in the link field list, be sure an appropriate 
index exists in your destination panel. An appropriate index must contain the fields 
in your link field list. It may contain other fields too, but they must have been 
selected after the fields in the link field list. I f  the destination panel does not have 
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an index that tits this description, you need to create one before you begin defining 
the link. 

Three examples of link field lists and their appropriate indexes are listed below. 

Link Field List: Last Name field, First Name field 
Index: Last Name field, Firct Name field, Phnne field 

Link Field List: Date field, Amount field, Last Name field 
Index: Date field, Amount field, Last Name field 
Link Field List: Name field, Grade field 
Index: Name field, Grade field, Semester field 

Once the appropriate index and link field list have been selected, a link is 

established. For step-by-step instructions on selecting an index and a link field list, 
see Link, Data and Link, Panel in Reference. 

The data in the firvt field in the link field list is compared to the data in the first 
field in the index. If  the data matches, then DataPerfect moves to the second field 
in the link field list and compares its data against the data in the second field in the 
index, and so forth until thcrc arc no more fields in the link field list. 

I f  the data does not match, DataPerfect moves on to the next record and repeats the 
process until a match is found. If  no match is found, then DataPerfect determines 
that the record in the source panel does not have any records related to it in the 
destination panel. 

Using links This section contains additional information to be aware of when using links. 

Maximum Number of levels 

The maximum number of links you can pass through without exiting is 19. For 
example, if you are in a panel and move through a link to another panel, you have 
passed through one link. You can continue to move through links until you have 
moved through 19 panels. At this point, you receive a message saying you have 
passed through the maximum number of levels allowed. 

You can create as many links as needed, but you can only pass through I9 of them 
without exiting. Once you have passed through 19 links, you must press Exit (F7) 
to move back through previous panels. 

At the top of the panel, next to the record number, is the depth number. This 
number indicates how many levels (links) have been passed through. The depth 
number appears once the cursor is in the second level. 

Source Panel Colors 
When you move through a link to a destination panel, the destmatlon panel may 
overlap the source panel on the screen. If  part of the source panel is still showing 
on the screen. the source panel colors do not change to match the destination panel 
colors. This aids readability and helps to distinguish between the two panels. 



Moving to the Nearest link 
Whenever you want to move to the nearest link, press Down Arrow J or Down 
PAnel (F5) If  ynu are nnt on a link when you press one of these keys, the cursor 
moves to the next link in the edit order (see Change Edit Order under Patrel 
Options in Reference). I f  you are on a link when you press one of these keys, 
Dnwn Arrnw will let you lo& at related records in the destination panel, and 

-1Panel will start a new record in the destination panel. 

Lookup Versus Up Arrow 
When you are in Create or Edit mode, pressing Lookup (FS) or Up Arrow (t) on a 
link displays data from the destination panel. In Browse mode, Lookup displays 
the related records from the destination panel and Up Arrow displays data from the 
source panel. 

Unwanted Characters in the Destination Panel 
If  unwanted characters (for example, smiling faces, triangles, question marks) 
appear in records in a destination panel, there is probably a discrepancy between 
the link field list and the index attnchcd to the list. The cxnmplc below may result 

in this problem. 

Link Field List: Last Name field, Date field, Company field 

Index: Last Name field, Company field, Date field 

In this case, you need to modify the index or link field list so that the fields are in 
the same order. 

linked Auto-Incrementing Fields on a Network 
If you are creating a database to be used on a network, and want to link two panels 
with a data link on an auto-incrementing field, use the ::J (save on create) display 
mode indicator instead of ::I (save on exit). This ensures that the record you create 
will be assigned the correct parent record number. 

link, Data 

You should be familiar with the information under Link in Refererwe before 
beginning this section. 

Data link 
Characteristics 

A data link (referred to in some previous DataPerfect versions as a doorway) 
associates related information from two panels in a database. and must be attached 
to a field, It is represented on the screen by a diamond (+) at the left edge of the 
field that contains the data link. 

A dara link provides a feature known as data checking. When data is being entered 
in a field which contains a data link, this feature checks to see if a related record 
already exists in the destination panel. This feature prevents incorrect data from 
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being entered in the database. See Data Checking below for more detailed 
information. 

A data link is most often used to show a many-to-one or a many-to-many 
relationship (for example, many items purchased on one invoice or many students 
registered for many classes). The following illustration demonstrates a practical 
use of data links in a many-to-one relationship. 

Defining a Data link Before you define a data link, be sure you have completely thought out the design 
of the data link (see Designing a Link under Link in Reference). To completely 
define a data link, you should perform the following steps: 

l Select the held whrch contams the data Imk. 
l Select the destination panel. 
l Select the target held. 
l Select an index. 
l Define a link tield list. 
l Select a data checking option. 

Information about each of these steps is listed below. 

Select the Field Which Contains the Data Link 

A data link must be attached to a field. Therefore, you must designate the field in 
the source panel which will contain the data link. 

1 With your cursor in the desired panel, press Define Panel (Alt-F8) to access the 
Define Panel menu. 

2 Position the cursor on the field where you want the data link, then press &Panel 
(F5) to display the panel list. 

The data link character does not appear next to the field until the data link is 

completely defined (see the steps below). 
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Select the Destlnatlon Panel 
The destination panel is the panel you want to access when you move through the 
data link. 

With the panel list on the screen, 

1 Position the cursor on the panel you want for the destination panel, then press 
Enter. 

The cursor moves to the destination panel you selected. 

Select the Target Field 
Once you are in the destination panel, you must select a target field. A target field 
is the field on which the cursor lands when moving through a link. Because users 
will rarely use the link to change information common to both panels, the target 
field is usually the first field in the edit order that is not common to both panels. 
However, the target field may be any field in the panel. 

1 Move the cursor to the field you want to select as the target field. 

2 Press Select (F4) to select the target field. 

Select an Index 
DataPcrfcct uses two field lists to match related records in linked panels: one of 
the indexes you previously defined for the destination panel (see Index in 
Rqfewnce), and a link field list you will create for the source panel. 

Selecting an index is a significant step in establishing a link. Be sure you 
understand the information in Defining a Link under Link in Reference before you 
perform the following keystrokes. 

The index you select for the destination panel must list all of the fields common to 
both panels as the first fields in the index. 

1 Use Up Arrow (t) and Down Arrow (1) to locate the index from the 
destination panel that you want to use. 

2 Press Select (F4) to select the index. 

Define a link Field list 
The link field lixL A~uld L-uuGn ~ht: field OL- fields fl-om the source panel which you 
want to display in the destination panel (these should be the common fields 
between the two panels). The link field list is used in connection with the 
destination panel index you just selected to match records in the two linked panels. 

Selecting a link field list is a significant step in establishing a link. Be sure you 
underctand the information in Defining a Link under Link in Reference before you 

perform the following keystrokes. 

With the fields from the source panel displayed on the screen, 

1 Move the cursor to the desired field. 

Important: Thejield must be identical to thejrsrjeld in the inde.u you selected. 
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Define Data link for 
Field Menu 

2 Press Select (F/1) to select the field for the link field list. 

3 Repeat steps 8 and 9 for any additional common fields between the panels. 

4 Press Exit (F7) to save the link field list. 

Once you save the link field list. the Define Data Link for Field menu appears on 
the screen. 

If  a data link has been defined previously, you can access this menu by first 

pressing Define Panel (Alt-F8) to access the Define Panel menu. Move the cursor 
to the field which contains the data link, then press LPanel (F5). 

A message appears above the data link options which gives the detinition of the 
data link you just defined. This information will be different for each data link. 

LiA to Paucl:2 indicates that the destination panel is the second panel in the panel 

list. 

Field3 indicates that the target held is the third field in the destination panel. 

l~zdex-2 indicates that the index is the second index for the destination panel. 

Field Lisr fo Build Key: 2 indicates that the link field list contains the first tield in 
the edit order of the source panel. 

Edit Target Field/Target Index/Field List 
This option lets you edit the definition of the data link. 

1 Be sure the Define Data Link for Field menu is on your screen. 

You can access this menu by first pressing Define Panel (Alt-F8) to access the 
Define Panel menu. Move the cursor to the field which contains the data link, then 
press lrancl (l-5). 

2 Select Edit Target Field/Target Index/Field List (1). 



The Select Target Field for Link screen appears. 

3 Move the cursor to the desired target field and press Select (F4). 

The Index Selection screen appears. 

4 Use Up Arrow (T) and Down Arrow (L) to locate the desired index, then press 
Select. 

The Define Link Key Field List screen appears. 

5 Move the cursor to the field you want to edit. 

You may need to use Delete List (1) or Delete Last Entry in List (2) to move to the 
desired field. 

6 Press Select to select the desired field. 

7 When you finish editing the link field list, press Exit (F7) to return to the 
Define Data Link fol Field menu. 

Remove Data link 
This option lers you remove an unwanted dara link. 

1 Be sure the Define Data Link for Field menu is on your screen. 

2 Select Remove Data Link (2). 

The data link is removed from the panel. 

Data Checking The four remaining options deal with data checking. These options control the 
status of the data link during data entry. 

Auto-Create 
When a user enters data in a field that contains a data link, and DataPerfect does 
not find a related record in the destination panel, the user is placed in the 
destination panel in Create mode. This forces the user to create a related record. 
After creating a related record, the user should press Exit (F7) to save it and return 
to the source panel to continue entering data. 

To set a data link to Auto-Create, 

1 Be sure the Define Data Link for Field menu is on your screen. 

2 Select Auto-Create (3). 

Auto-Create acts as a toggle. When Auto-Create is on, a message appears in the 
lower part of the instruction box: “Automatically create related record if record not 
found.” 

No-Create 
When a user enters data in a field that contains a data link. and DataPerfect does 
not find a related record in the destination panel, a message appears in the 
instruction box. This message informs the user that a record cannot be created in 
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the destination panel and that the user needs either to cancel the record being 
entered in the source panel or to use Lookup to locate an existing record in the 
destination panel. The user will not be able to save the record until the values used 
in creating the link correspond to an existing record in the destination panel. This 
prevents unwanted data from being entered. 

To set a data link to No-Create, 

1 Be sure the Define Data Link for Field menu is on your screen. 

2 Select No-Create (4). 

No-Create acts as a toggle. If  No-Create is on, a message appears in the lower part 
of rhe instrnrtion box: “Do not allow user to create related record if not found.” 

Prompt-Create 
Prompt-Create is the default setting for data links. If the user enters data in a field 

where Prompt-Create has been specified, and a related record is not found in the 
destination panel, three options appear: 

Selecting Create a New Record in the Other Panel (1) places the cursor in the 
destination panel in Create mode. 

Selecting Lookup a Record in the Other Panel (2) places the cursor in the lookup list 
to view records in the destination panel. The user can select a record into the panel 
by placing the cursor on the desired record in the lookup list and pressing Enter. 

Selecting Reenter the Value for this Field (0) returns the user to the current panel 
and allows the user to enter a new value. If  you want the new value to match an 
existing value in the linked panel, you must assign a ::M format to the held. 

To set a data link to Prompt-Create, 

1 Be sure the Define Data Link for Field menu is on your screen. 

2 Select Prompt-Create (5). 
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Prompt-Create acts as a toggle. IT Prurnpt-Create ib on, a mes~ge appears in the 

lower part of the instruction box: “Prompt for creating related record if not found.” 

Data Checking (On/Off) 
The default setting is Data Checking On. 

To turn off data checking, 

1 Be sure the Define Data Link for Field menu is on your screen. 

2 Select Check During Data Entry (On/Off) (6). 

A message appears in the lower part of the instruction box: “Don’t check data link 
path during data entry.” 

I f  Data Checking is off, Auto-Create, No-Create, and Prompt-Create cannot be 
selected. In this case, data entered by the user is not checked against the 
destination panel. 

Display Mode 
Indicators Which 
Affect Data links 

Three display mode indicators affect the way data links operate. For more 
information, see Field Format, Display Mode Indicators in Reference. 

Hidden (::H) 
When you assign this indicator to a field that does not contain a data link, 
DataPerfect hides the field. 

When you assign this indicator to a field that contains a data link, DataPerfect hides 
both the field and the data link attached to the field. The user is unable to move the 
cursor to the field or to pass through the link to the destination panel. The data link 
functions normally, but the user IS unable to see It. 

Must Enter (::M) 
When you assign this indicator to a field that does not contain a data link, the user 
is required to enter data in that field before the record can be saved. 

When you assign this indicator to a field that contains a data link, the user is 
required to create a related record in the destination panel before the current record 
can be saved (in other words, a record cannot be saved unless it has a related record 
in the linked panel). 

Non-Updatable (::N) 
When you assign this indicator to a field that does not contain a data link, the cursor 
cannot move to this field. The field is non-updatable. 

When you assign this indicatnr to a field that contain< a data link, the cursor may 

move to this field, but the user cannot edit the value in the field. The user can 
perform a lookup to select a different record in the source panel, but the value 
found in this field cannot be edited. 
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Enter/Edit When you come to a data link while creating a record, you have three options: 
Information at a Data 
link 

l Press Enter to leave the field blank. 

l Press Up Arrow (T) to perform a lookup, locate the desired value, then press 
Enter to enter the value in the held. 

l Enter a value for the data link field. 

When you come to a data link while editing a record, you have the three options 
listed above. plus you have the option to press Down Arrow (.L) to access related 
records in the destination panel. 

I f  the value entered in the source panel is already in the destination panel, the 
cursor moves to the next field in the source panel. I f  the value is not in the 
destination panel, and depending on which data checking option you selected, one 
of the following occurs: 

l I f  the data link contains the Auto-Create option, you are placed in the 
destination panel so a new record can be created. If  you create a new record, 
press Exit (F7) to save the record and return to the source panel. 

l I f  the data link contains the No-Create option, you are not allowed to create a 
new record, but are prompted to perform a lookup and select an existing rernrd 

l I f  the data link contains the Prompt-Create option, a message giving you the 
option to create a new record with that value in the destination panel is 
displayed. If  you create a record in the destination panel, press Exit (F7) to 
save the record and return to the source panel. 

I f  you crcatc or edit a related record in the destination panel, press Exit (F7) to save 
the changes and return to the source panel. 

link, Panel 

You should be familiar with the information under Link in Reference before 
beginning this sectinn 

Panel link 
Characteristics 

A panel link (referred to in some previous DataPerfect versions as a door) 
associates related information from two panels in a database. It is represented on 
the screen by a rectangle ( ). A panel link is free-standing. This means it can be 
placed anywhere in a panel and is not associated with a field (as a data link is). 

A panel link is useful when you want to associate related data. For example, all of 
the financial information for a customer could be placed in a linked panel. A panel 
link is also useful when you want to use a win&w tn di<plAy infnrmatinn frnm a 

destination panel without leaving the source panel (see Dejine Window for Related 
Records below for detailed information). 
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A panel link is most often used to show a one-to-one or a one-to-many relationship 
(for example, one student to one social security number or one customer to many 
invoices). The following illustration demonstrates a practical use of panel links in a 
one-to-many relationship. 

WT’HI? XT 0 
Flrsr : Martha Last: bayera ssc: 433-71-0303 

anrrar; 245 candy Lc.no 
Cltl: Seattle ST: WA z1p: 98105 Fhcne: (555) 555-2190 

Mcttlr's ssc: 433-71-0303 

Chllc's [Jane: Sheryl 

Defining a Panel Link Before you define a panel link, be sure you have completely thought out the design 
of the panel link (see Designing a Link under Link in Rr$ererzce). To completely 
define a panel link, you should perform the following steps: 

l Label the panel link. 
l Select the destination panel. 
l Select the target field. 
l Select an index. 
l Define a link field list. 

Information about each of these steps is listed below. 

Label the Panel link 
To label the panel link, 

1 Be sure you are in the panel in which you want to define a panel link. 

2 Press Define Panel (Ah-F@ to access the Define Panel menu. 

3 Use the arrow keys and the Space Bar to position the cursor where you want to 
include panel text for the panel link. 

4 Type the desired panel text for the panel link. For example, if the panel link 
takes you to the Invoices panel, you may want to type the word Invoices. 

5 Use tlrc Space Bar LU pwitiurl the cursor where you want to place the panel 
link. 

6 Press lPane1 (FS). 

A one-character, reverse video box appears. This is the panel link character. 
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Adding the panel link character does not create the panel link; it is only one of the 
necessary steps in the process of defining a panel link. 

You can add the panel link character when you create a panel, or at any other time 
before you actually define the link. 

Select the Destination Pad 
The next step is to select the destination panel. This is the panel you want to access 
when you move through the panel link. 

7 Press Left Arrow (c) to position the cursor on the panel link character ( 

8 Press lPanel (F5) to display the list of panels in the database. 

9 Move the cursor to the panel you want for the destination panel. 

10 Press Enter to select the destination panel. 

The cursor moves to the destination panel you selected. 

Select the Target Field 
Once you are in the destination panel, you must select a target field. The target 
field is the field on which the cursor lands when moving through the link. Because 
users will rarely use the link to change information common to both panels, the 
target field is usually the first field in the edit order that is not common to both 
panels. 

11 Move the cursor to the field you want to select for the target field. 

12 Press Select (F4) to select the target field. 

Select an Index 
DataPerfect uses two field lists to match related records in linked panels: one of 
the indexes you previously defined for the destination panel (see Index in 

Reference), and a link field list you will create for the source panel. 

Selecting an index is a significant step in establishing a link. Be sure you 
understand the information in Defining a Link under Link in Reference before you 
perform the following keystrokes. 

The index you select from the destination panel must list all of the fields common 
to both panels as the first fields in the index. 

13 Use Up Arrow (t) and Down Arrow (L) to locate the index from the 
destination panel that you want to use. 

14 Press Select (F4) to select the index. 

Define a link Field list 
The last step in creating a panel link is creating a link field list for the source panel. 
A link field list should contain the source panel field(s) you want to display in the 
destination panel. It is used in connection with the destination pane1 index you just 
selected to match records in the two linked panels. 
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Selecting a link field list is a significant step in establishing a link. Bc sure you 

understand the information in Defining a Link under Link in Reference before you 
perform the following keystrokes. 

To select a link field list, 

15 Move the cursor to the desired field. 

Important: Thisfield must be identical to thefirstfield in the index you selected, 

16 Press Select (F4) to select the field for the link field list. 

17 Repeat steps 15 and 16 for any additional common fields which are included in 
the index you selected. 

18 Press Exit (F7) to save the link field list and display the Define Panel Link menu. 

Virtual Panel Link A virtual panel link accesses all records in the linked panel. even if they don’t 

match records in the original panel. It is created like a regular panel link, except 
that it does not have a link field list. Because of this, no fields are carried through 
the link. and no verification is performed to guarantee that a new recnrd belnngs to 

a subset of the original. 

To create a virtual panel link, follow the steps for creating a panel link (select the 
destination panel, select the target field for the link, and select the index), but press 
Save (FlO) instead of selecting fields for the link field list. The virtual panel link is 
saved and the Define Panel Link menu is displayed. 

Define Panel link The options on the Define Panel Link menu let you edit the panel link’s definition, 
Menu and let you create. edit. or delete a window. 

If a panel link has been defined previously, you can access this menu by positioning 
the cursor on the panel link and pressing Define Field (Shift-F8). If the Define 

Panel menu is on the screen (Ah-F8), you can access this menu by positioning the 
cursor on the panel link, then pressing lPane1 (F5) or Define Field (Shift-F8). 
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Above the menu options is a message which gives information about the panel link 
you just defined. This information will be different for each panel link you define. 

Edit Target Field/Target Index/Field List 
This option lets you edit the definition of the panel link. 

1 Be sure the Define Panel Link menu ia on your screen. 

2 Select Edit Target Field/Target Index/Field List (1). 

The Select Target Field for Link screen is displayed. 

3 Move the cursor to the desired target field and press Select (F4). 

The Index Selection screen is displayed. 

4 Use Up Arrow (?) and Down Arrow (J) to locate the desired index, then press 
sc1cct. 

The Define Link Field List screen is displayed. 

5 Move the cursor to the field you want to edit. 

You may need to use Delete List (I) or Delete Last Entry in List (2) to move to the 
desired field. 

6 Press Select to select the desired field. 

7 When you finish editing the link field list, press Exit (F7) to return to the 
Define Pane1 Link menu. 

Windows A window is a feature which lets the user view related information contained in the 
destination panel without having to move the cursor out of the source panel. The 
following illustration shows a source panel that contains a window. 

The data in the Items Purchased, Amount, Quantity, and Extended Amount 
columns is not really part of the Invoices panel. The Invoices panel has a window 
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in the middle of it, which displays infor~mation ftom anutlm piird-thr; Items 
Purchased panel. 

A window can be created with or without a border around it. The window in the 
above illustration was defined with a border. 

Llefine Window far Related Records 

To define a window, 

1 Be sure the Define Panel Link menu is on the screen. 

2 Select Define Window for Related Records (2) from the menu. 

Notice the reverse video block which appears next to the panel link. This is the 
window. The Define Window menu now is displayed at the top of the screen. 

3 Use the Shift-arrow keys to make the window the desired size. 

If  Shift-arrow does not work on your keyboard, try Ah-number (1, 2, 3, and 4), 
using the number keys at the top of your keyboard. If  you are using an enhanced 
keyboard (function keys across the top), you must use the arrow keys on the 
number pad. 

The larger the window, the more data you can view. The width of the window 
determmes how many fields you can view trom each record, and the length OI the 
window determines how many related records you can view. Each line of a 
window can accommodate one related record. 

4 Use the arrow keys to position the window where you want it in the panel. 

Two options are available on the Define Window menu. Display Related Records 
from Bottom/Top (1) lets you decide whether to display the first few related 
records from the destination panel or the last few. For example, if your window 
was designed to display six records (six lines), and twelve related records exist in 
the destination panel, you could choose to display either the first six records or the 
last six records. The default setting is to display the records from the top. If  there 
are not enough records to fill the window, the bottom lines of the window are left 
blank. You may not scroll through a window. 

Rewrd~ Mail1 alway be sorted in ascending order (A to Z), regardless @the Display Related 
Rawd~fivm i?ottorr~op setting. 

I f  you select Display Related Records from Bottom/Top, the default changes so that 
the bottom few related records are displayed in the window. Select Display Related 
Records from Bottoflop again to return the option to the original setting. 

Border On/Off (2) lets you select a single-line border around your window. The 
default setting is border off. Select Border On/Off to turn on the border. Select 
Border On/Off again to return the option to the default setting. 

5 If  desired, select Display Related Rprnrrlc from Rnttnm/Tnp and/or Rnrder 

On/Off. 
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6 Press Save (Flu) or Exit (p7) to save the window. 

Press Cancel (F I) to return to the Define Panel menu without saving the window. 

Create/Edit a Field List for Window 
Once you have saved a window, you are prompted to define a window field list for 
the destination panel. A window field list determines which fields from the related 
record(s) will be shown on each line of the window. 

You can also use this option to edit a previously defined window field list. 

The windowjield list does not need to use commonjelds from an index. You can select any 
jields you want. Thosefields which do notfi~ in the window are truncated. 

1 If  you are creating a window field list for a newly created window, move the 
cursor to the first field in the destination panel which you want to display in the 
window. 

If you are editing a previously created window field list, position the cursor on 
the appropriate panel link, press Define Field (Shift-FS), then select 
Create/Edit Window Field List (3). I f  the Define Panel menu is on the screen 
(Alt-F8), position the cursor on the appropriate panel link, then press 1Panel 
(F5) or Define Field, and select Create/Edit Window Field List (3). Move the 
cursor to the first field in the destination panel which you want to display in the 
window. 

2 Press Select (F4) to select a field for the window field list. 

3 Continue using Select to select any additional fields you want to display in the 
window. 

4 Press Exit (F7) to return to the Define Panel Link menu. 

Delete Window 
This option deletes an unwanted window. 

1 Be sure the Define Panel Link menu is on your screen. 

2 Select Delete Window (4). 

The window is removed from the panel. 

Window floes Not Display Records 
If a window you have defined does not display information, you can probably 
correct the problem in one of two ways. First, ask yourself the following questions. 
Is the panel link properly defined? Are the field formats identical fnr the rnmmnn 
fields between panels? Does the link field list consist only of fields found in the 
index? 

Second, 11 the lmk is detmed properly, yet the wmdow does not display 
information, you should regenerate the indexes in the panel in case any corruption 
has occurred. See Index Recovery in Reference. 
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Label a Window 
You can create panel text above a window to identify the data displayed. 

1 Be sure the Define Panel menu is on the screen (Alt-FS). 

2 Position the cursor where you want to insert panel text for a window. 

3 Type the desired panel text. 

4 Press Exit (F7) to return to the panel. 

Display/Hide Panel Link This option lets you display or hide a panel link. You may want to hide a panel link 
to prevent users from accessing related records in a destination panel. This option 
acts as a toggle. The default setting displays the panel link. 

To hide a panel link, 

1 Be sure the Define Panel Link menu is on your screen. 

2 Select Display/Hide Link (5). 

The word “Hidden” appears in the lower part of the instruction box. 

Select Display/Hide Link again to display the panel link. 

Delete a Panel link You can delete a panel link only when no data exists in the panel. I f  you attempt to 
delete a panel link while data exists in the database, the message appears on the 
screen: “This change cannot be made when the database contains data.” 

To delete a panel link, 

1 Be sure the cursor is in the panel which contains the panel link you want to 
delete. 

2 Be sure no data exists in the panel. I f  data exists, export it in WordPerfect 
Merge format to make a copy of the data, then press Multiple Remove (Alt- 
F5) to delete data from the panel (see Data Export in Reference). 

3 Preen %firw Panel (Alt-F8) tn access rhe Define Panel menu 

4 Position the cursor on the panel link character that you want to delete. 

5 Press Delete. 

The panel link is removed from the panel. 

6 If  necessary, import the data back into the panel. 
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Move Through a You can move through a panel link to create a record in the destination panel. 
Panel Link to Create 
a Record If the cursor is not currently on a panel link, press Tab, Enter, or lPane1 to move to 

the panel link. 

To create a record in the destination panel, 

1 Press Mane1 (FS) ro enter the destination panel and start a new record. 

2 Enter the desired data. 

3 If you want to enter more than one record in the destination panel, press 
Create (F9) to enter another record. 

4 When you finish creating the lnst record in the destination pmel, press Exit 

(F7) to return to the source panel. 

Move Through a 
Panel link to Edit a 
Record 

You can move through a panel link to edit a record in the destination panel. 

If the cursor is not on a panel link, press Tab, Enter, or &Panel to move to the panel 
link. 

To edit a record in the destination panel, 

1 P~css Down Arrow (1) LU eutr~ thr destirlation panel. 

2 Edit the appropriate record. 

3 Press Exit (F7). 

4 When prompted, type y to save your changes. 

5 Press Exit again to return to the source panel. 

You may want to edit more than one record in the destination panel. Instead of 
pressing Exit after editing the first record, 

Press Save (FlO) to save the changes. 

Press Lookup (F8) to access the lookup list. 

Use Up Arrow (r) or Down Arrow (1) to locate the next record you want to 
edit in the lookup list. 

Press Enter to access the record in the panel. 

Edit the record. 

Continue to use Lookup, Edit, and Save until all desired records are edited. 

Press Exit (F7) to return to the source panel. 
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Lookup (F8) is a feature used to look through, locate, and retrieve records in a 
database. When you press Lookup (also accessed by pressing Up Arrow), a sorted 
list of records appears at the top of the screen. This list is called a lookup list. A 
lookup list displays one or more fields from a record on one line. The record 
currently displayed in the panel is highlighted in the lookup list. 

Do not confuse this lookup list with a lookupfield list. A lookup field list defines 
the order in which the fields appear horizontally across the lookup list. See Lookup 
Field List in Reference for more information. 

Using a lookup list You can move through the lookup list by using the following keystrokes: 

Up Arrow ( $llown Arrow (I) 
Moves up/down to the next record. 

Home, Up Arrow/Down Arrow 

Moves up/down through the records a few at a time. 

Page Up/Page Down 
Moves up/down through the records a few at a time. 

Plus (+)/Minus (-) on Keypad 
Moves up/down through the records a few at a time. 

Home, Home, Up Arrow/Down Arrow 
Moves to the beginning/end of the list of records. 

You can also type any letter (or series of letters) while in the lookup list to move to 
the first record that starts with that letter (or series of letters). When you type a 
letter while the cursor is in the lookup list, that letter appears at the top of the 
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instruction box, and DataPerfect scarchcs the first field in the lookup’s index. 

When a field value is found that begins with the same letter you typed, the cursor 

highlights that record. If  no record matching the typed letter(s) is found, the cursor 
moves to the closest match. You can press any arrow key to reset the search and 

type a different pattern. 

For this type of search to work properly, the first field in the lookup field list should 
be the same as the first held in the index (see Lookup Field List in Reference). This 
kind of search may be performed on any type of field (alphanumeric, date, time, 
and so forth). 

I f  a lookup uses an index that has as its first field a field other than the field the 
lookup is being performed on, the cursor will go to the first field in the index. 

If  you do a search in a lookup and discover several records that are identical in the 
first field of the lookup, you can press Tab to search in the next field in the index 
the lookup is using. For example, suppose you were doing a lookup on the last 
name field of a panel. You type DAV to move to a record for Sophia Davis, but 

find there are several records for Davis. I f  the first name field is the second field in 

the index the lookup is using, you can do a sub-field lookup. To move to Sophia’s 
record, you would press Tab, then type SOPHIA or as many letters as necessary to 
move you to her record. 

Retrieving a Record When you are browsing through records in the lookup list and have located the 
desired record, press Enter to retrieve it. 

When you perform a lookup and then press Enter to retrieve a record, DataPerfect 
uses that record as the new background record (the most recently displayed 
record). For more information, see Select in Reference. If  you want to return to the 
panel from the lookup list without retrieving a record, press Cancel (Fl). 

I f  you are unable to reference a particular record, or cannot proceed past a record in 
the lookup list, or cannot delete a record in the lookup list, the index file may be 
corrupted. You should be able to correct these problems by regenerating the index. 
For more information, see Index Recovery in Reference. 

Lookups on Links Usually you can press Lookup (F8) or Up Arrow (T) on a field to view the lookup 

list for the current field. However, these keys function differently when the cursor 
is positioned on a data link or a panel link. If you press Lookup or Up Arrow on a 
link while you are in Create or Edit Mode, the lookup list displays data from the 

linked panel (the destination panel). In Browse mode, Lookup displays only the 
related records from the destination panel and Up Arrow displays data from the 
current panel (the source panel). 

You can use Lookup or Up Arrow to assist you when entering data. If  you are 
creating a new record in a source panel which includes a data link, you can press 
Lookup or Up Arrow when the cursor is on the data link to view the records in the 
destmation panel. After locating the desired record from the destmatton panel, 
press Enter to retrieve the common fields (fields specified when you defined the 
link) into the source panel. Then continue creating the record in the source panel. 
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lookup Field list 

Lookup (F8) is a feature used to look through, locate, and retrieve records in a 
database. When you press Lookup, a sorted list of records appears at the top of the 
screen. This list is called a lookup list. 

A luokup field list dctcrmincs the order in which the fields appear horizontally 

across the lookup list (see Field List, Dejine and Lookup in Reference for more 
information). 

For example, suppose you want to include four fields from a panel when you 
design a lookup list for the Last Name field. The four fields are the Last Name, 
First Name. Middle Name, and Customer ID fields. You can determine the order in 
which you want these fields to appear horizontally in the lookup list. I f  you define 
the lookup field list to include the four fields in the same order as they are listed 
ahnve, the Innkllp liqt will lnnk like the example helow. 
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However, another possible order would be to list the First Name field first, and then 
the Middle Name, Last Name, and Customer ID fields. If  you define the lookup 
field list in this order, the lookup list will look like the example below. 

Although the above lists are organized differently horizontally, they are both sorted 
vertically by last name, according to the index you selected. 

Default lookup List You are not required to define lookup field lists. I f  no lookup field list has been 
defined for a particular field in a panel, a default list is used. To find this default 
list, DataPerfect looks for an index in which the field where your cursor is 
positioned is listed as the first field. I f  no such index is found, a lookup list with 
two fields-the field whcrc your cursor is and the first field of the last index 

used-will be displayed. 

Defining a lookup 
Field List 

To define a lookup field list, you must have previously defined a panel, defined the 
fields you want to include in the panel, and defined an index. 

1 Move your cursor to the field for which you want to define a lookup field list 
and press Define Field (ShifttF8). 

2 Select Lookup Field List (1). 

3 Use Tab and Shift-Tab or the Shift-arrow keys to move the cursor to the first 
field you want to include in the lookup field list. 

4 Press Select (F4) to select the field. 
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Upon selecting a field, a number appears on the field to indicate the field’s position 

in the lookup field list. 

5 Continue to select the fields in the order in which you want them displayed 
when a lookup is performed. 

If you make a mistake, select Delete Last Entry in List (2) to delete the last 

selection, or select Delete List (1) to erase the entire list and start again. 

6 After you have selected the fields for the lookup field list, press Exit (F7) 

Selecting an Index Next you are prompted to select the index that you want to use to sort the records 
vertically in the lookup list. Usually you will want to select an index that has the 

same first field as the lookup field list, though this is not essential. 

For example, suppose you defined two indexes for a Customer Information panel. 
Below is a representation of each index and the order in which the fields were 
selected. 

Index 1 Index 2 

Last Name field Customer ID field 
First Name field First Name field 
Middle Name field Middle Name field 
Customer 1D field Last Name field 
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You can select either of these indexes, depending on how you want the records 
sorted vertically in the lookup list. I f  you select the first index, the records are 
sorted by last name, because that is the first field in Index 1. 

If  you select the second index, the records are sorted by Customer ID, because that 
is the first field in Index 2. 

To select an index for the lookup list, 

1 Use Up Arrow (t) and Down Arrow (1) to bring the appropriate index to the 
screen, then press Select (F4) to select that index. 

After you select an index, Da~aPerl-e~t IC~UIIIS LU the Field Opfiwns menu. 
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After a lookup field list has been defined for a field, the list’s definition appears 
near the bottom of the screen, beneath the Field Options menu. 

In the illustration above, the number I before the hyphen means that the first index 
was selected for this lookup field list. 

The numbers 2, 3,4, and 1 after the hyphen are the fields that were selected to 
display horizontally in the lookup list. To see which fields are represented by the 
numbers following the hyphen, press Reveal (Ah-F3) twice when your cursor is in 
the panel. The numbers that appear represent the order in which the fields were 
created (see Reveal in Reference). 

Editing a lookup 
Field List 

To edit a lookup field list, 

1 Move your cursor to the field for which you want to edit the lookup field list 
and press Define Field (Shift-F8). 

2 Select Lookup Field List (1). 

3 Use Tab and Shift-Tab or the Shift-arrow keys to move the cursor to the field 
you want to edit in the lookup field list. 

You may need to select Delete List (1) or Delete Last Entry in List (2) to access the 
desired field. 

4 Press Select (F4) to select the desired field. 

5 Press Exit (F7) to save the changes. 

6 Use Up Arrow (t) and Down Arrow (J) to find the index you wnnt to USC, 
then press Select (F4) to select the index. 

7 Press Exit to return to the Field Options menu. 
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Deleting a Lookup To delete a lookup field list, 

Field List 
1 Move your cursor to the field which contains the lookup field list you want to 

delete and press Define Field (Shift-F8). 

2 Select Lookup Field List (I). 

3 Press Cancel (FI) twice to delete the lookup field list and return to the Field 
Options menu. 

or 

Select Delete Field List (l), then press Exit (F7) to return to the Field Options 
menu. 



Menu 

With the DataPerfect Menu feature, you can define a menu to simplify user tasks 
and restrict database access. Users access a panel or report by choosing a menu 
option instead of navigating DataPerfect manually. 

Once JJOU have created a menu, a user enters a number to access o panel, a panel 
list, or a report list, or to run a report or Shell macro. 

An entire menu can be secured with a Definer Password. Each option of the menu 
can contain a password to limit user access to the database. If  necessary, you can 
set passwords to prevent users from accessing any part of the database. 

A database must already be defined bcfolr: you attempt tu clcatc a IIICIIU loor that 
database. 

Menu Concepts Like database creation, menu creation requires an understanding of basic concepts. 
Before designing or creating your menu, make sure you understand the concepts 
explained in this section. 

DataPerfect menu creation includes two distinct steps: designing the text screen and 
assigning menu option definitions. 

Once you understand the menu creation process, you should plan the menu before 
proceeding. Next, you will create the menu text (the portion of the menu the user 
will see). Finally, you will assign certain actions to menu numbers in the Define 
Menu screen. 

Text Screen 

The text screen lists available choices (menu items) and the numbers associated 
with these choices. 

In simple terms, the text screen tells users what number to enter in the prompt field 
to do specific tasks like running a report or entering a panel. The prompt field is 
the only active part of the text screen. 
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Once you have created a text screen, it may resemble the one shown below. 

A MENU ITEM 

p MENIJSELECTIONNUMBER 

I 
CLlrnll rutah llclv 

A PROMPT FIELD I 

1 

A DEFINE MENU OPTIONS 

A ASSIGNEDMENU 
SELECTIONNUMBER 

A UNASSIGNEDMENU 
SELECTION NUMBER 

Definition Screen 
The Define Menu screen lets you define menu assignments. This screen lists menu 
selection numbers and associated actions, once these actions are assigned. In this 
screen, you can assign actions to menu selection numbers and edit existing 
assignments. 

The Define Menu options let the definer assign actions to menu selection numbers. 
These options are listed in a table later in this section and are explained in detail in 
Menu, DeJne. Your menu will be more successful if, before defining a menu, you 
read about the options you want to use. 

Once you have assigned actions to menu selection numbers in the menu definition 
screen, your screen may resemble the screen shown below. 
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In this example, a definer assigned menu item 1 to the Customer Information panel. 
A user gains access to the panel by entering the number 1 in the menu prompt field 
in the text screen. 

- .  
Y 

13 

: :  

f  

Planning the Menu I f  you plan your menu before you define it, the definition process will be easier and 
the menu you create will probably be more efficient and secure. 

1 Decide what tasks your users will use the menu to perform. 

2 Sketch a rough design of the text screen, listing and numbering the tasks from 
step 1 and including the basic design elements you want (a title, boxes, lines, 
color, and so on). 
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Ynu may envisinn rl men11 that resemhlec the one shown helnw 

3 Decide which Define Menu option you will use to define each menu item 
(task). 

Refer to the table below for general information about the types of menu items you 
can define. For more detailed information about menu item types. see the 
corresponding heading later in this section. 

For example, to see more information on how to define an item that lets a user 
access a specific panel, see Go To Panel (I) under Menu, D&ze in Refererzce. 

Option Explanation 

Go to Panel (1) Lets users access a specific panel. I f  desired, the 
definer can enter a key word to choose which 
sorted records the user can access through this 
option. 

Go to Panel (User Lets users access a specific panel. User must 
Selects Record) (2) enter a key word to view sorted records which 

match the key word. 

Run Report (3) Runs a specific report. 

Go To Panel List (4) Lets users access the Panel List. 

Go To Report List (5) Lets users access the Report List. 

Submenu (6) Creates a submenu. 

Launch Shell Macro (7) Launches an existing Shell macro. 

4 Decide security issues. For example, you may decide to add both a definer and 
a supervisor password to the database and to add a password to the option that 
allows access to the panel list. 



See the headings that correspond to option types for information on how to add 
passwords to your menu items. See Menu Security in Reference for more 
information. 

5 Create the text screen and assign actions to menu items according to your plan. 

For information on how to create the text screen, see Create/Edit Menu Text in 
Mcmd, Dqhc in Refcrrrrce. 

For information on how to assign actions to menu items, see Menu, Define in 
Reference. 

Menu, Define 

‘l‘he following steps give an overview of how to create a menu. Refer to the 
appropriate headings later in this section to find out more about specific menu 
options. 

1 I f  this is the first time you’ve defined a menu, make sure you have read Menu 
in Reference. 

2 Plan the menu. 

For more information on planning a menu, see Menu in Reference or Lesson 27: 
Definiq a Menu in the DataPerfect Workbook. 

3 Access the database panel list. 

4 Press Define Panel/Menu (Alt-F8) to enter menu define mode. 

Once rr mew is irl plcrce, you will not have direct access to the panel list. You can rnodifi an 

Psi.vting menu by pwrring DP$ITP Pot~~l/M~nrr IA/r-FXJ from rhP wwnu 

MENU 189 

. . a_ .- _ ,_~ ---_-- 



The Define Menu options are displayed. Options 1-7 let you cleatr new mt3nu 

assignments. Options eight and nine let you edit existing assignments. Option A 
lets you create or edit the menu text. Option B lets you position the user prompt. 

I f  you are not familiar with the types of menu items you can define, refer to the 
table in Menu in Reference or read the heading that corresponds to the Define Menu 
option later in this section. 

1 Select Create/Edit Menu Text (A) to display a skeleton sample screen of menu 
text. 

2 Modify the sample screen to create the menu you want, or delete the sample 
screen and create one of your own. 

For details on creating menu text, see Create/Edit Menu Text later in this section. 

3 When you are finichd upsating the men11 text, prppq Exit (F7) 

Whatever is on the screen when you exit will be your menu. If  you make any 
changes in the text screen, the prompt field appears at the end of the menu text 
when you exit. I f  you enter the text screen and exit without making any changes, 
the prompt field does not appear. 

4 If you are satisfied with the position of the prompt field, skip to step 9. 

or 

I f  you want to move the prompt field, use the arrow keys to move the prompt 
field to the location you want. 

For details on moving the menu prompt. see Move the Menu Prompt later in this 
section. 

5 Press Enter to set the menu prompt and return to the Define Menu options. 

6 Use options l-7 to assign a number for each menu item you typed as menu text. 



For information about each option, see the corresponding entry later in this SeCtion. 

For example, if you want to define a menu selection that lets the user access a 
specific panel, follow the steps in Go To Panel (I) later in this section. I f  you want 
to define a menu selection that lets the user access the report list, see Report Lisr (5) 
later in this section. 

7 Press Exit (F7) to display the menu you have created. 

8 Press Exit (F7) to exit the database. 

The next time you enter the database, your menu will be displayed. 

Create/Edit Menu Text To create or edit the text portion of the menu, 

1 Start from the Define Menu screen. 

2 Select Create/Edit Menu Text (A). 

The Edit Menu Text screen appears. 

A skeleton sample screen is available to help your menu creation. If  you plan to 
type items in the sample screen box or any box you create, uce typeover mode 
instead of insert to avoid moving the right side of the box. 

If you want to delott: the sample screen in order to create a screen of your own 
design, first move the cursor to the top left corner of the screen by pressing 
Home,Home,Up Arrow. Then press Block (Ah-F4), move the cursor to the end of 
the text by pressing Home,Home,Down Arrow, and then press Backspace to delete 
the blocked text. 

If you are using a color monitor, menu colors are determined by the colors you 

have chosen for your database in Screen Options. For information on changing 
database colors, see Menus and Reports under Color in Reference. 

3 Type an item number followed by an item name for each menu selection you 
want. 
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4 Add any orher desired menu elements (boxes, lines, bold or underline codes, 

and so on). 

To draw lines, boxes, or backshadowing, you can use line draw and other special 
characters. See Appendix N: ASCII and IBM Extended Characters in Reference, 

On color monitors, bold and underline appear as colors. If menu users will view 
your database on color monitors, you can use Bold (F6) and Underline (F8) to color 
screen elements like boxes and backshadowing. 

Bold and underline appear differently on monochrome monitors than they do on 
color monitors. Use of bold and underline for special effects on monochrome 
monitors is not recommended. 

The examples below show possible menu text. 

5 Press Exit (F7) when you have finished entering text. 

I f  you have not made any change to the screen, you are returned to the Define 
Menu options. 



I f  you have made any ctrangt-b tu tht: bclten, the; prompt field appears. The prompt 
field is the field in the text screen where the user enters a selection. Depending on 
how your text is positioned, you may want to move the prompt field. 

6 If  you want to re-position the prompt field, move it to the desired location with 
the arrow keys, then press Enter to save the location and return to the Define 

Menu screen. 

Move the Menu Prompt The prompt field is the field on the text screen where the user types a menu item 
number to make a menu selection. By default, the prompt field on the menu text 
screen appears after the last character of menu text. 

DataPerfect lets you move the prompt field immediately after the initial menu 

creation. Once you have entered text and exited the text screen, you can choose 
this option to change the prompt field location. You can also change the prompt 
field location by making changes to menu text (A) and then pressing Exit (F7j 

From the Define Menu screen, 

1 Select Move the Menu Prompt (B). 

The menu text screen is displayed. 

2 Use the arrow keys to reposition the prompt field. 

3 F’ress Enter to save the prompt field location and return to the Define Menu 
screen. 

Go To Panel (1) This option lets you create a menu item that lets users access a panel that you 
specify. 

I f  you want, you can sort the panel records with a key word. Then when users 

choose this item, they will see only records that you have specified for this item 
with the key word. The key word is specified by you, the menu definer. User\ are 
not prompted for a key word. 

To create a panel entry with or without a definer-specified key word. 

1 Make sure you are in the Define Menu screen. 

2 Select Go to Panel (1) 

3 Type the number of the menu selection you want to add and press Enter. 

The panel list is displayed 

4 Place the cursor on the desired panel and press Enter. 
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Your panel number and name may vary from those shown. 

di PANEL NUMBER AND NAME 

Set the toggle for each of options 1-6. Refer to the table below for available 
settings. 

# Option Settings 

1 Panel Access Rights Read/Write 
No Delete 
Create OK - No Edit/Delete 
Read-Only 

2 Access Report Yes (user can access reports) 
List No (user can’t access reports) 

3 Restrict Modification Yes (user can modify records in the original 
to First Level and any linked panels) 

No (user can modify records in the original 
panel, but cannot modify any records 
reached through a link) 

4 Edit Password No options. See step 5 below. 

5 Edit Keyword No options. See step 6 below. 

6 Choose Index No options. See step 7 below. 

5 If you want to add a password to restrict access to the panel, choose Edit 
Password (4), then type the password using eight characters or fewer and press 
Enter. 
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6 If you want to sort the records with a key word, choose Edit Key Word (5), 
then enter a word of four characters or fewer to sort by. 

If  you chose a key word to sort by, the index you choose must include as its first 
field the fieid that wiii contain the key word. 

7 Choose Index (6), use the up and down arrow keys to access the desired index. 
then press Select (F4). 

6 Press Exit (IV) to return to the Define Menu options. 

Go To Panel (User 
Selects Record) (2) 

This option lets you create a menu item that lets users access a panel that you 
specify. The records in the panel are sorted according to the first field of the index 
you specify while defining the menu item. The sorted records are then displayed 
according to user response to a key word prompt. 

For example, suppose an assistant to two attorneys enters records for both attorneys 
in one panel. The assistant might want to view the record for a specific client who 
works with only one of the attorneys. The assistant could do a lookup on only 
records for one attorney or the other by first selecting a menu item (access to the 
panel, for example) and then entering the keyword associated with the selected 
attorney. 

For security purposes, the keyword search will find only those records with an 
exact match. The key word search is not case-sensitive and can contain as many as 
64 characters. 

To create a panel entry with a user-entered key word, 

1 Start from the Define Menu screen. 

2 Choose Go to Panel (User selects record) (2). 

3 Type the number of the menu selection you want to assign and press Enter. 

4 Place the cursor on the desired panel and press Enter. 
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5 Set the toggle for each of options I-5. Refer to the table below for available 
settings. 

# Option Settings 

Read/Write 
I Panel Access Rights 

No Delete 

Create OK - No Edit/Delete 

Read Only 

2 Access Report Yes (user can access reports) 
List 

No (user can’t access reports) 

3 Restrict Modification Yes (user can modify records in the original 
to First Level and any linked panels) 

No (user can modify records in the original 
panel, but cannot modify any records 
reached through a link) 

4 Edit Password No options. See step 6 below. 

5 Choose Index No options. See step 7 below. 

6 If you want to add a password to restrict access to the panel, choose Edit 
Yassword (1), then type a password of eight or fewer characters. 

7 Select Choose Index (5). 

The index you choose must include as its first field the field that the user is 
prompted to match. 
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8 Use the up and down arrow keys to move to the appropriate index. then press 
Select (F4). 

Run Report (3) 

9 Press Exit (F7) to return to the Define Menu option% 

This option lets you create a menu item that lets the user run a specific report. 

1 Start from the Define Menu screen. 

2 Select Run Report (3). 

3 Type the number of the menu selection you want to assign and press Enter. 

The report list is displayed. 

4 Place the cursor on the desired report, then press Enter to select the report 

The Report menu appears. 

The default setting report option A is Normal Report Mode. 

Single Record Report From Lookup lets you run a report on a single record and 
then returns the cursor to the lookup list so you can select multrple records for the 

report quickly. 

5 If  you want to select Single Record Report From Lookup mode, choose A. 

6 If you want to add a password to this report, choose B, then type a password of 
eight characters or fewer. and then press Enter. 

7 Press Exit to return to the Define Menu options. 

Go To Panel List (4) ‘l‘his optlon lets you create a menu item that lets users access the panel Ilst. You 
may want to use a password to restrict some users from accessing the panel list. 

1 Start at the Define Menu screen. 

2 Select Go To Panel List (4). 

3 Type the appropriate menu selection number. 

4 Type a password of eight or fewer characters 

0, 

Press Enter to return to the Define Menu options. 

Go To Report list (5) This option lets you define a menu item that lets users access the report list. You 

may want to use a password to restrict some users from accessing the report list. 

1 Start at the Define Menu screen. 

2 Select Go To Report List (5). 

3 Type the appropriate menu selection number and press Enter. 

MENU DEFINE 197 



4 Type a password of eight or fewer characters. 

or 

Press Enter to return to the Define Menu options. 

Submenu (6) You can create one or more rubmenus to the main menu. 

The example below illustrates a possible use for submenus. 

Each selection on the menu of submenus displays a new menu. You can add a 
submenu to a submenu. Unlimited levels of submenus are allowed. 

1 Select Submenu (6). 

2 Type the number of the menu selection to which you want to add a submenu 
and press Enter. 

DataPefect prompts you for a definer password. 

3 Type a password of eight or fewer characters and press Enter. 

or 

If  you want no password, press Er~ter tu rctuln tu the Define Menu options. 

A new Define Menu screen is displayed. 

4 Create or edit a submenu as you would any other menu. 

5 Press Exit (F7) to return directly to the main Define Menu screen, no matter 
what level the submenu is on. 

launch Shell Macro (7) This option lets you create a menu entry that runs a Shell macro that you designate. 
Shell macros let you automate DataPertect tasks. l-or example, you could use a 
Shell macro to export data from and import data to a database. 

1 If the Shell macro does not yet exist, define it before continuing. 
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For information on defining a Shell macm, wf~ Mm-rnn under Shell Features in 

DataPegect Reference. 

2 Make sure you know the location of the Shell macro you want this item to launch. 

3 Make sure you are in the Define Menu screen. 

4 Choose Launch Shell Macro (7). 

5 Type the appropriate menu selection number and press Enter. 

6 Choose Edit Macro Name (1). 

7 Enter the macro path and name (for example, c:\dp23\macros\exp&imp.shm). 

8 Tf ynrt want R psswnrd on this item, chonsc Edit Password (2), type a password 

of eight characters or fewer, and then press Enter. 

9 Press Exit (F7) to return to the Define Menu options. 

Edit an Existing Entry (6) This option lets you make changes to an existing menu selection. 

You can use this option to change settings like passwords, key words. and so on. 
However, you cannot change the destination of a menu entry. To change the 
destination of a menu entry, you need to delete and re-create the entry. 

1 Start from the Define Menu screen. 

2 Choose Edit an Existing Entry (8). 

3 Type the number of the menu selection you want to edit and press Enter 

4 Make the changes for the menu item you selected. 

For details on how to make changes to the menu item you selected, refer to the 
appropriate heading above. For example, if the item you selected lets users access 
the panel list, see Panel Lisr (4) above. 

Delete an Existing 
Entry (9) 

To delete a menu entry, start at the Define Menu screen. 

1 Select Delete an Existing Entry (9). 

2 Enter the number of the menu entry you want to delete 

If you are deleting a Submenu or Run Report option, you are prompted to con firm 
the deletion. 

3 For a Submenu or Run Report option only, type y  to confirm the deletion 

or 

For a Submenu or Run Report option only, type n to cancel the deletion 

The menu entry is deleted and you are returned to the Define Menu screen 
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Menu, Remove 

There are two ways to remove a menu from a database. One involves editing the 
database’s STE file. The STE file is a text file that defines the database structure. 
This method is useful because it deletes submenus. 

The other method of removing a menu from a database involves deleting the 
contents of the text screen. This method is quicker and easier than editing the .STE 
file. 

Removing the Menu 
by Editing the .STE 

To remove a menu and submenus from a database, you can comment out menu 
codes in the dalabase’s .STE file and then impvrt the cumruented .STE back into 
the database. DataPerfect will delete the commented sections. 

Impormnt~ Editing thf STF in ,I tpxt ditnr rnn hmqy the ytrurture of your dataha,~~. 
You should make a backup copy of the database before editing the .STE so that if your 
strucrurejile is damaged, you can restore from the backup. WordPerfect Customer Support 
ir unable tojix a structurejile damaged by editing. 

To remove a menu from the database, 

1 Back up your database 

For information on how to back up your database, see Backup in DataPegect 
Reference. 

2 Run DPEXP on the database to create a .STE file. 

For information on how to run DPEXP, see Appendix B: Description Language 
(DPEXP and DPIMP) in DataPet@ct Reference. 

3 Retrieve the .STE file into WordPerfect Editor, or any text editor that lets you 
S~YC files in DOS format. 

Word processor,\ are less convenient for editing the .STE because wrapping can qfSect the 
code. If you use a Hwrd processor (WordPerfect, ,f&r example) to edit the .STE, make .sure 
that the code remain7 unchanged by retrieving the STEjile as a DOS textfile into a 
Iandtcape page. 

4 Search for the first occurrence of the word “menu” followed by a colon 

(MENU:). 

5 Type any alphanumeric character directly in front of the M in MENU with no 
space separating the two characters (for example, OMENU). 

DataPerfect will no longer recognize and will therefore ignore the menu code. 
When you impel-t the .STE, DataPerfect deletes all the codes it does not recognize. 

6 Repeat steps 4 and 5 for any remaining occurrences of MENU: to comment out 
all submenus. 

7 Save the .STE in DOS format. 

6 Use DPIMP to import the .STE file. 
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For information on how to run DPIMP, see Appendix B: Descriptim Lnrlg~gr 
(DPEXP and DPIMP) in DataPerfect Reference. 

9 Access your database to check that the menu is gone. 

When you re-enter the database you import, DataPerfect prompts you to recreate 
that database’s text (.TXX) and index (.IND) files. 

10 Select the options that will recreate the text and index files for your database 
- 

Removing the Menu 

by Deleting Menu Text 
YnlI rsn remnve 2 men11 frnm R dgtahaut= hy deleting everything in the menu text 
screen. However, the menu cannot be restored to the database unless you re-create 
it. 

Submenus are not deleted when you delete the text of the main menu, but are not 
accessible unless the database has a main menu. If  you have deleted the main menu 
and have left residual submenus, you can access them again by creating a neu main 
menu for the database. If  the .STE is exported and imported while the database ha\ 
residual submenus and no main menu, the submenus are deleted. 

To remove a menu by deleting menu text. 

1 Access the database menu. 

Press Define PanclfMcnu (Alt F8) to enter menu define mode. 

If  the database has a password on it, you will have to enter the password to access 
the Define Menu options. 

2 Select Create/Edit Menu Text (A). 

The Edit Menu Text screen appears. 

3 Without moving the cursor, press Block (Alt-F4) 

4 Press Home,Home,Down Arrow to move the cursor to the end of the text. 

5 Press Backspace, then press y  to confirm the deletion. 

6 Press Exit three times tn exit th? text Crreen and dntahace 

7 Re-enter the database to make sure the menu is removed. 

Menu Security 

A DataPerfect menu lets you control user access to a database. Database security 
requires some planning. Without planning, you may defeat your own attempts to 
secure data. 

For example, you might put a password on a certain panel. However, if you create 
another option that allows panel list access and neglect to put a pas.s\vord on that 
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option, unauthorized users will still have access to the data in the panel you secured 
with a password. 

In almost all cases, you should secure the database with a definer password. This 
will prevent users from accessing the Menu Define screen and altering menu 
options or accessing data you want protected. You may want to add a supervisor 
password in addition to the definer password. This password lets the supervisor 
access the Define Menu screen and change the passwords or options of existing 
entries, but not to add or delete options. 

For information on setting definer and supervisor passwords, see P~.Kwo~~ in 
Reference. 

You can sccurc a panel, report, panel list, submenu, or report list with a password. 
See the appropriate heading (for example, Panel List) in Menu, Define in Reference 
for more information. 

You can control the records a user sees in a panel by adding a keyword to the menu 
option that allows access to that panel. See Go To Panel (I) in Menu, Dejine in 
Reference for more information. 

Move (Ctrl-F4) is used to move a block of text in a text field or in a report (see 
Block in Reference). It is also used to move fields when in Define Panel mode (the 
field will keep its original field number). After you have defined a block using 
Block (Alt-F4), 

1 Press Move (Ctrl-F4). 

The block is saved in a separate buffer and disappears from the screen. 

2 Move the cursor to the position where you want to insert the block and press 
Move again. 

The block reappears in the new position. 

You can press Move to restore copies of the block as many times as you want. 
However, only one block may be defined at a time. If  you define and cut another 
block, the previous block is eliminated from the buffer (whether you have restored 
it or not). 
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Panel 

A panel is the viewin! area (for example, box, window, form) on your monitor 
where records are individually displayed. 

ii PANEL 

After defining the database, you need to define each panel for the database. Decide 
how large the panel should be, what information you want to display, and how the 
information will look when it is displayed. 

Related Information You can find related information on how to create and work with panels in the 
following sections of Reference: 

l Panel, Define 
l Panel, Delete 
l Panel, Design 
l Panel, Edit 
l Panel, Select 
l Panel Options 
l Panel Modes 
l Panel Text 

Panel, Define 

Once you have finished designing a panel on paper, you are ready to define it with 
DataPerfect (see Panel, Design in Reference). 

When you define a panel, you are telling DataPerfect how and where you want the 
data irl a Cilc lo appear on lhc screen. 
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I f  you are addtng a panel to a previously dehned database, tallow steps 1 through 5 
below. 

If  you are defining a new database, you are first asked to enter a database name, 
then you are prompted to enter a panel filename. Begin with the paragraph 
following step 2 below, then proceed with the instructions through the end of this 
section. A panel Structure can be blocked and copied to CI new panel in the Same 

database (see Block and Cop), in Reference). 

1 Be sure your cursor is in the panel list. A sample panel list is shown below. 

2 Press Define Panel (Ah-F8) or Insert. 

You are prompted to enter a filename. The data from this panel wil 
under this filename at DOS. 

1 be stored 

To maintain consistency bctwccn the lilcnnmcs in a database, it is \ vise to give each 

data file the same name as the database, but with a unique three-character 
extension. By making each filename the same, it is easy to back up your database 
or to transfer the entire database. 

For example. a database called Customer contains five panels. The files in the panel 
may be given the following names: 

CUSTOMER.PER (Customer Data) 
CUSTOMER.INV (Invoices) 
CUSTOMER.ITM (Items in Stock) 
CUSTOMER.PUR (Items Purchased) 
CUSTOMER.PAY (Payments) 

3 Enter the filename for the panel. 
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A blank panel is displayed in Define Panel mode. 

The box in the top third of the screen contains instructions to help you define the 

panel, The panel occupies the bottom two-thirds of the screen. Your cursor is 
positioned in the upper left corner of the panel. The panel filename you entered is 

displayed on the top line of the panel, followed by the number of records in thi4 
panel. Because you are creating a new panel. the number of records is lero. 

At this point, you can begin to define the panel according to your design by typing 
the panel text and creating the fields you need. 

The panel can be as many as IS lines long and 78 characters wide (no scrolling ih 
available in a panel). It may contain a maximum of 80 fields. If  you need more 
than 80 kids, you IIILN creak a Iilk lu a~wtl~t;~ peel (xe Lirrh, in Rr[trerrc c). 

4 Add any panel text you want to include in the panel, then define the desired 
fields (see Panel Text and Field. Dejifine in Reference). 

When you add a field, a reverse video bar which represents the size of the tield is 

inserted wherever the cursor was positioned. Any other text or fields to the right of 
the inserted field are moved further to the right. I f  the field format and panel text 
are too long to fit on the line, an error message appears. You may need to shorten 
either the panel text or the field format(s), or you may need to enlarge the panel. 

You can separate sections of a panel with a horizontal line across the entire panel. 
To add a horizontal line, position the cursor at the left margin where you want to 
add the line. Then type a semicolon (;). When you exit the Define Panel menu, the 
horizontal line appears across the panel. 

5 Define at least one index for the panel (see I&ex in R&ve/lcr). 

6 Press Exit (F7) to return to the panel list. 

Important: A pmel is not complete until at lenst one field ho.1 been dcfirr~ci. 
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Related Information You can find related information in the following sections of Rcfcrcncc: 

l Field List, Define 
l Panel, Design 
l Panel Options 
l Panel Text 

Panel, Delete 

Once you delete a panel, it cannot be restored. Also, the data contained in that 
panel cannot be restored unless you have previously exported rt (see Data Export in 
Reference). 

To delete a panel, 

1 Be sure the panel list is on the screen. 

2 Place the cursor in the panel list on the panel you want to delete. 

3 Press Delete (Del) to delete the panel. 

Press Remove (Shift-FS). 

After you press Delete or Remove, you are prompted to confirm the deletion. 

4 Type y  to confirm the deletion. 

If  you do not want to delete the panel, type n at the contirmation prompt, or press 
Enter. 

After you have deleted the panel, you must go to the DOS prompt to delete the 

actual data file for the panel. 

The remaining panels in the database are not renumbered when one panel is 
deleted. For example, if your database contains 4 panels, and you delete Panel 2, 
then Panel 3 and Panel 4 retain their numbers. If  you add a fifth panel, it becomes 
Panel 2. I f  you add a sixth panel, it becomes Panel 5. 

Panel, Design 

Betore you can dehne a panel, you must hrst destgn it. Begin by dectdmg what 
fields to include in the panel, what type of format each field should have, and what 
size each field should be (see Field in Reference). 

You can eliminate many problems by designing each panel on paper before you 
define (create) it using DataPerfect (see Database Fundamentals). 
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Panel, Edit 

You can edit and move the panel text and fields in a panel as many times as needed 
(see Block, Move, and Copy in Reference). The arrow keys, Delete. and Backspace 
can be used to edit text that has already been entered. 

Move or Size a Panel After you have positioned the panel text and fields in the panel, you can change the 
size of the panel to make the borders closer to the data, and you can move the panel 
within the allowable space. You may want to move or size a panel to improve the 
appearance of the panel on the screen and to have space for more than one panel on 
the screen at the same time. 

The maximum allowable space for a panel (inside of the border) is I5 lines (lines 9 
through 25 on the monitor) and 80 columns (columns 1 through 80 on the monitor). 
I f  you need an extra line for fields, the border on line 25 can be eliminated by 
pressing Shift-Down Arrow when the cursor is on line 25. 

In Define Panel mode, F2 acts as a function key that toggles between Move Panel 
and Change Panel Size. The instructions for changing modes are given at the lower 

right side of the instruction box. 

To change the panel size or move the panel, 

1 Press Define Panel (Alt-F8) to access the Define Panel menu 

2 Press Shift-arrow (up. down. left. or right). Be sure to use the arrow keys on 
the numeric keypad. Number Lock should be turned off. 

The Shifr-arrow keys may not work on some keybourds. If you encounter this problem, USC 
rhe Alr key in combinarion wirh I, 2, 3, and 4 (number keys ar rhe rap cjf rhe keyhourd) ro 
move left? right, up, or down respectively. 

I f  the computer beeps while you are changing the panel size, the panel is unable to 
reduce or expand any further. Your panel may have blank lines or spaces which 
seem available, but the computer still beeps when you attempt to reduce the panel 
size. In this case. you need to delete any blank lines (carriage returns) or spaces 
before you can further reduce the panel size. 

PANEL EDIT 207 



Panel, Select 

Once you have selected a database from the database list, the panel list is displayed 
on the screen. 

A panel list contains all of the panels found in the database you have selected. 

To select a panel from the panel list, 

3 Use the arrow keys to highlight the desired panel. 

4 Press Enter. 

When you are in a panel, you can press Exit (F7) to return to the panel list and 
select another panel. You can also use LPanel (F5) at a link to enter a linked panel 
(we I inP in Rqfowit~~) 

Panel Modes 

The four modes available when your cursor is in a panel are Define Panel mode, 
Browse mode, Create mode, and Edit mode. You can be in only one of these 
modes at a time. 

Define Panel Mode When you initially define a database, or when you press Define Panel (Alt-F8) 
while you are in Browse mode, you ore placed in Define Panel mode. Define Panel 

mode lets you create or edit the structure of the database. 
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The following illustration shows the instruction box in Define Panel mode. 

Browse Mode When you first enter a panel in DataPerfect, unless you are defining the panel. you 
are placed in Browse mode. Browse mode lets you look through the records in a 
panel without making any changes to the records. If  you attempt to edit records 
while in Browse mode, you are placed either in Edit mode or Create mode (see 
Auto-Edit/Auto-Create/Menu under Panel Options in Reference). 

The following illustration shows the instruction box in Browse mode. 

Create Mode When you press Create (F9) in a panel, you are placed in Create mode. Create 
mode lets you create a new record in the panel. See Record, Crem in Rq%~zv~r 
for detailed information about creating a record. 
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The following illustlatiurl ahuwb thr instruction box in Create mode. 

Edit Mode When you press Edit (F6) in a panel, you are placed in Edit mode. Edit mode lets 
you edit existing records in the panel. See Record, Edit in Reference for detailed 
information about editing a record. 

The following illustration shows the instruction box in Edit mode. 
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Panel Options 

Once you have defined a panel, you can change the default settings for the panel. 
This can be done from the Panei Opiions menu. 

To change a panel option, 

1 Be sure your cursor IS m the desired panel. 

2 Press Define Panel (Alt-F8) to access the Define Panel menu. 

3 Press Define Panel again. 

The Panel Options menu is displayed. 

Panel Options Menu 

4 Make the desired change(s). 

5 Press Exit (F7) to exit the Panel Options menu. 

The name of each panel option and a description of its function is given below. 

Edit Filename 
This option lets you change the name of the data file assigned to the current panel. 

I f  the data file contains data, you are not allowed to change the tilename. If  you 
need to change the name of a data file which contains data, you must exit 
DataPerfect and use the DOS Rename (ren) command. When you reenter 
DataPerfect and attempt to access the panel associated with the old filename, your 
screen displays a message. The message tells you that the index shows there are 
records in the file, but the file is not found. Select Rename the File (I), then enter 
the new name you assigned to the file when you used the DOS Rename command. 

To edit the filename, 

1 Be sure the Panel Options menu is displayed on your screen. 
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2 Select Edit Pilename (1). 

The current filename is displayed, and the cursor is positioned at the beginning of 
the filename. 

3 Use the arrow keys, Delete, and Backspace to edit the existing filename. 

A Type the new filPn;lme, then ~PEC Kntw 

Once the user returns to Define Panel mode, the panel is redisplayed with the new 
filename at the upper left corner. 

Change Color 
If  you have a color monitor, you can specify the color for the background and the 
foreground of the panel, the fields in that panel, and the field in which the cursor is 
positioned. Once you exit the Panel Options menu, the options you set are saved 
with the panel. 

The colors you set are only saved for the current panel. To set all of the panels in a 
database to the same color formats, you must modify each panel separately. 

To change colors in a panel, 

1 Be sure the Panel Options menu is displayed on your screen. 

2 Select Change Color (2) to access the Panel Color Selection menu. 

Panel Color ( I ) determines the color of the panel (background) and the color of the 
border around the panel and of any panel text (foreground). 

Field Cnlnr (2) determines the color of the fields in the panel. 

Field Editing Color (3) determines the color of the field on which the cursor is 
positioned or the color of the field which is being edited. 

3 Select the option number (1, 2, or 3) for the item you want to change. 

4 Type the letter of the desired background color (A-H). 
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The selected background color is displayed behind the options for foreground 
colors to help you select a readable color. 

5 Type the letter of the desired foreground color (A-P). 

Remember that the background and foreground colors must be different in order for 
text to be legible. The currently selected settings for the database you are in are 
displnycd on the screen to the right of the menu. 

6 Press Exit (F7) to exit the Panel Color Selection menu. 

IT you waist to chauge backgi-ound or foreground colors after they have been set, 
repeat the steps above. (For more information about color options in DataPerfect, 
see Color in Reference). 

Auto-Save (Y/N) 
This option toggles between Yes (Y) and No (N). The default setting is No (N ). I f  
Auto-Save is on, the record is saved whenever data is entered in rhe last tield in the 
record (after you have pressed Tab, Enter, or a Shift-arrow key to move oft‘ the 
field). I f  you want to create a new record after saving the current record, press 
Create (F9). 

To turn on Auto-Save, 

1 Be sure the Panel Options menu is on your screen. 

2 Select Auto-Save (Y/N) (3). 

This message appears below the menu 
record when last field is entered.” 

to notify you that Auto-Save is on: “Save 

To turn off Auto-Sax. sclcct Auto-Save (Y/N) again. and the mcssagc Icuvc\ the 

screen. 

Auto-Display Record(Y/N) 
This option toggles between Yes (Y) and No (N). The default ketting is Yes (Y ). I f  
Auto-Display Record is on, each record is displayed in the panel as you scroll 
through a lookup list (see Lookup in Reference). This message appears below the 
menu to notify you that Auto-Display Record is on: “Display each record during 
lookup.” 

You can turn off Auto-Display Record to improve response time. Sometimes a 
record has many fields, and scrolling through the lookup list is slowed by the 
continual updating of the panel. I f  this nption is off when you perform a lookup. 
the original record remains in the panel while the cursor moves through the lookup 
list. When you locate the record you want, press Enter to retrieve it into the panel. 

To turn off Auto-Display Record, 

1 Be sure the Panel Options menu is on your screen 

2 Select Auto-Display Record (Y/N) (4) 
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The message “Display each record during lookup” leaves the screen. 

Change Edit Order 
This option lets you change the current edit order of the cursor in the panel. 

The edit order is the order in which the cursor moves from field to field in a panel. 
While creating or editing records, Uat@erfect accesses fields m the same order m 
which the fields were defined, unless you change the edit order. 

To change the edit order, 

1 Be sure the Panel Options menu is on your screen. 

2 Select Edit Order (5). 

The current panel is displayed with a number on each field. The number indicates 
the held’s edlt order In the panel. ‘I he cursor is posmoned on the tirst tield in the 
edit order. 

3 Use Tab, Shift-Tab, or the Shift-arrow keys (the arrow keys on the numeric 
keypad) to move the cursor to the field with the edit order you want to change. 

4 Type the new edit order number, then press Enter. 

All fields which follow the changed field are renumbered. 

When the edit order of the panel meets your specifications, 

5 Press Exit (F7) to return to the Panel Options menu. 

Some fields in your panel may contain formulas that need to be calculated in a 
certain order. The edit order can be used to obtain the correct calculating order. 

For example, your database contains a panel with the following fields: Purchase 
Amount, Sales ‘I’ax, and ‘lotal. b’ormulas exist whrch multiply the amount m the 
Purchase Amount field by the amount in the Sales Tax field to produce an amount 
for the Total field. The edit order should list the Purchase Amount field first, the 
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Sales Tax field second, and the Total field last. Using this edit order, the cursor 
will move through the fields in a way that allows the formulas on the fields to work 
correctly. I f  the edit order lists the Total field first, the formulas will not total 
correctly because the order of the fields is incorrect. 

Edit Panel Name 
This option lets you edit the name of the current panel. 

The panel name is the name displayed on the panel list. By default, the panel name 

takes on the panel’s filename (the name of the data file) at the time of creation. 

To edit the name of a panel, 

1 Be sure the Panel Options menu is on your screen. 

2 Select Edit Panel Name (6). 

I f  a panel name has been specified, it appears in the reverse video bar below the 
Panel Options menu. If  a name other than the panel filename has not been 
specified, the reverse video bar is blank. 

3 With the cursor in the reverse video bar, enter the desired name. As many as 
77 characters may be entered. 

Recompute Field OttSetS 
This option repositions the data record in the structure (.STR) file. The data record 
includes the order in which the structure file expects the fields in a panel to be 
stored. Selecting this option increases the efficiency of your database. You may 
want to use this option if you have deleted a field from a panel. To delete a field 
from a panel, you must first export any data that exists in the panel, then use 
Multiple Kemove (AN-b>) to remove the original data from the panel (see Duta 
Export and Data Import in Reference). 

To use Recompute Field Offsets, 

1 Be sure the Panel Options menu is on your screen. 

2 Select Recompute Field Offsets (7). 

When the repositioning is complete, a message appears which shows you the old 
byte size of the record and the new byte size of the record. 

Use Import (Ctrl-FS) to import all of the exported data back into the panel. 

Auto-Edit/Auto-Create/Menu 
This option toggles from Auto-Edit to Auto-Create to Menu. The default setting is 
Auto-Edit. 

I f  you edit a field in Browse mode when Auto-Edit is on, and then press Tab to 
save the field, you are taken into Edit mode. You remain in Edit mode until you 
press Save (FIO), Exit (F7), or Create (F9). 
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I f  you edit a held in Browse mode when Auto-Create is on, and then press Tab to 
save the field, you are taken into Create mode and a new record is created. The 
field you just edited becomes part of the new record. 

If  you edit a field in Browse mode when Menu is on, and then press Tab to save the 
field, a menu appears from which you can select either Auto-Edit or Auto-Create. 

To use Auto-Edit/Auto-Create/Menu, 

1 Be sure the Panel Options menu is on your screen. 

2 Select Auto-Edit/Auto-Create/Menu (8) until the desired option appears next to 
the “Browse Change =>” prompt in the lower part of the instruction box. 

3 Press Exit (F7) to return to the Define Panel menu. 

Panel Text 

Any text outside of the actual fields or links in a panel is referred to as panel text. 
Panel text can indicate the contents of a field (such as Last Name field, Middle 
Name field. First Name field). F’anel text can also be a title for certain information 

in the panel. 

ii PANEL TEXT 

To add, edit, or delete panel text. 

1 Be sure the cursor is in the desired panel. 

2 Press Define Panel (Alt-F8) to access the Define Panel menu. 

3 Use Enter, the Space Bar, and the arrow keys to position the cursor where you 
want tu add, edit, OI- dclcte panel text. 

4 Type the desired panel text. 
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You can now define the field to which you hnvc assigned panel text (see Field, 

Dejine in Reference) or press Exit (F7) to exit Define Panel mode. 

Panel text is typed to describe the contents qfpanels andjields. It is d(fferentfrom the 
optionalfield name you can assign when you define u,field. 

Password 

Databases can be protected with a password so that unauthorized personnel cannot 
access various features and information in DataPerfect. Four passwords are 
available in DataPerfect: definer password, supervisor password, read/write user 
password, and read-only user password. 

Once a parcwnrd has hem defined for rend/write IISPTC and/or fnr red-only ~I<PT\. :I 

password is required to enter the database. 

If  users forget a user password, the supervisor must either set up a new one or tell 
the user the password. It supervlsors torget the supervisor password, the database 
definer must either set up a new one or tell the supervisor the password. 

Important: Be very careful with your pussword. #you lose or forget rhe pa.v,s\r~orcl. rireu’ i.r 
no way to unlock the database. 

Create a Defner 
Password 

A database definer is the only person who can create a definer password. A definer 
password allows access to all features and options in a database. including the 
ability to modify the structure of the database (using Define Panel, Define Field. 
and Define Index). Also, a definer password allows definers to create, edit. and run 
reports, and to save them when they exit the database. 

After definers create a definer password, they are given the option to create a 
supervisor password, a read/write user password, and a read-only user password. If  
no definer password is created, the other password options remain unavailable. 

To create a definer password, 

1 Be sure the cursor is in the database for which you want to create a definer 
password. 

2 Press System (Shift-F9) to access the System Operations menu. 

8 Select Define Passwords (5). 

The Definer Password screen appears 

4 At the Definer Password prompt, enter the desired definer password twice 

Because a password does not appear on the screen when it is being entered. enter 
the password once, then enter the same password again to verify that the correct 
password has been established. If  the password is entered incorrectly the second 



rime, you must redefine the password. A password may contain as many as IO 
characters. 

If  you do not want to enter a definer password, press Cancel (Fl) to return to the 
panel. You can also press Cancel if you make a mistake while entering the 
password and want to start over. 

Once a definer password is established, the Supervisor Password prompt appears on 
the screen. At this point, you can either enter a supervisor password or press 
Cancel to return to the panel without setting a supervisor password. 

If  a supervisor password has not been created, and you want to change the definer 
password, press System. When the Definer Password prompt appears on the 
screen, cntcr the new password. If  a supervisor password has been defined, press 
Define Panel (Alt-FS) and enter the old definer password. Then, press System 
again to create a new definer password. 

Create a Supervisor 
Password 

Supervisor passwords cannot be created unless a definer password has already been 
created for the database. A supervisor password lets the supervisor change the 
supervisor password, and assign or change the user passwords. In addition, 
supervisor passwords also allow access to remove multiple records (see Record, 
Delete in Reference). 

A supervisor password lets supervisors create, edit, and run reports. It also allows 
access to all of the System Operations options except Format Defaults (see System 
Operations in Reference). When supervisors press System (Shift-F9) to access the 
System Operations menu, they may need to enter the supervisor password in the 
instruction box (if user passwords also exist in the database). I f  the correct 
supervisor password is entrred, the Sy>trru Opcxatiuns meow appears on the screen. 
If  an incorrect password is entered, the cursor returns to the panel. I f  supervisors 
attempt to access Format Defaults (option 2) from the System Operations menu, 
they are returned to the panel. 

To assign or change a supervisor password, 

1 Be sure the System Operations menu is on the screen (Press Shift-F9). 

2 Select Define Password (5) to display the Define Passwords by Supervisor 
screen. 

3 At the Supervisor Password prompt, enter the desired supervisor password 
twice. 

Because a password does not appear on the screen when it is being entered, enter 
the password once, then enter the same password again to verify that the correct 
password has been established. If  the password is entered incorrectly the second 
time, you must redefine the password. A password may contain as many as 10 
characters. 

If  you do not want to enter a supervisor password, press Cancel (Fl) to return to the 
panel. You can also press Cancel if you make a mistake while entering the 
password and want to start over. 
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Once a supervisor password is established, the Read/Write User Password prompt 
appears on the screen. At this point, you can either enter a read/write user 
password or press Cancel to return to the panel. 

Create a Read/Write 
User Password 

A read/write user password cannot be created unless a definer password and a 
supervisor password have already been created for the database. A read/write user 
password allows a user to create, edit, and delete data from the database, and to 
create, edit, and run reports. 

A read/write user password does not allow access to the System Operations menu 

(see System Operations in Reference) or to features that modify the structure of the 

database. If  users attempt to access the System Operations menu, or attempt to 
select features that modify the database structure, they are prompted to enter an 

authorized password (definer or supervisor password) in the instruction box. 
Because users do not have a valid password for these features, they should press 
Enter. The cursor then rctums to the pnncl. 

To assign or change a read/write user password, 

1 Be xut the System Operatious menu is on the screen 

2 Select Define Password (5) to display the Define Passwords by Supervisor 
screen. 

You need to enter a supervisor password before you can assign a read/write user 
password. 

3 At the Supervisor Password prompt, enter the desired supervisor password 
twice. 

Because a password does not appear on the screen when it IS bemg entered. enter 
the password once, then enter the same password again to verify that the correct 
password has been established. If  the password is entered incorrectly the second 
time, you must redefine the password. A password may contain as many as 10 
characters. 

4 At the Read/Write User Password prompt, enter the desired password twice. 

If  you do not want to enter a read/write user password, press Cancel (Fl) to return 
to the panel. You can also press Cancel if you make a mistake while entering the 
password and want to start over. The cursor returns to the panel. 

Create a Read-Only 
User Password 

A read-only user password cannot be created unless a definer password, a 

supervisor password, and a read/write user password have already been created for 
the database. A read-only user password only allows a user to browse through 
records in a database. This password does not allow a user to create, edit, or delete 

data from the database. 

A read-only user password lets users run reports, but not create new reports. A user 
with this password can change existing reports using the options on the Report 
menu, but cannot edit the report form (option 8 on the Report menu) or change the 
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report name (option 9 on the Report menu). I f  a user modifies an existing report 
option, the modified report can only be accessed during the current database 
session. Any modifications made to reports by read-only users are deleted once the 
user exits the report. 

To assign or change a read-only user password, 

1 Be sure the System Operations menu is on the screen. 

2 Select Define Password (5) to display the Define Passwords by Supervisor 
screen. 

You need to enter a supervisor password and a read/write user password before you 
can assign a read-only user password. 

3 At the Supervisor Password prompt, enter the desired supervisor password 
twice. 

Because a password does not appear on the screen when it is being entered, enter 
the password once, then enter the same password again to verify that the correct 
password has been established. If  the password is entered incorrectly the second 
time, you must redefine the password. A password may contain as many as 10 
characters. 

4 At the Read/Write User Password prompt, enter the desired password twice. 

5 At the Read-Only User Password prompt, enter the desired password twice. 

If  you do not want to enter a read-only user password, press Cancel (Fl) to return 
to the panel. You can also press Cancel if you make a mistake while entering the 
password and want to start over. The cursor returns to the panel. 

After creating a password. you must exit the database, then reenter it for the 
password to take effect. 
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Record 

Once you have defined a panel with the necessary fields, indexes, and links. you 
are ready to begin adding records to the database. 

A record is a group of fields that contains related information. Records are 
displayed one at a time in a panel. The illustration below displays what a record 
might look like in a panel. 

Related Information You can find related information about creating. editing, and deleting records in the 
following sections of Reference: 

l Record, Create 
l Record, Delete 

l Record, Edit 

Record, Create 

To add a new record, 

1 Press Create (F9) while in Browse or Edit mode. 

The cursor moves to the first field in the edit order. 

2 Type the data you want to enter in the first field. 

3 Press Tab to move the cursor to the second field. 

4 Continue to add information to the desired fields. 
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5 When you have added all desired information to a record, press Create to save 
the record and enter another record. 

Press Save (FlO) to save the record without creating another one. 

Press Exit (F7) to save the record and return to the panel list. 

Records may be designated to be saved after information in the last field is entered 
(see Auto-Save under Panel Options in Reference). I f  this option is on, you do not 
need to press Save (FlO) to save a record. Instead, you can press either Create (F9) 
tu create anwthrr record, or press Exit (P7) to return to the panel list. 

Skip Fields While in 
Create Mode 

Depending on how your database is defined, you may not have to enter information 
in all of the fields. You can skip a field by pressing Tab. 

Some fields may require data before the record can be saved. If  you do not enter 
data properly into such fields, a message notifies you that you have skipped a field 
where information was required. Enter the requested information before pressing 
Save or Create again. 

Some fields may be designated as auto-enter fields (see Field Format, Display 
Mode Indicators in Reference). I f  you fill every space in an auto-enter field, the 
cursor moves to the next field without your pressing Tab. 

Keystrokes Used in The following list provides information about common keystrokes used in Create 
Create Mode mode. 

Cancel 
It you make a mtstake while entering data in a field and you have not pressed Tab 
or Enter, you can press Cancel (Fl) to restore the previous field value. 

Edit Inserts the Current Date/lime 
If the cursor is positioned on a date field or a time field, press Edit (F6) to insert the 
current date or time. 

Enter 
You can use Enter instead of Tab to move from field to field in a record. However, 
if you press Enter while in a text field, a carriage return is inserted. In a text field, 
you must use Tab or the Shift-arrow keys to move the cursor to the next field. 

Escape 
In Browse mode, pressing Escape moves the cursor to the previous field. In Create 
or Edit mode, pressing F.sr‘~pe restores the previous value entered in a field and 
moves the cursor to the beginning of the field. Pressing Escape again moves the 
cursor to the previous field. 
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Insert 
Insert mode (rather than Typeover mode) is the default for all fields except numeric 
fields. You can press Insert at any time to turn Insert mode on and off manually. 

Select 
Use Select (F4) to enter data in a field quickly. I f  you are creating a record. press 
Select to fill in a field with information from the last record displayed in the panel 
(the background record). You can change this background record by performing a 
lookup and pressing Enter on the desired record (see Lookup in Reference). When 
the cursor is on a field and you press Select, the desired information from the new 
background record appears in the field, and the cursor moves to the next field. 

Shift-Arrow 
Use the Shift-arrow keys to move from field to field in a record. Shift-Up Arrow 
moves the cursor to the field above. Shift-Down Arrow moves the cursor to the 
Ii&l kluw. Sllift-Right Arluw movts the cursor to the field to the right. 

Shift-Left Arrow moves the cursor to the tield to the left. 

The Shift-arrow keys are the only way of moving the cursor to fields which contain 
a ::C or ::N display mode indicator (see Field Format, Display Mode Indicators in 

Reference). 

Shift-Tab 
Use Shift-Tab to move the cursor to the previous field in a record. 

Tab 
Use Tab to save the data in the current field and move the cursor to the next field. 

Record, Delete 

You can delete one record from a panel by pressing Remove (Shift-FS) while the 
cursor is positioned on that record. Also, you can remove multiple records from a 
panel by pressing Multiple Remove (Alt-FS). 

Important: Once records ure deleredfiotn rhe darabase, the! cmtw be resrored un1e.u you 
have A backup copy of the datubase. 

Delete One Record The Remove command deletes the record currently in the panel. 

To delete a record which is displayed in a panel, 

1 Press Remove (Shift-FS). 

2 When prompted, type y  to confirm the deletion. 
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In the lookup list, a record on which the cursor is positioned can be deleted by 
pressing Remove or Delete (Del), then pressing y at the prompt to confirm the 
deletion. 

Delete Multiple 
Reoords 

The Multiple Remove command deletes many records from the database at one 
time. 

To remove every record in a panel, 

1 Be sure the cursor is in the panel from which you want to remove records. 

2 Press Multiple Remove (Alt-FS). 

The Mulriple Remove menu is displayed. 

3 Select Remove All Records in File (1) to delete every record from the panel. 

To remove only those records that match specific search conditions, 

1 Be sure the cursor is in the panel from which you want to remove records. 

2 Press Multiple Remove (Alt-FS). 

3 Select Remove Records that Match Search Conditions (7). 

4 Enter the desired search conditions (see Search in Reference). 

5 Press Search (FZ), then type y to confirm the deletion. 

To remove those records which do not match the search conditions, 

1 Bc >UIC tht; LUISVI is in the panel from which you want to remove records. 

2 Press Multiple Remove (Ah-FS). 

3 Select Remove Records that Do Not March Search Conditions (3). 

4 Enter the desired search conditions (see Search in Reference). 
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5 Press Search (F2), then type y  to confirm the deletion. 

If  the panel from which you are deleting records sends a total to another panel. you 
are prompted to reset the totals when you delete the records (see Keep a fixal 
under Field Options in Reference). When prompted, type y  to reset the totals, or 
type n to leave the totals unchanged when the records are deleted. 

If  you delete all the records in a subpanel (through a panel or data link), you will be 
returned to the panel that holds the link. 

Important: Once records are deleted from the database, they cannot be restored wlleT~ 1014 

have a backup copy of the database. 

Delete a File A file contains all of the records in a panel. 

To delete a file, 

1 Press Exit (F7) until you exit DataPerfect and the DUS prompt is displayed on 
your screen. 

2 If you are not in the directory where the database is located, change to the 
correct directory (enter cd\direckory name at the DOS prompt). 

3 Enter delfihame (filename is the name of the file you want to delete). 

When you reenter DataPerfect and attempt to enter the panel from which the tile 
was deleted, you will see the warning: “The index shows that records are present in 
the data file, but the file is not found.” Select Delete the Index(es) to update the 
index, if you have deleted the file. 

Important: Once records are deletedfrom the database. thev camlot be restored w1lr.c.~ VOII 
have a backup copy of the database. 

Delete All Records 
in Database 

An option nvailablc in the Multiple Rcmovc menu lets you delete nll the data from 

a database at one time. 

To remove every record in the database, 

1 Place the cursor in one of the panels in the database. 

2 Press Multiple Remove (Alt-FS). 

The Multiple Remove menu is displayed. 

3 Select Delete All Data in All Files (Empty Database Completely) (3) to delete 
every record from the database. 

4 Type y  to confirm the deletion. 

or 

Type n to cancel the deletion 

Important: Once records are deleted from the database, they cannot be restored un1e.r.t VOID 
have a backup copy of the database. 



Record, Edit 

You can edit the contents of a field or create a new record without pressing Edit 
(F6) or Create (F9). When you attempt to edit a record without first pressing Edit, 
one of several situations occurs, depending on which option was selected from 
Auto-Edit/Auto-CrcntcIMcnu on the Panel Options menu (xc Auto-Edit/Auto- 

Create/Menu under Panel Options in Reference). 

I f  the Auto-Edit option is on, you can make the necessary changes in the field, then 
press Tab. When you press Tab, you are taken out of Browse mode and placed in 
Edit mode until you press Save (FlO), Exit (F7), or Create (F9). 

I f  the Auto-Create option is on, you can make the necessary changes in the field, 
then press Tab. When you press Tab, you are taken out of Browse mode and 
placed in Create mode. A new record is created, with the field you just changed 
bemg part ot the new record. 

If  the Menu option is on, you can make the necessary changes in the field, then 
press Tab. When you press Tab, a menu appears from which you can select either 
Auto-Edit or Auto-Create. 

If  you start to edit a held in which you did not intend to make a change, press 
Cancel (Fl) to restore the previous value of the field. 

Keystrokes Used in The following list provides information about common keystrokes used when 
Edit Mode editing a record. 

If  you make a mistake while entering data in a field and you have not pressed Tab 
or Enter, you can press Cancel (Fl) to restore the previous field value. If  you press 
C~IILCI af~c~ pleasing Tab or Enter, a prompt appcnrs which allows you to confirm 

the cancellation. 

Edit Inserts the Current Date/Time 
If the cursor is positioned on a date field or a time field, press Edit (F6) to insert the 
current date or time. 

Enter 
You can use Enter instead of Tab to move from field to field in a record. However, 
if you press Enter while in a text field, a carriage return is inserted. In a text field, 
you must use Tab or the Shift-arrow keys to move the cursor to the next field. 

Escape 
In Browse mode, pressing Escape moves the cursor to the previous field. In Create 
or Edit mode, pressing Escape restores the previous value entered in a field and 
moves the cursor to the beginning of the field. Pressing Escape again moves the 
cursor to the previous field. 
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Insert 
Insert mode (rather than Typeover mode) is the default for all fields except numeric 
fields. You can press Insert to turn Insert mode on and off manually. 

Down Arrow or 1 Panel 
Down Arrow (L) or LPanel (F5) moves the cursor to the next panel link or data link. 

When the cursor is resting on a link, lPane1 moves the cursor to the destination 
panel and starts a new record. Down Arrow lets you look at related records in the 
destination panel. For more information, see Link in 12+rerzc~. 

Shift-Arrow 
Use the Shift-arrow keys to move from field to field in a record. Shift-Up Arrow 
moves the cursor to the field above. Shift-Down Arrow moves the cursor to the 
field below. Shift-Right Arrow moves the cursor to the field to the right. 
Shift-Left Arrow moves the cursor to the field to the left. 

The Shift-arrow keys are the only way of moving the cursor to fields which contain 
x ::C or .-N display mode indicator (see Field Format. Disp11~~~ M&P Indirntnrc in 

Reference). 

Shift-Tab 
Use Shift-Tab to move the cursor to the previous field in a record. 

Tab 
Use Tab to save the data in the current field and to move the cursor to the next 
field. 

Recalculate a 
Formula Using Edit 

I f  you find field values that are calculated incorrectly, 

1 Position the cursor on the field which contains the incorrect value. then press 
Edit (F6) to go into Edit mode. 

2 Press Edit again to force the formula to recalculate. 

Record, Print 

DataPerfect will print a single record without setting a search condition. Report 
Record (Alt-F7) prints a single record using either built-in short reports or custom 
reports. 

Before printing a single record, select the report with the format you want to use. 

To select a report, 

1 From the panel list, use the arrow keys to locate the panel from which you want 
to print, then press Enter. 
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2 Press Report/Export (Shift-F7) to access the report list. 

3 Use the arrow keys to locate the report containing the format you want 
DataPerfect to use when the record is printed, then press Enter. 

The Report menu appears. 

4 Press Exit CF7) twice to return to the panel. 

5 Use Lookup or Page Up and Page Down to locate the record you want to 
print, then press Enter. 

6 When the desired record is displayed in the panel, press Report Record (Alt- 
F7). 

The record is printed. 

If  no custom reports are designed, or one has not been selected to be used to 
process LL record, Datakrfcct ~1x9 the current settings in the built-in short report 

when printing the record. 

If  you have accessed a report during the current database session, but do not follow 
the steps above, Report Record defaults to the settings of the last report that was 
entered. 
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Report 

The Reports feature in DataPerfect is both powerful and versatile. Reports let you 
print data from a database, send data to a disk file, modify database records, and 
perform many other useful tasks (see Common Uses of Reports below). 

The following sections describes the two different kinds of reports: built-in short 
reports and custom reports. The many options associated with custom reports are 
also discussed. In addition, several sample reports have been included showing 
some of the con~mon uses of reports. 

DataPerfect allows report sizes of up to 32 kilobytes of data. You can create up to 
169 reports per database. 

Passwords and Reports If  no passwords have been assigned in a database, any user can create, edit, delete, 
and save reports. I f  passwords have been assigned, the following information is 
applicable (see Password in Reference). 

Database Definers, Supervisors, and Read/Write Users 
Database definers, supervisors, and read/write users can create, edit, delete, and run 
reports. Reports created by these users are saved when they exit the database. 

Network users can create, edit, set up, and run reports simultaneously. 

Read-Only Users 
Although read-only users cannot create reports, they can temporarily modify and 
run reports created by a database definer, supervisor, or read/write user. All of the 
settings on the Report menu can he modified except Edit Repnrt Form (nptinn 8) 
and Edit Report Name (option 9). Any modifications made to reports by read-only 
users are deleted when the report is exited. 

Common Uses of 
Reports 

DataPerfect reports offer a number of options for arranging your data in printed 
form. You can print data from your database, send data to a disk file, or send data 
to the Clipboard. Also, by running a report you can create, edit, or delete records in 
the database. 

The most common uses of reports are to: 

l Print a simple list of data. 

l Export data to a disk file. 

l Create database records. 

l Search for existing data in the database and replace it with new data (edit records). 

l Delete database records. 

l Print on pre-printed forms, such as invoices, receipts, checks, etc. 

l Compile data into specific groups (two-level reports). 
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l Print calculated totals, including variable totals. 

l Create a WordPerfect merge file. 

l Create mailing labels. 

l Create form letters. 

l Archive information to another panel (so that the current panel runs at optimum 
speed). 

l Export data to another database software program. 

l Use variable search conditions to print only certain records. 

l Arrange data to simulate the appearance of a spreadsheet. 

Report, Built-In Short 

DataPerfect contains a built-in short report that can be used in each panel you 
define. You can use a built-in short report to export records from a panel for 
backup purposes or for use m other programs (see Data Export in Kejkrence). You 

can also use a built-in short report to print a simple list of data. 

Before you run a built-in short report, make sure the cursor is in the panel you want 
the report to access. If you want to export or print fields that have been selected in 
a particular lookup field list, move the cursor to that field before running the report. 
Once the cursor is in the panel and on the approprinte field, you con run the report. 

To run a built-in short report, 

1 Enter the panel that contains the data you want to USC in the IC~UIL 11 
necessary, move the cursor to the desired field (to print the fields from a lookup 
field list). 

2 Press Report/Export (Shift-F7). 

3 Be sure the cursor is positioned on Built-In Short Reports, then press Enter. 
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Thr: Built-In Rr;pwt/Enport menu appears. 

The current settings are bolded and are displayed to the right of each menu option 
At the prompt, you may select l-Y, A, or B to change any ot the corresponding 
settings. 

4 Select the menu options you want for your report. 

5 Press Report/Export again to begin the report. 

When the report is finished, the mcssagc “Report finished-Press any key to 

continue” is displayed, and the computer beeps. 

To cancel a report, press Cancel (Fl) or Escape. Pressing either of these keys 
cancels the report as soon as the record currently being run is finished. If  you are 
printing the report, the printer stops as soon as its buffer is empty. 

6 Press any key to return to the report list. 

Menu Options The Built-In Report/Export options are described below. At the selection prompt, 
type the number or letter of the setting you want to change. 

Destination 
This option lets you select the destination of the report. You can send the report to 
the printer, to a disk file, to both the printer and a disk file, or just to the screen. 

To send the report to the printer, 

1 From the Report menu, select Report/Export format (8). 

2 Select one of the following Report/Export formats: Columns, Single Line (I ), 
Columns, Text Wrap (2), or List (3). 

These are the only formats you can use to print a built-in short report. If you 

attempt to set the printer destination for an invalid report format, the computer 
beeps. For more information, see Report/Export Format below. 
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3 Select Printer On/Off (1). 

4 When prompted, type the number that corresponds to your printer port. I f  you 
do not know the number of your printer port, consult your dealer. 

I f  you are running DataPerfect on a network, you can redirect your print job to a 
network printer. Refer to your network documentatinn for the <p&fir rnmmwvl 

I f  the printer is not turned on or is not on-line, a message appears prompting you 
either to fix the printer or to press Escape (Esc) to cancel the report. 

To save the report to a disk file, 

1 From the Report menu, select Disk File On/Off (2). 

2 Select Create File (1) if you want to create a new file. 

or 

Select Append to File (2) if you want to append the report to an existing file 
(this is the default setting). 

3 Enter the name of the disk file to which you want to send the report. The 
default filename is SCRATCH.REP. 

It the disk tile IS being sent to another drive or directory, type the full pathname 
before typing the filename. 

Select Disk File On/Off again to turn off the disk file selection. 

The printer and disk file options can both be on at the same time. The current 
settings are displayed to the right of the Destination options. 

To send the report only to the screen, 

1 From the Report menu, select Report/Export Format (8). 

2 Select one of the following Report/Export formats: Columns, Single Line (l), 
Columns. Text Wrap (2), or List (3). 

Although you can use these three formats for any destination, you must select one 
of these to send a report only to the screen. 

3 It you have selected the Printer destmatlon, press Prmter Un/Wt (1) agaln to 

turn off the printer selection. 

and/or 

I f  you have selected the Disk File destination, press Disk File On/Off (2) again 
to turn off the disk file selection. 

The Screen Only setting is displayed to the right of the Destination options 

4 Select any other desired options. 

5 Press Report/Export (Shift-F7) to run the report. 

The report is sent only to the screen. 
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All reports are sent to the screen regardless of the selected setting. To display one 
screen at a time, turn on Scroll Lock. Press any key to scroll through the report 
from one screen to the next. If, after viewing a few screens, you want to run the 
remainder of the report without viewing each screen, press Scroii Lock again. then 
press any key to continue. 

You can also send a report to the clipboard. The clipboard is part of Shell. See 

Shell Options Menu in Reference for more information. 

Index Number 
When you run a report, the records are sorted according to the specified index. The 
index determines the order in which the records-not the fields-are exported. 

If  more than one index exists, and you want to change the selection, 

1 From the Report menu, select Index Number (3). 

The currently selected index is displayed. 

2 Use Up Arrow (t) and Down Arrow (L) to find the desired index, then press 
Select (F4). 

The Report 
option. 

menu appears with the number in bold to the right of the 

Search Conditions 
This option first lets you set the scorch conditions, and then specify whcthcr you 
want to include or exclude the records which match the search condition. If  vou 
select Include, only those records matching the currently defined search conditions 
nrc included in the report. I f  you sclcct Exclude, the records matching the starch 
conditions are excluded from the report. 

The default setting is No Search. If  you 
in the file are included in the report. 

leave setting at No Search. all records 

I f  you want to designate specific search conditions, 

1 From the Report menu, select Search Conditions (1). 

2 Select the desired search option(s). 

For more information about each search option, see Search in Rqfcrence. 

Sort Direction 

This option determines the sort direction for the report. When sorting. DataPerfect 
follows the selected index, either from the beginning to the end (forward) or from 
the end to the beginning (backward). The default setting is forward. 

1 From the Report 
backward. 

menu, select sort Direction (5) to change the direction to 

Select Sort Direction again to switch the direction to forward 
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Disk File Mode (WPIDOS) 
This option refers to the format used when creating the disk file and can be used 
only if the report is sent to disk. The two possible formats are WordPerfect and 
DOS Text. The default setting is WordPerfect mode. 

You have the option of toggling between the two only if Report/Export Format (8) 
is set rn Column<, Single Line or Columns, Text Wrapped. With any other format 
selection, Disk File Mode is set automatically. 

I f  you want to change the Disk File Mode setting, 

1 From the Report menu, select Disk File Mode (WP/DOS) (6). 

I f  the report is not being sent to disk, the setting reads No Disk File. 

Print Margins 
This option is used to set the margins and the number of text lines per page. Print 
margins are ignored if the report is sent to a WordPerfect disk file. 

1 From the Report menu, select Print Margins (7). 

Four options are available for editing: 

l Top Margin 
l Bottom Margm 
l Left Margin 
l Text Lines 

If you press Enter without typing a new value, DataPerfect accepts the current 
value and moves the cursor to the next option. 

The top margin determines the number of blank lines which appear at the top of 
each page. 

TWIG buttu~n margin dctcm~incs the numbe;r of blank lines at the bottom of each 
page. If  the bottom margin is set to zero (0), a form feed is issued after printing the 
last line of text on each page. If  you do not want this form feed, calculate a bottom 
margin using the following equation: 

Top margin + text lines + bottom margin = total number of lines on a page 

(66 typed or printed lines on an 11” page using a dot-marrix printer, 60 typed or 
printed lines on an 1 I” page using a laser printer.) 

For example, using one-inch top and bottom margins (6 lines each) with a dot- 
matrix printer, 

6 + 54 + 6 = 66 (66 lines on an 11” page) 

Using top and bottom margins of 3 lines each with a laser printer (and taking into 
account the unprintable zone of 3 lines at the top and 3 lines at the bottom), 

3 + 54 + 3 = 60 (60 available lines on an 11” page) 
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If the bottom margin is set between 1 and 98, line feeds are issued for the 
remaining text lines, and for the number of lines specified for the bottom margin. 
If the bottom margin is set at 99 or greater, line feeds are issued for the remaining 
text lines only. 

The left margin determines the number of blank spaces the left edge of the paper. 
If the printer is printing in 10 pitch and you desire a one-inch left margin, enter IO 
as the setting for the left margin (pitch = characters per inch). 

Notice that no right margin is indicated. The fields print according to the field 
formats designated in the panel and where <CR><LF> (carriage return, line feed) 

codes have been placed. 

Text Lines designates the number of lines to be printed on each page of the report. 
If Text Lines is set to zero (0), the report is printed using a continuous feed (no 
page break). The top and bottom margins are ignored on subsequent pages. The 
First Page Header and the Final Footer will be printed (if specified). 

While setting the print margins, press Cancel (Fl) to erase changes, or press Exit 
(F7) to save the changes. 

ReporVExport Format 
When you select Report/Export Format (8), the Built-In Report Format Selection 
menu is displayed. The default setting is WordPerfect Merge format. 

The Columns, Single Line report is much like a lookup on the screen. Each record 
is displayed on one line with spaces between each field, giving the report a 
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columnar look. Only the first line of a text field is printed. This report can be sent 
to any of the possible destinations (see Destination earlier in this section). 

The Columns. Text Wrapped report is similiar to the single line report, except that 
all text in a text field is printed. This report can be sent to any of the possible 
destinations. 

1 
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The List report displays one field per line. except for text fields which may have 
many lines. This report can be sent to any of the possible destinations. 

The WordPerfect List report creates a WordPerfect file which looks like a List 
report, but can be used in WordPerfect. The List report cannot be printed-it can 
only be sent to disk. 

The WordPerfect Merge and Delimited DOS Text reports are used to export data 
(see Data Export in Reference). 

Fields Included 
When you run a built-in short report, you can include Lookup Fields, All Display 
Fields, or All Real Fields. 

If  you select Lookup Fields (9) DataPerfect uses the lookup list for the field on 
which the cursor was positioned when you pressed Report/Export. It exports only 
those fields in the lookup list. 

I f  you select All Display Fields (A), DataPerfect exports all fields displayed in the 
panel. 

I f  you select All Real Fields (B), DataPerfect exports all real fields. including 
hidden fields. 
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Report, Custom 

A custom report is created according to your specifications, and is based on 
information in the panel in which it is created. 

Creating a Custom 

Report 
To crcutc a custom report, 

1 Be sure the cursor is in the panel on which you want to base the report. 

2 Press Report/Export (Shift-F7) to access the report list. 

I f  no custom reports have been defined, Built-In Short Reports will be the only item 
displayed on your screen. 

3 Move the cursor to Built-In Short Reports in the report list. 

A custom report created from a Built-In Short Report will contain all of the default 

settings, along with an empty report form. 

4 Press Insert to add a new report. 

When you create a new report, it is added to the report list. To the far right of the 
report name is the letter P, followed by a number which indicates the panel number 
on which the report is based. 
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After pressing Insert IO add a new report, the Report IUC~IJ appea~b ULI the screen. 

This screen is similar to the Built-In Report/Export menu. However, this screen 
lets you edit the report name and define a report form. The report form shows the 
organization of the data which will be included in the report (see Report Form in 
Reference). 

Using a Previously 
Defined Report as a 
Model 

You may use a previously defined report as a model, providing both the model and 
the new report are based on data in the same panel. 

1 From the report list, position the cursor on the report you want to use as a 
model. 

2 Press Insert to define a new report. 

DataPerfect uses the default settings and report form from the previously defmed 
report to create the new report. 

A report which was defined for another panel cannot be used as the model for a 
report in a new panel. Reports are based on information in the panel in which they 
were created. 

Menu Options The Report menu options are used to customize a report. At the selection prompt. 
type the number or letter of the setting you want to change. 

Destination 
This option lets you select the destination of the report. You can send the report to 
the printer, to a disk file, to both the printer and a disk file, or just lo the screen. 
The default setting is Screen Only. 

To send the report to the printer, 

1 From the Report menu, select Printer On/Off (1). 
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2 When prompted, type the number that corresponds to your printer port. I f  you 
do not know the number of your printer port, consult your dealer. 

Select Printer On/Off again to turn off the printer selection. 

If  you are running DataPerfect on a network, you can redirect your print job to a 
network printer. Refer to your network documentation for the specific command. 

If  the printer is not turned on or is not on-line, a message appears prompting you 
either to fix the printer or to press Escape (Esc) to cancel the report. 

To save the report to a disk file, 

1 From the Report menu, select Disk File On/Off (2). 

2 Select Create File (1) if you want to create a new file. 

0 r 

Select Append to File (2) if you want to append the report to an existing file. 

3 Enter the name of the disk file to which you want to send the report. The 
default filename is SCRATCH.REP. 

If the disk file is being sent to another drive or directory, type the full pathname 
before typing the filename. 

Select Disk File On/Off again to turn off the disk file selection. 

The printer and disk file options can both be on at the same time. The current 
settings are displayed in bold to the right of the Destination options. 

All reports are sent to the screen regardless of the selected setting. To display one 
screen at a time, turn on Scroll Lock. Press any key to scroll through the report 
from one screen to the next. If, after viewing a few screens, you want to run the 
remainder of the report without viewing each screen, press Scroll Lock again, then 

press any key to continue. 

You can also send a report to the Clipboard. The Clipboard is part of the 
WordPerfect Office Shell program, see Shell Options Menu in Reference for more 
information. 

Index Number 
See Menu Options under Report, Built-ln Short in Reference. 

Search Conditions 
See Menu Options under Report, Built-In Short in Reference. 

Sort Direction 
See Menu Options under Report, Built-In Short in Reference. 
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Disk File Mode (WP/DlIS) 
This option refers to the format used when creating the disk file, and can be used 
only if the report is sent to disk. The two possible formats are DOS Text and 
WordPerfect. The default setting is DOS Text. 

I f  you want the file in WordPerfect format, 

1 From the Report menu, select Disk File Mode (WP/DOS) (6) 

If  the report is nor being sent to disk, the setting reads No Disk File. 

Print Margins 
See Menu Options under Report, Built-In Short in Reference. 

Edit Report Form 
This option (8) lets you create/edit the report form (see Report Form in Reference). 

Edit Report Name 
This is the name nf the wpnrt that appears in the rcpnrt list. When you first define 
a new report, this line says New Report. Select Edit Report Name (9) to enter a 
description of the report. 

Bold and Underline You can bold and/or underline text and fields within a report (see Bold and 
Underline in Reference). 

Editing Field Formats You can modify field formats in a report. This is often done to enhance the 
appearance of the printed page. For example, the field format A20 can be modified 
to A20;;T to truncate any unused space in the field. You can also edit a field 
format to force data to be vertically aligned in a certain way, or you can change the 
format of a text field to display a fewer number of long lines or a greater number of 
short lines. 

You cannot change a field type (in other words, an alphanumeric field can’t be 
changed to a date field). For more inlonnation on the available Geld format 

options, see Field Format in Reference. 

The maximum size accepted for an alphanumeric field in a report is 180 characters. 

When you select a field from a panel to be included in the report, the field retains 
the same format it had in the panel. To change the field format in the report, 

1 Be sure the Report menu is on the screen, then select Edit Report Form (8). 

2 Position the cursor on the field you want to edit in the report form, then press 
Edit (F6). 

The field format is displayed. 

3 Use the arrow keys, the Space Bar, and Backspace to change the field format to 
accommodate the report requirements, then press Enter to return to the report 
form. 
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Selecting Numeric 
Fields Within Footers 

If a G Type numeric field or a ttme field is selected within any of the three report 
footers (Two-Level Footer, Page Footer, Final Footer), the following menu 
appears: 

Selecting any of these options keeps a specified value in the footer. 

Right Margins in 
Reports 

DataPerfect allows up to 23 1 characters per report line. However, there is no preset 
right margin in a custom report. When entering text in the report form, you can 
refer to the column position number at the top of the screen to determine the right 
margin. As you approach the desired column position, press Enter to move the 
cursor to the next line. DataPerfect does not wrap to the next line in the report 
form. 

Tab Versus Space Bar 
in Reporl Form 

If you press Tab when entering text or fields in the report form. you are prompted 
to enter the column number to which you want to move the cursor. This is useful 
when you want to align the report vertically. For example, if the cursor is in the 
left margin, you can press Tab and enter the number 6. This moves the cursor from 
the first column position to the sixth. 

While Tab moves text or fields to an absolute position in a report, the Space Bar 
moves text or fields to a vartable posmon (for example, ltl spaces from where the 
previous field ended). 

If you use the Space Bar to position fields in the report form, be aware that the 
fields which contain ;;T print mode indicators may not align properly when you 
print the report. The ;;T indicator causes the field sizes to vary, depending on the 
data in the field. 

Cancel a Report To cancel the generation of a report, press Cancel (Fl) or Escape. Pressing either 
of these keys cancels the report as soon as the record currently being run is 
finished. The printer stops as soon as its buffer is empty. Press any key to return to 
the report list. 
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Report, Delete 

I f  passwords have been assigned to the database, only database definers, 
supervisors, and read/write users can delete reports (see Passw,ord in Reference). 

To delete a report, 

1 From the panel, press Report/Export (Shift-F7) to access the report list. 

2 Place the cursor on the name of the report you want to delete. 

3 Press Delete to delete the report. 

Or 

Press Remove (Shift-F5) to delete the report. 

or 

Press Multiple Remove (Alt-F5) to delete the report. 

After you press Delete or Remove. you are prompted to confirm the deletion. 

4 Type y  to delete the report. 

I f  you do not want to delete the report, type n at the confirmation prnmpt~ 

Important: Once a report is deleted, it cannot be restored. 

Report, Export and Import 

You can export reports from one database and import them into another database, 
providing the two database structures are identical. 

Using this feature, database definers and supervisors who use the same database 
structure on several computers can install the same reports in each database. 

Specific instructions for exporting and importing reports are found in Report 

Descriptions in Appendix B: Description Language. 
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Report, Parallel Text Fields 

In reports, DataPerfect prints one entire text field (even if it is multiple lines long) 
before it prints a field on the next line. The following illustration shows how a 
report would look if the Dissertation field and the Address field were text fields. 

However, suppose you want the report to look like the illustration below, with the 
text fields printed parallel to the other fields. 

To do this, DataPerfect provides a format which is specified by editing each line of 
the text fielri fnrmnt(s) to end with A I (such as A25Al). 
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To print the report ~9 shown in the second illustration. the fields you select for the 
report form should look like this: 

p A25Al 

A A40Ai 

A A40AO 

A A30 

A ~30 
A A30AO 

For each line of a text field you want to print parallel to another field, you must 
select the field once for each line, and edit the field format to end with A I each time 
you select it. In the report form above, the Dissertation field was selected three 
times. The field format wab chm~gtxl to A25Al on tht; first selection, to A40A I on 

the second, and to A40AO on the third. 

The text field formats which end with A0 (A40AO and A30AO) tell DataPerfect to 
print the remainder of the fields’ contents. 

If  you want to use the same text field twice in a report, you have two options. 

l In the first use of the text field, the format must end with something other than 
Al (for example, AO, A2, A3, etc.). DataPerfect then resets its internal pointer 
back to the beginning of the field. When the text field is selected for the second 

use, DataPerfect prints the field from its beginning. 

l If, with the first use of the text field, you end the last format with Al, the 
internal pointer for that field remains immediately after the last character 
printed after the first use of the field. I f  you select the same text field again, 
DataPerfect continues printing from that point. 

To reset the DataPerfect internal pointer to the beginning of the field, you must 
change the text field format in the second use to include the ;:N print mode 
indicator (see Field Format, Print Mode Indicators in Reference). This 
indicator tells DataPerfect that it has a new occurrence of the field, and the field 
will be printed from the beginning. 
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Report, Samples 

This section consists of several commonly used custom reports: Archiving, 
Custom WordPerfect Merge Files, Export Data to Other Database Programs, Form 
Letter, Mailing Labels, POSTNET Bar Code Labels, Search and Replace, Skip If 
No Data Is in a Subpanel, Total for Each Group. and Variable Search Conditions. 
These sample reports demonstrate the variety of report options that are available to 
you. The instructions for the sample reports can be modified to fit your particular 
application. 

Archiving Depending on the size of your database, you may want to archive (store) records 
which you access infreyuernly. Fur raample, a business office may want to retain 
invoices for the past three months in the current panel, and send all invoices prior to 
that period to a floppy diskette or to an Archive panel. This keeps the current panel 
clean and operating at maximum efficiency. 

For larger databases, create a Custom WordPerfect Merge File report (see Custom 
WordPedect Merge Files below), and place a Delete Record code at the end of the 
Report Body section. Then, store the report on a floppy diskette. 

For smaller databases, create a report using the steps below. This report moves 
records from the current panel to an Archive (or storage) panel. 

Begin by creating an Archive panel that contains the fields that you want to 
preserve from the current panel (see Panel, Dejne in Reference). Be sure the field 
formats are the same in both panels. 

To create a report which archives records, 

1 Be sure the cursor is in the panel from which you want to run the report (the 
active records panel, not the archive panel). 

2 Press ReporVExport (Shift-F7) to access the report list. 

3 With the cursor on Built-In Short Reports, press Insert to create a new report. 

4 Select Edit Report Name (9), then enter the desired report name (for example, 
Move Records to Archive Panel). 

5 Select Edit Report Form (8) to define the report form. 

You can monitor a report in progress by selecting a field from the current panel that 
will track the data as it is archived. For example, if you select the Invoice Number 
field, each invoice number will flash on the screen as it is being archived. 

To select this field. 

6 Move the cursor to the Report Body section, then press Select (F4) to display 
the current panel. 

7 Move the cursor to the desired field (in other words, the Invoice Number field), 
then press Select again. 

246 REPOPT SAMPLES 



You must create a report variable for each field you want to archive. If you want to 
transfer three fields to the Archive panel, create a report variable for each one by 

repeating steps 8 through 12 three times. 

8 Press Report Options (Ctrl-F’I), then choose Select Report Field (1). 

9 Select Store Value in Report Variable (4), then enter 1 for the report variable 
number. 

The Specify Formula screen is displayed. 

10 Press Select to display the current panel, then move to the first field you want 
to transfer to the Archive panel and press Select again. 

11 Press Exit (F7) or Save (FlO) to save this field as the formula and return to the 
report form. 

The code “Store Value in Report Variable 1” is displayed in the Report Body 
section. 

12 Repeat steps 8 through 11 for each field you want to archive, using a different 
report variable number each time (2, 3,4, etc.). 

After the desired fields have been saved, the data in those fields needs to be 
archived. 

13 Press Report Options, then select Subreports (6). 

14 If no link exists between the current panel and the Archive panel, select Create 
Record From Panel List (3). 

or 

If a link does exist between the current panel and the Archive panel, select 
Create Record Through Link (2). 

In this example, assume that no link exists, and select Create Record From Panel 
List. 

The panel list is displayed on the screen. 

15 Move the cursor to the Archive panel, then press Enter. 

The report form returns to the screen. The codes “Create Record Link/Panel n m” 
and “Save Record” are displayed in the Report Body section (n represents the field 
number where the link is located; m represents the panel number to which the link 
is attached). 

18 With the cursor still in the Report Body section, move the cursor below the 
Create Record code, then press Report Options. 

17 Select Store Report Variable in Field (S), then enter 1 for the name of the first 
report variable to be stored in the Archive panel. 

The Archive panel is displayed. 
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18 Move the cursor to the field in which you want the value of the report variable 
displayed, then press Select. 

Remember that the field formats must be the same in both panels. 

The report form returns to the screen. The code “Store Report Variable 1 in Field 
a” is displayed in the Report Body section (n represents the number of the field you 
selected). 

19 Repeat steps 16 through 18 for each report variable. 

Next, add a code which deletes the record from the current panel. 

20 Move the cursor below the Save Record code, then press Report Options. 

21 Select Delete Record (A). 

The code “Delete Record” is displayed in the Report Body section. 

The report form should look like this: 

22 Press Exit or Save to save the report form and return to the Report menu. 

23 Press Report/Export to run the report. 

‘I‘he screen clears and the message “Report in Progress” is displayed. As each 
record is transferred to the Archive panel, the field you selected in step 7 is 
displayed on the screen. 

When the report is finished, the message “Report Finished-Press Any Key to 
Continue” is displayed. 

24 Press any key to return to the report list. 
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Custom WordPerfect 
Merge Files 

DataPerfect lets you create and run reports that can be used as secondary merge 
files in WordPerfect. You can choose whether you want to use named fields or 
unnamed fields in the report. 
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to a merge field in a DataPerfect report (the secondary file). The data from this 
field would be merged into a field called Address in the WordPerfect primary 
merge file. 

You must have WordPerfect 5.0 or later to use namedjields. 

If you decide IO use unnamed fields, DaraPerfect numbers the fields for you. Make 

sure that the fields in the primary and secondary files correspond (are in the same 
order) so that the data from the secondary file goes into the field you intend. For 
example, primary file Field 1 must correspond to the first field in the secondary 
file, primary file Field 2 must correspond to the second field in the secondary file, 
and so on) in the DataPerfect merge file. 

A custom WordPerfect secondary merge file can include data from more than one 

panel. I f  you want to include information from other panels. the panel you select 
for the report should contain links to those panels, or you can define a Virtual 

Report Link within the report (see Subreport Using Virtual Link under Menu 

Options in Report, Sub in Reference. 

To create a secondary merge report, 

1 Be sure the cursor is in the panel from which you want to create the report. 

2 Press Report/Export (ShifttF7) to access the report list. 

3 With the cursor on Built-in Short Reports, press Insert to create a new report. 

or 

I f  you want to edit an existing report, move the cursor to the report and press 
Enter. Skip to step 5. 

4 Select Edit Report Name (9) type the desired report name (for example. 
WordPerfect Merge), then press Enter. 

Because you are creating a WordPerfect merge file, the report must be sent to a 
disk file. 

5 Select Disk File On/Off (2). 

6 Select Create File (1) to create a new file. 

7 Type the desired file and path name, or leave the default filename 
SCRATCH.REP, then press Enter. 

I f  you choose the default filename, the file will be placed in the directory that 
contains the DataPerfect program files (for example, c:\DP23\SCRATCH,REP). 

8 Select Disk File Mode WP/DOS (6) to changr fluIn DOS lilt- tu Wu~dPc~ft-CI 

merge file format. 

REPORT SAMPLES 249 



9 

10 

11 

12 

Chwwse Edit Report FOI~IN (8) to display the report form. 

While the cursor is in the First Page Header section, press Report Options 
(Ctrl-F7). 

Choose Create Secondary Merge Report (9). 

Choose Add Data Field (Field in Database) (1). 

If the database fields are named, you will see the name of the field the cursor is on 
above the left comer of the panel. If the fields are unnamed, nothing appears in that 
area. 

A FIELD NAME 

Your panel may look different from the example shown. 

If you want to select a field from another panel, move the cursor to the desired data 
link or panel link and press Down Arrow (1), then select the desired field. 

13 Use Tab to move the cursor to the desired field, then press Select (F4). 

The field name prompt appears. 

If the field is named in the panel, the field’s name appears on the prompt line. If 
the field is not named, nothing appears on the prompt line. Unnamed fields are 
identified by their position in the export record. 

14 Determine whether the field is unnamed or named. 

If the field is unnamed, go to step 16. If the field is named, continue to step 15. 

When naming fields, remember that the merge field name must match the field 
name in the WordPerfect primary file 

Unnamed fields merge into the primary merge file in order. For example, data 
from the first field in the DataPerfect merge report (secondary merge file) merges 
into Field 1 in the WordPerfect primary merge tile. 
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15 lr the field is unnamed and you want to name it, type a merge field name (for 
example, Address), then press Enter. Skip to step 17. 

or 

If  the field is unnamed and you don’t want to name it, press Enter. Skip to 
step 17. 

16 If the field is named and you don’t want to change the name, press Enter. 

or 

If  the field is named and you want to change the name, delete the old name, 

type the new name, then press Enter. 

17 Repeat steps 12-16 for each of the fields you want to include in the report. 

I f  you are modifying an existing merge file, new fields are inserted after any 
existing fields regardless of cursor position. 

16 Once you have selected all necessary fields, press Exit (F7) twice to return to 
the report screen. 

19 Press Report/Export (Shift-F7) to run the report. The resulting file can be 
used as a secondary file in a WordPerfect merge. 

For information on how to do a WordPerfect merge, see Merge in your 
WordPerfect reference manual. 

Editing a Field Format 
All alphanumeric fields should have the ;;T print mode indicator placed at the end 
of their formats to truncate any trailing blanks (see Field Format. Print Mode 

hzndicarors in Reference). To eliminate hard returns, text fields should be formatted 
as AOAO. Thus, when retrieved into WordPerfect, the text field is formatted with 
soft returns. 

To edit a field format for a custom merge file, 

1 Be sure the cursor is in the Report Body section of the report form. 

2 Position the cursor within the reverse video blocks representing the 
alphanumeric field or text field you want to edit, then press Edit (F6). 

3 If  you are editing an alphanumeric field, change the field format to include the;; 
T print mode indicator. 

or 

If  you are editing a text field, change the field format to AOAO. 

4 Press Enter to change the field format. 
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The report form will look stmtlar to thts: 

5 Press Exit (F7) or Save (FlO) to save the report form and return to the menu. 

6 Press Report/Export (Shift-F7) to run the report. 

The screen clears and the message “Report in Progress” is displayed. 

Using the report form shown above, the report will look like this when it is 
retrieved into WordPerfect: 

When the report is finished, the message “Report Finished-Press Any Key to 
Continue” is displayed. 

7 Press any key to return to the report list. 

You can now use this file with a primary file in WordPerfect. 
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Export Data to Other 

Database Programs 
Data cxportcd from a DataPerfect report to other database programs must be in a 

delimited file format. In the steps below, a comma (,> is used as a field delimiter, a 
carriage return and line feed (<CRxLF>) are used as a record delimiter, and 
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instructions. You must use the required delimiters for the database program into 
which you import data. Refer to the documentation for the other database program 
for more information. 

1 Be sure the cursor is in the panel from which you want to run the report. 

2 Press RepurUExporl (Shift-F7) to access the tcyor t list. 

3 With the cursor on Built-In Short Reports, press Insert to create a new report. 

4 Select Disk File On/Off (2) to turn on Disk File, then select Create File (I ) 

5 Enter the desired filename. The default filename is SCRATCH.REP. 

6 If Disk File Mode (6) is not set to DOS ‘l’ext. select this option to change the 
setting to DOS Text. 

7 Select Edit Report Name (9), then enter the desired report name (for example. 
Export to Other). 

8 Select Edit Report Form (8). 

9 Move the cursor to the Report Body section of the report form. 

Now select the fields you want to export. Each field must be separated by a comma 
(,) which serves as a field delimiter. Alphanumeric fields must be enclosed in 

quotation marks. 

10 Press Select (F4) to display the currem panel. 

11 Move the cursor to a field you want to include in the export, then press Select. 

A series of reverse video blocks is displayed to represent the field you selected. 

12 If you selected an alphanumeric field, enclose the field in quotation marks. 

13 Type a comma after all non-alphanumeric fields, and after the quotation marks 
in alphanumeric fields. 

14 Repeat steps 10 through 13 for each field you want to include in the export 

You must place all of the fields on the same line in the Report Body. 

If  necessary, the screen will shift to the left to accommodate all of the fields. 

15 When all desired fields have been selected for the export. press Enter. This 

hard return serves as the record delimiter (<CRxLF>). 
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The report form will look similar to this: 

16 Press Exit (F7) or Save (FlO) to save the report form and return to the Report 
menu. 

17 Press Report/Export to run the report. 

The screen clears and the message “Report in Progress” is displayed. 

Using the report form shown above, the report will look like this when it is run: 

1 

When the report is finished, the message “Report Finished-Press Any Key to 
Continue” is displayed. 

18 Press any key to return to the report list. 
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For instructions on importing this file into another database program, refer to that 
program’s documentation. 

Form letter A report can be used to create a form letter. Form letters can be printed from 
DataPerfect, or can be saved as a WordPerfect file and printed from WordPerfect. 

The following sample report describes how to create a form letter. This report uses 
data from a panel which contains the following fields: First Name, Last Name, 
Address, City, State, ZIP Code, and Balance Due. 

1 Be sure the cursor is in the panel from which you want to run the report. 

2 Press Report/Export (Shift-F7) to access the report list 

3 With the cursor on Built-In Short Reports, press Insert to create a new report. 

4 Select Edit Report Name (r)), then cntcr the desired report nnme (for example. 
Collection Form Letter). 

5 Select Edit Report Form (8). 

6 Move the cursor to the Report Body section of the report form. 

Select the fields for the inside address (customer’s name and address). 

7 Press Select (F4) to display the current panel. 

8 Move the cursor to the First Name field, then press Select to include the field in 
the report form. 

9 Press the Space Bar once, repeat steps 7 and 8 for the Last Name field. then 
press Enter. 

10 Repeat steps 7 and 8 for the Address field, then press Enter. 

11 Repeat steps 7 and 8 for the City field, then type a comma (,) and press the 
Space Bar once. 

12 Repeat steps 7 and 8 for the State field, then press the Space Bar twice. 

13 Repeat steps 7 and 8 for the ZIP Code field. 

I f  the ZIP Code tield does not mclude the ;;E print mode indicator in its format, you 
need to add this indicator to the field now. This will truncate any empty four-digit 
subfield in a ZIP Code. 

14 Position the cursor on the ZIP Code field, then press Edit (F6) to edit the field 
format. 

15 Add ;;e to the end of the field format, then press Enter to return to the report 
form. 

If t11t. Filet Naluc field and the City field do not include the ;;T print mode indicator 
in their formats, you need to add it to these fields now. This will truncate any 
trailing blanks. 
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The report form will look similar to this: 

5 Press Exit (F7) or Save (FlO) to save the report form and return to the menu. 

6 Press Report/Export (Shift-F7) to run the report. 

The screen clears and the message “Report in Progress” is displayed. 

Using the report form shown above, the report will look like this when it is 
retrieved into WordPerfect: 

When the report is finished, the message “Report Finished-Press Any Key to 
Corltirlue” is dixplayal. 

7 Press any key to return to the report list. 

You can now use this file with a primary file in WordPerfect. 
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35 Type the following text: 

Please disregard this notice if payment has already been sent. We thank 

36 Press Enter to move to the next line. 

37 Type the following text: 

you for your patronage. 

38 Press Enter twice, then type Sincerely, and press Enter four times. 

39 Type Fred Jones and then press Enter, and type Collection Department. 

Now insert a Skip to Bottom of Page code. This code prints one letter, then ejects 
the page from the printer, then prints another. 

46 Press Report Options (CtrlbF7) to access the Report Options menu. 

41 Select Skip to Bottom of Page (4). 

The code “Skip to Bottom of Page” is displayed. 
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The report form will look similar to this: 

16 Press Exit (F7) or Save (FIO) to save the report form and return to the Report 
menu. 

17 Press Report/Export to run the report. 

The screen clears and the message “Report in Progress” is displayed. 

Using the report form shown above, the report will look like this when it is run: 

When the report is finished, the message “Report Finished-Press Any Key to 
Continue” is displayed. 

18 Press any key to return to the report list. 
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The report should look like this when it is run: 

When the report is finished, the message “Report Finished-Press Any Key to 
Continue” is displayed. 

44 press any key to return to the report list. 

Mailing Labels The instructions below are for printing labels which are two across on a page and 
one inch deep. These labels can be printed on laser and continuous-feed printers. 
These are general instructions. You may need to modify the settings for your 

particular printer. 

Important: These instructions work only for mailing labels that start one-half inch down the 
page. If you want to print mailing labels that startjush with the top of the page, or if you 
want to use special printfeatures, it is best to print the labels in WordPerfect. To do thi7 
you will need to export the data to disk in WordPe$ect Format (see Data Export in 
Reference for more information). 

1 Be sure the cursor is in the panel from which you want to run the report. 

2 Press Report/Export (Shifr-F7) to access the report list. 

3 With the cursor on Built-In Short Reports, press Insert to create a new report. 

4 Select Edit Report Name (9), then enter the desired report name (for example, 
Mailing Labels). 
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I f  you need to add ;;T to these field formats, 

16 Move the cursor to the First Name field, then press Edit to edit the field format. 

17 Add ;;t to the end of the field format, then press Enter to return to the report 
form. 

18 Repeat steps 16 and 17 tor the City field. 

19 Move the cursor to the end of the ZIP Code field, then press Enter twice. 

Now type the body of the letter. 

20 Type Dear and then press the Space Bar once. 

21 Press Select to display the current panel, then move the cursor to the First 
Name field. 

22 Press Select again 10 select the field, then rype a comma (J 

23 If the First Name field you just selected does not include a ;;T print mode 
indicator, follow steps 16 and 17 above. 

24 Move the cursor to the end of the line, then press Enter twice to insert a blank 
line. 

25 Type the following text: 

Our records indicate that you have an outstanding balance of 

26 Press the Space Bar once to include a space at the end of the phrase. 

27 Press Select to display the current panel, then move the cursor to the Balance 
Due field. 

28 Press Select again to select the field, then type a period (.), 

I f  the Balance Due field does not include a ;;S print mode indicator in its format, 
you need to add this indicator to the field now, This will truncate any extra blanks 
in the field. 

29 Position the cursor on the Balance Due field, then press Edit to edit the field 
format. 

30 Add ;;s to the end of the field format, then press Enter twice to move to the 
next line of the letter (DataPerfect does not wrap text in the report form). 

31 Type the following text: 

Please send the balance due as soon as possible or contact our office 

32 Press Enter to move to the next line. 

33 Type the following text: 

if you have any questions. 

34 Press Enter twice to begin a new paragraph. 
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13 Press Exit (F7) or Save (FlO) to save the report form and return tn the Repour 
menu. 

14 Press Report/Export to run the report. 

The screen clears and the message “Report in Progress” is displayed. 

The report should look like this when it is printed: 

When the report is finished, the message “Report Finished-Press Any Key to 
Cu&lue” is Jisplayyed. 

15 Press any key to return to the report list. 

POSTNET Bar Code labels A POSTNET bar code is a series of short and tall lines used by the United States 
Postal Service to sort mail more efficiently. Because the bar code automates 
sorting, the Postal Service may provide discounted postage for those who use the 
bar codes. The bar codes can be placed on envelopes, mailing labels, or in an 
address block that will show through an envelope window. The sample in rh& 
section explains how to create bar codes on mailing lab&. 

For detailed information on how you can use POSTNET bar codes to take advarltage of U.S. 
Postal Sewice discounts on mass mailings, check with your Postal Service account 
representative, Postal Business Center; or your local postmaster. 

Printers 
POSTNET bar codes must meet the specifications that the Postal Service sets. Not 
all printers have the ability to meet those specifications. To verify that your printer 
is supported by DataPerfect to print the POSTNET bar codes, check the README 
files included with your version of DataPerfect. 
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The I-eport form should look like this: 

42 Press Exit (F7) or Save (FlO) to save the report form and return to the Report 
menu. 

43 Press Report/Export to run the report. 

Ttvz XICTII clcals and the message “Report in Progress” is displayed. 
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Tbc DPBC formuln first finds the last two digits in the street address by 

dividing the street address by 100 and keeping the remainder. Those two digits 
are then concatenated to the ZIP code by changing the numeric strings to 
A-so..o~-t~~ rtr;nnr The rhc.rnr+cr ctr;nn ;c than rnn,rc.rtd h-ark tn 3 n,,m~r;,- LIILIILILLL, JU111~3, 111L bIIc4lUL-Lb-I OLZ111~ 1.3 L,,L,, G”‘l.b“r” ““CR L” ” 11Ulllrzzb 

string. 

After you exit the formula for the Bar Code field, choose “Automatically 
computed at any change and when record is saved’ for the initialization option. 

When you have finished editing the panel, you can restore the records to the 
file. For information on importing data into a database, see Zmyarrin~ Datu 

under Data Import in Reference. 

When the data has been imported into the database, you can begin entering the 
ZIP code or address and ZIP code information. 

Creating a Bar Code Field in a New Panel 
If you are creating a new panel and don’t want to use the DPBC codes for 

creating bar codes, make sure you include a ZIP code field in the panel. The 
ZIP code format should include the ;;P indicator to tell DataPerfect to print bar 
codes. 

If you want to use the DPBC codes to create the bar codes, see the table 
for the fields, formats, and formula you should include in the panel. 

above 

Printing POSTNET Bar Codes 
POSTNET bar codes can bc printed on Inbcls, cnvclopcs, or on an nddrcss block 

that will show through an envelope window. The instructions below are for printing 
POSTNET bar codes on labels which are two across on a page and one inch deep. 
These arc general instructions. You may need to modify the settings for your 

particular application. 

Important: To print POSTNET bar codes you must print from DataPerfect with DPPrint. 
You cannot print POSTNET bar codes by exporting your data into WordPetfect. If DPPrint 
is not active, exit from DataPerfect until you are at the DOS prompt. At the DOS prompt, go 
to the DataPerfect directory and enter dpprint. When DPPrint is active, you can return to 
DataPetject. See Appendix L: Utilities-DPPrintfor more information about the DPPrinr 
program. 

1 Be sure the cursnr is in the panel from which you want to nln the report 

2 Press Report/Export (Shift-F7) to access the report list. 

3 With the cursor on Built-In Short Reports, press Insert to create a new report. 

4 Select Edit Report Name (9) then enter the desired report name (for example, 
Bar Code Mailing Labels). 

REPORT SAMPLES 263 



5 

6 

7 

6 

9 

10 

11 

If you want to send the report to the printer, select Printer On/Off (l), then type 
the appropriate port number. 

If you want to send the report to a disk file, select Disk File On/Off (2), select 
Create a File (I), and enter the de~ired filename. The default name is 

SCRATCH.REP. 

Select Edit Report Form (8). 

Move the cursor to the Report Body section of the report form, then press 
Report Options (Ctrl-F7). 

Select Labels (5). 

Enter 2 as the number of labels across the page. 

Enter 25 as the width in characters of each label. 

Enter 6 as the number of lines per label (one-inch labels provide six typing 
lines). 

The code for the label specifications is displayed in the Report Body section. 

12 Use Select (F4) to select the fields needed for the labels (such as Name, 
Address, City, State, ZIP Code). Be sure that the field length on each line is 25 
characters or less, and that the alphanumeric fields are edited to include the ;;T 
print mode indicator (see Field Format, Print Mode Indicators in Reference). 

If you have more than one Address field, you may want to include an Eliminate 
Lint if Blank code ;It the beginning of these fields. Because some addresses 

contain two lines of information, while others contain only one line, this code 
enhances the appearance of the mailing labels, 

The report form should look like this: 
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The report form should look like this: 

13 Press Exit (F7) or Save (FIO) to save the report form and return to the Report 
menu. 

14 Press Report/Export to run the report. 

The screen clears and the message “Report in Progress” is displayed. 

The report should look like this when it is printed: 

I 

When the report is finished, the message “Report Finished-Press Any Key to 
Continue” is displayed. 

15 Press any key to return to the report list. 



Cr%NiIIg a Bar C0Iie.S Field 
DataPerfect will convert 5-digit ZIP codes, ZIP + 4, and Delivery Point Bar Codes 
(DPBC) into bar codes. 

The DPBC is the most specific of the POSTNET bar codes. It places the last two 
digits of the house number at the end of the ZIP + 4 code. For example, the DPBC 
for 231 North 1000 East would append “31” at the end of the bar code. If you want 

to create mailing labels with a DPBC, begin with Adding a Bar Code Field to u 
Panel below. 

If your database already contains a ZIP code or ZIP + 4 field, and you do not want 
to use the DPBC code, go to Printing POSTNET Bar Codes below. The ZIP code 
field in your database can be used directly to create POSTNET bar codes. 

Adding a Bar Code Field to a Panel 
If you want to create an DPBC field to generate bar codes or if you need to add 
a ZIP code field to a database that contains data, you will need to export the 

records to a disk, remove the data in the database, create the fields and 
formulas, and import the data. See Exporting Data under Data Export in 
Reference for information about exporting data from a database. 

After you have removed the data from the database you can edit the structure of 
the panel If you dnn’t plan on using the DPRC tn generate. har cndc~, make 

sure that you have a ZIP code field in the panel. The ;;P print mode indicator 
should be included in the field format. 

If you want to use the DPBC to generate the bar codes, you should include the 
following fields in the panel: House Number, Street, ZIP Code, and Bar Code. 
The House Number and Street fields take the place of an Address field. In the 
House Number field you enter the first number of the address. The remainder 
of the address is entered in the Street field. The two fields let DataPerfect 
extract the last two digits from the House Number field and place them in the 
DPBC code. 

Use the formats and formulas in the table below to edit the panel. The panel 
codes shown in the table may be different in your panel. 

Panel 

House Number 

(PIF3) 
Street 
(PIF4) 
ZIP Code 
(PI F6) 
Bar Code 
U’IFT) 

Format 

GZZZZZZ 

A25A2 

N99999-9999 

N99999-999999;;P 

Formula 

CONVEKl’[“NYYYYY-YYYYYY”;CAl’. 

T[APPLY.FORMAT[“N99999-9999” 
;PIF6];APPLY.FORMAT[“N99”;(P1 
F3// loo)]]] 
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Report Variable 2 will be equal to either a 1 (true) or a 0 (false), depending upon 
the evaluation of the record. 

The code “Store Value in Report Variable 2” is displayed in the Report Body 
section. 

16 With the cursor in the Report Body section, press Report Options. 

17 Select Skip Record if RV is False (9), then enter 2 as the report variable 
number. 

This code [ells DataPerfect to skip the record if the evaluation in report variable 2 
produces a 0 (false) value. 

The code “Skip Record if 0 (False) is in Report Variable 2” is displayed in the 
Report Body section. 

16 Press Report Options, then select Store Report Variable in Field (8) 

19 Enter 1 as the report variable number. 

The current panel is displayed. 

20 Move to the field that you want to update from BILLED to PAID, then press 
Select (F4) to select this field to be replaced by the report variable. 

The code “Store Report Variable 1 in Field n” is displayed in the Report Body 
section (n represents the field number you selected). 

When the report is run, the cntirc field blanks out and is replaced by the new value 

in the report variable. This option will not move through a data link or panel link to 
store a value in a field. I f  you need to select a field from a destination panel, you 
must use a subreport (see Report, Sub- in Reference). 

The report form should look like this: 

21 Press Exit or Save to save the report form and return to the Report menu. 
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5 

6 

7 

8 

9 

10 

11 

I f  you want to send the report to the printer, select Printer On/Off (I), then type 
the appropriate port number. 

and/or 

I f  you want to send the report to a disk file, select Disk File On/Off (2), select 
Create a File (1). and enter the desired filename. The default name is 
SCRATCH.REP. 

Select Edit Report Form (8). 

Move the cursor to the Report Body section of the report form, then press 
Report Options (CtrllF7). 

Select Labels (5). 

Enter 2 as the number of labels across the page. 

Enter 40 as the width in characters of each label. 

Enter 6 as the number of lines per label (one-inch labels provide six typing 
lines). 

The code for the label specifications is displayed in the Report Body section. 

12 Use Select (F4) to select the fields needed for the labels (such as Bar Code, 
Name, Address, City, State, ZIP Code). You should place the Bar Code field 
above the address field on the mailing label. Also, be sure that the field length 
on each line is 40 characters or less and that the bar code field includes the;; P 
print mode indicator. All alphanumeric fields should be edited to include the;; 
T print mode indicator (see Field Format, Print Mode Indicators in Reference). 

I f  you have more than one address field, you may want to include an Eliminate 
Line if Blank code at the beginning of these fields. Because some addresses 
contain two lines of information, while others contain only one line, this code 

enhances the appearance of the mailing labels. 

264 REPORT SkMPLES 



18 Type 1 for the Report Variable Number, then press Enter. 

Now you will enter the formula. 

19 Type IF and a space. 

20 Select the field you want to search on. (Press F4, tab to the field you want to 
search nn, and per< F4 again.) 

21 Type the rest of the formula. You will type an operator, then the information 
you are looking for, then THEN 1 ELSE RVl ENDIF. For example. if you 
want to search tor records dated after IWO, type > 1YW ‘I’HEN 1 ELSb; KV 1 
ENDIF after you have selected the field. 

I f  you want to search for alphanumeric information (with an A format), type the 
information within quotation marks. For example, if you want to search for records 
that contain the words “10% discount” in the comments field, type IF (then select 
the comments field) = “10% discount” THEN 1 ELSE RVl ENDIF. 

For more information, see Formulas in Reference. 

22 Press FlO to save the formula and return to the report form. 

23 Move the cursor down just below the double lines that show the End of 
Subreport. This will put you back in the main report body. 

24 Press Report Options (Ctrl-F7). 

25 Select option 9, Skip Record If RV Is False. 

26 Type 1 for the Report Variable Number and press Enter. 

27 Select the fields you want to print in the main report body and press Enter after 
the last one. 

Now you will create another subreport. 

28 Be sure the cursor is still in the main report body section of the report form and 

just below the reverse video blocks that represent the fields you selected in step 
27. Then prmc Reprt Optinnn (Ctrl-F7) 

29 Select option 6, Subreports. 

30 Select option 1, Include Subreport 

31 Move to the panel link that goes to the subpanel you want to search in. then 
press Select (F4). 

32 Move the cursor down to the Report Body section of thib Subreport form. Now 
you will create another report variable. 

33 Press Report Options (CtrLF7). 

34 Select option I, Select Report Field. 

35 Select option 4, Store Value in Report Variable. 

36 Type 2 for the Report Variable Number and press Enter. 
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Seerchand Replace This type of report lets you search for specific conditions in the records, and then 
update (replace) the data in the records. 

A search and replace report is not sent to the printer or to a disk file. It simply 
makes changes to the database. 

In the following example, a search is performed for all customers who have been 
billed and who paid fuel servict;s. Assume: a Status ficld exists in the database 
which initially contains the value BILLED. This report changes the Status field to 
PAID. 

Be sure the cursor is in the panel from which you want to run the report. 

Press Report/Export (Shift-F-/) to access the report list. 

With the cursor on Built-In Short Reports, press Insert to create a new report. 

Select Edit Report Name (9), then enter the desired report name (in other 
words, Replace BILLED with PAID). 

Select Edit Report Form (8) to define the report form. 

Be sure the cursor is in the First Page Header section of the report form. 

Press Report Options (Ctrl-F7), then choose Select Report Field (1). 

Select Store Value in Report Variable (4) then enter 1 as the report variable 
number. 

The Specify Formula screen is displayed. 

9 Type the following formula: 

“PAID” 

10 Press Exit (F7) or Save (FlO) to save the formula and return to the report form. 

Report Variable 1 is now equal to PAID. The code “Store Value in Report 
Variable 1” is displayed in the First Page Header section. 

11 Move the cursor to the Report Body section. 

12 Press Report Options, then choose Select Report Field. 

13 Select Store Value in Report Variable, then enter 2 for the repur t VLU iable 

number. 

The Specify Formula screen is displayed. 

14 Type the following formula: 

IF PlFS = “BILLED” THEN 1 ELSE 0 ENDIF 

Pl F8 represents the alphanumeric field that contains the value BILLED. 

15 Press Exit ot Save to save the formula and return to the report form. 
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7 Move the cursor to the field you want to sort on. For example, if you want to 
group the records according to the company name, move the cursor to the 
Company Name field. 

8 Press Select (F4) to select the held. 

The report form is displayed on the screen. In the First Page Header section, the 
following is displayed: “Two-Level Report Sorted by Field: n” (n represents the 

number of the field you selected to group your records). 

9 Move the cursor down to the Two-Level Report Header section of the report 
form. If  you want to print other information besides the total for each group of 
records, select those fields you want to print. 

10 Press Report Options (Ctrl-F7). 

11 Select option 1, Select Report Field. 

12 Select option 4, Srore Value in Report Vaiable. 

13 Type 1 as the Report Variable Number, then press Enter. 

14 .ljlpe 0 (zero) as the formula 
return to the report form. 

for this report variable and press Exit (F7) LO 

15 Move the cursor down to the Report Body section of the report 
want to print any fields for each record, select those fields. 

form. If  you 

16 Press Report Options (Ctrl-F7). 

17 Select option 1, Select Report Field. 

18 Select option 4, Store Value in Report Variable. 

19 Type 1 as the Report Variable Number, then press Enter. 

20 Type rvl+l as the formula and press Exit (F7). 

To print a total of the amounts in a numeric field, you need to modify the formula 
for this report variable. Instead of rvl+l, type rvl+ and then select the field you 
want to total. 

21 Move the cursor down to the Two-Level Footer section of the report form. 

22 Press Keport Options (CtrlW7). 

23 Select option 1, Select Report Field. 

24 Select option 5, Print Report Variable. 

25 Type 1 as the Report Variable Number, then press Enter. 

26 Type a format for the field that will show the total (for example, N999). 
press Enter, (See Field Format in Reference for more information.) 

and 

27 PINS Save (FlO) w mvt: the repu~t ~UIIU sptxificatium a~~cl LCLIJIII LU the Rcpur~ 

menu. 
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Skip If No Data Is in a 
Subpanel 

22 Press Report/Export tu IUII tht: repurt. 

The screen clears and the message “Report in Progress” is displayed. Because no 
fields are being printed, no data is displayed as the program searches and replaces 
the appropriate records in the database. 

When the report is complete, the message “Report Finished-Press Any Key to 
Continue” is displayed. 

23 Press any key to return to the report list. 

Sometimes you may want to print a report that skips a record in a subpanel if it 
doesn’t contain the data you are looking for. This is a useful option when you want 
to print only certam records, such as those dated atter a parttcular date. 

To skip records with no pertinent data, first be sure your cursor is in the main panel 
from which you want to run the report. Then, 

1 

2 

10 

11 

Press Report/Export (ShifttF7) to access the report list. 

Be sure the cursor is on Built-In Short Reports, then press Insert to create a 
new report. 

Select option 8. Edit Report Form. 

Move the cursor down to the Report Body section of the report form. 

Press Report Options (Ctrl-F7). 

Select option 1, Select Report Field. 

Select option 4, Store Value in Report Variable. 

Type 1 for the Report Variable Number, then press Enter. 

Type 0 (zero) and press Saw (Fl 0). Th‘ IS will set the value of the report 
variable back to 0 for each record in the main panel. 

Be sure your cursor is still in the Report Body section of the report form and 
just below the line that says “Store Value in Report Variable One.” Then press 
Report Options (Ctrl-F7). 

Select option 6, Subrepu~ 1s. 

12 Select option 1, Include Subreport. 

13 Move to the panel link that goes to the subpanel you want to search in, then 
press Select (F4). 

14 Move the cursor down to the Report Body section of the suhreport 

15 Press Report Options (Ctrl-F7). 

16 Sclcct option 1, Sclcct Report Field. 

17 Select option 4, Store a Value in Report Variable. 
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The code “Include Header Before Data” is displayed in the Other Page Header 
section. This code forces the header to print on every page of the report, including 
the first page. 

17 Type Invoice Number, then press the Space Bar ten times. 

18 Type Invoice Date, press the Space Bar ten times, then type Amount and 
press Enter. 

To assign a report variable which searches for all invoice dates that fall within the 
specified dates, 

19 Move the cursor to the Report Body section. 

20 Press Report Options, then choose Select Report Field (1). 

21 Select Store Value in Report Variable (4), then enter 3 as the report variable 
number. 

The Specify Formula screen is displayed. 

22 Type the following formula: 

IF PlF5 >= RVl AND PlF5 <= RV2 THEN 1 ELSE 0 ENDIF 

PlF5 represents the dare field which conrains rhe invoice date. 

This formula tells DataPerfect: “If the invoice date is greater than or equal to the 
beginning date, and if the invoice date is less than nr equal tn the ending date. then 
print the specified fields.” 

23 Press Exit (F7) or Save (FlO) to save the formula and return to the report form. 

The code “Store Value in Report Variable 3” is displayed in the Report Body 
section. RV3 will be evaluated as either true (1) or false (O), depending on whether 
the invoice date is between the specified dates in the prompts. 

Next, insert a code which tells DataPerfect to skip the record if the value in report 
variable 3 is false (0). 

24 Press Report Options, then select Skip Record if RV is False (9). 

25 Enter 3 for the report variable number. 

The code “Skip Record if 0 (FALSE) is in Report Variable 3” is displayed in the 
Report Body section. 

You are now ready to select the fields you want to include in the report. 

28 Press Select (F4) to display the current panel, then move the cursor to the 
Invoice Number field. 

27 Press Select to select the Invoice Number field for the report. 

A series of reverse video blocks appears, representing the size of the Invoice 
Number field. 
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37 F~I the formula, type IF awl ii space, then select tk field you want to sort on 

(F4). Then type another space, the appropriate operator, and the information 
you are looking for. Then type THEN 1 ELSE 0 ENDIF. (As in step 21 
above, if you are searching for alphanumeric data, type the information within 
quotation marks.) 

For pxsamplp, if yoke wRnt tn feRrrh fnr nil record< that contain the words “10% 

discount” in the Comments field, you would type IF (F4 to select comments 
field) = “10% discount” THEN 1 ELSE 0 ENDIF. 

38 Press FlO to save the formula and return to the report form. 

39 Press Report Options (CM-F7). 

48 Select option 9, Skip Record If RV Is False. 

41 Type 2 for the Report Variable Number, then press Enter. 

42 While still in the report body of the subreport, select with F4 the fields you 
want printed from that subpanel. 

43 Save the report form specifications by pressing FIO. 

When you run your report, the report will print only those records that contain the 
information you are looking for 

Total for Each Group Sometimes you may want to print a report that totals the number of records that fall 
within each group in the report. For example, if you sort by city and have 10 
records for Los Angeles, you will get the number 10 printed out in the two-level 
footer for that group. 

You can also print a total of the amounts in a numeric field for each group. For 
example, if you sort the groups by the Payment Amount field, the total of the 
amounts paid in each group will be printed in the two-level footer for each group 

To get a total of the records or amounts in a held for each group in a two-level 
report, do the following: 

1 Be sure the cursor is in the panel from which you want to run the report. 

2 Press Report/Export (Shift-F7) to access the report list. 

3 Be sure the cursor is on Built-In Short Reports, then press Insert to create a 
new report. 

4 From the Report menu, select Edit Report Form (8). 

5 With the cursor in the First Page Header section of the report form, press 
Report Options (Ctrl-F7j to display the Report Options menu. 

8 Select Two-Level Report (5). 

The panel is displayed. You are prompted to select the sort held. All records will 
be sorted into groups and totaled based on this field. 
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Report, Sub- 

A subreport is used inside a main report form to group related information from 
two linked panels. A subreport saves time and space by printing the data in the 
source panel only once at the beginning of all the related records, rather than before 
each related record. 

For example, suppose you are using an Accounts Receivable database which has a 
Customer Information panel and a Transactions panel. The Customer Information 
panel contains a link to the Transactions panel. 

As shown in the illustration below, the main report lists the customers’ names. 
addresses, and phone numbers (from the Customer Information panel). The 
subreport lists each customer’s transactions (from the Transactions panel). Withour 
a subreport, the Customer Information would print before every transaction. and 
related data would not be grouped together. 

Creating a Subtepari A whreport can he created nnly in the Report Rody sartinn of the repnrt form 

To create a subreport, 

1 Be sure the cursor is in the panel from which you want to run the report. 

2 Press Report/Export (Shift-F7) to access the report list. 

3 If  you are creating a new report, be sure the cursor is on Built-In Short Reports, 
then press Insert. 

or 

I f  you are adding a subreport to an existing report, move the cursor to that 
report, then press Enter. 
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When you fun you1 lepwlt, it will print a total fol each goup separately along with 

any other information you have selected to print. 

Variable Search 
Conditions 

Variable search conditions are specified by the user at the time a report is run. 
When creating the report, you should define a prompt that specifies which search 
condition(s) to enter. 

The following sample report searches for dates within a specific range (March 1, 
1989 through June 9, 1989). 

1 Be sure the cursor is in the pane1 from which you want to run the report. 

2 Press Report/Export (Shift-F7) to access the report list. 

3 With the cursor on Built-In Short Reports, press Insert to create a new report. 

4 Select Edit Report Name (9), then enter the desired report name (for example, 
Variable Date Search). 

5 Select Edit Report Form (8) to define the report form. 

You need to define two prompts that will appear when the report is run. These 
prompts are for entering the beginning date and the ending date of the search. 

6 Be sure the curbor is in 111~ First Page Headtx >cctiun uf the IC~ULL fuulm. 

7 Press Report Options (Ctrl-F7), then select Prompt for Report Variable (6). 

8 Enter 1 as the report variable number. 

9 Type Enter Beginning Date: then press Enter. 

Now enter the format of the field being evaluated. 

10 Enter D99/99/99 as the field format. 

The code “Prompt for Value of Report Variable 1” is displayed in the First Page 
Header section. 

11 Press Report Options, then select Prompt for Report Variable (6). 

12 Enter 2 for the report variable number. 

13 Type Enter Ending Date: rhen press Enter. 

14 Enter D99/99/99 as the field format for the data to be entered at the prompt. 

The code “Prompt for Value of Report Variable 2” is displayed in the First Page 
Header section. 

Now create column headings for the Invoice Number, Invoice Date, and Amount. 

15 Move the cursor to the Other Page Header section of the report form. 

16 Press Report Options, then sclcct Include Bcforc First Record (3). 



Report Body section (n represents the field number where the link is located: 111 
represents the panel number to which the link is attached). 

3 Define the sections for the subrepon. 

When you use Select to select fields in this new report form. the destination panel 

appears on the screen, imread of the SOIITCP panel 

Create Record Through link 
This option creates a record in the destination panel when the report is run. When 

you select Create Record Through Link (2), the current panel is displayed. and the 
cursor is positioned on the first link in the panel. 

1 If  necessary, move the cursor to the link through which you want to create 
records. 

2 Press Select (F4) to select the link. 
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28 Use the Space Bar to move the cursor beneath the Invoice Date column, then 
repeat steps 26 and 27 for the Invoice Date field. 

29 Use the Space Bar to move the cursor beneath the Amount column, then repeat 
steps 26 and 27 for the Amount field. 

The report form should look like this: 

30 Press Exit or Save to save the report form and return to the Report menu. 

At this point, a user can run the report. 

31 Press Report/Export. 

The screen clears and the message is displayed: “Report in Progress.” The first 
prompt (Enter Beginning Date:) is displayed. 

32 Dntcr 03/01/92 as the beginning date. 

The second prompt (Enter Ending Date:) is displayed. 

33 Enter 06/01/92 as the ending date. 

When the report is finished, a message is displayed: “Report Finished-Press any 
key to continue.” 

94 Press any key to return to the report list. 
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1 Move the cursor to the panel you want to link, then press Enter. 

Now you must select the index for the panel. The index you select from the 
destination panel must list all of fields common to both panels as the first fields in 
the index. 

2 Use Up Arrow (1‘) and Down Arrow (J) to locate the index you want to use, 
then press Select (F4). 

3 Select Add Field From Preceding Panel (l), then select the field you want. 

Or 

Nested Subreports 

Select Add Report Variable (2). then enter the report variable number. 

4 Press Exit (F7). 

5 Define the sections for the subreport. 

Subreports can be nested inside another subreport when several levels of records in 
the panels need to be grouped. Nested subreports are defined by selecting the 
Subreports option from within the Report Body section of another subreport. 

The following illustration shows an example of a nested subreport. The data comes 
from a Company panel, an Employees panel, and a Children of Employees panel. 
The subreport for the Children of Employees panel is nested inside the subreport 
for the Employees panel. 

_- 1 

1 
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The Keport menu IS dlsplayed 

4 From the Report menu, select Edit Report Form (8). 

5 Move the cursor to the Report Body section of the report form. 

First define the part of the report that uses data from the current panel. 

6 Enter the text and select the fields you want to include in the report from the 
current panel. Using the example above, you would select the Customer Name 
field, Address field, Phone Number field, etc. 

Now add the subreport to the main Report Body section. 

7 Move the cursor to the end of the Report Body section, then press Report 
Options (Ctrl-F7). 

8 Select Subreports (6). 

The Subreports and Record Creation menu is displayed. 

Menu Options Access the Subreports and Record Creation menu by placing the cursor in the 
Report Body section of the report form. Then press Report Options (Ctrl-F7), and 
select Subreports (6). A description of each Subreport menu option is given below. 

Include Subreport 
This option inserts the subreport form into the main Report Body section. When 
you select Include Subreport (l), the current panel is displayed, and the cursor is 
positioned on the first link in the panel. 

1 If  necessary. move the cursor to the link you want to use in the subreport. 

2 Press Select (F4) to select the link. 

The report form returns to the screen, with a new report form Inserted in the main 
Report Body section. The code “Subreport Link/Panel n m” is now included in the 
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choose when setting up the two-level report code in the first page header, the two- 
level report in a subreport will always sort on the field following the last common 
field in the index used in the link for the subreport. 

For example, suppose you have created a database for your law office. The 
database contains four panels: the Clients panel, the Cases panel, the Attorney 
Panel, and the Charges panel. You could link these panels and define the indexes 
as indicated in the illustrations below: 

A INDEX FIELD 1 

A INDEX FIELD2 I I 

A INDEX FIELD1 

A INDEX FIELD 2 

A DATALINKTOATTORNEY 
PANEL 

hi PANELLINKTOCHARGES 
PANEL 



Two codes appear in the Report Body section: “Create Record Link/Panel: n m” 
and “Save Record.” 

This option must be used with report variables and the Store Report Variable in 
Field option (see Archiving under Report, Samples in Reference). 

When you run the report, a record is created in the destination pautA accu~ding tw 
the specified report variable(s). 

Create Record from Panel list 
This option is similar to Create Record Through Link (2), except no link between 
the panels is required. Use this option to create a record in another panel. When 
you select Create Record From Panel List (3), the panel hst appears on the screen 
and you are prompted to select a panel from this list. 

1 Move the cursor to the nnmc of the panel through which you want to create 

records, then press Enter. 

Two codes appear in the Report Body section: “Create Record Link/Panel n n” 
and “Save Record.” 

This option must be used with report variables and the Store Report Variable in 
Field option (see Archiving under Report, Surnples in Reference). 

When you run the report, a record is created in the selected panel, according to the 
specified report variable(s). 

Subreport Using Virtual link 
This option provides a way to get information from another panel without having 
an actual link in Da&Perfect. You can create a subreport link between panels that 
are not linked. 

When you select Subreport Using Virtual Link (4), a pane1 list is displayed. You 
need to select the panel to which you want to create the virtual link. 
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9 At the end of the Report Body section for the subreport, define another 
subreport (select the Charges panel as the link for the subreport). 

Now you are ready to select Do Report in Subgroups. The data from the Charges 
panel will be in the subgroups. 

10 Move the cursor to the First Page Header section of the second subreport, then 
press Report Options. 

11 Select Do Report in Subgroups (7). 

12 Add the rest of the fields needed from the Charges panel (see the illustration 
below). 

The report form would then appear as follows: 
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Parallel Subreports You can define parallel subreports in the main report body to accommodate 
multiple panels linked to the main panel. Parallel subreports are defined by 
selecting the Subreports option more than once from within the Report Body 
section of the muin report. 

The following illustration shows an example of a parallel subreport. The data 
comes from a Customer Information panel, an Invoices panel, and a Payments 
panel. The Invoices panel and the Payments panel are parallel subreports. 

Do Report in Subgroups This option is accessed by placing the cursor in the First Page Header section of the 
report form. Then press Report Options (Ctrl-F7), and select Do Report in 
Subgroups (7). 

You may use this option if a subreport is not defined. When used in the First Page 
Header of a main report, it functions in the same manner as a two-level report, 
sorting on the second field in the selected index. 

However, this option is most often used to further classify your subreports into 
subgroups. When you defined a link bctwccn two panels, you selected an index in 
the destination panel (see Link in Reference). Any records in the Report Body 
section of the subreport are sorted according to the first field in the index you 
selected for the link. If  you select Do Report in Subgroups from the First Page 
Header section of your subreport, the records in the Report Body section of the 
subreport are .subgmuped according to the second field of the index used to define 
the link. 

Subgroups always sort by the second field in the index used in the link for the 
subreport. Two-level reports sort by the field directly after the last common field in 
the index used for the link in the subreport. Two-level reports in subreports rely on 
the linking index for sorting purposes. In other words, no matter what field you 



Subreportsand 
Two-level Reports 

A two-lcvcl report can bc included inside of a subrcport (see Remport, Twc)-Lc~~~*l in 

Reference). I f  you choose to do this, the information in the two-level report will be 
arranged in the same way that it is when you do the report in subgroups. The tield 
sclcctcd as the sort field for the two-lcvcl report must bc the second field in the 

index used by the link (see Do Report in SLlbgroups above). 

Also, a subreport can be included in a two-level report. 

Delete a Subreport To delete a subreport, 

1 Be sure the cursor is in the report form and on the line containing the code for 
the subreport you want to delete. 

2 Press Delete. 

3 Type y  at the prompt to confirm the deletion 

Report, Two-level 

A two-level report categorizes records from one panel into groups. The records can 
be sorted first by group (designated by a sort field) and then by the index selected 
on the Report menu. 

For example, if a database contains employee records for many different 
companies, and the company name is stored in each employee record. you can sort 
a report by company name and then alphabetically list all employees of each 
company as follows 

- 



iti INDEX FIELD 1 

kh PANELLINKTO CASES 
PANEL 

A INUtX tltLU 1 

A INDEX FIELC 2 

A INDEX FIELD 3 
B-1116 llEcolD ~it-m eeatc-m m,t-m Lo&up-t k1p13 

Ai iNDEXFIELD 

A DATA LINKTO ATTORNEY 
PANEL 

To include subgroups as a part of your subreport definition, 

1 From the Clients panel, press Report/Export (Shift-F7). 

2 With the cursor on Built-In Short Reports, press Insert to create a new report. 

3 From the Report menu, select Edit Report Form (8). 

4 In the Report Body section, use Select (F4) to select the Client Number field 
and the Client Name field from the Clients panel. 

5 At the end of the Report Body, press Report Options (Ctrl- F7). 

6 Select Subreport (6), then select Include Subreports (1). 

7 Select the Cases panel link as the link for the subreport. 

A new report form appears on the screen 

8 Move the cursor to the Reporr Body section of the subreport, then use Select to 
select the Case Number field and the Name (Case Description) field from the 
Cases panel. 
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I f  you want the Two-Level Report Header to print consistently at the top of the 
page, insert a Page Eject code at the begmnmg of the Two-Level Report Header 
and the Report Body (see Conditional Page Eject under Report Options in 
Reference). Be sure the Other Page Header and the Two-Level Header contain 
identical information. Also, inciude the Skip if Start of ‘Iwo-ievei code in the 
Other Page Header (see Skip if Start of Two-Level under Report 0ption.c in 

Reference). 

10 

11 

12 

13 

Select the fields and type the text you want to appear in the Two-Level Report 
Header. 

Move the cursor to the Report Body section of the report form and define the 
layout of the report body. 

Move the cursor to the Two-Level Footer section of the report form. 

You can place a group total in the footer or simply make the footer an extra 
blank line to provide more space between groups. A Page Eject code can also 
be placed in the footer. 

Define the layout of the footer by pressing Report Options (Ctrl-F7) and 
selecting Number of Records in Section (5). 

The following illustration shows what the report form would look like for the two- 
level report shown above. 

In the above example, you could list the companies (sorted by name) without listing 
all of the additional data. Simply specify that you want a two level report while the 

cursor is in the First Page Header, select the field while in the Two-Level Header, 
and omit the fields from the Report Body section. 

Two-Level Reports A two-level report can be included in a subreport. Also, a subreport can be 
andSub-reports included in a two-level report (see Report, Sub- in Reference). 
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When generated. the report would appear ~1s follows: 

If  you did not include the message “Do Report in Subgroups” in the above report 
form, the report would appear as follows: 



Wheu you generate the report, if you turned off display, Datakrfcct will show n 
status screen. If  you turned the display on. DataPerfect will show the report 
generation in progress. 

Related Information For specific information about how to run a report, see the following sections: 

l Report, Built-In Short 
l Report, Custom 

Report Form 

A report form is the layout of the data included in a custom report 

Create/Edit a Report 
Form 

Creating or editing the report form is the process of defining fields for the report. 
positioning them appropriately, adding text to the report as labels for fields. page 
headings, etc. 

To create/edit a report form, 

1 Press Report/Export (Shift-P7) from the desired panel to display the Report 
menu. 

2 Select Edit Report Form (8) to create or edit the report form. 

The report form screen is divided into the following seven sections: 

Report Ferm Sections The following information describes the content and uses of each section of the 
report form. The report options available for each section are described in Report 

Options in Reference. To see the report options for a particular section. position the 
cursor in the section and press Report Options (CtrLF7). 
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This type of report saves time and space by listing thr WI t field (in this case, the 

company name) only once for all the records in that group. 

You can see the field a two-level report is based on by pressing Reveal (Alt-F3) 
while the cursor is on the two-level report code, 

In the above example, the company name is part of the Two-Level Report Header, 
while the number of employees is part of the Two-Level pooter. bath record listed 
under the company name is part of the Report Body section of the report form. 

A two-level report is generated most quickly if an index exists in the panel which 
first contains the sort field, and then contains the fields in the index currently 
selected on the Report menu (in the same order as they are selected for the index). 

I f  no index exists with the above specifications, DataPerfect builds a temporary 
index. This temporary index is used for the two-level report until you exit the 
database. 

A temporary index cannot be used when a two-level report is defined within a 
subreport. The two-level report must sort on the index used for the link in the 
subreport. 

To define a two-level report, 

1 Be 3ure the cursor is in the panel from which you want to run the report. 

2 Press Report/Export (Shift-F7) to access the report list. 

3 Be sure the cursor is on Built-In Short Reports, then press Insert to create a 
new report. 

4 From the Report menu, select Edit Report Form (8). 

5 With the cursor in the First Page Header section of the report form, press 
Report Options (Ctrl-F7) to display the Report Options menu. 

6 Select Two-Level Report (5). 

The panel is displayed. You are prompted to select the sort field. All records are 
sorted into groups based on this field. 

7 Move the cursor to the desired sort field. For example, if you want to group the 
records according to the company name, move the cursor to the Company 
Name field. 

8 Press Select (F4) to select the field. 

The report form is displayed again on the screen. In the First Page Header section, 
the following is displayed: “Two-Level Report Sorted by Field: 11” (n represents 
the number of the held you selected to group your records). 

9 Move the cursor to the Two-Level Report Header section of the report form. 

At the beginning of each group, the Two-Level Report Header prints the value or 
name of that group. This is not a Page Header; it prints immediately before a new 
group, regardless of its position on the page. 
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Final Footer 

This footer appears on the last page of the report immediately following the last 
piece of data. It can also appear on a separate page at the end of the report. Special 
totalling features are available for G Type numeric fields in this section. 

How DataPerfect When a report is run, DataPerfect evaluates the data in each report section in the 
Evaluates a Report sequence specified below. 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

First Page Header. 

Other Page Header is skipped (it usually includes data which is not 
processed until the second page prints). 

Two-Lcvcl Hcadcr (if a two-level report has been specified in the F&t 
Page Header). 

Report Body (cycles through all of the records in the report, then gee\ on to 
the footers). 

I f  a new page is needed while processing the Report Body, DataPerfect 
processes the Page Footer, then prints the Other Page Header on the next 

page. 

If  the report is a two-level report, and a new level needs to be started, 
DataPerfect processes the Two-Level Footer, then reevaluates the Tuo- 
Level Header before returning to the Report Body. 

Once the enlire Report Body ih tzvalua~cd, tht: Twu-Lcvcl Fuutcr i> 
processed if the report is a two-level report, and the Page Footer i\ 
processed if you are at the bottom of the page. 

The Final Footer is processed and the report ends. 

Report Options 

You can format a custom report in a variety of ways using the report options. 

To access these options, 

1 Press Report/Export (Shift-F7) while in the desired panel. 

2 Move the cursor to the dcsircd report, then press Enter. 

3 Select Edit Report Form (8). 

4 With the cursor in the desired section of the report form. press Report Options 
(Ctrl-F7). 

5 Select the desired option. 
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Report Attributes 

Text and fields in a report may be bolded and/or underlined using Attributes. (Bold 
and underline will print only if you are using DPPrint.) 

To bold or underline as you create a report, 

1 Be sure the cursor is in the report form. 

2 Position the cursor where you want to begin to bold or underline, then press 
Attributes (Shift-F6). 

3 Select Bold On/Off (1) to turn on Bold. 

or 

Select Underline On/Off (2) to turn on Underline. 

4 Type the text or select the field(s) which you want to bold or underline. 

5 Press Attributes again to turn off Bold or Underline. 

To bold or underline existing text or a previously selected field, 

1 Be sure the curcnr ic in the report fnrm. 

2 Move the cursor to the text or field you want to bold or underline. 

3 Block the desired text or field(s) (see Block in Reference). 

4 Press Attributes (Shift-F6). 

5 Select Bold On/Off (1) to bold the block. 

or 

WCCL Undtxlirtz On/Off (2) to underline the block. 

Also see Bold and Underline in Reference. 

Report Display 

In the Screen feature (Ctrl-F3), the Report Display option controls report display. 
You can turn off the report generation display. DataPerfect will then show a status 
screen that informs you a report is in progress and displays the number of records 
processed. 

To change Report Display, 

1 Press Screen (CtrLF3). to access the User Screen Options menu. 

2 Select Report Display On/Off (7). 

Display Off is the default. If the display is on, these steps will turn it back off. 



Do Report in 
Subgroups (FPH) 

A subgroup may be run inside a subreport. A subgroup uses the second field of the 
index defined for the link (the first held is used for the subreport). For information 
on defining a subreport and using subgroups, see Report, Sub- in R<fet-ulc.r. 

Eliminate line If 
Blank (All Sections) 

This option eliminates report lines that contain no data in the selected field\. For 
example, if you are printing addresses that may or may not include a title for an 
addressee, you need to allow a line in the printed ad&s< for that title. However. if 
a particular addressee did not have a title. the report would look better if the rest of 
the address were moved up one line, eliminating the blank line in the middle. 

To use this option, 

1 Move the cursor to the beginning of the line you want to eliminate. 

2 Press Report Options (Ctrl-F7), then select Eliminate Line if Blank (2) 

There is no visual indication in the report form that you have selected this option. 
However, when you ptess L&t Auuw. the GUI-SJI’ moves to the code that was 
inserted in the format, and a message appears above the report form: “Eliminate 
Line if Blank.” You see this message anytime the cursor is positioned on an 
Eliminate Line if Blank code. 

Include After last 

Record (PF) 
The Page Footer- usually prints at the bottom of every page cxccpt the last page. If  
a Final Footer is defined, it prints on the last page instead of the Page Footer. I f  
you want to force the Page Footer to print on the last page in front of the Final 
Footer, select this option in the Page Footer section of the report form. 

When printing both footers on the last page, DataPerfect prints the Page Footer 
immediately after the last data record, and prints the Final Footer immediately after 
the Page Footer. 

I f  you have also selected the Skip to Bottom of Page option in the Page Footer. 
DataPerfect prints the Page Footer at the bottom of the page, and skips to the next 
page to print the Final Footer (if one is defined). 
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First Page Header 
This header appears on the first page of the report and precedes any records that are 
printed. lt can appear on a page by itself, or it can be included on the first page 
with the other headers, the report body, or footers. 

The First Page Header is often used as a report title which requires only literal text. 
In this case, enter the text us you want it to appcnr in the report. The First Page 
Header might also include a date, time, or value from a field in the database. 

To display a tield from a panel in this header, press Select (F4) to access the panel, 
then move the cursor to the desired field. Press Select again to insert the field into 
the header. 

Other Page Header 
This header appears at the top of every page (except the first page). To include the 
Other Page Header on the first page of the report, sekrt lnrltldp Refore First 
Record (see Report Options in Referewe). 

Two-Level Report Header 
You can define a header to appear at the beginning of each two-level section. To do 
this, choose the Two-Level Report option in the First Page Header section of the 
report form. For more information on two level reports, see Report, Tbr-Levc/ in 
Rqfkence. 

Report Body 
The body of the report contains the main information of the report. Typically, it 
might be a simple listing of the records in your file(s). Alternately, it might consist 
of a form lettcl, mailing labels, iuvuiccb, bLalcIucnlh, etc. 

To define a Report Body, you can type the literal text and select the fields you want 
to include. You can move. insert. or delete text and/or fields. 1 .ine\- however, dn 
not wrap; you must press Enter when you want to end a line and begin another. 

Additionally. you can choose from the available report options to further customize 
the layout of the Report Body. 

Two-level Footer 
If  you have a two-level report, this footer can appear at the end of each two-level 
section. Special totalling features are available for G Type numeric fields in this 
section (see Report Options in Reference). For more information, see Two-Level 
Reports under Reports in Reference. 

Page Footer 
Usually, this footer appears at the bottom of all but the last page. It can, however, 
appear on the last page as well. Special totalling features are available for G Type 
numeric fields in this section. 



Repeat Record if RV is True (RB) 

This option causes the report body to be repeated if the value of the report variable 
is true. This option is normally used following a skip or stop command. 

labels (RB) This option is used to create labels, and must be selected at the beginning of the 
Report Body section. 

When you select Labels, you are prompted to specify the number of records per 
line to print. You are also prompted to enter the record width, and the number of 
lines per label. The selections made here overwrite any print margins that may be 
specified on the Report menu. 

After entering this data. the report form is displayed again and a code appears in the 
Report Body section which indicates the number of records per line and the label 
width and depth. 

You only need to insert the text and fields for the first record in the left column. 
DataPerfect then duplicates the layout for the chosen number of records across the 
page. 

See Mailing Labels under Report, Samplrs in Reference for an example of a report 
which uses this option. 

Number of Records in This option prints the total number of records listed in the report. 
Report (FF) 

When you select this option, or either of the next two options (Number of Records 
on Page and Number of’ Records in Section). a G Type numeric field (for example. 
GZZZZZ9) appears. DataPerfect tallies the number of records in the report and 
prints the number in this field. 

To make the field format smaller, position the cursor on the G Type numeric field 
and press Edit (F6). Then use the arrow keys, Backspace. and Delete to modify the 
format. For example, an alternate format might be GZZ9. 

Number of Records 
on Page (PF) 

This option prints the total number of records listed on a page. 

To make the field format smaller, see the instructions above under Nurnkr of 
Records in Report. 

Number of Records in 
Section (TLF) 

This option prints the total number of records listed in the current two-level section. 

To make the field format smaller, see the instructions above under Number of’ 
Records in Report. 

Page Eject (FPH, TM, 
TLF, FF) 

This option inserts a Page Eject code at the cursor position, which instructs 
DataPerfect to skip to the top of the following page. 

This option is useful whenever you want to start a new page. For example, you 
might want to print the First Page Header as a title page. Selecting this option at 
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Conditional Page 
Eject (TLH, RB) 

Various report options are available for the seven sections of the report form. Each 
option is discussed below. Codes in parentheses denote the section(s) to which 
each option applies (see the following key). 

Code Report Section 

FPH First Page Header 
OPH Other Page Header 
TLH Two-Level Report Header 
RB Report Body 
TLF Two-Level Footer 
PF Page Footer 
FF Final Footer 

This option ensures that a multiple-line record is not split between pages. 

If  this code is inserted at the beginning of the Report Body section, DataPerfect 
checks the remaining space on the page to see if the next record will fit in its 
entirety. I f  it will not fit, DataPerfect prints the next record on the following page. 
If  they are defined, headers and footers print as usual. 

I f  this code is inserted at the beginning of the Two-Level Header section, each level 
of a two-level report IS printed on the same page. It the entlre level cannot tit on 
the page, it is moved to the following page. If  used in a Two-Level Header section, 
this code must also be inserted at the beginning of the Report Body section. 

Create Record from 
Panel List (FPH, RB, FF) 

This option lets you create a record in the same panel or in a panel other than the 
c~lrrent one When ymr select this optinn, and then celwt the desired panel, a 

Create Record code and a Save Record code appear in the report form. This option 
is similar to Create Record Through Panel/Link (under the Subreports option), but 
does not require a link between the two panels. 

This option must be used with a Store Report Variable in Field code (see Store 
Report Variuhle in Field below). 

Create Secondary 
Merge Report (FPH) 

Delete Record (RB) 

This option lets you easily create WordPerfect secondary merge files by using field 
names instead of following the edit order imposerl hy field cnrles .See C’r~~torn 

Merge Files under Report, Sumples in Reference. 

This option will delete records while running a report. When this option is used in 
a subreport, you can delete all of the records in a panel. When deleting records 
from linked panels, you must delete records in the destination panel before you 
delete related records in the source panel. If you do not follow this order, the link 
is destroyed, making the deletion of related records very difficult (see Report, Sub- 
in Reference). You can use this option with a two-level report if your report index 
hrst held 1s the held the report IS based on. 

See Archiving under Report, Samples in Reference for an example of a report which 
uses Delete Record in a subreport. 
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Time 
This option inserts a time field with a field format of T99:99 at the cursor position. 
Each time the report is run, the current time is inserted into the field. Be sure the 
system time in your computer is correct. 

Page Number 
This option inserts a numeric field with a field format of GZZZZZ9 at the cursor 
position. When the report is run, the current page number is printed in this field. 

I f  you W~II~ LO rrlakc tht: Geld IUI mat brnalle~, pusitiwn the CU~~OI WLI the G Type 
numeric field and press Edit (F6). Then use the arrow keys, Backspace. and Delete 
to modify the format. For example, an alternate format might be GZZ9. 

Store Value in Report Variable 
This option lets you insert a formula into a report variable. When you select this 
option, DataPerfect prompts you to “Enter Report Variable Number.” After you 
enter the variable number, you are prompted to enter a formula. The operators, 
operands, functions, and syntax for formulas are documented in Formultrs in 
Kejkrence. Also see Keport Variables In Keference. 

See Report, Samples in Rqference for examples of reports with this option. 

Print Report Variable 
This option lets you print the result of a report variable at the cursor position. 
When you sclcct this option, DntnPcrfcct prompts you to “Enter Report Vnriablc 
Number.” After you enter the number, you are prompted to enter a field format for 
the variable. A field of the specified length then is inserted into the report form. 
The field format must corrcspond to the type of data rcturncd by the report variable. 
For example, if you store a name in the report variable, the field format should be 
for an alphanumeric field. I f  you store a date in the report variable. the field format 
should be for a date field. 

Set Page Number 
This option lets you set the beginning page number for a report. I f  you want to 
begin numbering at a number other than one. enter the number you want at the 
prompt. 

When used in a two-level report, this option should be the last command entered. 

Turn Print Off/On 
This option lets you place comments in reports that are being sent to a printer. The 
information within the Turn Print Off and Turn Print On codes will not print. This 
is useful if you want to explain parts of a report, but don’t want the comments to 
print. 

To use this option, 

1 Place the cursor where you want the comment to appear. 

2 Press ‘llwn Print Off (7), then type the comment. 
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Include Before First 

Record (OPH) 
The Other Page Header usually prints ar the top of every page except the first page. 
It’ you want rhe Other Page Header to print on every page including the first page, 
select this option while the cursor is in the Other Page Header section of the report 
form. 

Iteration Control Skip Record if RV is False (RB) 
Thi\ option lets you include or exclude records in a report based on a 
formula.When you select this option, you are prompted to enter the report variable 
(RV)number to be used in the report. 

After entering the report variable number, the following message appears in the 
Report Body section: “Skip Record if 0 (False) is in Report Variable n” (n 
represents the report variable number you selected). 

The report variable used with this option must include a formula. The formula 
evaluates one or more fields in the record for certain values or a certain combined 
value, and returns a I if the value is true, or returns a 0 if the value is false. 

For example, you might want to print only those records that have an account 
balance greater than $25,000. If  the account balance is stored in field P2F7, you 
would assign the following formula to the report variable: 

IF P2F7 > 25,000 THEN 1 ELSE 0 ENDIF 

If the value in P2F7 is less than or equal to 25,000, the result of the formula is 0 
(false). I f  the value is greater than 25,000, the result is I (true). When you assign 
this option to the report variable which contains the above formula, every record 
with a value 1~‘~s than 25,000 in this field is skipped. See Formu1a.r in Reference 
for more information on setting up formulas. 

See Scorch tr~ltl Rrplrrcr and Variable Secrrch Conditions under Report, Samples in 
Rrftrenc,e for examples of reports that use this option. 

Stop [Sub]Report if RV is False (RB) 
This option prompts you for a report variable. During a report, if the returned value 
of the report variable is false. the report stops. While running a subreport, if the 
value of the report variable is false, control is returned to the report. 

Skip to Record at RV (FPH, RB) 
This option performs a search of the selected index of the report, and locates the 
first record that matches the report variable. If  this occurs in the First Page Header 
section and an exact match is not found, an approximate match will be accepted. If  
it occurs in the Report Body section, an exact match must be found or the report 
will be terminated. 

Choose Next Record Using lookup (FPH) 
This option tells DataPerfect to LIES the urlrrted index tn dicplny r7 lnnk~~p livt from 

the data panel and lets the user select a record. 



Subreports (RB) This option lets you access the Subreports and Record Creation menu. This menu 
provides four options. See Rrporr, Sub- in Reference for detailed information. 

Include Subreport 
This option tells DataPerfect to include a subreport within the Report Body. When 
you select this option, the current panel is displayed. You muat select the data link 
or panel link which leads to the destination panel you want to use for the \ubreport. 
After you select the desired link. a new report form is inserted into the main Report 
Body. At this point, you can define the sections of the subreport. 

Create Record Through link 
This option creates a record when the report is run. The record you create is {aved 
in the destination panel through a link you select. 

When you select this option, the current panel is displayed, and you must select the 
link through which you want to create the record. After selecting the link, a Create 
Record code and a Save Record code are inserted into the body of the subreport. 

This option must be used with a Store Report Variable in Field code (\ee Srow 

Report Variuhle in Field above). 

Create Record from Panel List 
This option ic similar to Create Record Through Link. However. thih option lets 
you create a record for any panel in the database (even if no links exist). When ?;ou 
select this option, the panel list is displayed. After selecting the desired panel. a 
Create Rrcord co&. and ti Save Rccurd cuds or illstx trd i[lto tlrr; Rt;pw I Bcrcly. 

This option must be used with a Store Report Variable in Field code (see Str)r~~ 
Repot-t kriahle in Field above). 

Return to Edit 
This option returns the cursor to the report form. 

Two-level Report This option is used to define a two-level report. See Report. 7’1~~-Lewl in 
(W Reference for detailed information. 

Report Variables 

A report variable designates a point in a report where you want an evaluation to 
occur. Report variables are used to perform calculations. create running totals. 
modify data, and select certain records to be used in the report. A report variable 
contains a formula. A formula may contain values, fields, expressions, and other 
report variables. A report can have a maximum of 255 report variable<. You can 
assign any number between I and 255 to a report variable, a:; long IS each report 
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the end of the First Page Header tells DataPerfect to print the First Page Header, 
then skip to the following page before printing subsequent data. 

Prompt for Report 
Variable (FPH) 

This option prompts the user to enter a value in response to a prompt designated by 
the definer of the report. 

For example, you might want to list the records of all customers in a database who 
have not placed an order since a certain date. Because the date changes from report 
to report, it is more convenient to enter the date in response to a prompt than to 
change the search specifications each time the report is run. 

When you select this option, you are prompted to enter the number of the report 
variable (a number between I and 255), the text for the prompt (such as Enter 
Date), and a field format for the variable (for example, D99/99/9999). 

The field format must be appropriate to the type of data which should be entered. 
Text fields are not allowed. The maximum value accepted for an alphanumeric 
field is 180 characters. 

The reporr form is displayed again, and LIIC rvllowing cudt: is diqktynl ill the Filst 

Page Header section: “Prompt for Value of Report Variable tP (n represents the 
report variable number you specified). 

When the report is run, the prompt appears on the screen, and DataPerfect waits for 
a value to be entered. 

See Variable Search C‘ondlttons under Report, Samples in Reference for an 
example of a report that uses this option. 

Record Number (RB) This option numbers the records in the report. 

When you select this option, a G Type numeric field (such as GZZZZZ9) appears. 

If  you want to make the field format smaller, position the cursor on the G Type 
numeric field and press Edit (F6). Then use the arrow keys, Backspace, and Delete 
to modify the format. For example, an alternate fnrmat might he GZZ9. 

When the report is printed, DataPerfect numbers each record and prints that number 
in the field specified above. 

Select Report Field 
(All Sections) 

This option lets you insert a specific field into the report, or lets you specify report 
variables. The available options are listed below. Field formats may be edited the 
same as any other field. 

Date 
This option inserts a date field with a field format of D99/99/99 at the cursor 
position. Each time the report is run, the current date is inserted into the field. Be 
sure the system date in your computer is correct. 
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After you have created the report variable. a code appears in the report form: 
“Store Value in Report Variable n.” 

Editing a Report 
Variable 

You can use Reveal to edit an existing report variable. or to check the formula for a 
specific report variable number. 

1 Be sure the report form is on the screen. 

2 Position the cursor on the line containing the report variable code. 

3 Press Reveal (AhF3). 

Printing a Report 
Variable 

The Specify Formula screen displays the formula for the report variable. 

4 Edit the formula for the report variable 

If you want to see which field in the panel is represented by a field code (for 
example, PIF9), move the cursor to the field code and press Reveal. 

5 Press Exit (F7) or Save (FlO) to save the formula and return to the report form. 

You can use the Print Report Variable option to print the resulting value of a report 
variable. This option can be used in any section of the report form (see Ke/~‘f 
Upicms in ReJcrrrrce). 

To print a report variable, 

1 Be sure the report form is on the screen. 

2 Position the cursor where you want to print the report variable, then press 
Rqmrt C)ptinns (CM-F7) 

3 Choose Select Report Field (I ). 

4 Choose Print Report Variable (5). 

5 Enter the number of the report variable which you want to print 
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3 Press Turn Print On (8). 

Turn File Off/On 
This option lets you place comments in reports sent to a disk file. The information 
within the Turn Print Off and Turn Print On codes will not print. This is useful if 
you want to explain parts of a report, but don’t want the comments in the disk file. 

To use this option, 

1 Place the cursor where you want the comment to appear. 

2 Press Turn File Off (9), then type the comment. 

3 Press Turn File On (A). 

Printer Control 
(All Sections) 

This option lets you insert control strings for your printer, such as page orientation, 
t)liut &;lmity, amI font. See your printer manual for information about specific 

printer control strings. 

Skip if Start of 
Two-level (OPH) 

Skip to Bottom of 
Page (FPH, RB, TLF, 
PF) 

Store Report Variable 
in Field (RB) 

When you select this option, the Two-Level Header prints at the top of the page in 
place of the Other Page Header (if the record being printed does not continue past 
the page break). This option is usually used with the Conditional Page Eject code. 

Any text in the Other Page Header above the Skip if Start of Two-Level Header 
code will be printed on every page except the first page. Text below the code will 
be skipped if a two-level header is to be printed. 

This option inserts a Skip to Bottom of Page code at the cursor position. This code 
instructs DataPerfect to skip to the footer at the bottom of the current page. 

Normally, DataPerfect prints the Page Footer immediately following the last text in 
ttlc Rcpult Budy VII t;n~h pdgc. l%~- cnamplc, on the last page of a report, thcrc may 
only be a few lines of data to be printed. The footer would print immediately after 
those lines. If  you want to ensure that the footers always print at the bottom of the 
page, select this option at the beginning of the Page Footer. 

This ootion lets you change record information in a panel by storing report 
variables in fields. When you select this option, you are prompted for the report 
variable number to store, and for the field where you want to store it. The report 
variable you select should have a formula assigned to it that produces the desired 
result. When the report is run, the formula is calculated and the result is stored in 
the designated field for each record which matches the search conditions. 
Modifying a record may cause the record to be indexed ill a Jiffcl~ent location. 
DataPerfect does this without losing the record’s place in the index. 

Specific steps fnr including thic nption in a report are found in Storing a Report 
Vuriable ill Field under Report Variubles in Reference. 
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Prompts are most commonly used to perform calculations or IO define search 
conditions in conjunction with other report variables. 

The value stored in the report variable can be used later to select certain records for 
use in the report (see Report Options in Reference). 

For example, you may want to list all of the customers who have purchased a 
certain item. You can prompt for the item in a report variable. then use a tormula 
that checks to see if that item appears in the Item Purchased field. I f  it does, the 
report includes that record. If  it does not. the report excludes that record (you must 
use a Skip Record if False code). 

See Variable Search Conditions under Report, Samples in Reference for a report 
which prumpts fur a report variable. 

Storing a Report 
Variable in Field 

After a report variable has been calculated. you may want to store it in a held in a 
record. A report variable can be stored only in a field in the current panel. You 
cannot store a report variable in a linked panel unless you use a subreport (see 
Report, Sub- in Reference). 

To store a report variable in a field. 

1 Be sure the report form is on the screen. 

2 Position the cursor in the Report Body section. 

3 Press Report Options (CtrlLF7). 

4 Select Store Report Variable in Field (8). 

5 Enter the report variable number you have chosen. 

The current panel is displayed. 

6 Move the cursor to the field in which you want to store the report bariablc, then 
press Select (F4) to select the field. 
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variable has a different number. Each report variable you create is applicable only 
for the current report: it cannot be transferred to another report. 

Creating a Report 
Variable 

You can create a report variable in any section of the report form 

To create a report variable. 

1 Be sure the cursor is in the panel from which you want to run the report. 

2 Press Report/Export (Shift-F7) to access the report list. 

3 If  you are creating a new report, be sure the cursor is on Built-In Short Reports, 
then press Insert. 

I f  you are adding a report variable to an existing report, move the cursor to that 
report, then press Enter. 

The Report menu is displayed. 

4 From the Keport menu, select Edrt Keport l+orm (8). 

5 Position the cursor in the section where you want to store a value in the report 
variable. then press Report Options (CtrlLF7). 

6 Choose Select Report Field (I ). 

7 Chooac Store Value in Report Variable (4). 

Store Value in Report Variable simply stores a value. It does not print any values. 
When you select this option, you are prompted to enter the report variable number. 
This is the number that can be used to refer to this report variable later in the report. 

8 Enter the report variable number you have chosen. 

The Specify Formula screen is displayed. 

9 Type the formula for the report variable entered in step 8. Use Select (F4) to 
select any necessary fields. Do not press Enter when you finish. 

10 Press Exit (F7) or Save (FlO) to save the report and return to the report form. 
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1 Be sure the report form is on the screen with the cursor in the First Page Header 
section. 

2 Initialize RVl to a value of zero (0). See Inifializit~g II Rrport \tiricthlr abo\ t: 

for specific instructions. 

3 Move the cursor to the Report Body section, then create another RV I. See 
Crenring II Report Voriohlp ahove fnr cperihr instrtictions. For the example 
above, type the following formula: 

IF PlF2 > 30 THEN RVl + 1 ELSE RVl ENDIF 

PI F2 represents the field containing an employee’s age. 

This formula tells DataPerfect: “If the value in the field containing the employee’s 
age is greater than 30, then add the number 1 to the report variable. If  the value in 
the field is equal to or less than 30. then leave the report variable as it ii.” 

Now assign Itie turuli~lg Lulal Lu t)tilll at the 2nd of the report. 

4 Move the cursor to the Final Footer section of the report form 

5 Follow the steps for Pritdrzg CI Report I/ttriahle above 

When the report is run, the total number of employees over 30 is printed at the end 
of the report. 

Using a Report 
Variable as an Operand 

A report variable can be used in a formula as an operand. For example, a report 
variable is used as an operand in the following formula: 

IF P 1 F4 = RV 1 THEN 1 ELSE 0 ENDIF 

See Variable Search Conditions under Keport. Smtples m Kqferetzce for an 
example of a report that uses a report variable as an operand. 

Deleting a Report 
Variable 

To delete a report variable, 

1 Be sure the cursor is in the report form. 

2 Position the cursor on the line which contains the code for the report I Cable 
you want to delete. 

3 Press Delete. 
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6 Enter the format of the report variable field you want to pi-int. The fol~mat you 
specify must be the same as the type of data being returned from the report 
variable. For example, if the report variable returns a date, you must enter a 
date field format. 

The field format you specified now appears at the cursor position. When you run 
the report. the report variable will be printed. 

Prompting for a 
Report Variable 

This option is available only within the First Page Header section of the report 
form. It provides a way to change the search conditions each time a report is run. 

To include a Prompt for Report Variable code, 

1 Be sure the cursor is in the report form in the First Page Header section 

2 Press Report Options (Ctrl-F7). 

3 Select Prompt for Report Variable (6). 

4 Enter the desired number for the report variable. 

The number you enter can be used to refer to this report variable later in the report. 

A reverse video bar is displayed. You must enter the desired prompt information. 
For example, if you want to prompt the user to enter a certain item purchased, you 
might enter “Item Purchased:” for the prompt. 

5 Enter the message you want to use to prompt a user for the necessary data. 

6 Enter the field format that will accept the data entered at the prompt. For 
example, if you enter “Item Purchased:” as the prompt, an appropriate format 
mighr be A30 because the descriptions of most items would use less than 30 
alphanumeric characters. (The maximum value accepted for an alphanumeric 
field is I80 characters.) 

A code appears in the report form: “Prompt for Value of Report Variable n.” 
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Save 

l Save on a disk any changes that have been made to a record. 
l Save the current field when in Edit mode. 
l Copy a defined block of text into a separate buffer. The block can then be 

retrieved to another position using Move. 
l Save a panel definition to disk. 
l Save a report form and return you to the Report menu. 

Any changes made on the Screen menu affect only the current database. When you 
select a setting for any option on the Screen key, that setting becomes the default 
for the database. 

If  you have set Screen option defaults for a particular database and want to use the 
same defaults in defining a new database, access the existing database. then exit to 
the dotabasc list to dcfinc the new dotabasc. All of the defaults in the database you 

previously accessed will be assumed for the new database you create. These 
defaults can be changed later if necessary. 

SAVE : SCREEN 307 



Tk cuds appearx it] the Report Body secrion: ‘Store Reporr Variable n in Field 
117: 

When the report is run, the value in the report variable is stored in the designated 
field. 

See Srtrrcl~ trrd Replu~r and Arcllivirrg undu fir\~~r[, Sumyls.~ ill RcJcret~ce TUI 

reports which store a report variable in a field. 

Initializing a Report 
Variable 

You can initialize a report variable so that its value is reset each time the report is 
run. 

To initialize J. report variable, 

1 Be sure the report form is on the screen. 

2 Position the cursor in the section where you want to add the report variable 
(usually in the First Page Header section). 

3 Follow the steps for Creating a Report Variable above. When you are 
prompted to enter a formula, type zero (0) as the formula. 

4 Press Exit (F7) or Save (FlO) to save the formula and return to the report form. 

This report variable is reset to zero (0) each time the section which contains the 
report variable (for example, First Page Header section) is evaluated. 

Creating Running 
Totals 

A running total is a total that is updated as each record is processed in the report. 

For example. if you are running ;L report that lists all of the employees of a 

company and their ages, you could create a running total at the end of the report to 
show how many employees are over 30 years of age. 

To create a running total using report variables, 
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You see either the message b&rrrrhing or +.%lrrhing in the lower left corner of the 
instruction box, specifying the direction of the search which DataPerfect ik 
performing. 

1 

When DataPerfect tinds a record, that record is displayed on the screen until you 
press *Search (F2) to continue searching in the same direction for more matching 
records, or *Search (Shift-F2) to search in the oppusite diiectlun. 

The search ends when the beginning or end of the file is reached. When the search 
ends, the last record matching the search curtditium is Jisplaled on the scl-ccn. and 
the message “Search to end of the file completed” is displayed in the instruction 
box. 

Record Selection in a 
Search 

You can use Search to select records for a report. an export, an import. or a 
multiple remove. In each case, you have the option to include or exclude each 
record that matches the search condition(s) you have specified. 

If  you have already defined a set of conditions to select records in a report. export, 
import, or multiple remove, you are asked if you warn to use ihe curiditioii\ aIreddy 
defined, or if you want to specify new ones. 

If  you type y  (for Yes) when prompted to use existing search conditions, Foti 
bypass the Search menu and are prompted to include or exclude those records 
which satisfy the search. 

If  you type n (for No) when prompted to use existing search condmons. the cursor 
moves to the Search Options menu. If  you set new conditions. they are appended 
to the existing search conditions. If  you want to set new conditions and not have 
them appended to the existing conditions, select Reset Conditions (option 5 1 before 
setting the new conditions. 
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Nonfunctioning 

Report Variables 
If the report variables you have assigned do not calculate correctly, the following 

suggestions may help you determine what is wrong. 

l Be sure the formula in the report variable is accurate. See Editing a Report 
Variable above for help. 

l Be sure the report variable you assigned is in the appropriate section of the 
IC~UI t TUIIII. FUI ex.amplt;, a IC~UI t variable placed in IIIC Filet Pag:c Hsadcr 
section is only evaluated once, whereas a report variable placed in the Report 
Body section is evaluated for each record in a panel (see Report Options in 
Reference). 

l Print the report variable (see Printing u Report Vkriuble above) in the Report 
Rody This may give ynu a clue what is wrong Fnr example, suppose you are 

attempting to print a running total of the number of company employees over 
the age of 30. If  the number of employees shown to be over 30 is consistently 
inaccurate. then you know you need to check the formula used in the report 

variable and/or check the location of the report variable in the report form. 

If  you do not want the report variable to print after you have located the 
problem, delete it from the Report Body, then run the report again. 

Reveal 

You can press Reveal (Alt-F3) once in any mode to display the field formats in a 
panel (see Field Format in Reference). Pressing Reveal twice displays the creation 
order (field number) of the fields in a panel. Pressing Reveal three times displays 
the edit order of the fields in a panel (see Chunge Edit Order under Panel Options 
in Reference). Press any key (except Reveal) to restore the screen. 

When you are editing a report form, you can place the cursor on a report variable 
code and press Reveal to view or edit the formula used in the report variable (see 
Report Form and Report Variables in Reference). 

I f  you have selected a field to include in a formula or in a report, you can press 
Reveal while the cursor is positioned on the field code (see Select in Reference). 
This displays the actual panel and tield represented by the field code. bar example, 
because the field code PlF8 represents the eighth field created in the first panel, 
pressing Reveal displays the actual panel and field represented by PlF8. 

If  you are editing a two-level report, you can place the cursor on the Two-Level 
Report Sorted by Field code and press Reveal to see what field the two-level rer 
is based on. 
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*J*ns?n would find Jensen. Jenson, Johnsen, Johnson, and Jansen. The template 
New York without any asterisks or question marks would match only those records 
containing New York in that field (not New York City or some other value). 

You cannot perform a template search through a data link or panel link 

To specify a template for a search, 

1 Press @Search (F2) to access the Search Uptrons menu. 

2 Move the cursor to the desired field. 

3 Select Template (2). 

4 Type the template and press Enter. 

To search for an asterisk, use *** as the template. To search for a question mark, 
use *?* as the template. 

You can temporarily change the wildcard characters. To do drib, wheu Pru~uP~ed tu 
enter a template, type a broken vertical line (I) followed by the character you want 
to replace the asterisk, and then type the character you want to replace the question 
mark. For example, the template !%$ makes the percentage sign and the dollar sign 
wildcard characters. The original wildcard characters are restored when the search 
is finished. 

A template search on a G, H, or D formatted field requires an exact template of the 
value you want. For example, if you were looking for 45 in a G field, you would 
not find the value 0045. On a date field, a template search for 03/12/1993 must be 
entered as 03/12/1993 and not 03121993. 

Specify Formula You can specify a formula in a search. Each record is examined during the search. 
When you specify a formula for a search, the search does not find the records 
which contain the formula. Instead, the search finds the records which answer the 
formula. It the tormula statement IS true, the record IS a match. If  the statement is 
false, the record is not a match (see Formulas in Reference). 

The following is an example of a formula: 

PlF4*PlF8>250 

PlW represents Panel 1, Field 4. I’1 P8 rcprcscnts Panel 1, Field 8 

A search which specifies this formula finds all of the records where PlF4 
multiplied by PlF8 is greater than 250. 

Functions and operators are also available in formulas. The following is an 
example of a formula which uses functions and operators: 

(contains[PlFl;“BOB”] or contains[PlFl;“LISA”]) and PlF6 = 
date[10;5;19891 
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Related Information For specitic information about each of the options on the User Screen Options 
menu. see the following sections: 

l Ant under Sturtup Options in Getting Started l Report Display 
. Character Map l State 
l Color l Time 
- Date - Top Lint Display 

l Help, Auto l Top Line Display 

Search 

DataPerfect lets you search for specific records in a forward or reverse direction. A 
search i< uwd far finding a certain recnrd, when running a repnrt, expnrt, nr impnrt, 

or when removing records from a file. 

When you press *Search (F2) or *Search (Shift-F2), the Search Options menu is 

If  you perform a search while in a report, Do Trial Search on Panel (option 7) is 
also displayed on the menu. 

This section provides information about the Search feature and the options 
available when you perform a search. 

Performing a Search Before you perform a search. you need to specify the search conditions (the search 
conditions are discussed in the following pages of the Search section). Three kinds 
of searches are available: range search, template search, and formula search. After 
ynr~ finish specifying the conditions, press *Search (F2) to search the records from 
the beginning of the file, or press 4Search (Shift-F2) to search the records from the 
end of the file. 
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For example, an AND condition may look like this: 

Field 5 is in the range 20 through 25 
AND Field 13 matches paid 
AND PlF3 = 60 

Paid is the value entered in the template. 

These search conditions find all of the records where the values in field 5 are 
between 2(1and 25 AND where field 13 matches paid AND where PlF3 = 60. 

ALL of these conditions must be met before the record is found. 

An OR condition may look like this: 

Field 5 is in the range 20 through 25 
OR Field 13 matches paid 
OR PlF3= 60 

These search conditions find all of the records where the values in field 5 are 
between 20 and 25 OR where field 13 matches paid OR where PlF3 = 60. 

If ANY of these conditions are met, the record is found. 

If you need to combine ANDs and ORs, a formula must be used. 

Consider the conditions below: 

PlF5 >= 20 and PlF5 C= 25 
and PlF13 = “paid” 
or PlF3 = 60 

These conditions find a record where field 5 is berween 20 and 25 AND whele 

either field 13 matches paid OR where PlF3 = 60. 

Bccnusc AND has o higher operator priority than OR, the qtgtement would be more 

clearly written like this: 

PlF5 >= 20 and PlF.5 C= 25 
and (PlF13 = “paid” or PlF3 = 60) 

Match Any/All Conditions has no effect on a formula that contains AND and OR. 
If you warlt tu replace AND with OR (or vice versa), you must edit the formula 

manually. 

Do Trial Search on 
Panel 

Do Trial Search on Panel is an option that appears on the Search Options menu 
when you perform a search while in a report. This option lets you test the search 
conditions you have specified to confirm that the correct records have been found 
before running the report. 

To do a trial search on a panel, 

1 Be sure the Report Search Options menu is on the screen (option 4 on the 
Report menu). 
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When you finish specifying the conditions, press @Search (F2) to accept and use 
them in the report, export, import, or multiple remove you are performing. If  you 
do not want to use the search conditions at that time, press Exit (F7) to exit the 
Search Options menu. The search conditions are stored, but not used. 

In a report, export, or import, you are prompted to set the search conditions before 
choosing to include or exclude the records that match. In a multiple remove, you 
are prompted to include or exclude the records before specifying the search 
conditions. 

Specify Range A range consists of a low value and a high value for a field. I f  the field value for a 
record is found within the specified range, then a search finds that record. 

For example, you could search for Invoice No. 0003 1 by specifying a low value of 
00031 and a high value of 00031 on the Invoice No. field. A search for this value 

would find only a record for Invoice No. 0003 1. 

You can specify any number of ranges for each field in a panel. You cannot use a 
range search through a data link or panel link. 

To specify a range for a search, 

1 Press *Search (F2) to access the Search Options menu. 

2 Move the cursor to the desired field. 

3 Select Range (1). 

The low value defaults to whatever value was in the field when you pressed 
*Search. 

4 If  you want to use the default value, press Enter. I f  you want to use a new 
value, type the desired low value for the range, then press Enter. 

The high value defaults to the value you entered as the low value. 

5 If you want to use the default value, press Enter. I f  you want to use a new 
value, type the desired high value for the range, then press Enter. 

Examples of search values in an alphanumeric field include A* (high value) 
through D* (low value) and Aa (high value) through Am (low value). 

Of the three kinds of searches, a range search retrieves data the quickest, but only 
when the field on which the search is being performed is the first field of the index 
that is being used. 

Specify Template A template is a word or number pattern. You can use wildcard characters when 
specifying a search template. An asterisk (*) represents any number of characters 
in succession, while a question mark (?) represents only one character. 

For example, *MIT* would search for those records that contain the letters MIT 
anywhere in that field. MIT* would find only those records where that field begms 
with MIT. 
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I f  you make a mistake, select Delete Last Emry in List (2‘1 to delete the last 
selection, or select Delete List (1) to erase the entire list and start again. 

5 When finished, press Exit (M) to return to the Field Options menu. 

Whenever you press *Search (F2) on a field which has been assigned a search field 
list, all the fields in that list will be searched. 

Editing a Search 
Field List 

To edit a search field list, 

1 Move your cursor to the field which contains the search field list you want to 
edit, then press Define Field (Shift-F@. 

2 Select Define Search Field List (7). 

3 Use Tab and Shift-Tab or the Shift-arrow keys to move the cursor to the field 
you want to edit in the search field list. 

You may need to select Delete List (1) or Delete Last Entry in List (2) to access the 
desired field. 

4 Press Select (F4j to select the field. 

5 Press Exit (F7) to return to the Field Options menu. 

Deleting a Search 
Field list 

To delete a search field list, 

1 Move your cursor to the field which contains the search field list you want to 
delete, then press Define Field (Shift-F8). 

2 Select Define Search Field List (7). 

3 Select Delete List (1). 

4 Press Exit (F7) to save the deletion and return to the Field Options menu. 

Select 

Select (F4) is used to bring data into the current field from a previously displayed 
field. It is also used to select fields for formulas, reports, and field lists. 

Data YUU cau use Select (F4) iu enter d&a quickly into a field. I f  you are crearing a 
record, you can press Select to fill in a field with information from the most 
recently displayed record in the panel (the background record). You can change 
this Ouckgruund rtxuru’ by performing a lookup and pressing Enrer on rhe desired 
record. 
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A search which specifies this formula finds all of the records where PI F I contains 
the value BOB or LISA and where Pl F6 contains the value May IO, 1989. 

To specify a formula. 

1 Press *Search (F2) to access the Search Options menu. 

2 Select Specify Formula (3). 

3 Type the formula. 

If  you need to include fields in the formula, use Select (F4) to select the fields (see 
Select in Reference). 

I f  the formula needs to include fields from a linked panel, press Select to display 
the current panel, and move the cursor to the desired link. Press Down Arrow (.J) 
to display the linked panel, then move the cursor to the desired held and press 
Select. The selected field appears in the fnrmiila with a fnrmat similar to 
P IF I P2Fl (PIF I represents the field in the source panel that contains the link, and 
P2Fl represents the field you selected from the linked panel). 

4 When you finish typing the formula. do not press Enter. Press Save (FlO) or 
Exit (F7) to return to the Search Options menu. 

If  you want to perform a template search in a formula, you must use the conruins 
function. See Functions in Reference. 

Display Conditions 

Reset Conditions 

Match Any/All 
COnditiOnS 

Display Conditions lets you see all of the search conditions currently set. 

To display the current search conditions, 

1 Press *Search (F2) to access the Search Options menu. 

2 Select Display Conditions (4). 

The current search conditions are displayed. 

3 Press Exit (F7) to return to the Search Options menu. 

Reset Conditions lets you delete the current search conditions. 

Tu reset the search cunditiwns, 

1 Press *Search (F2) to access the Search Options menu. 

2 Select Reset Conditions (5). 

A message appears in the lower part of the instruction box: “No search conditions 
have been defined.” At this point, you can enter new search conditions. 

Match Any/All Conditions lets you toggle between OR and AND. When you 
specify more than one condition, use AND to find those records that match all of 
the conditions. Use OR to find records that match any of the conditions. The 
default setting is AND. 
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Clear/Append With 
Each Put 

Clear/Append With Each Put (4) lets you change the Clipboard setting from Clear 
to Append and vice versa. If  the setting is Clear, then any data already in the 
Clipboard is erased when you put new information in the Clipboard. If  the setting 
is Append, data is appended to the information in the Clipboard. 

The current setting is displayed in the lower part of the instruction box. The setting 
will say either “Append to Clipboard” or “Clear Clipboard.” 

Use Clipboard for 
ReportIlmport 

I f  you select Use Clipboard for Report/Import (5), reports are sent to the clipboard, 
and data for imports is retrieved from the Clipboard. If  you select this option again, 
reports and imports perform as usual. 

I f  this option is on, a message is displayed in the lower part of the instruction box: 
“Report or import uscb Clipboard.” 

Retrieve from 
Clipboard 

Retrieve from Clipboard appears as option 6 if you access the Shell menu while 
you are in a report, an Edit Help screen, Define Panel mode, or editing a text held. 
It lets you retrieve data from clipboard into the current work area. 

Some ASCII characters don’t retrieve correctly if Shell Option 3 is set to WP 
Merge. If  you are having problems retrieving data, set option 3 to WP Text and try 
again. 

Data in the Clipboard is not visible when moving from the Clipboard to 
DataPerfect. To view the data in the Clipboard, select Clipboard (2) from the Shell 
screen. 

Related lnformatlon You can find related information about the Shell and its functions in the Shell 
sections of this manual. 

Sort Order 

Each ASCII character has a sort value. The sort value determines the order in 
which the character is sorted by an index. A character with a low number will be 
sorted before a character with a high number. 

When international characters are included in an index, they are sorted according to 
a table maintained in DataPerfect. This allows a true alphabetical sort order instead 
UT 11~ standiud ASCII w&r. FUI w.iuuplr. iT yuu ux tit: p~cdtzlind ~ablc. 11x ii, 8, 

and a are sorted with the lower and uppercase A, rather than at the end of the list. 
However, with the System Operations feature of DataPerfect, it is possible to 
change the order in which index entries are sorted by the index. To do so, you mus 
modify the sort order table. 

To access the sort order table while in a panel, 

1 Press System (Shift-F9) and select Character Sort Order (3). 
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For example, an AND condition may look like this: 

Field 5 is in the range 20 through 25 
AND Field 13 matches paid 
AND PlF3 = 60 

Paid is the value entered in the template. 

These search conditions find all of the records where the values in field 5 are 
between 20 and 25 AND where field 13 matches paid AND where PlF3 = 60. 

ALL uf tlrcsc cunditiuna must k met befwc tllr ICLCJL~ ih fuuu~~cl. 

An OR condition may look like this: 

Field 5 is in the range 20 through 25 
OR Field 13 matches paid 
OR PlF3 = 60 

These search conditions find all of the records where the values in field 5 are 
between 20 and 25 OR where field 13 matches paid OR where PlF3 = 60. 

If  ANY of these conditions are met, the record is found. 

If  you need to combine ANDs and ORs, a formula must be used. 

Consider the conditions below: 

PlF5>=20andPlF5<=25 
and PlF13 ="paid" 

or PlF3 = 60 

These conditions find a record where field 5 is between 20 and 25 AND where 
either field 13 matches paid OR where PlF3 = 60. 

Because AND has a higher operator priority than OR, the statement would be more 
clearly written like this: 

PlF5 >= 20 and PlF5 c= 25 
and (PlF13 = “paid” or PlF3 = 60) 

Match Any/All Conditions has no effect on a formula that contains AND and OR. 
If you want to replace AND with OR (or vice versa), you must edit the formula 
manually. 

Do Trial Search on 
Panel 

Do Trial Search on Panel is an option that appears on the Search Options menu 
when you perform a search while in a report. This option lets you test the search 
conditions you have specified to confirm that the correct records have been found 
before running the report. 

To do a trial search on a panel, 

1 Be sure the Report Search Options menu is on the screen (option 4 on the 
Report menu). 
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Tw turn on the top line display, 

1 Check to see whether the top line display is on or off. 

For example, when Top Line Display is turned on, the date and time are displayed 
in the upper tight comer, as shown below. 

A DECIMAL INDICATOR 

b HEXADECIMALINDICATOR 

2 If the top line display is on, skip to step 3. 

or 

I f  the top line display is off, press User Screen Options (Ctrl-F3), then select 
Top Line Display (4) to turn on the date and time. 

3 Press User Screen Options, then select Show Shell State (8). 
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Fields When you are creating a formula or report, Select lets you insert a field from the 
current panel (or a linked panel) into the formula or report (see Formulas and 
Report, Custom in Reference). 

Select is also used to select fields for any type of field list (see Field List in 
Reference). 

Shell Options Menu 

If Shell is running. press Shell (Cd-Fl) to dicplAy the Shell Optinns menu If Shell 

is not running when you press Shell, an error message appears on the Ecreen: 
“Shell is not running.” 

m  

Go to Shell I f  you select Go to Shell (I), DataPerfect remains resident in memory while you go 
to the Shell menu. From the Shell menu, you can go to another program, use other 
Shell features, and then return to DataPerfect. 

Clear Clipboard The Shrll Clipboard is used to cut and paste infolxlation frown one WordPerfect 

Corporation program to another. As with other programs, you can send data to and 
retrieve data from the Clipboard. 

If  you select Clear Clipboard (2). all information currently in the Clipboard is 
erased. 

Text/WordPerfect 
Merge 

Text/WordPerfect Merge (3) lets you change the format of the data going to and 
from the Clipboard from a WordPerfect Text format to a WordPerfect Merge 
lo‘ur-rnal aucl vice vcl >a. 

The current setting is displayed in the lower part of the instruction box. The setting 
will say either “WP Text” or “WP Merge.” 
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lhrimal Value Explanatinn Hexadecimal 

Value 

32768 Cannot go to Shell-search, 
save, report, import in progress. 

8000 

Mask Values and 
Multiple States 

The Shell {STATE] command checks DataPerfect program status. You can use 
the (STATE) command to determine what actions your macro should perform 
when a particular state exists in the program. 

The status of a particular feature of the program (for example, whether a yes/no or 
other prompt is active) is reflected by the value of a status indicator number. There 
is one indicator number for each feature that can be checked. If  the indicator 
number is set to zero, the feature is not active (for example, a yes/no or other 
prompt is not active). I f  the feature is active, the status number is set to a nonzero 
value particular to that status. 

See DataPerfect States above for the flags for the (STATE/ commatrd in DataPe&-r. 

I f  a yes/no or other prompt is active in DataPerfect, the yes/no or other prompt flag 
is set to 1024 decimal (0400 hexadecimal). I f  the prompt is not active, the flag ia 
set to zero (0). 

Sometimes several features are active at one time. For example, the Clipboard type 
could be WordPerfect merge, the report could be output to the display. and the 
main panel could be displayed/selected. 

The value returned by the (STATE) command is the sum of all active values. This 
value represents the total status of the program with respect to the features checked 
for by the command. So, in the above example, execution of the {STATE } 
command would return the decimal value 137 (1+8+ 128) and the hexadecimal 
value 0089 (000 1+0008+0080=0089). 

When many features are active, it may not be easy to tell which status values 
combine to equal the value returned by the command. Use the following steps to 
determine exactly which features are active: 

1 Find the largest value that is equal to or less than the value returned by the 
command. That feature is active. 

2 Subtract the value you tound 
and consider the result. 

in step 1 trom the value returned by the command 

3 Repeat steps 1 and 2 until the result of the subtraction is zero (0). 

The values you subtracted in this process represent the currently active features. 

For example, if the Clipboard type is WordPerfect merge, the report is output to the 
display, and the main panel is displayed/selected, you might calculate the active 
features as shown below. 
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The current sort order table is displayed. 

As you will notice. all the A’s (A. a, A, , a 2, 2. and so forth) have the sort value of 
65. Therefore, they are sorted before those characters with higher values and after 
those with lower values. 

To change the sort values, 

1 Use the arrow keys to locate the character you want to reassign and enter the 
new decimal sort value. 

After making the desired changes, 

2 Press Save (FlO) to save the new assignments. 

To cancel changes made during the current session, press Cancel (Fl) instead of 
Save. You are returned to the current panel. 

I f  you make changes to the sort order, you must regenerate the index. See lndex 
Recover?; in Reference. 

State 

The Shell [STATE} command returns a number representing the DataPerfect 
operational state. This lets you create advanced Shell macros that are aware of the 
environment in which they are executing (for more information, see Macros in 
Shell Features). The DataPerfect operational states and their corresponding code 
numbers are listed below. 

Show Shell State (8) in the User Screen Options menu includes the state in the top 
line display. State only shows 11 ‘lbp Line Display 1s turned on. ‘The value 1s 
shown in decimal and hexadecimal as an aid for Shell macro construction. 
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Tab 

When entering data, press Tab to move the cursor to the next field. Enter can also 
ho IIEPA tn mn\,~ tha= r,,r~nr tn thP newt fielrl U~WPVPT in ZJ taut field nwccino -j-& “L, U,Jb” L” ,>,“.I c11L. ~UU”I ,” Lair ,,.,,,C 1111”. l‘“.r” IL‘, I.. ” Cl,.& I&CA.., y,LYd”‘e 

saves the text field and moves the cursor to the next field, while pressing Enter 
simply inserts a carriage return. 

In a report form, Tab is used to designate the column to which you want to move 

the cursor. 

Time 

Several features in DataPerfect use time. The information below refers you to 
sectlons describing these features. 

Time Display If you turn on Top Line Display. the current time will be displayed on the upper 
right comer of your screen. With the /int startup option, it is possible to display 
time in the manner you choose. For information on how to change the time format, 
see /int under Startup Options in Getting Started. 

For information on how to turn the time display on, see Top Line Di.vph~’ in 
Reference. 

Other Time Features For information on time fields, see Time Field in Field Format in Rqferem-e. 

For an example time formula, see Sample Fomzulas in Formulas in Reference. 

Top line Display 

In the Screen feature (CM-F3), the Top Line Display option controls the display of 
the date and time on the top line of the screen. The defaulr setring is Off. Jf Top 
Line Display is turned on, the messages Caps, Num, and Scroll also display on the 

top line when the corresponding key is pressed. 

To turn on Top Line Display, 

1 Press Screen (Ctrl-F3) to access the User Screen Options menu. 

2 Select Top Line Display (4). 
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DataPerfect States Decimal Value Explanation 

2 

4 

8 

16 

32 

64 

128 

192 

256 

512 

1024 

2048 

4096 

6144 

8192 

10240 

12288 

14336 

16384 

Clipboard type is WP merge 
(else DOS text) 

Clipboard used for report/import 
(else disk file) 

Clipboard will clear (else 
append) with each put to the 
Clipboard 

Report output goes to display 

Report output goes to printer 

Report output goes to file 

Panel List displayed if decimal 
value fol- 128 is 0 (hexadecimal 
value 0080 is 0) 

Panel displayed/selected- 
depth is 1 (at main panel) 

Panel displayed/selected- 
deprh more than 1 

Help active (help/edit help) or 
informatinn message showing 

DataPerfect Shell menu active 

Yes/No or other prompt active 

Report/Export/Import is running 

Search menu active 

Look-up active 

Dclinr advc (dcliue 
index/panel/field) 

Reveal codes active 

Create/Edit record active 

Report List active 

Should not got to Shell- Report 
in main menu/edit (reports 
locked) 

Hexadecimal 
Value 

0001 

0002 

0004 

0008 

0010 

0020 

0040 

0080 

ooco 

0100 

0200 

0400 

0800 

1000 

1800 

2000 

2800 

3000 

3800 

4000 
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created, edited, or deleted in the data entry datahane would be created. edited. 
or deleted in the master database. 

l Data can be exported and used externally, and then imported back into 
DataPerfect (see Export and Import Data in Reference). I f  the data was 
modified while out of DataPerfect, a log could be created manually in a text 
editor, and then imported. The transactions would then be executed in the 
database, making the transaction log current. Any fields that have been deleted 
from the database while the data was out of DataPerfect will be skipped during 
an import. 

Log Format The transaction log file is a DOS text file. This file can be created or edited in any 
text editor. 

Three kinds of transactions are recorded by DataPerfect: Create, Edit. and Delete. 
Each transaction begins with a header that contains the kind of transaction and the 
date and time the transaction was made. The body of each transaction is different. 
depending on the type. Each syntax is shown below. 

Transaction Syntax 

Create #C: date time 
=panel number=field list** 

Edit #E: date time 
=panel number=index 1 =index field list++ 

Delete #D: date time 
=panel number=index l=index field li<t++ 

Create and Edit each contain a field list with the following syntax. 

*jeld number (for example 1, 2. or 3) “data to be included in thejield” 

This syntax should be repeated for each field in the field list. The field list is 

terminated by two asterisks (**). 

Field data is enclosed within double quotation marks (” “). I f  the data contains 
quotation marks, additional quotation marks are added to the existing marks. For 
example, assume that the sentence below was entered in a field: 

Shakespeare’s Hamlet said, “To be or not to be, that is the question. ‘I 

Because the above sentence contains quotation marks, it would appear in the 

transaction log like this: 

“Shakespeare’s Hamlet said, “To be or not to be, that is the question. “” 

Text fields are also enclosed within quotation marks. The letters CR (carriage 
return) are included in the transaction log to indicate when a carriage return has 
been inserted in the field. I f  the text has been allowed to wrap, CR is not inserted. 

Each line of a transaction is delimited by a <CR><LF> (carriage return, line feed) 
in DataPerfect. However, DataPerfect imports a file containing any combinations 



Active Feature Decimal Value 

Value displayed 137 

Subtract panel displayed 128 

9 

Subtract report output to 8 
display 

I 

Subtract Clipboard type is 1 
w P luel ge 

0 

Hexadecimal Value 

0089 

0080 

0009 

0008 

0001 

0001 

0 

System Operations 

You can access and edit system operations by pressing System (Shift-F9). The 
System Operations menu is displayed. 

If  a password has been defined, only a person with password privileges can access 
these options (see Password in Reference). 

Related lntormatlon For more information about the options available on the System Operations menu, 
see the following sections in Reference: 

l Index Recovery 
l Format Defaults 
l Characters, Uppercase 
l Sort Order 

l Password 
l Transaction Log 
l Definer Banner 
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In a delete Transaction, only the field(s) in the index field list are recorded. That is 
enough to identify the record. Because Index 1 contains only the Social Security 
number, two identical numbers could not be entered. 

Multiple Remove Records deleted by using Multiple Remove (Ah-FS) are not recorded in the 
transaction log. This enables Multiple Remove to work very quickly. I f  you need 
to delete many records using a search cuntlhiuu, a IC~ULL sl~~uhl bc used. .411y 
records deleted by a report are recorded in the log. For more information. see 
Delete Record under Report Options in Reference. 

Starting the log To start the transaction log. 

1 Be sure the System Operations menu is on the ~CIUZII (preu Shift-F9). 

2 Select Start Transaction Log (6). 

You are prompted for a tilename. Ihis file is the log where all the transactions are 
stored. 

3 Enter an appropriate filename for the log. 

If  a filename already exists for the transaction log, the message appears on the 
screen: “Filename exists. Proceed? (Y/N) N.” If  you type y, the information in 
the existing file is deleted, and the transaction log begins keeping track of new 
transactions. 

Any changes made to the data are now recorded in the log file. 

Stopping the 
Transaction log 

To stop the transaction log, 

1 Be sure the System Operations menu is on the screen (Press Shift-F9). 

2 Select Stop Transaction Log (7). 

The log no longer records any changes made to the data. Stopping the transaction 
log does not erase the data in the log. You can still access the information in the 
log if it has not been deleted previously. 

Exportins One Data 
File To log 

You can export the data from a single panel to a transaction log. The data is 
exported in log format to the file you specify. 

To export a single data file to a transaction log, 

1 Be sure the System and Recovery Operations menu is on the screen (press 
Shift-F9). 

2 Select Export One Data File To Log (B) 

3 Type the filename, then press Enter. 

A list of panels is displayed. 

4 Use ? and I to highlight the panel you want, then press Enter. 
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The current date and time are displayed on the top line of the screen. 

You can change the date and time format in the Top Line Display with the Ant 

option. For information on how to use the lint option, see Ant under Startup 
Options in Getting Started. 

Related Information You can find related information in the following areas of Reference: 

l Date 

l Screen 
l Time 

Transaction log 

A transaction log records all of the modifications made to the data in a database. It 
is a history of all the records that have been created, edited, or deleted (records 
deleted by using Multiple Remove are not included in the transaction log). 

The tvunsurtion log does not take the place of performing regular backups ofdata. It anl~ 

records the changes made to the data. 

Several uses for transaction logs are listed below. 

l Transaction logs can keep track of all changes made to the data in a database. 
If  a computer failure should occur, a backup of the data could be imported back 
into the database, then the transaction log could be imported to recover the 
transactions that took place since the backup was performed. 

l Transaction logs can be used to keep information current in a master database 
that receives its data from several identical data entry databases. Each of the 
data entry databases generates a log of all the changes made to its data. This 
log can then be imported into the master database. Any records that had been 
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Underline 

Underline (F8) can be used both in a report and in a text field. 

Reports To print underlined text or fields in a report, either use DPPrint or save the report as 

a Wol-dPerfect file and print flom Wo~dPclfcct. 

You can underline text or fields while creating a report or in an existing report. 
‘lo underlme text or a held as you type. 

1 From a panel, press Report/Export (Shift-F7) to access the report list. 

2 Move the cursor to the desired report and press Enter to access the Report 
menu a 

Press Insert to create a new report. 

3 Select Edit Report Form (8). 

4 In the report form, position the cursor where you want Underline to begin 

5 Press Underline (F8) to turn on Underline. 

or 

Press Attributes (‘Shift-F(j), then select Underline Un/Wtt (2). 

6 Type the desired text. 

OY 

Text Field 

Press Select (F4) to select the desired field. 

7 Press Underline again to turn off Underline. 

01 

Press Attributes, then select Underline On/Off again. 

To underline existing text or a field that has already been selected in a report. 

1 Be sure the report form is on the screen, then move the cursor to the beginning 
of the text or field you want to underline. 

2 Block the desired text or field (see Block in Reference). 

3 Press Underline (F8) to underline the blocked text or field. 

To underline text in a text field as you type. 

1 Press Underline (F8) to turn on 1 Jnderline 

2 Type the text. 
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of <CR><LF> (for example, <CR>, <LF>, <CR><LF>, or <LF><CR>). 
DataPerfect also accepts a page break character (ASCII 12) as an end of line 
marker. During an import, all of these characters are ignored. All blanks which are 
not part of data values are also ignored. 

Both the Edit and Delete Transactions use Index 1 to identify the records which 
have been edited or deleted. 

During an import, if the panel number or index number is invalid, the import stops 
and you are given the option to stop or to skip the transaction and continue the 
import. I f  you choose to stop, the import ceases and you are returned to the 
database. You may then edit the log in a text editor and reimport. I f  you continue, 
the transaction is skipped. The same thing occurs if no record is found (in the case 
of an Edit Transaction) or if a duplicate Create Transaction is found. 

Sample Transactions Below is an example of a Create Transaction. 

#C: 09/18/1988 15:31:02 
=1=*1”519-42-3853”*2”Fred Q. Jones”*3”Smith’s Bakery” 
CK “3U5Y 3Uth Street” 
*4”Boulder”*5”CO”*6”80301”** 

This record was created on 09/18/88 at 3131 p.m. by a user. The record is in the 

first panel (=I=). Field one (*1) contains the Social Security number (519-42- 
3853). Field two (*2) contains a person’s name (Fred Q. Jones). Field three (*3) is 
a text field containing the address (Smith’s Bakery, 3059 30th Street). Fields four, 

five, and six (*4, *5, and “6) contain the city (Boulder), state (CO) and ZIP Code 
(80301) respectively. 

Below is an example of an Edit Transaction 

#E: 09/23/1988 10:01:34 
=1=1+1”519-42-3853”++ 
*3”Smyth’s Bakery” 
CR “3059 30th Street” 

*4”Denver”* * 

This record was edited on 09/23/88 at 1O:Ol a.m. by a user. The record is in the 
first panel (=l=). Index 1 is used to locate this record (l+). The first field (and 
only field in this case) in the index field list is the Social Security Number field. 
From the data in this field, we know it is the same record as the one created in the 
previous example. 

Only the fields that were modified are listed. Field three (*3) was edited to Smyth’s 
Bakery, and field four (*4) was edited to Denver. 

Below is an example of a Delete Transaction. 

#D: 10/02/1988 16:22:46 
=1=1+1”519-42%3853”++ 
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The progress of the export is displayed on the screen. 

5 Press any key, then press Exit (F7). 

Exporting All Data 
Files To log 

You can export all of the data files in a database to a transaction log. The data will 
be exported in log format to the file you specify. 

To export the data files to a log, 

1 Be sure the System and Recovery Operations menu is on the screen (press 
Shift-F9). 

2 Select Export All Data Files To Log (A). 

3 Type the filename of the log, then press Enter. 

The progress of the export is displayed on the screen. 

4 Press any key. 

Importing the 
Transaction log 

The transaction log is a recur-&n& of changes made to data. Should you uecd tu 
recover changes made to the data, the log can be imported into your database. 

To import the transaction log, 

1 Be sure the System Operations menu is on the screen (press Shift-F9). 

The transaction log must be stopped before you can import data. 

2 If  the transaction log has been started, select Stop Transaction Log (7) to stop 
the log. 

3 Select Import Transaction Log (8). 

The log replays the transactions made to the data. If  a duplicate Create Transaction 
is found, you are given the option to stop or to skip the transaction and continue the 
import. I f  you choose to stop, the import ceases and you return to the database. 
You may then edit the log in a text editor and reimport. I f  you continue, the 
duplicate Create Transaction is skipped. 

Logs can also be created manually in a text editor by typing the changes using the 
log format (see Log Fnmnt above). 
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Introduction 

Shell lets you organize programs and commands into menus for easy access. If  you 
run a large number of programs, you con create submenus to group similar 

programs. Once you set up a program or command on a Shell menu, you can 
simply type a menu letter to start the program or execute the command. 

Shell also acts as a program integrator and memory manager. While running a 
program from Shell, you can switch to a different program without exiting the 
current one. You can keep as many programs resident at the same time as your 
computer’s memory and hard disk space will allow. 

Also included in Shell is a clipboard feature. The Shell Clipboard is a temporary 
buffer you can use to transfer information between programs running under Shell. 

Documentation Shell Installation and Operation explains how to install and use the WordPerfect 
Office Shell, It also contains information about the Clipboard and about 
supplemental Shell macros that can be used with DataPerfect. Shell Features gives 
additional information about display appearance, setup. memory management. 
macros, and other Shell options and features. 

Occasionally, changes are made to a program after a manual has been printed. The 
README files shipped with Shell contain information about these changes. 
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3 Press Underline again to [urn off Underline. 

To underline existing text, 

1 Block the text you want to underline (see Block in Reference). 

2 Press Underline (F8) to underline the text. 
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2 Select Options (2). 

The Shell Setup Options menu appears. 

3 o-l--A Al -̂ -̂  A:---* ^_.. /L\ +I-,.- -̂b^_ AL.,. c..,, J:--,.*--.. -_-̂  ,.c*l-,. ?I:..--+ --.. ae,t;c;L i”ctUl” ulIcut”Iy (U,, LIIGl1 C,llCl LIIC I”11 ullc;-u~“ly 114111c “1 UK urrc‘lvly 
you want to specify as the default macros directory (such as c:\macros). 

4 Press Exit (F7) twice to return to the Shell menu. 

Setting the 
CONFIG.SYS File 

The CONFIG.SYS file contains commands that help set up your computer. This 
file will only function if it is located in your computer’s root directory. 

Before installing the WordPerfect Shell program, you need to set the FILES= and 
BUFFERS= commands in the CONFIG.SYS file to at least FILES=40 and 
BUFFERS=6. The FILES= command represents the maximum number of files that 
DOS allows to be open at the same time. The BUFFERS= command represents the 
number of disk buffers DOS allocates in memory. and resetting this command 
should speed up some Shell functions. 

The following instructions will help you determine if you have a CONFIG.SYS file 
that contains the correct commands. Then, they will lead you through the process 
of creating or modifying your CONFIG.SYS file. 

You can find more information on the CONFlGSYSJile in your DOS documentation. 

Hard Disk 
If you have a hard disk, after starting your computer, 

1 If  you are not working from your C drive, type c: at the DOS prompt and press 
Enter. 

2 Type cd c:\ at the DOS prompt and press Enter to change to the root directory. 

If you get an error message, make sure you typed a backslash r\) 

lfyour hard disk requires a special startup disk, insert that disk in drive A, vpe a:\ and then 
press Enter: 

3 Type type configsys and press Enter. 

I f  a “File Not Found” message appears, or if a listing that dues not include the 
FILES=40 (or IILUI~) and BUFFERS=6 (or more) commands appears, proceed to 
step 4. If  a listing that does include the FILES=40 (or more) and BUFFERS=6 (or 
more) commands appears, then your CONFIG.SYS file is set to run the Shell 
program and no editing of the CONFIG.SYS file is necessary; you can skip the rest 
of these instructions. 

4 Type copy config.sys+con configsys and press Enter to begin copying the 
FILES= and BUFFERS= commands to the CONFIG.SYS file. 

At this point, the word CON should appear on the screen. 

if an error message appears, make sure the spaces in your command are in the proper 
places. 
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I f  the DataPerfect program is installed in a directory other than data. -zuhktute rhe 

appropriate directory name in the path command. 

Since the sl?ell command starts the Shell program, it should always be the last 
command in your AUTOEXEC.BAT file. 

I f  you have an optional *Z (end-of-file) character in the AUTOEXEC.BAI‘ tik. it 
should follow the slwll command. 

Creating or Editing an AUTOEXEC.BAT File 

You can use WordPerfect, Editor, or another DOS text editor to create or edit an 
AUTOEXEC.BAT file. The instructions below are for WordPerfect. I f  10~1 are 
using another text editor, read the manual that came with it for specific< on how to 
retrieve. edir. save, and exir files. 

You may already have an AUTOEXEC.BAT tile. To check. 

1 Press List r‘iles (l+5). 

2 Enter the full pathname of the root directory of your hard disk plus **bat (such 
as c:\*.bat). 

or 

For two disk drive systems, insert your DOS diskcttc in clrivc B nnd cntcr 

b:\*.bat. 

I f  you have an AUTOEXEC.BAT file. it will appear in the list of tile\ 

3 Press Exit (F7) to return to the normal editing screen. 

To edit or create an AIJTOEXECBAT file. 

4 If  you do not already habe an AUTOEXEC.BAT tile, check to be sure you arc 
in a clear normal editing screen, then ship to step 9 belo\\. 

5 Press Format (Shift-F8), then select Line ( I). 

6 Select Margins (7) and enter 0 (zero) for both left and right margins, then press 
Exit (F7) to return to the blank normal editing screen. 

Se/zing the rnr/tgrr.5 10 ;rrr, redlcws lL~r-cy)/Gl~ II IZ~Jll \‘OLf lrtriel’r thr .A KVEXEC. HA7 ,fh 
Sorw prir7rc~r.s cl0 riot ~rllobv mmyin.~ of x171. ~f’tlw prirltc,r crirwnth ~clc~tcd JoL.~ ,rt,t. //IL 
tttininitrtn tntrr,yitt~fi~r the pritirer oppeor.7 hherf \olt enter ttztrrgins 01 ;cro. If’ \wtt ut.7~ ttritr,q ct 

rcxt editor other th11 WordPel-feet. yor, ptd~trl~l\~ don ‘t t~recl to udjll(t t/w mtt,-qt~~ \ 

7 Press Retrieve (Shift-F IO) 

8 Enter c:\autoexec.bat to retrieve the AUTOEXEC.BAT tile. 

or 

lf you are using a two disk drive system. insert your DOS diskette in dri1.e B. 
lllrll clllel b:\auluexec.bal. 

8 Enter the commands you want in the file. 
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Installing Shell and the Shell Macros 

This section explains how to install the files from the Shell program diskette and 
how to adjust the settings in your CONFIG.SYS file to run Shell. It also includes 
information on creating or modifying an AUTOEXECBAT file to start Shell when 
you turn on your computer. 

Installation The Shell program is designed to be used on a hard disk system. 

New Users 
If you do not currently have the WordPerfect Shell program installed on your 
machine, follow the installation instructions included with the DataPerfect program 
diskettes. 

Update Users 
If an earlier version of Shell is installed on your machine, you can update it. Follow 
the installation instructions included with the DataPerfect program diskettes, then 
copy SHELL*.* from the DATA directory to the directory from which you will run 
Shell. 

I f  you install the new Shell files to the directory where your old Shell files are 
located, your old Shell menu (located in the SHELL.FLL tile) is used when you 

start the Shell program. 

However, if you install the new Shell files to a new directory, (and your 
SHELL.FIL file is not in your path) a new Shell menu (located in the SHELL.NEW 
file) is used when you start the Shell program. You can use your old Shell menu 
with the new version of Shell by copying your originnl SHELL.FIL file to the new 
Shell directory. 

Important: Shell macros created with a later version of Shell are not compatible with 
earlier versions of Shell and vice-versa. Also, you cannot use Macro Editor from Ofice or 
Library version 2.0 or earlier to edit Shell macros you create using Shell 3.0 or higher. 

Shell Macro location If you used the Installation program to install the Shell program, the Shell macros 
ALTSHFTE.SHM, EXPORT.SHM, MERGE.SHM, and SPELL.SHM were copied 
to the correct directory for use with Shell in <tan&alnne mode. 

I f  you did not use the Installation program to install Shell, or if you are using Shell 
in network mode, you need to copy the Shell macros (*.SHM) from the 
Shell/Utilities diskette to the correct directory. For these macros to work, they 
must reside in the default macro directory specified in the She11 setup screen. 

To specify a default macro directory in the Shell setup screen, start at the Shell 
menu, 

1 Select Setup (4). 

The She11 Setup menu is similar to the Shell menu. 
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Using Shell 

This section gives you a brief overview of Shell. For more information on specific 
features, refer to the alphabericatly listed sections in Shed Feamres. 

Starting Shell Each time you turn on your computer, it searches for a DOS batch file named 
AUTOEXEC.BAT. If  the AUTOEXEC.BAT file is found, the commands it 
contains are executed. If  you do not have an AUTOEXEC.BAT file or your file is 
not set up to start Shell, you can create the file or add the necessary commands 
yourself (see AUTOEXEC.BAT File in the previous section) or you can start Shell 
from DOS (see Starting Shell from DOS below). 

Starting Shell with an AUTOEXEC.BAT File 
If  your AUTOEXEC.BAT file includes the commands necessary to start Shell, all 
you have to dn is turn nn ynur rnmpllter tn Start the Shell program. 

Starting Shell from DOS 
To start Shell from DOS, 

1 Turn on your computer. 

2 Change to the drive and directory containing the Shell program file. 

3 Enter shell to start the Shell program. 

ii HEADER 

A% SHELL MENU 

A DEFAULT DIRECTORY 

A!A SHELL OPTIONS 

A CURSOR 

The Shell menu displayed on your screen is the default menu. Shell provides 
several options to customize the default menu to meet your needs. 

Starting a Program 
from Shell 

To start any of the programs (or commands) listed on the Shell menu, type the 
corresponding menu letter. You can type an uppercase or lowercase letter. 

You can also use the arrow keys to move the cursor to a menu item, then press 
Enter to start the program. 
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5 Press Enter. 

6 Type files=40 and press Enter to add the command. 

7 Type buffers=6 and press Enter to add the command. 

8 While holding down the Ctrl key, type z (Ctrl-z). 

9 Press Enter. 

A message appears telling you that the file has been copied. 

If  the CONFIG.SYS tile did not previously exist, then the steps listed above created 
the file and added the necessary commands. If  the CONFIGSYS file already 
existed, the FILES=40 and BUFFERS=6 commands were appended to the file. I f  
more than one FILES= or BUFFERS= command exists in the CONFIG.SYS file, 
the one nearest the end of the file will be used. 

10 Turn off your computer, then turn it on again. 

You must turn the computer ofi then on again for the new CONFIG.SYSjie to take effect. 

AUTOEXEC.BAT File You can include an AUTOEXEC.BAT file in the root directory on your hard drive 
or on the startup disk in drive A which will automatically start the Shell whenever 
you start your computer. 

In your AUTOEXEC.BAT file, you can use the DOS path command (discussed in 
your DOS manual) to set up a list of directories to be stored in memory. The path 
you create specifies the directories where Shell searches for files it needs to run the 
various programs. Consequently, you will probably want to include in your path 
command all the directories containing the program files you are going to have on 
the Shell menu. 

You can use the cd command on the next line after the path command to change to 
the directory where the Shell program is located and make it your default directory. 

When using Shell, you might include a path similar to the one below in your 
AUTOEXW RAT file This sample path includes possible directories. Obviously, 
if you do not have these directories, this example will not work for you. 

path c:\;c:\wp;c:\data 

cd\data 

shell 

In the example above, whenever you start a program frnm Shell. Shell first searches 

for the program file in the default directory (C:\data), then in each directory in the 
path (c:\;c:\wp;c:\data) until it finds the program. 

For those programs tound m the directories in the path, you do not need to include 
the full pathname in the Shell’s Program Information screen (see Program 
lnformarion in Shell Features). For instance, in the example above, you do not 
need to enter c:\data\dp on the Program Information screen for the DataPerfect 
program because c:\data is in the path. You can simply enter dp. 
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Clipboard 
Select Clipboard (2) to view the contents of the Shell clipboard. With the 
Clipboard displayed, you can clear (delete) the contents, save the contents as a text 
file, or retrieve a text file into the Clipboard (see Clipboard in Shell Feurures for 
details). 

Other Direotory 
The name of the directory you are in when you start Shell is displayed in the lower 
left corner of the Shell menu screen. This is the default directory for the Shell 
program. It is also the default directory for all programs you start from the Shell 
menu unless a separate default directory is specified (see D&u/t Director), under 
Program Information Options in Shell Features for details). 

To change the Shell default directory, select Other Directory (3), then enter the full 
pathname of a different directory (for example, c:\work). 

setup 
Use Setup (4) to set up programs on the Shell menu and change the default settings 
for several Shell features (see Serup in Shell Features for details). 

Memory Map 
Select Memory Map (5) to view a list of the programs currently residing in memory 

and the amount of memory available (see Memory Managemerlt in Shell Feature.\ 

for details). 

The Log option (6) is available with WordPerfect Office, and is not supported by 
tl~t. Sl~rll 4ripprd with DataPerfect. 

Function Key Features Select the following features by pressing the function key indicated: 

Cancel (Fl) 
Use Cancel to back out of(cance1) any Shell menu or prompt. You may need to 
press Cancel more than once. Pressing Cancel will not save any changes you have 
made. 

Exit (F7) 
You can use Exit to exit Shell (see Exiting Shell below) and use it throughout the 
Shell program to exit screens and options and save any changes you have made. 

Help (F3) 
Press Help to display information about a current Shell feature 

Exiting Shell To exit Shell and return to DOS. 

1 Press Exit (F7) from the main Shell menu. 
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Tf you have already exited all the prngrams ynu starterl frnm Shell, ynu are 

immediately returned to DOS. 

If any programs you started from the Shell menu or submenus are still resident in 
memory, Shell asks if you want to save the information in all resident programs. 

2 Type y  for Yes to save all files currently active in resident programs and exit 
those programs. 

or 

Type n for No to exit without saving currently active files, then type y  to exit 
Shell. 

If you type y, Shell goes to each program that is currently active, starting with the 
most recently started program. Each program checks to see if the file currently 
active has been modified. If  it has not been modified or if it is a program in which 
you cannot modify a file, the prngram is exited for you If the file has hewn 

modified, the program prompts you for a filename to save the file. After you save 
the file(s) in a resident program, the program is exited and Shell moves to the next 
resident program (if any). 

If‘you decide you do not want to save one of the active files, press Cancel when prompted for 
a filename, then exit the program as you normally would. As soon as you exit that program, 
the Shell continues the exiting process. 

After all programs have been exited, a prompt asks if you want to exit Shell 

3 Type y  to exit Shell and return to DOS. 

Using DataPerfect Supplemental Shell Macros 

Included with the Shell are several macros you can use with DataPerfect, 
WordPerfect, and WordPerfect Office Notebook. One macro runs DP Export 
(DP.EXP) to create an .STE file and gives you the option of modifying a copy of 
the .STE file to make an .STM file that is easier to read. Another converts a 
Notebook file into a DataPerfect database. Another lets you merge a DataPerfect 
tile with the current WordPerfect document. Yet another lets you check the 
spelling of words in a text field. 

Requirements To use supplemental Shell macros, you must meet the following requirements: 

l You must use DataPerfect version 2.2 or later, Office version 3.0 or later, and 
WordPerfect 5.1. 

l DataPerfect, Notebook, and WordPerfect must be listed as options on the Shell 
menu. 

l The Shell macros must reside in the correct directory (see Installing Shell and 
the Shell Macros in Shell Installation and Operation). 
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Creating the STE 
or the STY 

AIJT-SHIFT?-E lets you hotkey from DataPerfect and run DP Export 

(DPEXP.COM) on the current database or modify a copy of the .STE file that is 
created by running DPEXP.COM. The structure of a DataPerfect database is in its 
.STR file. DPEsXPaCOsM conyefis a database’s FTR file into a resdahle file called I _L__. .__- ____ - - _-----.- ___- ---_-- 

.STE. This macro can modify a copy of the .STE file to make it easier to read. 

From any panel of the database you want to export to a .STE, 

1 Press ALT-SHIFT-E. 

The DataPerfect Export screen appears. 

2 Select Export (1) to export the database to a .STE File. 

You will see the .STE scroll on your screen as it is created. You are then returned 
to the DataPefect Export screen. 

3 Select Create/Print .STM (2). 

While the macro is executing, do not touch keys until you are prompted. The 
Create STM screen appears. 

This screen gives you the option of creating a STM with or wlthout cross- 
references. Cross-references give you useful information about the database. For 
example, if a field is cross-referenced in the .STM, all the places where that field is 
used in the database (in reports, links, indexes or formulas) are listed below the 
field name in the .STM. 

4 Choose Create only (1) to create a .STM without cross-references. 

or 

Choose Create & Cross-Rcfcrcncc (2) to crcatc the .STM and cross rcfcrcncc 

fields, reports, links, indexes and formulas. 

The Print STM screen appears. 

5 Choose the desired option(s). Available options are listed in the table below. 

Option Description 

Print (1) Prints the .STM and returns you to 
the Print .STM screen. 

Save to Disk (2) Saves the .STM to the path and file 
name described in Destination File 
(D) and returns you to the Print 
.STM screen. 
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Option 

Edit Document (3) 

Description 

Lets you edit the document in 
WordPerfect (you must have 
WordPerfect installed and listed in 
the Shell menu). Press Exit (F7) to 
return to the Prmt S’l‘M screen. 

Destination File (D) Lists path and file name to which the 
.STM will be saved if you choose to 
save it. To change, choose D and 
enter the new path and file name. 

6 When you have timshed choosmg options in rhe Print STM screen, press Exit 

(F7) to return to DataPerfect. 

Creating a Database 
from a Notebook File 

EXPORT.SHM lets you create a database from a Notebook file by using the current 
Notebook field information to define a matching DataPerfect database. The new 
database has the same name as the parent Notebook file and is created in the default 
DataPerfect directory as defined in Shell setup. 

Because a DataPerfect record uses only two-thirds of a screen instead of a full 
screen. as a Notebook record does, the fields may be slightly rearranged in the new 
database. If  there is not enough room, the macro will reduce the size of multi-line 
fields until they fit. Parallel multi-line fields do not rearrange well, so you will 
want to adjust any of these before running the macro. 

The macro won’t work if the Notebook file has more than 20 fields or if the field 
order does not match the field creation order. Once you begin the macro, the 
Notebook tile and database names are not user definable. 

If  you are ucinp the default Shell workspace (6K), EXPORT.SHM may be too large 
to execute. You can increase the workspace by using the /w-kilobytes Shell Startup 
option (see Src~rrzrp Optiorls in Sllrll F‘ercrure.\ ). 

From the DOS prompt, 

1 Enter shell/w-l0 to start Shell with IOK workspace, then enter Notebook from 
the Shell and retrieve the Notebook hle you’d like to convert into a DataPerfeCt 

database. 

2 Presc Shell Macro (Alt-Shift-F]()) :I& type export as the name of the macro 

The macro checks the field names and default field formats. The macro displays 
the Create a Database screen, which lists the field names and their field formats. 
All ot the tield tormats are alphanumeric. but can be changed to other valid 
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DataPerfect field formats. If the field names and formats are correct, c,kip to \tep 1. 

To change field formats, 

3 Select Change Format (2) to select from a menu of standard formats. 

01 

Select Edit Format (3) to manually type in the field format you want. 

Once the field names and formats are correct. 

4 Select Create Database ( I). 

The macro displays the Create Database screen. This screen has a path option and 
three numbered options: Create Database (l), Import the Notebook (2). and Edit 
the Database (3). 

Options Path lists the current path for DataPerfect and is set when you invoke the 
macro. If the path listed shows the database whcrc you want it, skip to step 6. If 

the current path does not put the new database in the directory you want, 

5 Select Path and enter the correct path in the reverse video bar. 

6 Select Create Database (1). 

The macro creates a database in the directory specified by the path option. The 
macro makes a single panel database and attempts to create the database with all 
the same fields as the Notebook. 

The database is created with an index that includes all the single-line fields. If  you 
want to modify the index, you should do it now before merging the Notebook data 
into the database structure. 

To view the database and modify it if necessary before importing data. 

7 Select Edit the Database (3) and make any necessary modifications before 
pressing Esc to return to the Create Database menu. 

6 Select Import the Notebook (2). 

The macro imports the Notebook file data into the newly created database structure 
and returns to the Create Database screen. 

9 Press Exit (F7) to exir rhe macro screen and return IO rhe new daraba\e 

Creating a Merge 
in WordPerfect 

MERGE.SHM lets you merge addresses stored in DataPerfect into the current text 
in WordPerfect, using any number of records selected from the current databa\e in 
DataPerfect. For more information, see Lesson 12: U.ving S/w// to I/~tegrrrtr wirI7 

WortlPer.fect. in the DataPerfect Workbook. 

This macro inserts primary merge tile codes into your WordPerfect document so 
you don’t have to. However, so that the fields appear in the correct order, you mu\t 
set up a lookup list from one of the fields in the panel that lists the field5 in the 
order that you want them to appear. 
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To merge addresses stored in DataPerfect with a letter you have written in 
WordPerfect, 

1 Start WordPerfect and retrieve the letter you have written. 

2 Place the cursor where you want the address to appear, 

If you want only one line of space between the address and the text that follnws, put 
the cursor under the first character of the first line of text. 

3 Press Switch to DataPerfect (Ctrl-Alt-D) to switch to DataPerfect. If the letter 
assigned to DataPerfect on the Shell menu is not D, press Ctrl-Alt-assigned 
letter. 

4 Enter the datahase and panel you want to merge addresses from. 

5 Move the cursor to the field that has the lookup list you prepared earlier to list 
the fields in the correct order for the address. 

6 Press Shell Macro (Ah-Shift-FlO) and type merge to run the MERGE.SHM 
macro. 

The macro sets up a short report and prepares the Clipboard. The cursor can be in 
the field or in the lookup list when you select a record to be merged. 

By default, the macro assumts you warn tu merge. Gx fields in this order: First 
Name, Last Name, Address, City, State, ZIP code. If you want to use the default 
merge setting, skip to step 11. If you don’t want to use the default merge setting, 

7 Select Merge Format (1) to customize the merge format. 

A screen listing fields and line numbers for the default merge setting appears. 

6 Enter the number of the line you want to change. 

9 Enter field numbers, commas (if needed), and spaces (if needed) to arrange the 
merge format the way you want. 

10 Enter 0 or press Exit (F7) to exit the customization screen. 

11 Select all the records you want to merge by placing the cursor on them in the 
lookup list and then pressing Save Record (2) or Enter. 

(The macro luns a rcpolt and appends the addlrsses to tht: Clipbuiud.) Whw YOU 

have marked all of the records you want to merge, 

12 Select Merge Records (3). 

You are returned to WordPerfect. 

I f  you hadn’t positioned the cursor correctly earlier, you could do it now by 
selecting Move Cursor/Merge (2) and moving the cursor with the arrow keys. 
Because you have already positioned the cursor correctly, 

13 Select Merge the Record(s) (1). 

The merged documents appear in WordPerfect. 
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Checking Spelling in 
a Field 

You can use the Shell macro SPELL.SHM to check spelling of words in text fields. 
To use SPELL.SHM in DataPerfect, you must be running DataPetiect under Shell 
and have WordPerfect on your Shell menu. SPELL.SHM will check the spelling of 
words in the text field where the cursor is located when you start the macro. 

SPELL.SHM calls other macros during execution. To ensure that SPELL.SHM 
can find the macros it needs, you should enter the full pathname of the directory 
whcrc you keep your Datal’crfcct Shell macros CI~ the default micro directory in 
Shell setup. See Shell Macro Location under Installing Shell and the Shell Macros 
in Shell Reference. 

To check spelling of the text inside a DataPerfect text field using WordPerfect, 

1 Type the text in the field. 

2 Press Save (FlO) twice to save the field and the record. 

3 Press Shell Macro (Alt-Shift-FlO). 

4 Type spell and press Enter. 

The text is saved and a copy is taken into WordPerfect. Do not press keys until 
prompted to do so. 

5 When Spell stops and highlights a word, use the menu in the lower half of the 
sxeeen to make any corrections and continue. 

When checking is complete, the corrected text is returned to the DataPerfect text 
field. 

Customizing and Included with DataPerfect 2.3 are several new Shell macros to help you customize 
Standardizing and standardize the appcarancc of the dotabascs you create. You can find more 
Your Database step-by-step information about them in the DataPerfect 2.3 README files. 

BAWWEKSHM 

The Banner Shell macro helps you create an opening-screen banner to describe 
your database or to give information about it. 

BOXES.SHM 
The Boxes Shell macro helps you create “button” or “well” boxes with a three- 
dimensional or “shadowed” appearance m menus, help screens, and panels. 

COLORS.SHM 
The Colors Shell macro helps you set standardized colors for your database banner, 
help screens, and boxes. 
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HELP.SHM 
The Help Shell macro creates a help screen box for the field your cursor is on. It 
helps maintain a uniform look for the entire database. 

MENU.SHM 
The Menu Shell marrn dmplifies and standardizes menu creation by creating a 
database menu which you can then customize to meet your requirements. 
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Clipboard 

The Clipboard is a special buffer in Shell that you can use to temporarily store 
seiected information. You can then retrieve the Ciipboard contents at another 
location in the current program or switch programs to retrieve the information into 
a different program. 

Using the Shell feature in Shell-compatible programs or the Screen Copy and 
Screen Retrieve features with programs that are not Shell-compatible, you can save 
or append infnrmation to and retrieve infnrmatinn frnm the Cliphn~rd 

Using the Shell Feature Shell-compatible programs include a Shell feature with options for using the Shell 
Clipboard. How you use these Clipboard options and what type of information you 
can save to and retrieve from the Clipboard varies from program to program. 

Put You can copy data from a field, record, or panel into the Clipboard with the 
Field/Record/Panel following keystrokes. 

These ftwures art! only uvuiluble if Shell is running. 

Put Field (Shift-FlO) 
This function puts the data from the current field into the Clipboard. The data can 
be retrieved using Get Field (Shift-FI). 

Put Record (AN-Flu) 

This function puts the data from the current record into the Clipboard. The data can 
be retrieved using Get Record (Ah-Fl) if the Shell option in DataPerfect is set to 
WordPerfect Merge. 

Put Panel (Ctrl-FlO) 
This function puts the data and panel text from the current panel into the Clipboard. 

If you save a DataPeqect panel to the Clipboard, it can’t be retrieved buck into DctlaPerfect. 
It can only be retrieved into another program. 

Get Field/Record 
from ClipbOard 

You can retrieve data into a field or record from the Clipboard. 

Get Field (Shift-Fl) 
Inserts data from the Clipboard into the current field. 

Get Record (AH-Fl) 
Inserts data from the Clipboard into the current record. 

You should not be in Create or Edit mode when trying to retrieve a wcord 

In order to be retrieved into DataPerfect. records in the Clipboard must he in 

WordPerfect Merge format. Each field must end with a Merge R code (R*)). Each 
record must end with a Merge E code (E*). 
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To save or append text to the Clipboard using Screen Copy, 

1 Press Screen Copy (Alt-Shift--) (hold down Alt and Shift and type a dash) 
from any program running under Shell, including DOS. 

The Screen Copy menu appears at the bottom of the screen 

2 Select Rectangle (1) to copy in the Rectangle mode. 

or 

Select Block (2) to copy in the Block mode. 

The Rectangle mode lets you save a rectangular-shaped block of text to the 
Clipboard. All highlighted text in the block-including borders and display 
attributes-is saved. 

Use the Block mode to block irregularly-shaped areas of rexr (for example, a 
sentence within a paragraph). Using Block mode, you cannot block border 
characters (such as ASCII characters 176 through 223). 

When you select Rectangle or Block, the cursor doubles in height. 

3 Use any of the cursor movement keys to move the cursor to the beginning of 
the text you want to copy, then press Enter to anchor the beginning of the 
rectangle or block. 

4 Move to the opposite end of the rectangle or block. 

As you move rhe cursur, the 1~x1 ill thr ~eclangle UI block is displayed in reverse 

video. If  you are in Block mode. remember that you cannot block border characters 
and cannot. therefore, move the cursor over a border character. 

5 Press Enter to finish defining the rectangle or block. 

At this point, you can select an End-of-Line code. An End-of-Line code is added to 
the end of each line of text in [he recrangle or block when it is saved or appended to 
the Clipboard or macro variable. 

6 Select Format (3). 
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7 Select Hal cl Retu~ LI ( I) to insert a 1 Iard Return (CRILF) code at the end of each 

line. This is the default Format option. 

or 

Select Soft Return (2) to insert a Soft Return at the end of each line. 

Select Merge Return (3) to save the text in WordPerfect merge file format. A 
Merge R (*R) code is inserted at the end of each line and a Merge E (*E) code 
at the end of the text. 

The option you select becomes the new default setting for the Format option until 
you change it again or exit Shell. 

8 Select Save ( I) to save the selected text to the Clipboard. 

ur 

Select Append (2) to append the selected text to the end of the Clipboard 
contents. 

or 

Select Macro Variable (4), then enter the variable number 10 - 9) to save the 

selected text to that variable. 

You can also press Macro Commtrnd.s (Or/-Pg Up) to usign rhr selected te,vt to (I twcro 
vltriuble. You cnn accew a numbered macro L,ctriable by pre.\ Grlg A/,-Skft-#, llhe,,e # i.c the 

number you entrred,fo,- the lwriohlr. 

Retrieving with 
Screen Retrieve 

You can use the Screen Retrieve feature to retrieve the Clipboard contents into any 
program running under Shell. When you use Screen Retrieve, all formatting 
characters are removed and text is retrieved one character at a time in a continuous 
string. You can format text retrieved with Screen Retrieve using an End of Line 
macro (see Macro Names under Program Information Optiom in Shell Ferrtuws). 

Became the Retriallr option oj the Shellfeature retains fiwmtrtting c~lrnrcrc~ters. it i,\ urucdl~ 

best to use the Shell fkature instud of Screell Retriwe to retrieve tevt into WordPc@ct 

Corporation prqrunu. 

To use Screen Retrieve with any program running under Shell. including DOS. 

1 Position the cursor where you want the contents of the Clipboard inserted 

2 Press Screen Retrieve (Alt-Shift-+) 

Appenliing with a 
Clipboard Filename 

For programs that do not have a Shell feature, you can also append inrorrnatiorl to 
the Clipboard by first saving it to a special Clipboard file (see Cliphorrrd Filerwne 
under Progrcrm Infhmation Options in Shell Features). When you switch 
programs or exit the program. the information in the file is appended to the 
Clipboard. You can then retrieve the contents of the Clipboard into another 
program. This method of saving to the Clipboard is an alternative to Screen Copy. 
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Viewing the Clipboard 

Contents 
You can view and manage the contents of the Clipboard with the View Clipboard 
feature. 

1 From the Shell menu, select Clipboard (2) to display the contents of the 
Clipboard. 

This is not an editing screen, but you can scroll forward through the displayed text 
using Down AIIUW (L) UL Page Duwu (PgDu ur + on the numberpad). 

You can only move,fkward through the Clipboard contents. 

If  you only want to view the text in the Clipboard, press Exit (F7) when you are 
finished to return to the Shell menu. Otherwise, 

2 Select Clear (1) to clear (delete) the contents of the Clipboard. 

or 

Select Save as Text File (2), then cntcr a filcnnmc to SLLYC the contents of the 
Clipboard as a DOS text file. 

01 

Select Retrieve Text File (3), then enter the full pathname of a DOS text file to 
retrieve a file into the Clipboard. 

You should only retrieve DOS text files into the Clipboard from this screen. Any 
file you retrieve is appended to the end of the Clipboard contents (if any). 

3 Press Exit (F7) to return to the Shell menu. 

Clipboard Memory 
Management 

Shell allots 1K of memory for the Clipboard. When you save information to the 
Clipboard that requires more memory, Shell creates a temporary file on disk to 
store the additional information. Both the Clipboard and the temporary file are 
deleted when you exit Shell. 

You can use the /c-n startup option to change the amount of Clipboard memory to 
2K, 3K, 4K, or 5K. This does not affect the amount of information that can be 
stored in the Clipboard; it only affects how soon the Clipboard overJlow~ to disk. 
See Startup Options in Shell Features. 

If  you use the Clipboard frequently to transfer large blocks of text, increasing the 
amount of Clipboard memory may increase the speed at which text is saved to and 
retrieved from the Clipboard. 

Note 
If you are on a network and Shell is running from a network directory, you may not 
have the network file rights necessary tu creak uverflww files in that directory. 
You can use the ld-pathname Shell startup option to redirect overflow files to a 
directory to which you do have rights (see Startup Options in Shell Features). I f  
yuu are uot stue what rights yuu have with various directories, consult your system 
administrator. 
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Colors 

I f  you have a color monitor, the Colors option on the Setup Options menu lets you 
change the screen colors for Shell. 

If you do not ha1.e a color monifur; changing Colors settings hn.r no ~ffecr on 5~ ret’tt dicpltt): 

To change the Shell colors, 

1 Select Setup (4) from the Shell menu. 

2 Select Options (2). 

3 Select Colors (1) to display the Color Setup screen. 

4 Select the type of monitor you have (color, single color, or Hercules RamFont 
card), then enter the necessary information (see Color Setup Oprions below ). 

Deperlding on your selecrion, your .rcreen und some oj the optlotrs tnq be tltjtrren~ jrom 

the ones shown here. 

5 Press Exit (F7) twice to save the changes and return to the Shell menu. 

Color Setup Options The Color Setup options correspond to three different types of color monitors. 

Color Monitor 

Use this option to adjust the colors on computers with a CGA or compatible color 
system. 

1 Select Color Monitor (I ) from the Color Setup screen. 

Shell asks if you want to use fast text display. 
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2 Type y  to increase the speed at which Shell displays text. (This may cause 
~12011: on some monitors.) 

or 

Type n if you do not want to use fast text display. 

A table appears from which you can select colors for background, foreground, and 
several text attributes. 

3 Make the desired changes. 

As you make changes, the changes are reflected in the sample text. 

4 Press Exit (F7) to save the changes and return to the Setup menu. 

Single Color Monitor 
To change the underline display on a black and white or Compaq monitor, 

1 Select Single Color Monitor (2) from the Color Setup screen. 

You are asked if you want to use fast text display. 

2 Type y  to increase the speed at which Shell displays text. (This may cause 
070~ on some monitors.) 

Type n if you do not want to use fast text display. 

3 Select Underline Displayed as Reverse Video (1). 

01 

Select Underline Displayed as Underline (2). 

4 Press Exit (F7) to save the changes and return to the Setup menu. 



Hercules RamFont Card 
If you have a Hercules InColor Card or Hercules Graphics Plus Card, Select 
Hercules RamFont Card (3) from the Color Setup screen. 

1 Select Monochrome Mode (1) to emulate a monochrome monitor with true 
bolding and underlining. 

Select CGA Mode (2) to emulate a standard CGA color monitor. ‘I he same 
color table appears as when you select Color Monitor as the monitor type (see 
Color Monitor above). 

Select No Mode Changes (3) to use the color and/or extended font capabilities 
of the Hercules RamFont card. The same color table appears as when you 
select Color Monitor (see Color Monitor above), except that the colors you 
selected for the Hercules color palette appear instead of the CGA colors. (See 
your Hercules manual for details on setting up the color palette.) 

The CGA Mode option does not tzurk with trll rrrorritmr,c Jf you .relecr thi.r optim and .\‘ou.J 
monitor does not supporr it, the sclcctinn is ignored. 

I f  you select Monochrome Mode, you are returned to the Setup menu. If  you select 
CGA Mode or No Mode Changes, 

2 Make the desired changes in the color table. 

As you make changes, the changes are reflected in the sample text. 

3 Press Exit (F7) to save the changes and return to the Setup menu. 



Note 
If you select No Mode Changes to use the Hercules color palette, your color 
settings may not hold when you switch to a different program and return or when 
you exit and then restart the current program. This may cause text to be almost 
invisible due to nearly identical background and foreground colors. You can avoid 
this problem by using the same color settings in all programs, or you can create a 
DOS batch file that restores the Hercules color settings when a problem occurs. 

Use a text editor to create a DOS batch file (a file with .BAT extension) that 
contains the commands necessary to reset the Hercules card state, font, and colors. 
The commands listed below represent a sample batch file named RESET.BAT: 

Command Meaning 

palette mycolors.pal Reset Hercules card state and colors 
ramfont courier.fnt Reset font 

To execute the batch file. select Go to DOS For One Command from the Shell 
menu, then enter the full pathname of the file. After the batch file is executed, 
press any key to return to the Shell menu. 

I f  you have room on your Shell menu, you can add the batch file as a Shell menu 
item. Then you can simply select that item to reset your Hercules colors. (See 
Program information in Shell Features for details on setting up a DOS batch file as 
a menu item.) 

A Note of Caution In WordPerfect version 5.0 or later or PlanPerfect version 5.0 or later, it is possible 
to use 5 12 characters with the EGA, VGA, or Hercules InColor Card. However, 
while using WordPerfect or PlanPerfect with 5 12 characters, Shell prnmpts may he 

unreadable because the display attributes used (bold, underline, and so forth) are 
interpreted differently in this mode. 

You can avoid this problem with the EGA or VGA card by using only colors A 
through F for your display attributes in any Shell program. When using the 
Hercules InColor Card, use only colors A, C, E, G, H, I, K, M, and 0 in Shell. 



Help 

You can use Help to display information about Shell features. 

1 Press Help (F3). 

The main Shell Help screen is displayed with instructions for using the Help 
feature. 

2 Type one of the letters in the topical guide to learn about a specific topic. 

I f  the information for the feature or topic occupies more than one screen. the “1 
More” prompt appears at the bottom of the screen. Type 1 to view successive 
screens on the same feature or topic. 

You can return to the main Help screen at any time by pressing Escape (Esc). 

When you finish using Help, 

3 Press the Space Bar or Enter from any Help screen to exit the Help feature. 

Context-Sensitive Help You can also access Help from any menu or prompt to display information about 
the feature you are using. For example, if you select Clipboard (2) from the Shell 

menu and then press Help (F3), information about the Clipboard feature is 
displayed. 
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Macros 

Using the Macro feature, you can record the keystrokes you press for a certain task, 
then later execute the macro to have Shell perform those keystrokes for you. 

Fur exampk, yuu can delinr ti maccu to perform the following tasks: 

l Back up the files in a directory to a disk. 
l Save text to the Shell Clipboard. 
l Change the initial (default) settings for a program, 

Almost any task you can do manually from Shell or a program running under Shell, 
you can automate with a Shell macro, You can also use macro programming 
commands to program a Shell macro for specific tasks. To create advanced Shell 
macros, you need WordPerfect Office Editor 3.01 or later. 

Defining a Shell Macro You can define a Shell macro while in Shell or in any WordPerfect Corporation 
program running under Shell. 

To detine a simple Shell macro that executes keystrokes, 

1 Press Define Shell Macro (Ctrl-Shift-FIO). 

The Shell Macro prompt appears. 

2 Enter one to eight characters to name the macro. 

0)’ 

Hold down Alt and Shift and type a letter from a to z. 

3 Enter a description for the macro (no more than 39 characters). 

Press Enter to bypass entering a description. 

The ““Starting shell macro-O’:“’ message is briefly displayed at the bottom of the 
screen. Also, “* Macro Def*” appears at the bottom of the Shell menu screen until 
you finish detining the macro. 

4 Press the keystrokes you want recorded In the macro. 

5 Press Define Shell Macro again to end macro definition. 

The “*Shell Macro Ended*“’ message appears briefly at the bottom of the screen. 

Shell Macro Filename 
Shell uses the name you give plus a .SHM extension to create the filename for the 
macro. For example, if you enter print as the macro name, the filename for the 
macro will be PRINT.SHM: if you hold down Ah and Shift and type p for the 
macro name. the filename will be ALTSHFTP.SHM. 
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Global Macro Directory 
Shell macros are saved to the global macro directory, which is the directory 
specified with the Macro Directory option in Setup (see Macro Direcrop under 
Setup in Sltrll Fea~uiss). 

I f  you do not specify a macro directory and you are on a network, the global macro 
directory is the directory containing Shell Setup file (XXXSHELL.FIL, where XXX 
represents your file ID). 

See Setup in Shell Features for derails on rhe location of rhe Shell Srrapjile. 

I f  you do not specify a macro directory and you are using WordPerfect Office PC 
on a stand-alone machine, the global macro directory is the directory containing the 
Shell program file (SHELL.EXE). 

Important: You can override the default macro location for named macros b? including a 
full pathname when naming the macro in srep 2 above (for e.rample, c~:Lnacros~~~rmati. 

I f  a macro with the same filename already exists in the destination directory. Shell 
asks if you want to replace the original macro. Type y  to replace the original and 
continue defining the new macro, or type n and enter a new mart-n name tn 

preserve the original. 

Executing a Shell 
Macro 

The way you execute a Shell macro depends on how you named the macro. 

I f  you named the macro with one to eight characters, 

1 Press Shell Macro (Ah-Shift-FlO) from the Shell menu or from any program 

running under Shell. 

Important: When you aecute n Shell mncro. make sure you nre in fhe ~nme Iocnrion f wwvz~ 

program and state) as you were when you defined the macro. This ensuree.y that the mac’ro 
does what you want it 10 do. 

2 Enter the name of the Shell macro. You do not need to include the .SHM 
extension. 

If you do not include a pathname for the macro (for example, c.\macms\prinr) 

Shell looks for the macro in the default directory specified on the Program 
Information screen for the current program. 

To start a macro named with the Alt-Shift keystroke, simply press Alt-Shltt-lerter 
(where letter is the letter you used to name the macro; such as Alt-Shift-d). 

Macro Not Found If no macro is found when you press Alt-Shift-letter, the keystroke performs the 
same function as the Switch Program feature (Ctrl-Alt-menu letter). See Sw,itrh 
Prngrnm in Shpll FPnturPv fnr rlet;lilC 

For example, if you press Alt-Shift-w and no file named ALTSHFTW.SHM is 
found, you will be switched to whatever program is assigned to W on the Shell 
menu. It there IS not a menu item asslgned to that letter, you are returned to the 
Shell menu. 
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Macro Execution Directory 
When starting a named macro (with no pathname) or an Alt-Shift macro from 
within a program running under Shell, Shell looks for the macro first in the 
program-specific Shell macro directory. The program-specific macro directory is 
the default directory specified on the Program Information screen for that program 
(see Default Directory under Program Information Options in Shell Features). I f  
no default directory is spccificd on the Ploglanl Infulmatiun succn, 111~ p~ug~a~u’b 

current default directory is the program-specific macro directory. 

If  the macro is not found in the program-specific macro directory or if you are 
starting a Shell macro from the Shell menu or from DOS, Shell looks for the macro 
in the global Shell macro directory (see Global Macro Directory above). 

International Macro 
Interface 

Macro prompts can cause difficulties with international versions of WordPerfect 
products because the mnemonics for yes and no may not be y  or n in a language 
other than English. To resolve this difficulty, all versions of Shell (including the 
original English and all international versions) can use character equivalents for yes 
and no. The equivalents are: 

Answer Equivalent 

Yes t 
NU 

Canceling a Shell Macro You can cancel a Shell macro in progress by pressing one of three keys. I f  you 
have not pressed any keys since starting the macro, press Cancel to stop the macro. 
If  you have pressed other keys, press Cancel Macro (Ah-Shift-Fl) or Shell Macro 
(Alt-Shift-FlO) to stop the macro. 

Memory Management 

Out: of tht: must uszful applications uf SlvAl h the ability to keep multiple p~ug:“lm~ 

resident in memory and switch from program to program with a single keystroke 
(see Switch Program in Shell Features). I f  you plan to use this feature, it is helpful 
tu u~~dc~stmrd huw Shell uscs you Lomputcl’s mc~nory to keep programs rcsidcnt. 

When you start Shell, there are already at least two programs resident in memory: 
DOS and Shell. I f  you loaded any other programs before starting Shell (such as 
network device drivers), those programs are also resident. As you continue to start 
programs from Shell and leave them resident in memory, more and more of your 
computer’s memory or disk space is used. It logically follows that the more 
memory and disk space your computer has, the more programs you can have 
resident at the same time. 



How Shell Uses 
Memory 

When you start a program, the information necessary to run that program resides in 
conventional memory. When you leave a program resident to switch to another 
program (see Switch Program in Shell Fearures), the current program is either left 
in conventional memory or swapped to one of several locations, depending on the 
current operation mode and conditions. 

The sections below describe several Shell startup options that help you control how 
Shell uses memory. 

Default Mode 
In its default operation mode, Shell uses any available expanded memory. hard disk 
space, and/or RAM drive space to swap programs. However, there must be more 
space available in these combined locations than in conventional memory (almost 
always the case) or the program is left in conventional memory. 

Shell supports the Lotus/lnteWMicrosoji (LIM) Expanded Memory Specijcation. 

When swapping to one of these locations, expanded memory (if any) is used before 
hard disk or RAM drive space. 

If you use the default mode, you can use the /o startup option fo specify the drive or 
drives (a maximum of two) you want Shell to use after it uses all available 
expanded memory. For example, you could specify a hard disk and a RAM drive 
or a local hard disk and a network hard disk. You can also use the /ne or Iv (see 
Virtual Mode below) startup option if you do not want expanded memory used. 
For more information on startup options, see Startup Options in Shell Features. 

Virtual Mode 
Use the /v (virtual) startup option to run Shell in the virtual mode. In the virtual 
mode, Shell uses only hard disk and/or RAM drive space to swap programs. 
However, there must be more space available on the RAM drive and/or hard disk 
than in conventional memory or the program is left in conventional memory. 

As with the lo startup option (see Default Mode above), you can use the /v startup 
option to specify the drive or drives (a maximum of two) you want Shell to use and 
limit their use to a specific number of kilobytes. 

Conventional Mode 
If you do not want Shell to use expanded memory or hard disk and/or RAM drive 
space for program swapping and want to use only conventional memory, use the 
lne startup option. 

Insufficient Memory 
If there is not enough memory to swap a program while operating in any of the 
modes above, rhe following message is displayed: 

ERROR: Insufficient memory 

You will need to exit one or more resident programs before you start the next one 
(see Using the Memory Map below). 
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Using the Memory Map Select Memory Map (5) from the Shell menu to display a screen similar to the one 
below. 

Any currently active programs are listed by name in the top window in the order 
they were started. Programs or device drivers loaded into memory before starting 
Shell may appear as (Unknown Name) on the list. The amount of memory (number 
of bytes) used by each program is displayed to the right of each program name. An 
E appears next to any program currently swapped to expanded memory, and a D 
appears next to any program currently swapped to disk. 

If there are more programs resident than can be displayed in the window, press 
Down Arrow (L) or Page Down (PgDn) to view the remaining programs. 

The amount of available memory is displayed in a separate window below the 
program list. The amount of conventional DOS memory available is always listed. 
I f  you are operating in the dPfAlllt mnde (/n>, the amnunt of expanded memory (if 

any) and disk space is also displayed. If you are operating in the virtual mode (/v), 
the amount of available disk space is displayed. 

Using the available memory information and the approximate memory 
specifications for the programs you use, you can determine which combinations of 

programs you can have resident at the same time. See Program Memory 
Requirements below for the memory requirements of WordPerf~t Colpol~ation 
programs. For the memory requirements of other programs, see their respective 
reference manuals. 

After viewing the Memory Map, press any key to return to the Shell menu. 
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Program Memory 
Requirements 

The table below lists the memory requirements for WordPerfect Corporation 
programs. The figures given are only approximations. The actual memory 
requirements may be slightly higher or lower, depending on the conditions under 
which the programs are operating. 

Program Memory Required 

Shell 48K 

DataPerfect 2.0 112K 
DataPerfect 2.1 112K 
DataPerfect 2.2 112K 
DataPerfect 2.3 220K 
DrawPerfect 1 .O 384K 
DrawPerfect 1.1 384K 
WP Presentations 2.0 500K 
LetterPerfect 1 .O 330K 
PlanPerfect 3.0 260K 
PlanPerfect 5.0 384K 
WordPerfect 4.2 196K 
WordPerfect 5 .O 384K 
WordPerfect 5.1 384K 
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Program Information 

When you add a program or command tn the Shell menu, you mllst enter the 
information Shell needs to display the item on the menu and to execute the program 
or command when you select that item. 

Entering Program To enter the program information for a new menu item, 
Information 

1 Select Setup (4) from the Shell menu screen. 

2 Use the arrow keys or type a menu letter to move to an empty item in the Setup 
menu. 

3 Select Edit (1) or press Enter to display the Program Information screen for 
that letter. 

You cannot dis&, rhe Program Information screen for a program that is resident in 
memoq. 

4 Use Down Arrow (I) or Tab to move forward through the Program 
Information options, and use Up Arrow (t) or Shift-Tab to move backward 
through the options. 

As you move from option to option, a help message about the current option is 
displayed at the bottom of the screen. 

5 Enter the information necessary for the program or command you are adding. 

The options you will need to use depend on the type of menu item you are adding. 
For details on which settmgs to use with a particular menu item, see Program 
Information for Menu Item Types in Shell Features. See Program Information 

Options in Shell Features for descriptions of the Program Information options and 
instructions on how to use them. 

6 Press Exit (F7) twice to save the changes and return to the Shell menu. 
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Editing Program 
Information 

You can follow the steps above to edit program intormation after you have entered 
it. While in the Program Information screen, you can use any of the following 
cursor movement and editing keys to edit text: 

Name Key 

Character Left/Right Left/Right Arrow (t/j) 
Beginning/End of Line Home, Left/Right Arrow (Home,+/+) 
End of Line End 
Delete Character Left Backspace 
Delete Character at cursor Delete (Del) 
Delete to End of Line Ctrl-End 

Ifyou begm @ping before you use a cursor tnovemenr or ediling key, llre enihling KU is 
replaced by the text you type. 

Canceling Changes 
When editing a line of text, you can press Cancel (Fl) to restore the original text, 
but you must do so before pressing Enter or moving to a different line. 

To cancel all changes made since filling in the entire Program Information screen 
for a menu item, move to any setting and press Cancel before pressing any other 
key. (Pressing Cancel after you begin editing restores the original text for that 

setting only.) The original Program Information screen is restored, and you are 
returned to the Setup menu. 

You can also cancel all changes made since you entered the Setup menu by 
pressing Cancel from the Setup menu, then typing y at the prompt. 

Switching Program Information Screens 
While editing a Program Information screen, you can press Page Down or Page Up 
to display the Program Information screen for the next or previous item on the Shell 
menu. This also saves any changes you have made to the current Program 
Information screen. 

Program Information for Menu Item Types 

The type of Shell menu item you create determines what the settings for certain 
Program Information options should be and which options you can and cannot use. 
The sections below contain tables of the Program Information options and what the 
settings for those options should be for specific menu item types. 

For details on how to change the settings, see Program Information in Shell Features. 

If the setting for an option that requires you to enter text is “Not applicable.” do not 
enter anything for that option. If the setting for any option is “Optional,” refer to 
the explanation of that option in Program Information Options in Shell Features to 
decide whether you need to use that option. 
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Normal Programs To add a normal program (not a DOS command, DOS batch file, submenu, Shell 
macro, or heading) as a Shell menu item, include the following information on the 
Program Informntion acrccn: 

Option Setting 

Menu Lcttcr Any nwuduplicatc lcttu 

Menu Description A description of the program 
Menu Item Type Normal 
Pause NO or YES 
Default Directory Optional 
Program Name The name of the executable (program) file 
Clipboard Filename Optional 
Macro Names Optional 
Startup Options Optional 
Plump fwl statup wpliwlb? NO L)T YES 

Swap shell out? NO or YES 
Start resident? NO or YES 

DOS Command or 
Batch File 

To add a DOS command or batch file of DOS commands as a Shell menu item, 
include the following information on the Program Information screen: 

Option Setting 

Menu Letter 
Menu Description 
Menu Item Type 
Pause 
Default Directory 
Program Name 
Clipboard Filename 
Macro Names 
Startup Options 
Prompt for startup options? 
Swap shell out? 
Start resident? 
Allow switch anytime? 

Any nonduplicate letter 
A description of the command or batch file 
DOS/Batch 
NO or YES 
Optional 
The name of the executable file 
Optional 
Optional 
DOS command parameters 
NO or YES 
NO or YES 
NO 
NO or YES 

If the item is a DOS command (for example, FORMAT.COM), enter the 
parameters for that command (if any) on the Startup Options line. Set “Prompt for 
starrup options?’ to YES if you want to enter command parameters when executing 
the command. If  the item is a batch file, do not enter anything on the Startup 
Options line and set “Prompt for startup options?’ to NO. 

Set “Prompt for startup options?” to YES or enter a prompt on the Startup Options 
line (see Startup Options in Shell Features) if you want to enter command 
parameters when executing the command. 
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The Go to DOS for One Commnnd option on the .Shpll mmu iv Gnply a DOS/Batch item 

with nothing on the Program Name Line and a DOS Command: prompt on the Startup 
Options line. 

For a DOS command or batch file menu item to work properly, you must have the 
COMMAND.COM file in your root directory. When you execute the DOS 
command or batch file from the Shell menu, Shell loads another copy of DOS to 
execute the command or batch file. When the command or barch file has been 
executed, you are returned to the Shell menu immediately if the Pause option on the 
Program Information screen is set to NO. If Pause is set to Yes, you are prompted 
to press any key to return to continue. 

For example, the Program Information screen below is set up to execute the 
FORMAT.COM command when the user selects “Format (drive)” from the Shell 

menu. 

Notice the message on rhe Startup Oprions line. When the user enters a drive letter 
at the prompt, a colon is added to the drive letter, and the result is passed to the 
format command as the command’s parameters. 

Submenu 
If you run out of room on the Shell menu, you can create submenus for additional 
items. You can also use submenus to create separate menus for groups of similar 
items. 

To add a submenu as a Shell menu item, include the following information on the 
Program Information screen: 

Option Setting 

Menu Letter Any available letter 
Menu Description A description of the submenu 
Menu Irem Type Submenu 
Pause Not applicable 
Default Directory Optional 
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Option Setting 

Program Name Not applicable 
Clipboard Filename Not applicable 

Macro Names Not applicable 
Startup Options Submenu filename 
Prompt for startup options? NO or YES 

Swap Shell out? Not applicable 
Start resident? NO or YES 

When you select this item from the Shell menu for the first time after setting it up, 
the message “ERROR: File not found” may be displayed because you have not yet 
created the file for the new submenu. A blank Shell menu is then displayed. 

Set up the submenu using the Setup feature (see Setup and Program Information in 
Shell Features). When you exit the submenu, any changes you made to the menu 
are saved in the file indicated by the filename on the Startup Options line. 

Notice that you can only use thefilename, /m-macro name, and In startup options 
with a submenu. However, any other startup options that yn11 inrlndd fnr the main 

Shell menu (/c, /o, /v, etc.) are used by the submenu. 

Shell Macro To add a Shell macro as a Shell menu item, include the following information on 
the Program Information screen: 

Option Setting 

Menu Letter 
Menu Description 
Menu Item Type 
Pause 
Default Directory 
Program Name 
Clipboard Filename 
Macro Names 
Startup Options 
Prompt for startup options 
Swap Shell out? 
Start resident? 
Allow switch anytime? 

;? 

Any available letter 
A description of the Shell macro 
Macro 
Not applicable 
Not applicable 
Full pathname of the Shell macro 
Not applicable 
Not applicable 
Optional 
NO or YES 
Not applicable 
NO or YES 
Not applicable 
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-I_c __c-- _____... ____l .  _I 

The screen below is an example UT how yuu might set up a Shell macro as a menu 
item. 

I f  there is any text you want to be able to use within the macro, you can enter that 
text on the Startup Options line. You can also set “Prompt for startup options?” to 
YES and then enter the text when you start the macro. 

The text you enter is assigned to macro variable 0 and can be used in the macro 
with the (VARIABLE)0 and (ALT-SHIFT-O] commands. 

If you set “Start resident?’ to YES, the macro is executed when you start Shell. 

Heading You can create bolded headings in a Shell menu to set apart similar programs or 
display other types of information. 

To create a bolded heading as a Shell menu item, enter the following information 
on the Program Information screen: 

Option Setting 

Menu Letter Space (leave blank) 
Menu Description The text of the heading 
Menu Item Type Normal 

Pause NO 
Default Directory Not applicable 
Program Name Must be empty 
Clipboard Filename Not applicable 
Macro Names Not applicable 
Startup Options Not applicable 
Prompt for startup options? NO 
Swap Shell out? Not applicable 
Start rcsidcnt? NO 
Allow switch anytime? Not applicable 
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The menu description is displayed on the Shell menu as a bolded heading, without a 
menu letter. (If you use a menu letter for a heading, the letter appears next to the 
heading in the Setup menu, but not in the main Shell menu.) 

Important: For this menu item @pe to work properly, you must leave the Program Name 
line blank. 

Program Information Options 

This section provides a description of each of the Program Information options. 
The options are listed in the order in which they appear in the Program Information 
screen. 

See Program Information in Shell Featuresfor instructions on how to display the Program 
Information .screenfor a purticular program. Also, see Program Infomlation for Menu Item 

Types in Shell Features for details on which of the options described below you should use 
M.idl particll/nr- pper Of menu items 

Menu letter The menu letter is the letter that appears next to an item on the Shell menu. This is 
the letter you press from the Shell menu to select an item. To change the current 
menu letter, move to the Menu Letter option, then type a new letter. 

You can also change the menu letterfrom the Setup screen (see Setup in Shell Features). 
While in the Setup screen, move to the item whose menu letter you want to change, then hold 
down Ah and type the new menu letter. 

Menu Description Use this option to enter the text (a maximum of 30 characters) you want to appear 
next to the menu letter on the Shell menu. 

Menu Item Type Shell must know what type of item a program or command is in order to execute it 
correctly. Move the cursor to the Menu Item Type setting, then type a letter from 
the list below to select the correct type. 

If you type an im,alid letter: the setting is not changed. 

Letter Setting 

d DOS/Batch (DOS command or batch file) 
m Macro (Shell macro) 
n Normal 
s Submenu 

Normal (for normal programs) is the default setting for Menu Item Type. If  you 
are adding a menu item that must be handled differently than a normal program, 
(not a DOS command, DOS batch file, submenu, Shell macro, or heading) select 
the appropriate item type. See Program Irzformation for Menu Item fi:pes in Shell 
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Features for an explanation of which menu item type you should select for various 
programs. 

Pause This option affects only Normal and DOS/Batch menu items. Type y  to have Shell 
pause the program, DOS command, or DOS batch file after it has executed and 
prompt you to press any key to continue. Or type n to be immediately returned to 
the Shell menu when the program, command, or botch file is completed. The 
default setting is NO. The Pause option is useful for programs, commands. or batch 
files that perform a function and then exit (or quit) when that function is completed. 
If the program, command, or batch file displays the results of its function upon 

exiting, set Pause to YES to have Shell display that screen until you press any key 
to continue. 

Default Directory The directory you enter here becomes the default directory for this menu item. If 
you do not enter a default directory, the item uses the Shell default directory 
displayed at the bottom of the Shell menu. 

Program Name I Jse the Program Name line to enter the filename of the program (for example. 
DP.EXE), DOS command (for example, FORMATCOM), DOS batch file (for 
example, PRINTBAT), or Shell macro (for example, FIND.SHM) you are adding 
to the Shell menu. 

If  you do not include a path when entering the filename, Shell looks for the file first 
in the current Shell default directory, and then in the directories specified with the 
DOS PATH command. It is a good idea to include the full parhname of the Ale (for 

example, c:\data\dp.com) so Shell will find the file even if you later change the 
default directory or PATH command. 

Clipboard Filename You can use the Clipboard Filename option to append to the Clipboard from 
programs that are not Shell-compatible (do not have a Shell feature with options for 
saving to the Clipboard). 

Important: You can also use the Screen Copy feature to save text to the Clipboardfrom 
prug:rurru dear ure rw~ Slrel/-~urrrphhk (OCR Clipbua~J irf Sl~cll Fca~u~cs). U.>I’JLK ~1 CirjJ~rxrrtl 
jilename is simply an ultei-native to using Screen Cop. 

To use this method of appending text to the Clipboard from a program, you must 
enter a filename on the Clipboard Filename line for that program. When you later 
start the program, you can append selected text to the Clipboard file. When you 
switch programs or exit the program, the text in the Clipboard file is appended to 
the Clipboard. You can then retrieve the text from the Clipboard with the 
Clipboard Retrieve or Screen Retrieve feature (see Clipboarcl in Shell Fercturesj. 

Macro Names You can define an End of Line macro for a program to add specific characters to 
the end of each text line when you use Screen Retrieve in that program. You can 
also define Go to Shell and Return from Shell macros to make the Switch Program 
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feature (Ctrl-Ah-menu letrer) work the same way in a program that is not Shell- 
compatible as in a program that is. 

See Clipboard and Swjtch Program in Shell Featuresfir derails on the Screen Retrieve and 
Switch Program fealures. 

Changing Macro Names 
When you define an End of Line, Go to Shell, or Return from Shell macro for a 
program (see Defining Special Macros below), you must use the name that appears 
on the Program Information screen for that program. The prc-set macro names arc 
listed below. 

Macro Type Macro Name 

End of Line EOLX. SHM 
Go to Shell GOSHELLX.SHM 
Return from Shell RTSHELLX.SHM 

When you first enter information for a program, the X (the variable character) in 
each macro name above is usually the same as the menu letter for that program. Tf 
desired, you can change the menu letter to a different character (letter or number). 

To change the variable character for the macro names, 

1 Move the cursor to the Macro Names line. 

Notice that the variable characters in all three macro names are highlighted. All 
three macro names use the same variable character. 

2 Type the desired letter or number. 

Press the Space Bar ifyou only want to clear the current character: 

The character you type appears in all three macro names. 

Whenever you use Screen Retrieve in a program, Shell looks for the End of Line 
macro name that appears on the Program Information screen for that program. 
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Whenever you use Switch program, Shell looks for the Go to Shell and Ketum 
from Shell macros specified on the Program Information screen for that program. 

In stand-alone mode, Shell looks for the macro(s) first in the directory containing 
SHELL.EXE and then in the current default directory for the program you are 
using. In network mode, Shell looks for the macro(s) first in the directory 
cw~khir~g the XXXSIICLL.ITL file (whcrc XXX rcprcscnts your file ID) and then 
in the current default directory for the program you are using. Shell executes the 
macro(s) if it finds them. 

If no variable character is specified in the macro name, the program does not look 
for a macro. 

Defining Special Macros 

To define an End of Line, Go to Shell, or Return from Shell macro, 

1 Press Define Shell Macro (Ctrl-Shift-Flu) trom the Shell menu or from any 
program running under Shell. 

2 Enter eolx (where x is a letter or number) as the macro name if you are defining 
an End of Line macro. 

or 

Enter goshellx (where x is a letter or number) for a Go to Shell macro. 

or 

Enter rtshellx (where x is a letter or number) for a Return from Shell macro. 

3 Enter a description. 

Press Enter to bypass the description. 

4 Press the necessary keystrokes (see End of Line, Go to Shell, and Return from 
Shell below). 

5 Press Define Shell Macro again to end macro definition. 

You can define a separate End of Line, Go to Shell, and Return from Shell macro 
for each program on the Shell menu. You can also use one macro with more than 
one program by specifying that macro name on the Program Information screens 
for all the desired programs. 

End of Line 

When defining an End of Line macro for the Screen Retrieve feature, press the 
keystrokes (for example, Tab, Hard Page) and/or type the characters you want 
added to the end of each line. 
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Go to Shell 
You can define a Go to Shell macro to use Switch Program with a program that 
is not Shell-compatible. However, the program must have a way to go to DOS 
or execute a single DOS command without exiting the program. 

It is usually easiest to define a Go to Shell macro from within the program you 
are defining it for. After entering the macro name and description, press the 
keystrokes that take you to DOS or let you execute a single DOS command (for 
example, the RUN SHELLDOS command for dBASE or the /s command for 
Lotus l-2-3). 

,from Shell, preuing the keystrokes to go to DOS returns you 

Defining a Go to Shell macro for a program is usually sufficient to make the 
Switch Program feature work. However, a Return from Shell macro is 
necessary for some programs (see Return from Shell below). 

Return from Shell 
Y~II need to define 2 Return from Shell macrn for a program if you cannot 
return directly back to that program by simply selecting that program from the 
Shell menu. For example, some programs return you to DOS where you must 
enter fin adrlitinnRl mmmnnd tn return tn the prqpm 

When defining a Return from Shell macro, press the keystrokes you would 
normally press to return to the program from Shell (only the keystrokes you 
must press ufter selecting that program from the Shell menu). 

Startup Options You can use the Startup Options line to include startup options for a program, to 
include parameters for a DOS command, or to include text you want stored in a 
Shell macro variable. 

See Startup Options ijt Shell Featuresfur dze srrrr-rup opfinns you can use with Shell and,for 
nn qhnution of hoM> to USP .startup options. 

The Startup Options line can contain 30 characters, If  you run out of room, you can 
also set “Prompt for startup options?” to YES (see Prompt for Startup Options 

below) and enter the remaining startup options, parameters, or text when you select 
the item from the Shell menu. 

If  you want to be able to enter different startup options, parameters, or text each 
time you start a program, execute a DOS command, or execute a Shell macro, you 
car, eiltlcl ~3 “Prompt fol startup options. 3” to YES (see Prompt fOI Stamp 
Options below), or you can create your own customized prompt on the Startup 
Options line. Shell then displays the prompt and waits for input when you select 
thr item flom thr. Shell menu. Creating a prompt on the Startup Options line is 
especially useful when you only need to change part of a startup option or 
parameter. or part of some text. 

To create a prompt on the Startup Options line, type a question mark (?) followed 
by the text of the prompt in quotes (” I’). For example, if you want to be able to 
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access any of the database panels directly, you could enter ?“Panel Number:” on the 
Startup Options line. Then, whenever you start DataPerfect from the Shell menu, 
Shell pauses, displays the Panel Number: prompt, and waits for you to enter a panel 
nllmhm- The nnmbr WMI inter rmdar~u the .-rein- nrnmnt nn the Ktnrtlm nntinnc IIUIIIVII. 1 I._ IIYLIIYI, J”.. vaLLuL ‘vy’..‘uy .llu -I‘L1.l =‘-... re -<, L.L1 u.-.--y vy’Ay.~” 

line and in this case is used as the panel number parameter of the lp=parzel nutnher 

startup option. 

If  you include more than one prompt on the Startup Option line, Shell will pause 
and display the prompts in the order they were entered. 

Prompt for Startup 
Options 

I f  the “Prompt for startup options?” setting is Yes, Shell displays the “Enter 
options:” prompt each time you start that program. Shell then waits for you to enter 
startup options (as many as 60 characters). The startup process continues as soon 
as you press Enter. 

Whenever you enter text at the options prompt for a particular menu item. Shell 
records the text you enter in a special buffer. I f  you start that program again before 
exiting Shell, the last text you entered appears at the “Enter options:” prompt. 

As you continue to USC the prompt for startup options with this menu item, each set 
of text you enter is recorded separately in the buffer. The buffer can hold 2.56 bytes 
or normal characters of information. If  the buffer is full when you enter startup 
options at the “Enter options:” prompt, Shell deletes the oldest set of text to make 
room for the new one. Entries are stored separately for each Shell menu item set to 
prompt for startup options. All startup options buffers are cleared when you exit 
Shell, 

If you create your own prompt on the Startup Options line (see Startup Options abo\.e). the 
Startup Options buffer also stores text enteredfrom that prompt. 

Use the following keys to view and edit the startup options entries displayed after 
the “Enter Options:” prompt. 

Action Keystroke 

Previous/Next Entry Up/Down Arrow (t/l) 
Delete Current Entry Ctrl-Page Down (Ctrl-PgDn) 
Delete All Entries Ctrl-Page Up (Ctrl-PgUp) 
Clear Line Escape (Esc) 
Execute and Save Entry Enter 
Execute Entry Ctrl-Enter 

If desired, ynll can net “Prnmpt fnr startup nptinn~ 3” to YES /~nrl include startup 

options on the Startup Options line (see Startup Oprions above). I f  you do, the text 
on the Startup Options line will be inserted in the command line before the text you 
enter at the “Enter options:” prompt. 

Swap Shell Out By default (when “Swap Shell out?” is set to NO), the Shell program stays resident 
and uses about 4SK of random access memory (RAM) when you sran a program 

from the Shell menu. If  you do not have sufficient memory to start a particular 
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program or use certain features in a program while Shell is resident, you can set 
“Swap Shell out?” to YES to swap the Shell program to disk when you start that 
program, thus freeing up the memory usually used by Shell. 

However, if you set “Swap Shell out?” to YES for a program, you will not be able 
to use any Shell features while in that program. You will not be able to use Switch 
Program, Go to Shell, the Shell Clipboard, or Shell macros. To return to the Shell 
menu or use any Shell features, you must exit the program. 

If j,ou only need the additional memo? occasionally (for example, to print a very large 
document in DutaPerfect), you may ~‘ant to creute two menu items for the same program. 
Set “Strap Shell out?” to NO for the first menu item and use that item,for most of your work. 
Then set “S~t.ap Shell out?” to YES for the second item and use it only Myhen you need the 
additional memoy. This way, you have the Shell features available most of the time. 

Start Resident If  you set “Start resident?” to Yes, a plus sign (+) appears next to that item in the 
Serup menu indicating Lhat the ikrn will bc Iuad~I into ~~UXLUL~ each tilllc; yuu skut 
Shell. You should only set WordPerfect Corporation programs to start resident. 

setting from the Setur, menu bv moving to a menu You can ul.ro c/Lange the “Start resident? ” 
item, then tying a plus sign (+). 

I f  you set a program on the main Shell menu to start resident, that program is 
loaded into memory when you start Shell. I f  you want a program on a submenu to 
start resident, you must set both the program and the submenu to start resident. 
When a program or submenu is set to start resident, an asterisk (*) appears next to 
that iterll in ~llt: IIIIXU aftel~ you start Shell to indicate that it has already been loaded 

into memory. 

You can also set Shell macro menu items to start resident. A Shell macro that is set 
to start resident is executed as soon as you start Shell if the macro is on the main 
Shell menu or as soon as you start the submenu on which the macro is a menu item. 

Allow Switch Anytime By default (when “Allow switch anytime. 3” is set to No), you can use the Switch 
Program feature from within WordPerfect Corporation programs anywhere you can 
use the Go to Shell feature (Ctrl-Fl,l). You can also use Switch Program within 
non-WordPerfect Corporation programs by defining a Go to Shell macro for each 
of those programs (see Macro Names under Program Information Options in Shell 
Features). 

I f  you set “Allow switch anytime. 3” to YES, you can use Switch Program from 
almost any location in any program, including non-WordPerfect Corporation 
programs. 

With certain programs and certain graphics cards. however, you may experience 
display pl~ublems while using Switch Program with “Allow switch anytime?” set to 
YES. If you experience any display problems, such as the screen going blank when 
you switch to a program, try setting “Allow switch anytime?” to NO to correct the 
p~ubleu~. Yuu u111y need to set “Allow switch anytime?” to NO for those programs 

(if any) in which you experience display programs with the Switch Program 
feature. 
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Setup 

With the Setup options you can change the Shell menu and the default settings for 
several Shell features. 

Select Setup (4) from the Shell feature menu to display the Setup menu. The words 
“Setup Menu” appear in the Shell menu header, and the menu letters for any empty 
menu items appear. Also, the Setup options appear at the bottom of the screen. 

if the “Enter Password: ” message is displayed when you select Setup, the Setup feature has 
been protected with a password (see Password below). 

b CMPTY ITCM 

kh SETUP OPTIONS 

Four of the Setup options (Edit, Add, Dclctc, and Move) arc used to make changes 
to the Shell menu (see Shell Menu Setlnp below). Use Options to change the default 
settings for several Shell features (see Shell Menu Setup below). 

Settings you change with the Setup feature are saved in a Setup file and remain in 
effect until you change them again. If you are on a network, the Setup file is called 
XXXSHELL.FIL (where XXX represents your file ID). I f  you are using 
WordPerfect Office PC on a stand-alone machine, the Setup file is called 
SHELL.FlL. 

If  you use the lps-pathname (path to Setup file) startup option (see Startup Options 
in Shell Features), Shell looks for the Setup file only in the directory you specify. 
If the Setup file is not found in the directory specified with the lps-pathname 
option, a new Setup file is created in that directory. 

If you do not use the lps-pathname startup option, Shell looks for the Setup file first 
in the current default directory, then in the directory containing the Shell program 
file (SHELL.EXE), and finally in the directories in your DOS path. If  the Setup 
file is not found in any of these locations, a new one is created in the directory 
containing the Shell program file. I f  for any reason the file cannot be created in 
that directory, it will be created in the current default directory. 
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Shell Menu Setup Use the options described below to edit the Shell menu. If  you decide you don’t 
want to change the Shell menu after you begin editing it, press Cancel (Fl), then 
type y  for YES at any time before exiting the Setup feature to restore the original 
Shell menu. 

Edit 
Selecting the Edit option displays the Program Information screen. You use this 
screen to enter the information Shell needs to start a specific program or execute a 
specific command. 

From the main Shell menu, 

1 Select Setup (4) to display the Setup menu. 

2 Use the arrow keys or type a menu letter to move to the menu item you want to 
edit. 

Move to an empty line if you are creating a new menu item. 

3 Select Edit (1) or press Enter to display the Program Information screen. 

Shell will not let you edit u menu item that is currently resident in memory (resident 
program,r LIW murked with an asterisk on the Shell menu). 

Use Down Arrow (1) or Tab to move forward through the Program Information 
settings. and USC Up Arrow (7’) or Shift Tab to move backward through the settings. 

As you move through the settings, a help message explaining each setting is 
displayed at the bottom of the screen. 

Press Help (F3) to display additional information about the Program Information 
screen or see Program /nformution Options in Shell Features. 

4 Edit or enter the program information for the menu item. 

5 Press Exit (F7) to save any changes and return to the Setup menu. 

6 Press Exit again to return to the Shell mmu. 

Add 
Use this option to add (Insert) a space for a new menu item. From the main Shell 
menu, 

1 Select Setup (4) to display the Setup menu. 

2 Use the arrow keys or type a menu letter to move to where you want to insert a 
space for a new menu item. 

3 Select Add (3). 

When you select Add, a space is inserted and any menu items below the space are 
moved down one space. There must be at least one empty space at the bottom of 
the Shell menu for Add to work. Also, Shell will not let you add a space if the 
cursor is resting on a program that is resident in memory or if any programs below 
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the cursor are resident in memory (rcsidcnt programs arc marked with an asterisk 
on the Shell menu). 

4 If  you select Add just to move the existing items down one space, press Exit 
(F7) to return to the Shell menu. 

or 

If  you select Add to make room for a new menu item, follow steps 3 through 6 
under Edit above to add the item. 

Delete 
Use this option to delete a menu item or menu item space. From the main Shell 
menu, 

1 Select Setup (4) to display the Setup menu. 

2 Use the arrcw keys or type a menu letter to move to the menu item or space 
you want to delete. 

3 Select Delete (4) to delete the item and move all items below up one space. 

or 

Press Ctrl-End to delete the item and leave the space blank. 

You cannot use the Delefe option with a menu item rhat is re.rident in memo? or ~irb the 
cursor resting above any items that are resident in memory (resident programs are marked 
with an asterisk on the Shell mcnr~). 

Shell asks if you really want to delete this item. 

4 Type y  for YIPS to dclctc the item. 

Type n for NO to cancel the deletion and return to the Setup menu. 

Important: When you delete an item, you also delete all the information on that iten ‘.5 
Program information screen. 

5 Press Exit (F7) to save the changes and return to the Shell menu. 

You ran press Cancel (Fl), then &pey to exit Setup wlithout caving LUIJ chrrnye\. 7mhiT will 
restore any menu items you deleted or modified .rince selecting Setup 

Move 
You can use this option to move a menu item to a new location, create a duplicate 
menu item, or swap the locations of two menu items. When you move a menu 

item, the menu letter is also moved. 

From the main Shell menu, 

1 Select Setup (4) to display the Setup menu 
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2 Use the arrow keys or type a menu letter to move to the menu item or space 
you want to move. 

3 Select Move (5). 

4 Type the letter to which you want to move, copy, or swap the item. 

Jf more than one location has the letter you type, Shell displays different letters for each of 
these locations and asks you to select a letter again. 

5 Select Move (1) to move the item to the specified menu letter. 

Or 

Select Copy (2) to create a duplicate of the item at the specified menu letter. 

or 

Sdc.ct Swq~ (3) tu >wap thr; uulcnt item with the item at the spccificd menu 
letter. 

Shell Feature Setup 

I f  you select Move or Copy and an item already exists for the specified menu letter, 
Shell asks if you want to overwrite that entry. Type y  for YES to overwrite 
(replace) the entry, or type n for NO to cancel the move or copy command. 

6 Press Exit (F7) to return to the Shell menu. 

To change the default settings for Shell features, 

1 Select Setup (4). 

2 St-k-t Optinns (2) to display the Options menu. 

3 Select an option and make the necessary changes (the options are described 
below). 

4 Press Exit (F7) to save the changes and return to the Shell menu. 

or 

Press Cancel (Fl), then type y  to exit Setup without saving any changes. This 
will restore the settings that were in effect before you selected Setup. 

Any settings you change remain in effect until you change them again 

Colors 

I f  you have a color monitor, this option lets you change the display colors for Shell 
(see Colors in Shell Features for details). 

Date Format 
Shell displays the current date and time in the heading of the Shell menu. Use the 
Date Format option tn change the display fnrmat of the date and time. 

1 Select Date Format (2) from the Options menu. 
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2 Enter a new format string (as many as 29 characters) using the special 
characters displayed on the screen. Include in the format string any text 
characters (such as snaces. commas, and colons) you want displayed with the _-._--._-- \-.-~~-- -r~~~~-, ~~~~ 
date and time. 

Several examples of date formats are displayed on the Date Format screen. The 
default date format is 6, 3 1, 4 8:YU. 

Menu Title 
The menu title is the title displayed in the heading of the Shell menu. To change 
the menu title, 

1 Select Menu Title (3) from the Options menu. 

2 Enter a new title (as many as 30 characters). 

or 

Edit the existing title, then press Enter. 

When editing the title, use Right Arrow (+) and Left Arrow (c) to position the 
cursor, and use Backspace and Delete (Del) to delete characters. 

Screen Save 
Displaying the same screen for long periods of time can leave a ghost of that image 
etched in the monitor screen. If  you display the Shell menu (or submenus) on the 
screen for long periods of time, you can use Screen Save to protect your monitor 
screen. Screen Save causes the screen to go blank if no keystrokes are pressed 
within a specified time period. You can then press any key to redisplay the Shell 
menu screen. 

Make sure that the Swap Shell Out option on the Program Information screen is set 
to No for any program you want affected by Screen Save. 

1 Select Screen Save (5) from the Options menu, 

2 Enter the number of minutes (1 to 255) you want to elapse before the screen 
goes blank. 

OY 

Enter 0 (zero) to turn off Screen Save. (This is the default setting.) 

Macro Directory 
Use this option to indicate where you want Shell to store Shell macros you define. 
The pathname you enter for Macro Directory also indicates where Shell will look 
for macros you attempt to execute under certain conditions. For complete details 
on how Macro Directory is used when defining and editing Shell macros. see 
Macros in Shell Features. 

To change the Macro Directory setting, 

1 Select Macro Directory (6). 
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2 Enter the full pathname 
c:\data\macros). 

of your Shell macro directory (for example, 

The Mact’o Direcroy serring can concuirr 24 churucrrr~. 

Password 
Un a network, this option is designed primarily for use by the system admirGtlator. 

Using Password, the system administrator can set up the Shell menu for all users 
and then lock it with a password so the menu cannot be changed by users. 

If  you are on a network and your system administrator has protected Setup with a 
password, you can still access Options from the Setup menu to change the Colors, 
Date Format, Menu Title, Work Log Setup. Screen Save, and Macro Directory 
settings. Select Setup (4), then press Enter when prompted for the Setup 
password. The message “ERROR: Invalid Password” appears, then the Setup 
menu appears with only the Options option displayed. You can then selprt Optinns 

(2) to display the Setup options (except Password and Go to DOS). 

If  you are using WordPerfect Office on a stand-alone machine, or if you are on a 
network and Setup is not already password-protected, you can assign a password to 
protect your Setup settings from unwanted changes. 

1 Select Password (7) from the Options menu. 

2 Enter a password (as many as 8 characters). 

The Pa.ss~vord,fearure is nor case-sensirive. II dor~n ‘I muter n /rether ~CIIC use u~pe~cus~ OI- 
lolr,ercase letters N’herz defining, and later entering, the password. 

The characters do not appear as you type them, so you are asked to re-enter the 
password to verify that you entered it correctly. 

3 Enter the password again. 

After you exit Setup, you will be prompted for the password each time you or 
someone else selects Setup. 

Important: Please tlote that q you jorget the password, there is ab.rolutely no wag 10 access 
the Setupfeature without creating a new Shell menu. 

I f  you want to later remnve the password, 

1 Select Setup (4) ftm the Shell menu screen, then enter the password to display 
the Options menu. 

2 Select Options (2), then select Password (7). 

3 Press Enter twice. 

4 Press Exit (F7) twice to return to the Shell menu. 
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Allow Go to DOS 
On a network, the Allow Go to DOS option (like Password) is designed primarily 
so the system administrator can decide whether the user should be allowed to use 
the Go to DOS (1) option at the bottom of the Shell menu. 

To change the Go to DOS setting, 

1 Select Allow Go to DOS (8) from the Optinns menil. 

2 Type y  to turn on the Go to DOS feature. (This is the default setting.) 

or 

Type n to disable the Go to DOS feature. 

11 you disable: tht: Go tw DOS featut-e and do not want the user to bc able to turn the 

feature on again, be sure to assign a password to Setup (see Password above). 

lmpnrtant: The Allow Go to DOS option does not affect the Go to DOS for One Command 
option on the default Shell menu (SHELLNEW). Ifyou don’t want users to be able to go to 
DOS at all from the Shell menu, be sure to delete the Go to DOS for One Commnrld item 
from the default Shell menu. 

Hotkey Assignments 
There are three Shell features you can access from any program you start from 
Shell: Switch Program, Execute Shell Macro, and Define Shell Macro. You access 
these features by pressing specific keystrokes called hotkeys. The default hotkeys 
for these features are listed below. 

Feature Default Hotkey 

Switch Program Ctrl-Alt-menu letter 
Execute Shell Macro Alt-Shift-letter or Alt-Shift-F10 
Define Shell Macro Ctrl-Shift-F10 

For complete details on these jeatures, see Swatch Program und Macros, both tn 
Shell Reference. 

If  for some reason these default hotkeys are not convenient for you, you can define 
hotkeys of your own with the Hotkey Assignments option. The two most common 
applications for defining custom hotkeys are described below. 

l I f  a program running under Shell uses one of Shell’s hotkeys, you can define a 
custom Shell hotkey to avoid Shell overriding the other program’s feature. 

l With many non-English keyboard drivers, you access extra characters by 
pressing the Alt key in combination with other keys. To avoid confusion. you 
could define custom Shell hotkeys that do not include Alt. 

Defining Custom Hotkeys 
When you define a custom hotkey, you define what keys should replace the 
first two keys in each default hotkey sequence. In other words. you define what 
keys should replace Ctrl-Alt in Ctrl-Ah-menu letter, Alt-Shift in Alt-Shift-lerter 
and Alt-Shift-FlO. and Ctrl-Shift in Ctrl-Shift-FlO. 



A custom hotkey must be a single command key or a combination of command 
keys followed by a letter from A to 2. You can use any combination of 
command keys, provided at least one of the keys is Ctrl or Alt. For example, 
each of the following is a valid custom hotkey: 

l Ctrl-a 
l Alt-b 
l Ctrl-Alt-c 
l Ctrl-Shift-d 
l Ah-Shift-q 
l Ctrl-Alt-Shift-f 

I f  you have mapped an international character to a keystroke combination (Cm1 

plus a letter or Alt plus a letter) and you define the same keystroke combination 
for a custom hotkey, the hotkey definition will override the international 
character mapping whenever you use that keystroke. 

Some WordPerfect products, other than DataPerfect, support Ah macros (for 
example, Editor and WordPerfect). I f  you define the Ah-letter keyrtroke fnr R 

custom hotkey and you use it in a program that supports Alt macros, the custom 
hotkey will override the macro that uses the same keystroke. 

To define custom hotkeys, 

1 Select Hotkey Assignments (9) from the Options menu. 

The cursor moves to the Standard Shell Hotkey Enabled option. If  this option 
is set to Yes, all default Shell hotkeys are enabled (active), but a default hotkey 
is overridden if you replace it with a custom hotkey. If  the Standard Shell 
Hotkey Enabled option is set to No, all default Shell hotkeys are disabled. This 
means that the only way you can perform the function assigned to one of the 
default hotkeys is to define a custom hotkey for that function. 

2 Type y  if you want all default Shell hotkeys enabled. 

or 

Type n if you want all default Shell hotkeys disabled. 

The cursor moves to the next option. 

As mentioned previously, the last three Hotkey Assignments options let you 
define custom hotkeys for the Switch Program (Ctrl-Ah), Execute Shell Macro 
(AIt-Shift), and Define Shell Mtlcro (Ctrl Shift) hotkeys. 

To use the Custom Hotkey for the Ctrl-Alt (Switch Program) option, 



3 Press Enter to preserve the current setting. 

or 

Press Delete (Del) to restore the NONE setting and use the default hotkey. 

or 

Hold down one or more command keys and type a letter from A to Z to 
define a custom hotkey (see examples in the above list). I f  you enter a 
valid keystroke, it appears next to the custom hotkey option. If  you enter 
an invalid keystroke, nothing appears next to the option. 

4 Repeat step 3 above for the Custom Hotkey for Ah-Shift (Execute Shell 
Macro) and the Custom Hotkey for Ctrl-Shift (Define Shell Macro) 
options. 

Using Custom Hotkeys 
As mentioned previously, when you define a custom hotkey, you are only 

defining what will replace the first two keys in the default hotkey. The final 
key you must press (for example, menu letter in Ctrl-Alt-menu letter, letter in 
Alt-Shift-letter, and FlO in Alt-Shift-F10 and Ctrl-Shift-FlO) remains the same 
whether you are using a default or custom hotkey. The way you use a custom 
hotkey, however, differs slightly from the way you use a default hotkey. 

When you use a default hotkey, you press all the keys at once as a single 
keystroke. For example, to define a Shell Macro using the default hotkey, you 
hold down the Ctrl and Shift keys while pressing the FlO key. 

With a custom hotkey, you must press the custom hotkey sequence, release 
those keys, and then press the final key. For example, if you defined Alt-s as 
the custom hockey for Ctrl-Shift, to txgin dslining a Shell Macro you would 

press Alt-s, release those keys, and then press FlO. 

Startup Options 

Several options can be included when you start the Shell program. Enter any of 
these options when you start the Shell from the DOS prompt (for example, 

shell/n/m=colors/ns) or include them with the SHELL command in your 
AUTOEXEC.BAT file. For details on creating an AUTOEXEC.BAT file, see 
Installing Shell and the Shell Macros in Shell Installation and Operation. 

Only three of the startup options (filename, /m, and /n) can be used from within 
Shell, and only then if you are loading a submenu of Shell. 

filename 
The filename option loads the program, then immediately retrieves the Shell menu 
specified byjilename to the screen. 
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/c-n 
The /c-n option allocates a minimum of 1K and a maximum of 5K of memory to 
the Clipboard. The ,T represents the amount of memory in kilobytes (IK = 1024 

bytes). The default amount allocated to the Clipboard is 1K. 

fd-pathname 

The Id-pathname option redirects all temporary files for the Shell program to the 
directory indicated by pathname. 

/m-macro name 
The lm-macro name option executes the Shell macro specified by macro name as 
soon as Shell starts. 

In 
The /n option starts Shell, but does not start any programs set to start resident. 

ha 
This option turns off Bold and Underline in Shell prompts. Some graphic cards 
have problems interpreting the Bold and Underline attributes. Use the /na (no 
attributes) option if you experience display problems with Shell prompts that come 
up in programs running under Shell (for example, Screen Copy or Shell macro 
prompts). 

The /ne option starts Shell, but any available expanded memory is not used. If  you 
do not use this option or the /v option, Shell makes full use of any available 
expanded memory. 

lnf 
The Inf option must be used with some compatibles and windowing programs 
(other than TopView). This is the “non-flash” version of Shell and should be used 
if text ir displayed over the window or if the screen goes blank from time to time. 

If you have a Hercules or compatible graphics card and the Screen Copy feature 

(Alt-Shift- -) does not work, you can use the /ng (ignore graphics card) option to 
make Screen Copy work. 

You cannot use Screen Copy in a graphics mode, and some Hercules or compatible graphics 
cards make Shell think it is in a graphics mode when it is not. 

Ino 
The /no option causes Shell to use only the available conventional memory for 
switching between programs. 
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Ins 
The /ns option starts the non-sync version of Shell by inhibiting synchronization of 
output to color monitors. It speeds up display on color monitors, but may cause 
snow on some. 

lnt-x 
The /nt-x option lets you specify a network type where x is the network number or 
letter WordPerfect Office uses to identify a specific network software. See your 
system administrator if you need to use this option but do not know the number or 
letter of your network software. 

The /~~[limir];pnth[limit];path[limit] option causes Shell to use available expanded 

memory, RAM drive, and/or hard disk space when switching between programs. It 
also lets you specify the location of and limit (in kilobytes) the use of each of these 
resources. 

I f  you do not use this option, Shell uses all available expanded memory and all 
available disk space on the drive from which you are running Shell. 

The portion of this option following the dash is divided into three parts, separated 
by semicolons. Use of each of the three parts is optional. I f  you want to limit the 
use of expanded memory, specify a limit within brackets immediately after the dash 

(for example, /o-[limit]). I f  you include one or both of the next two parts, each 
must include a path. Enter the path to a RAM drive or to a hard disk for each part. 
You have the option of specifying a limit for each drive. 

Ips-pathname 
When you change the default Setup settings in Shell, the changes are saved in a 
Setup file. You can use the lps-pathname (path to Setup file) option to have Shell 
save and subsequently look for the Setup file in the directory you specify. 

If you are on a network, the Shell Setupfile is named XXXSHELL.FiL (where XXX 
represents your$le ID) and is .mved to the current default directon. If you are Ll.\iug 
WordPerfect O&e PC on a stand-alone machine. the Shell Setup$le is rlamed SHELL.FIL 
and is saved to the directov containing the Shell program file (SHELL. EXE). 

I f  you are on a network, you should always use the lps-pathrzame option co you 
know where your Serup file is and can always be sure Shell is using the correct 
Setup file. 

Isa 
The /sa (stand-alone) startup option starts Shell in stand-alone mode, even in a 
network environment. 
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Iss-rows,columns 
The lss-rows,columns option lets you specify the number of rows and columns you 
want displayed on the screen. Generally, Shell automatically detects the correct 
number of rows and columns. However, with some monitors it is unable to 
determine the number of rows. This option lets you specify the correct number of 
rows for your monitor. 

The lv-path[limit];path[limir] option causes Shell to use RAM drive and/or hard 
disk space only (no expanded memory) for switching between programs. (If you 
do not include the information following the dash, Shell uses the drive from which 
you are running Shell.) It also lets you specify the location of and limit (in 
kilobytes) the use of each resource specified. For each path, enter the path to a 
RAM drive or your hard disk. You can specify a limit for each drive. 

The /w-xx option lets you allocate more memory than normal for executing Shell 
macros. The XX specifies the amount of memory allocated for Shell macros in 
kilobytes (1K = 1024 bytes). The default amount the program uses is 6K. You can 
enter a minimum of 2K and a maximum of 30K. 

Switch Program 

Using the Switch Program feature, you can switch programs (leave a program 
resident in memory while starting another) by returning to the Shell menu, then 
selecting another menu item or Shell feature. You can also use the Switch Program 
feature to switch directly from any program to any other program on the same Shell 
menu or to any of the Shell options (such as Go to DOS or Memory Map). 

To use Switch Program, press Ctrl-Alt-x (where x is the Shell menu letter or option 
number of the program or Shell feature you want to switch to). You can also press 
Switch to Shell (Ctrl-Alt-Space Bar) to simply return to the Shell menu. 

You can also use the Alt-Shift-x keystroke to switch to a different program, as in 
earlier versions of WordPerfect Office. However, because the Alt-Shift keystroke 
is also used to start Shell macros, Shell looks first for a Shell macro assigned to that 
keystroke. If  a Shell macro is found, Shell executes the macro. If  no macro is 
found, Alt-Shift-x works the same as Ctrl-Alt-x. To ensure that you always switch 
programs when you want to, we recommend that you always use the Ctrl-Alt 
keystroke to switch between programs. 

For example, to switch to DataPerfect from the current program, you would press 
Switch to DataPerfect (Ctrl-Alt-d if D is the menu letter for DataPerfect). TO 
bwitcb tu Meruu~y May I-IOU the Culrcnt program, you would press Ctrl-Alt-5. 
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The locations within a program where you can use Switch Program depend on the 

“Allow switch anytime?’ setting on the Program Information screen (see Allow 
Switch Anytime under Program Information Options in Shell Features). 

Display Problems If you experience display problems when you switch from a program and then 
come back to that program (in other words, the screen is not restored when you 
return), you need IO set “Allow switch anytime?’ to NO on the Program 

Information screen for the program in which you experience the display problem 
(see Allow Switch Anytime under Program Information Options in Shell Features). 
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Appendix A: Convert 

The CONVERT.EXE file is located on the diskette that contains the utility 
programs. CONVERT.EXE converts files from other formats to WordPerfect 
merge format, and vice versa. 

To use the Convert program, 

1 I f  you are using a hard disk drive system, change to the drive or directory 
where the CONVERT.EXE file is located. 

or 

If  you are using a two disk drive system, change to the drive or directory where 
the files you are converting are located and insert the utilities diskette into drive 
A. 

2 If  you are using a hard disk drive system, type convert at the DOS prompt, 
then press Enter. 

I f  you are using a two disk drive system, type a:convert and press Enter. 

3 Enter the path and name of the file to be converted (input file) (such as 
NAME.TXT). 

4 Enter the path and name for the converted (output) file (such as NAME.DAT). 
The input and output filenames must be different. 

When entering the input and output filenames, you can use the question mark (?) 
and asterisk (*) as wildcard characters to create a filename parrem. For example, to 
convert all of the files in a directory that end with a .DOC extension, type “.DOC 
for the input filename. 

Optlons 

5 Select an option (see Options below). 

The file now is ready to be imported into DataPerfect. 

6 Import the output file into DataPerfect (see Data fmport in Reference). 

After entering the input and output filenames, the following options are displayed: 

WordPerfect to another format 
Revisable Fnm Text (IBM DCA FORMAT) tn WnrdPerfect 

Navy DIF Standard to WordPerfect 
WordStar 3.3 to WordPerfect 
MultiMate 3.22 to WordPerfect 
Seven-bit Transfer Format to WordPerfect 
WordPerfect 4.2 to WordPerfect 5.0 
Mail Merge to WordPerfect Secondary Merge 

WordPerfect Secondary Merge to Spreadsheet DIF 
Spreadsheet DIF to WordPerfect Secondary Merge 
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Mail Merge (8), WordPerfect Secondary Merge (9), and Spreadsheet DIF (A) are 
the only formats available for use with DataPerfect. 

Mail Merge 
This conversion is useful for dBASE, WordStar, and other delimited files. The 
converted file is in WordPerfect Secondiuy Merge format (nR is used tu stpuate 
fields, and *E is used to separate records). 

When you select this option, you are prompted for the field delimiter, record 
delimiter, and characters to be deleted from the file. To specify a carriage return 
and/or line feed as part of a record delimiter, type (13) and/or (10) respectively. 

WordPerfect Secondary Merge 
This option converts a WordPerfect Secondary Merge file into a Spreadsheet DIF 
format. Records become rows. and fields become cells. 

Spreadsheet DIF 
This option converts a spreadsheet DIF file to a WordPerfect Secondary Merge 
format. Rows become records, and cells become fields. 

Quick Convert You can convert fileb from 111~ DOS conmrand lint: without advancing through the 

menus. You can also enter several command lines in a batch file to perform 
multiple conversions. 

To use Quick Convert with a hard drive system, 

1 Be sure you are in the directory which contains the DataPerfect program files 
(in other words, C:\DATA). 

2 At the DOS prompt, enter convert cinputjlename> <outputfilename> <n> 
<field delimiter> record delimiter> <delete characters> (where n represents 
the desired Convert option). 

To use Quick Convert with a two disk drive system, 

1 Insert the diskette you labeled DataPerfect Learning into drive A. 

2 At the DOS prompt, enter a:convert <input$lename> <outputfilename> <It> 
geld delimiter> record delimiter> <delete characters> (where n represents 
the desired Convert option). 

Example: 

a:convert name.txt name.dat 7,{13){10} ” 

The field delimiter, record delimiter, and characters to be deleted are needed only if 
Mail Merge is used for the input file type. 
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Appendix B: Description language (DPEXP and DPIMP) 

Description Language is the term used to describe the .STE file (a text file that ,---TT-j 
defines the database structure). It is produced by an export program (Ut-XXYJ 
which can be used to do the following: 

l Print or view a description of a database structure. 

l Export a database structure. 
l Modify the database structure to produce variations of an application. 
l Export and import reports. 

Important: Editing the .STE in a text editor can damage the .structure qf your 
database. You should make a backup copy of the database before editing the .STE 
so that if your structure file is damaged, you can restore from the backup. 
WordPerfect Customer Support is unable tofx a structurejile damaged bv editing. 

Note to Users of 
Non-English Versions 

Do not translate the Description Language of the .STE file into your language. By 
doing so, you will be unable to interchange database descriptions with users of 
other language versions of DataPerfect. 

Exporting a Database 
structure 

To convert a DataPerfect database structure to the readable form of the .STE file, 

1 Make a backup copy of your database (see Appendix I: Utilities-DPBackup). 

Be sure you are in the directory in which the DataPerfect program files are located, 
then follow the steps below. 

2 At the DOS prompt, type dpexp and press Enter. 

The database list is displayed. 

3 If necessary, select Change Directory (1) to move to the directory where the 
desired database is located. 

4 Move the cursor to the name of the database you want to export, then press 
Enter. 

As the file is exported, it scrolls on the screen. When the export is finished, the 
DOS prompt returns to the screen. 

A file is created using the same name as your database, except with a .STE 
(structure export) extension. This .STE file is only a copy. The original structure 
file (.STR) is retained on the disk. The copy can be retrieved into a text editor 
(such as WordPerfect Corporation’s Program Editor) or directly into WordPerfect 
via the Text In/Out feature. The .STE file can then be edited or printed. When 
using Text In/Out, use the Save As option and save the .STE file as Generic text so 
that it can be imported properly. 
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Importing a Database 
Structure 

To import a DataPerfect database structure into DataPerfect, be sure you are in the 
directory in which the DataPerfect program files are located, then follow the steps 
below. 

1 At the DOS prompt, type dpimp and press Enter. 

A list of exported database structures found in the current directory is displayed. 

2 If necessary, select Change Directory (1) to move to the directory where the 
desired database is located. 

3 Move the cursor to the name of the database you want to import, then press 
Enter. 

The STE file scrolls on the screen. When the import is finished, the DOS prompt 
returns to the screen. 

4 Start Datal’crfect. 

5 From the database list, move the cursor to the name of the newly imported 
database, then press Enter. 

6 When prompted, re-create the .IND file. 

7 Import any data files you have exported (see Data Import in Reference). 

The database is now ready for use. 

.STE File Information The .STE file is divided into five sections: 

l A description of general database characteristics. 
l Descriptions of each panel in the database. 
l Descriptions of each field within a panel. 
l Descriptions of each index defined for a panel. 
l Descriptions of each custom report in the database. 

The Description Language statements for each of these sections are described in the 
following sections. The order of each statement is the order expected when DPIMP 
is run. 

Database Descriptions 

Once you have exported a database, and a STE file exists for that database, you 
can observe the database structure in the Description Language. 

The database statements consist of the following: 

l Database name (informational only and treated as a comment) 
l Color specifications for menus and reports 
l Default specifications for numbers 
l Default specifications for dates 
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l Defauh specifications loor limes 
l Current date and time display 
l Default specifications for month abbreviations 
i SpecifiCaiions foi kejibo~d mapping jib Chaiaciei sor?ing 

Below is a sample of what the database statements might look like: 

Each of these statements can be changed within the specified parameters. 

DATABASE: 

Gives the name and location of the database at the time it was exported. 

Example: 

DATABASE: C:U)ATA\CUSTOMER.STR 

I f  the .STE file is imported using DPIMP, the new database will have the same 
name as the .STE file, except with a .STR extension. 

COLORS= 
This statement is followed by a series of numbers which specify the colors used for 
menus, report editing, and default colors for panels. The numbers are in decimal 
form and appear in this order. regular color, field edit, bwld, uudcxline, both bold 

and underline. 

Each color is assigned a number. The available colors and their corresponding 
numbers are listed below. 
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0 = black 
1 = blue 
2 = green 
3 = cyan 
4 = red 
5 = magenta 
6 = brown 
7 = white 
8 = gray 
9 = light blue 
10 = light green 
11 = light cyan 

12 = light red 
13 = light magenta 
14 = yellow 

15 = high intensity white 

The order of the formula for numbers is: 

background color * 16 + foreground color 

For example, the following formula is appropriate for white on a black background: 

0”16+7=7 

The following formula is appropriate for black on a white background: 

7*16+0=112 

Example: 

COLORS=7 112 15 23 31 

not specified any colors, the default setting is the same If the database definer has 
as in the example above. 

The numbers in this example specify white on a black background for regular color, 
reverse video (black on white) for field edit, and high intensity white on black for 
bold. 

The last twn colnrs depend on the monitor display. The color 23 on a monochrome 

monitor is regular color with underline, and the color 3 1 is bold with underline. On 
most color monitors, these numbers display as white on a blue background and high 
intensity white on a blue background, respectively. See Color in Reference. 

DEF.PERIOD: 
Specifies the character to be used as the decimal marker in G Type numeric field 

formats (if the format does not contain that specification). A period (.) is the 
default decimal marker. 

Example: 

DEF.PERIOD:. 
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See Format Defaults in Reference for more information. 

DEF.COMMA: 
Specifies the character to be used as the thousands separator in G Type numeric 
field formats (if the format does not contain that specification). A comma (,) is the 
default thousands separator 

Example: 

DEF.COMMA:, 

See Format Defaults in Reference for more information. 

YMD: 
Specifies the order of the year, month, and day in date field formats (if the format 
does not contain that specification). The letters YMD may be specified in any 
order. MDY is the default order. 

Example: 

YMD:MDY 

See Format Defaults in Reference for more information. 

HMS: 
Specifies the order of the hour, minutes, and seconds in time tield formats (if the 
format does not contain that specification). The letters HMS may be specified in 
any order. HMS is the default order. 

Example: 

HMS:HMS 

See Formar Defaults in Reference for more information. 

TOP.LINE: 
Specifies that the current date and time are to be displayed on the top line of the 
instruction box. If  NO is specified, the current date and time are not displayed. 

Example: 

TOP.LINE:YES 

See Top Line Display in Reference for more information. 

MONTHS: 
Gives the three-leuer abbreviations used in the repon furmat DZ9MON9999. The 

abbreviations are delimited by tildes (-). 

Example: 

MONTHS:-JANFEBMARAPRMAYJUNJULAUGSEP 
OCTNOVDEC- 
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See Format Dejaults in Kejerence for more information. 

AUTO.HELP 
If displayed, specifies that Auto-Help is on. 

See Help, Auto in Reference. 

BANNEBfmessage- 
If  displayed, specifies a custom message which appears when a user first enters a 
database. 

Example: 

BANNER: Welcome to the CUSTOMER database.’ 

See Dejner Banner in Reference for more information. 

ALT.MAP: and CTRLMAP: 
These statements specify the mapping of the Ah A-Z and Ctrl A-Z keys. 

Example: 

256 character codes are recognized by DataPerfect. For example, the characters 0 
through 9 are represented internally by the ASCII values 48 through 57. The 
uppercase characters A through Z are represented by the ASCII values 65 through 
90. The lowercase characters a through z are represented by the ASCII values 97 
through 122. These are the codes commonly used on microcomputers (including 
all PC compatibles). 

The example above shows the default settings for the Alt and Ctrl keys. To change 
the settings, use the Map Ah and Ctrl Keys option in DataPerfect. See Character 
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-.-- I__p __I. --- .--.. .-. 

Map in Reference for more information. 

UP.CASE: and SORT: 
The Index feature in DakS~rf~~t per~uulrns LWU up~~~tiull~ on cha~ac[tt~~. First, it 

converts all characters to uppercase for the creation of keys that are used to look up 
records in an index. Second, it sorts characters according to a Sort Order table. 

If you are not using international characters, you do not need to alter either of these 
tables. 

The tables above map the standard international characters correctly. 

See Sort Order and Characters, Uppercase in Reference for more information. 

PRINTEkMAP 
If your printer does not print a specific character you need (for example, a non- 

English character), you can map it to the printer. 
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The Printer Map function in DataPerfect uses a simple single character map which 
only affects printing. It does not affect the display on the screen or in the files. 

See Character Map in Reference for more information. 

Panel Descriptions 

This section contains the specifications for each panel. The panel statements 
consist of the following: 

l Panel number 
l Filename 
l Panel name 

l Panel display location 
l Panel display size 
l Panel display colors 
l Specifications for Auto-Save or Auto-Display Record 
l Panel text and the position of fields in the panel 
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Delow is a sample of what the panel statcmcnts might look like: 

I 1 

Each of these statements can be changed within the specified parameters. 

PANELS: 

Notifies you that information about each panel in the database is shown below. 

PANEh FILE: filename 
Gives the panel number and the filename for the data file. The filename can be any 
legal DOS filename with or without a drive and path specification. 

Example: 

PANEL:4 FILE: CUSTOMER.PER 

NAME:‘panel name- 
Gives the optional name for the panel. This is the name which appears on the panel 
list. I f  a panel name is not specified, the filename appears on the panel list instead. 
The panel name is delimited by tildes (-1. 

Example: 

NAME:-Customer Information- 
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Designates the location of the upper left comer of the panel. The upper left comer 
of the screen is regarded as point 0.0. The qyermmt left pndtinn Rllnwed is 1,9. 
This position places the left window line along the left edge of the screen, and the 
top line of the panel begins on the ninth line (the upper third of the screen is 
reserved as an instruction box). 

Example: 

x=1 Y=9 

WIGTtkn HEIGHT=m 
Gives the width and height of the panel in characters. The maximum width is 77 (0 
is a character, making 78 characters possible). The maximum height is 14 (which 
gives 15 lines in the panel-lines 0 through 14). 

Example: 

WIDTH=77 HEIGHT=7 

RECORDSIZE: n 
Specifies the number of bytes DataPerfect needs for each record in the panel. 

Example: 

RECORDSXZE: 151 

COLORS= 
Specifies the colors for the panel text, field edit, and field color when not being 
edited. These colors use the same table specified under Database Desmptions 
above. 

Example. 

COLORS=7 112 15 

See Change Color under Panel Options in Reference for more information. 

AUTO.SAVE and/or AUTO.LOOK 
If present, AUTO.SAVE saves a record being created as soon as data is entered into 
the last field in the panel. AUTO. LOOK displays each record in the panel when 
you scroll through a lookup list. 

BROWSE.CHANGE.setting 
Specifies the selected setting when a user attempts to edit a field while in Browse 
~w~cle. Pussiblc selthgs at: EDIT, CREATE, aml MENU. 

Example: 

BROWSE.CHANGE.CREATE 

See Auto-Edit/Auto-Create/Menu under Panel Options in Reference. 
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PANELTEXT and END.PANEL.TEXT 

Begins with PANEL.TEXT and ends with END.PANEL.TEXT. Between these two 
statements is the layout of the panel. All panel text is displayed, including spaces 
trmwl in the nan,=l LJ y-u 111 LL.V yuuc" 

The panel text is delimited by tildes (-). All fields and links are displayed in their 
appropriate positions in the panel. A CR represents a carriage return at the end of a 
line. 

Fields use the codes RF (real fields), DF (display fields), and HF (hidden fields). 
The field number and field size (in characters) follow the field codes, and are 

separated by a semicolon (3. 

A panel link uses the code DOOR, and a data link uses the code DOORWAY. 

Field Descriptions 

This sectton contains the specifications for each field in a panel. The field 
statements consist of the following: 

l Field number 
l Location of the field 
l Field format 
l Field offset 
l Initialization value 
l Formula(s) 
l Range value 
l Help message 

l Specifications for totals 
l Fields included in the lookup field list 
l Data link definition(s) 
l Data checking option 
l Fields included in the search field list 
9 Auto-incrementing field value 

APPENDIX B, DESCRlPTlONLANGUAGE(DPEXPAND DPIMP] 407 



Below is a sample of what the field statements might look like: 

Each of these statements can be changed within the specified parameters. 

FIELD!? 
Notifies you that information about each field in the panel is shown below. 

The fields are listed in edit order. Each field contains a field number, field location 
(x-y pair), field format, and field offset. All other field specifications are optional. 

FIELD: 
Gives a number representing the field’s creation order. 

Example: 

FIELD:9 

This example indicates that the field was the ninth one created in the panel. 

X=n Y=m 
Designates the location of the field in the panel. X represents the number of spaces 
to the right of the panel’s left edge. Y represents the line of the panel on which the 
field is located. 

Example: 

x=2 Y=O 

This example shows the location of a field as two spaces to the right of the panel’s 
left edge, on the first line of the panel (0 represents the first line). 
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FORMAT:lotmat- 
Gives the field’s format. The format is delimited by tildes (-). 

Example: 

FORMAT:‘G$ZZ,ZZ99.99::C- 

INITIAL.AT:setting 
Gives the setting for initialization. The statement ends with CREATE, EDIT, or 
CHANGE. 

Example: 

INITIAL.AT:CHANGE 

This example shows the statement for the setting “Auromatically computed at any 
change and when record is saved.” 

If an initialization statement exists, either a value or R fnrmrll:l StatPmPnt rnll<t alcn 

be specified. 

See Initialize at Create/Save/Any Change under Field Options in Rcferen1.e for 
more information. 

VALUE=-value’ or FORMUlA:formula 
These statements give either the initial value or the initial formula for the field. 
References to fields included as part of the formula begin with FIELD=. Other 
parts of the formula are character strings, delimited by tildes (-). Carriage returns 
are shown as CR. The end of a formula is designated by the code FORMl!LA. END 
followed by a semicolon (;). 

Example: 

FORMULA:-66,000 -- FIELD=PZF3 
PORMlJl.A.EN~: 

See lnitial Value and Initial Formula under Field Options in Reference for more 
information. 

CHECK AT: setting 
Gives the setting for validation time. The statement ends with either CHANGE or 
SAVE. 

Example: 

CHECK.AT:CHANGE 

This example shows the setting for “Validated when record is edited.” 

I f  a validation time statement exists, a range must also be specified. 

See Validation Time (Edit/Save) under Field Options in Reference for more 
information. 
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GAWGEfvaluel - TO:-value2* 
Specifies the range where the first value and the second value are delimited by 
tildes (-). 

Example: 

RANGE:-84601- TO:-84604- 

The range used in this example checks to be sure the field contains a value between 
84601 and 84604. 

See Range Check under Field Options in Reference for more information. 

HELP:‘message- 
Displays the text of a custom help message defined for this field. The message is 
delimited by tildes (“). 

Example: 

HELP: Type the standard two-digit postal abbreviation.- 

See Custom Help under Help in Kejkrence for more information. 

PGSITIVE.TOTAL:n III or NEGATIVE.TOTAL:n m 
These statements give the field number of the link (n) and the field number in the 
destination panel where the total of values in the specified field is kept (m). 
POSITIVE adds the values together and NEGATIVE subtracts the values. 

Example: 

POSITIVE.TOTAL5 4 

In this example, 5 represents the field number where the link is located, and 4 
represents the field number in the destination panel. 

See Keep a Total under Field Options in Reference for more information. 

LUOKUP:INlJEX:n FIELDS: 
Gives the index number and the fields included in the lookup field list for this field. 

Example: 

LOOKUP:INDEX:l FIELDS:1 4 6 

This example indicates that fields 1,4, and 6 should be displayed 
according to Index 1 when a lookup is performed on this field. 

See Lookup Field List in Reference for more information. 

and sorted 
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DOORWAY.TO.PANEL:n TFIELlkm INDEX:p FIELDS: 
The definition for a data link. 

Example: 

DOORWAY.TO.PANEL:3 TFIELD: 1 INDEX:3 
FIELDS:6 7 

This example indicates that the data link connects to panel 3, the target field in the 
destination panel is field 1, the data link uses the third index in the destination 
panel, and fields 6 and 7 (in the source panel) are the common fields used in the 
link field list. 

See Link, Data in Reference for more information. 

NOT.FOUND.SPEC: setting 
This statement may follow the data link (doorway) statement above, and specifies 
an option for when a value is entered in the source panel, but that value does not 
exist in the destination panel. The statement includes one of the following options: 
AUTO-CREATE, PROMPT-CREATE, NO-CREATE, or DON’T-CHECK. 
PROMPT-CREATE is the default setting. 

Example: 

NOT.FOUND.SPEC:PROMPT-CREATE 

See Link, Data in Reference for more information. 

SEARCHLIST: 
Gives the list of fields included in a search field list specified for the field. All of 
the fields in the list must have the same field format. When this field is specified in 
a range or template search, all of the other fields in the list are also included in The 
search. The search is satisfied if any of the fields match the search specifications. 

Example: 

SEARCHLIST: 4 7 10 13 16 19 22 25 

This example indicates that fields 4, 7, 10, 13, etc. are included in the search when 
a search is performed on this field. 

See Search Field List in Reference for more information. 

VALUE=-value- 
Specifies a value for the next created record in an auto-incrementing field. The 
value is delimited by tildes (“). 

Example: 

VALUE=-1 - 

In this example, the next record created receives the number I in this field. 

See Set Value for Next Created Record under Field Options in Reference for more 
information. 
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Panel link Descriptions 

‘l‘hls sectlon contams the speclticatlons tar each panel hnk in a panel. ‘l‘he panel 
link statements consist of the following: 

l Panel link number 
l Location of panel link 
l Destination panel 
l Target field 
l Index for destination panel 
l Fields in the link field list 
l Location of window 

Below is a sample of what the panel link statements might look like: 

Each of these statements can be changed within the specified parameters. 

000R:n X=m Y=p TO.PANEL:r TFIELD:s INDEX:t FIELDS:v 
The definition for a panel link. 

Example: 

DOOR:6 X=71 Y=6 TO.PANEL:3 TFIELD:2 INDEX:1 FIELDS:4 
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This example indicates the following: 

l The panel link is the sixth field in the panel’s creation order. 
l The pane1 link is located 71 spaces to the right of the panel’s left edge, and is 

on the seventh line of the panel (0 represents the first line). 
l The destination panel is panel 3. 
l The target field in the destination panel is field 2. 
- Tllc p~~urcl link uses the first indcn in the destination panel. 

l Field 4 (in the source panel) is the only common field used in the link field list. 

AUTO.DISPlAY.TOP/BOTTOM X=n Y=m WIDTH=p HEIGHT=r 
Specifies information for a window (if a window has been defined) in a panel link. 
TOP or BOTTOM indicates which line in the window is filled first. The X and Y 
values Indicate the location of the upper left comer of the window. The 
WZTH.BORDER statement (if included) indicates that the window has a border. 

Example: 

AUTO.DISPLAY.TOP WITH.BORDER X=10 Y=5 WIDTH=25 
HEIGHT=6 

This example indicates the following: 

l The records in the window are displayed from the top line of the window. 

l The window has a border. 

l The upper left corner of the window is 10 spaces from the left edge of the 
panel, and is on the sixth line of the panel (0 represents the first line). 

l The window is 25 characters wide. and is 6 lines in height 

See Link, Panel in Reference for more information. 
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Index Descriptions 

This section contains the specifications for each index in a panel. The index 
statements consist of the following: 

l Index number 
l Fields included in the index field list 
l Field used in the exception list 

Below is a sample of what the index statements might look like: 

Each of these statements can be changed within the specified parameters. 

INDEXES: 
Notifies you that information about each index in the panel is shown below. 

INDEX:n FIELDS: 
Specifies the index number and the fields mcluded in the index field list. If the 
index contains an exception list, it follows the fields in the index field list. 

Example: 

INDEX:1 FIELDS:1 13 
INDEX:2 FIELDS:7 8 10 EXCEPTJON.LIST:ll 

This example indicates that Index 1 includes fields 1 and 13. Index 2 includes 
fields 7, 8, and 10. The exception list includes field 11. 

Following the index statements is the statement: 
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PANELEND 

Indicates the end of all the descriptions for this panel. 

Report Descriptions 

The last section of the .STE file contains specifications for each custom report 
defined in this database. The report statements consist of the following: 

l Panel on which the report is based 
l Report name 
l Report mode 
l Index used to sort report data 
l Margins used for printing 
l Search specifications 
l Report form specifications 

Below is a sample of what the report statements might look like: 

Each of these statements can be changed within the specified parameters. 

Report Heading The report heading consists of general information for the report. 

REPORTS: 
Notifies you that information about each report in the panel is shown below. 
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REPOffT.BASED.ON.PANEL:n 
Specifies from which panel the report was created. 

Example: 

REPORT.BASED.ON.PANEL:2 

This example indicates that the report was created from panel 2. 

NAMEfreport name- 
Specifies the name given to the report. The report name is delimited by tildes (-). 

Example: 

NAME:liariable Search Conditions on Date Field- 

This example includes the report name: Variable Search Conditions on Date Field. 

REPORT.MODE:mode 
Specifies the disk file mode (DOS Text or WordPerfect) used in the report. This 
statement ends with either TEXT or WP. 

Example: 

REPORT.MODE: WP 

This example indicates that the report is in WordPerfect format. 

OUTPUT.FILENAME:Ilename’ 
If  displayed, specifies the disk filename to which the report should be sent. The 
filename is delimited by tildes (-). This statement is followed by either 
CREATE.DlSK.FILE or APPEND.DISK.FILE. 

Example: 

OUTPUT.FILENAME:-CUSTOMER.LAB’ 
CREATE.DISK.FILE 

REPORTJNDEkn 
Specifies which index is used to sort the data in the report. 

Example: 

REPORTJNDEX:3 

This example indicates that the report is sorted according to Index 3. 

TEXT.LINES=n TOP.MARClN=m BOROM.MARCIN-p LEFT.MARGlN=r 

Specifies the page constraints for each page of the report. 

Example: 

TEXT.LINES=54 TOP.MARGIN=6 BOTTOM.MARGIN=O LEFT.MARGIN=O 
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This example indicates that 54 lines are available for printing, 6 lines will appear at 
the top of the page before printmg begins, and no bottom margin or left margin is 
set. 

Search Conditions If search conditions have been defined for the report, the search statements are 
displayed next. 

Below is a sample of what the search statements might look like within a report 
description: 

INCLUDE or EXCLUDE 
Specifies whether the search includes or excludes records which match the search 
conditions. 

SEARCH:GANGE.ON.FIELD:n -value1 - TO -value2- 
Specifies the range of data included in the search. The first value and the second 
value are delimited by tildes (I). 

Example: 

SEARCH:RANGE.ON.FIELD:6 -84601- TO -84604- 

This example indicates a range search on the sixth field in the panel. The range 
searches for a value between 84601 and 84604. 

FORMUl.A:formula 

Specifies the formula to be included in the search. References to fields included as 
part of the formula begin with FIELD=. Other parts of the formula are character 
strings, deliu~itrd by tilde (-). Ca[iag:r returns mr shown m CR. The end of a 

formula is designated by the code FORMULA.END followed by a semicolon (;). 
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Example: 

FORMULA: -66,000 -- FIELD=PZF3 
FORMULA.END; 

TEMPlATE.ON.FIELO:n -template’ 
Specifies the field on which a template search has been defined, and ends with the 
template specification (delimited by tildes}. 

Example; 

TEMPLATE.ON.FIELIk9 “Johnson- 

This example 
in the panel. 

indicates a remplare search for the word “Johnson” on the ninth field 

SEARCtLEHD; 
Indicates the end of the search conditions. 

Report Form The report form descriptions begin with the code REPORT. FORM, followed by the 
name of each section of the report form. The name of each section is followed by 
any statements for that particular section. 

The codes for the sections of the report form are listed below. 

FTRST.PAGE.HEADER 

OTHER.PAGE.HEADER 
TWO.LEVEL.REPORT.HEADER 
REPORT-BODY 

TWO.LEVEL.FOOTER 
PAGE.FOOTER 
FINAL.FOOTER 

The statements in each section of the report form are for literal text (delimited by 
tildes), fields, or report options. 

A selected field uses the following form: 

FIELD-field 

Example: 
-field 

FIELD=PlFS -N999- 

A field selected for a footer, whose value is accumulated 
covered by that footer, uses the following form: 

from all of the records 

FIELD=Reld code -field format’;type 
The type can be one of the following: TOTAL, AVERAGE, MAXIMUM, or 
MINIMUM. 

Example: 
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FIELD=PlFS -GZZ9-;TOTAL 

The statements for each report option are listed alphabetically below. Letters in 
parentheses denote the sections of the report to which this option applies (see the 
following key). 

Code Report Section 

FPH First Page Header 
OPH Other Page Header 
TLH Two-Level Header 
RB Report Body 
TLF Two-Level Footer 
PF Page Footer 

FF Final Footer 

For more information about any report option, see Report Options in Rqfet-enrr. 

CONllITIONAL.EJECT (TLH, RB) 
Specifies a Conditional Page Eject code. 

CREATE.RECORD.THRU.DOOR:n TO.PANEL:m (FPH, RB, FF) 
Specifies a Create Record Through Link code or a Create Record from Panel List 

code. 

DELETE.RECORD (RB) 
Specifies a Delete Record code. 

D0.lN.SUGGROUPS (FPH) 

Specifies a Do Report in Subgroups code. 

EJECT (FPH, TLH, TLF, FF) 
Specifies a Page Eject code. 

INCLUDE.AFTER.DATA (PF) 
Specifies an Include After Last Record code. 

INCLUDE.BEFORE.DATA (OPH) 
Specifies an Include Before First Record code. 

LABElSa WUJTkm NUMBER.OF.LINES=p (RB) 
Specifies a Labels code. 

NO.Bl.ANK.LINE (All sections) 
Specifies an Eliminate Line if Blank code 
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PAGE:Xeld format” (All sections) 
Specifies the current page number of the report, and uses a G Type numeric field 
format. 

PRO#PT.FOR.VALUE.OF.RV:n USING FORMAT:3ield format’(FPH) 
Specifies a Prompt for Report Variable code. 

PROMPT.MSG:-message’ 
Specifies the message which appears on the screen when a report reads a Prompt 
for Report Variable code. 

Example: 

PROMPT.MSG:Xnter Beginning Date:- 

RECORD: -field format- (RB, TLF, PF, FF) 
Specifies one of the following codes: Record Number (RB), Number of Records in 
Section (TLF), Number of Records on Page (PF), or Number of Records in Report 
033. The statement is followed by the field format used to tally the records. The 
field format is delimited by tildes (-). 

Example: 

RECORD:%ZZZZZ9- 

RV:n -field format’ (All sections) 
Specifies a Print Report Variable code. The format of the field being printed is 
delimited by tildes (-). 

Example: 

RV:l -AIS- 

SAVE.RECORD.IN.PANEL:n (FPH, RB, FF) 
Specifies a Save Record code (only used in conjunction with a Create Record 
code). 

SET.RV:n FORMULA: formula (All sections) 
SptAGcs a Stu~e V&K ~II Rcpu~t Valiablc co&. 

SKIP.IF.TWO.LEVEL.START (OPH) 
Specifies a Skip if Start of Two-Level code. 

SKIP.RECORD.ON.RY:n (RB) 
Specifies a Skip Record if RV is False code. 

SKIP.TO.PAGE.BOTTOM (FPH, RB, TLF, PF) 
Specifies a Skip to Bottom of Page code. 
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STORE.RV:n IN.FlELD:m (RB) 
Specifies a Store RV in Field code. 

SUBREPORT.THRU.DOOA:n lO.PAIYEl:m (RB) 

Specifies the beginning of a subreport in a report form. The code 
END.SUBREP0RT.FOR.PANEL.m specifies the end of the subreport. All 
statcmcnts bctwccn these two statements are codes for the subreport. 

TIME;-field format- (All sections) 
Specifies the time the report was run, and uses a time field format. 

TODAY;-field format- (All sections) 
Specifies the date on which the report was run. and uses a date field format. 

Exporting and 
Importing Reports 

You can use DPEXP and DPIMP to export reports from one DataPerfect database 
and import them into another. This feature is useful if you have several computers 
which contain the same database structure. 

To export reports from a database and import them to another, you must first create 
a .STE file for the database from which you want to export the report(s). You can 
do this by following the steps under Exporriq o Database Sfructure at the 
heginning of this appendix. 

1 Retrieve the .STE file into a text editor (such as WordPerfect Corporation‘s 
Program Editor). 

Next, you need to edit the .STE file to include only the description of the report( <) 
you want to import. Everything else in the .STE file should be deleted. 

Important: Editing the .STE in n te.rt editor con domoge the strucrilre (?f’w~o. dotubrlre. 
You rhould make a backup copy of the databtrrr before editing the .STE so that if \‘oLJr 
structure file is damaged, yen can restore,from the backup. WordPerfect Cw tomer Slrpport 
1.7 unable tnJix n structure file drunaged b! editiq. 

2 Delete all data prior to the REPORTS: statement. The REPORTS: statement 
must he on the first line of the .STE file. 

3 Delete any report which you do not want to import. The statement 
REPORT BASED. ON. PANEL:n designates the beginning of a report. The 
statement REPORTEND; (followed by a blank line) designates the end of a 
report. 
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Once you have modified the .STE file to include only the descriptions of reports 
you want to import, the file should look similar to this: 

Important: The report descriptions must include a blank line u&r each REPORT.END; 
siatemenr. 

4 Save the modified .STE file and exit to the DOS prompt. 

5 At the DOS prompt, type dpimp to import the reports. 

A list of .STE files is displayed on the screen. 

6 Move the cursor to the name of the .STE file which contains the report 
descriptions you want to import, then press Enter. 

The database list is displayed on the screen, along with the message: “The .STE 
tile contains reports to be imported and added to those already in a database.” 

7 Move the cursor to the name of the database into which you want to import the 
reports, then press Enter. (You may need to select Change Directory (1) if the 
database is located in another directory.) 

The reports scroll on the screen and are imported into the specified database. 

Note: If you run DPEXRCOM with DPIMP CUM, you will have to reset your database 
passwords. 
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Appendix C: Error Messages 

The error messages which you may encounter most often while using DataPerfect 
are listed below in alphabetical order. The message which appears on the screen is 
in bold type. It is followed by a brief explanation about the cause of the message. 

Possible remedies for the error are also included under some listings. 

Errors which display a number are listed under Numbered Error Me.r.wger below, 
and are also followed by an explanation. Additional information about errors is 
available by pressing Help (F3) when the error occurs. 

Error Messages l , I, or /I doesn’t have a prior argument. 
A leading operand is missing in a formula. Correct the formula before exiting. 

A: drive is full. 
I f  you are saving a record or performing an import wirb disk space checking, this 
message appears when you run out of disk space. If  you see this message when 
saving data, the record will not be saved. If you are performing an import. only 
those records imported before the message was displayed are saved in the data file. 
To make more space on the disk, you can do any of the following: 

l Delete unwanted records with Remove (Shift-FS). 

l Export some records to another disk, then remove them from the original disk. 

l Move one or more data files to another drive and change the filename(s) to 
match the new drive. 

A field with that format will not fit in the panel display area 
Check to see if there are extra blank spaces on the Jjne where your cursor is located. 
(To check, press the End key.) I f  there are extra spaces, delete them. 

Case not preceded by CASES or ENDOF. 
The word CASES is missing from the beginning of a formula or the word ENDOF 
is missing somewhere in the formula. Add the missing word or words to the 
formula (see Formulas in Reference). 

Character not a legal operator. 
A character that is not a legal operator exists in a formula. Replace the character 
with a legal operator. For example, a caret (*) in a formula produces this error 

message. 

Disk full-Press any key to continue. 

This message is displayed when a report is sent to a file on disk without enough 
disk space for the entire report. A partial report is left on the disk. After pressing 
any key to continue, you must either cancel the report or insert a disk with enough 

memory to store the entire report. 
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Exit from DataPerfect and add the line FILES-4 to CONFIG.SYS. 
Exit DataPerfect and add the line FILES=40 to your CONFIG.SYS file (see Set rhe 
CONFIGSYS File in Installation). You need to restart your computer after making 
the change. 

File CatItIOt De written to disk. 

This message is displayed if there is an error writing to disk while a report is being 
sent to a disk file. I f  you are using diskettes, try running the report again with a 
different diskette. Make sure there is enough disk space available for another file. 

Function brackets don’t match. 
A nght bracket exists in a formula without a matching left bracket (or vice versa). 
Either add the appropriate bracket or delete the single bracket. 

Illegal code combination after :: 
The display mode indicator you entered cannot be used with this type of field (see 
Field Format, Display Mode Indicators in Reference). 

Illegal form for number. 
A syntax error exists in a formula. Two decimals or a letter exist in a number. 
Remove the extraneous character(s). 

Incorrect clause between IF and THEN. 
In a formula. the characters between IF and THEN do not return a true/false value. 
Correct the formula so that a true/false value is returned. 

Incorrect clause between THEN and ELSE. 
In a formula, the characters between THEN and ELSE return a value which is 
inconsistent with the destination (such as a field, report variable, or other 
expression). 

Incorrect clause between THEN/ELSE and ENDIF. 
The formula statement is incomplete or returns a value which is inconsistent with 
the destination. Complete the statement before saving the formula. 

Incorrect form for RVn - Report Variable. 
When referencing a report variable in a formula, the value for n must be an integer 
between 1 and 255. The abbreviation for the report variable (RV) and n must not 
be separated by spaces or characters. 

Incorrect number of arguments for function. 
The function requires n number of arguments, and more or less arguments than x 
exist. Add additional arguments, or delete extra arguments (see Functions in 
Reference). 
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Parentheses don’t match. 
A right parenthesis exists in a formula without a left parenthesis (or vice versa). 
Either add or delete a parenthesis, as needed. 

Semicolon not expected. 
An unnecessary semicolon found in a formula. Delete the semicolon. 

Shell is not running. 
If  you want to use the Shell features, start DataPerfect from the Shell menu 

The field value entered is not found in the other panel. 
I f  you are at a data link and enter a value that is not found in the other panel. you 
are asked if you want to create a new record or look for a record with a different 
value. The database definer can prevent a user from creating a new record in the 
other panel 

The filename entered cannot be used. 
A filename can be eight letters and/or numbers followed by a period and a 
three-character extension. You can also include a drive or path (for example. 
CUSTOMER.DAT or C:\DATA\CUSTOMER.ITM). 

The index tile (.IND) for this database is not found. 
You cannot use the database without this file. Each database must habe an index 
(.IND) file which contains the indcxcs for all panels. When this error occurs, two 

options are displayed on the screen. You can create (regenerate) a new tile for the 
existing data, or you can enter the pathname if the file is in another drive/directory. 

The index shows that records are present in the data file, but the file is not found. 
When this error occurs, a menu appears. If  you know the drive/directory where the 
data file is located, select Change the Filename (1) and enter the complete 
pathname. If the data file no longer exists, you can select Delete the Indexces) (2) 
to delete the old index. 

The program has encountered a problem and is exiting to DOS to avoid possible 
damage to your database. It is likely that you will be able to continue if you reenter 
your datahaqe. Tf the DataPerfect program or your machine has a critical problem 

that might cause a loss of data, DataPerfect exits to DOS. 

The text file (.TXX) is not found. You need this file to continue. 
The .TXX file contains data from all text fields in the database. When this error 
occurs, a menu appears. If  you have moved the .TXX file to another 
drive/directory, select Enter the Path and File of the Text File (2) and enter the 
pathname where the text file can be found. 

Important: You can .select Re-create the Te.xt File (I) to re-c’rente the te.rt,file Thi.t optiotl 
shauld not be selected unless you are sure the .TXXjle is empty. ~f’rhejle is tm entpn: /he 
data M,hich was in it will be km. 
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There is no database defined on this disk or directory. 
The program cannot find a database structure (.STR) file on this disk or directory. 
When this error occurs, a menu appears. Select Define a New Database (I), or 
Change Directories (2), or press Exit (F7) to exit the program. 

There is no index for this panel, but a file has been found which contains records. 
If  the .IND file is located on another disk or directory, specify its full pathname or 
choose to create the .IND file. 

This field cannot be edited. 
The database application you are using does not allow editing in this field. You 
can, however, perform a lookup from this held. This message appears if you 
attempt to edit a data link whose field has a ::N display mode indicator in the field 
format. It also appears if you attempt to edit a field that has a formula and a range 
check and the field format contains a ::N display mode indicator. I f  the formula 
produces data out of the allowed range, the cursor moves to that field and this 
message is displayed when the range check is validated (see Formulas in 
Reference). 

This record has not yet been saved. 
This message appears if you are ahnut to lose the data in a record you are creating 
or editing. Press Cancel (Fl) to omit the error message, and then either finish 
editing the record and press Save (FIO), or press Cancel again to cancel the 
changes. 

This record is not unique. 
This message appears if you try to save a record in which the data in the index 
fields is identical to that of another record. In order to save the record, data must be 
entered into the index field(s) to make the record unique. You may need to modify 
the index(es) for the panel. You can press Cancel (Fl) to discard the record (see 
Index in Reference). 

Value is not in the allowed range. 
This message appears on a field containing a range check which allows only certain 
values in a high and low range to be entered. Enter a value that is in the allowed 
range. 

Word not recognized. 
In a formula, all character strings that are not reserved words (words used as 
operators, used in statements, or used in formulas) must be enclosed in quotes. 

Also, be sure that any fields used in the formula were selected using Select (F4). 
They cannot simply be typed into the formula. 
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Numbered Error 

Messages 

162 
This error message is the result of corrupt or disordered indexes, and usually occurs 
when running reports. Regenerate the indexes (see Index Recovery in Reference). 

103 
This error message is the result of corrupt or disordered indexes, and usually occurs 
when running reports. Regenerate the indexea (see Inder Rernwq in RQ~PWIICP) 

164 
Temporary work space size exceeded. Too many panels with too much 
complexity. Simplify panels and formulas. Use the /l startup option to provide 
DataPerfect with more temporary disk space. 

113 
An error occurred while writing to a file. The disk to which you were trying to 
saw. the file may be damaged. Use a different disk. 

114 
An error occurred while reading a file. The specific file is named. If  this occurs 
for the .TXX file, the .TXX file is probably out of sequence (in other words, the 
text file in record 1 is mistakenly read as the text file in record 2). 

Export all data in the database, delete the .TXX, .IND, and all data files, then 
import the data (see Data Export and Data Import in Reference). The error 
messags encountered during pxpnrt can he ignored except tn nnte where the wrnr 

in the data is located. If  a read error occurs in the .IND file, delete the file and 
regenerate the indexes. If  a read error occurs in a data file, delete the file and 
impnrt a hackup copy nf the data (the backup must he in exported form). 

115 

Error in extending a file (not enough disk space). Use a disk that has more space 
available. 

116 

Not enough directory blocks on the disk to allocate another file. Back up the data 
and reformat the disk with more directory blocks, or place the file on another disk. 

118 
Access denied in network. File is flagged non-shareable. The .IND, .TXX, or one 
of the data files is flagged non-shareable and needs co be flagged shareable read- 
write. 

121 

The .STR file has become corrupted. First, make a backup of the database. Then 
export all of the data in the database, run DPEXP and DPIMP, and import the data 
back mto the database. Check to see if formulas and links have been defined 
correctly. 
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122 

Indexing error message. Records in an index are not unique. Each index must 
contain at least one field or a combination of fields in which the information will be 
unique for each record. Either edit the index so that data is unique or change the 
data. Press Cancel (Fl) to return to the panel. Regenerate the indexes (see Zndex 
RP~VPQ in Rpfermce). 

183 

Illegal picture encountered. A report has been modified so it is no longer accurate. 
This can be caused by a report that uses fields, indexes, or reporte variables which 
have since been deleted. Either redefine the report or delete the references to the 
information that has already been deleted. 

This error may also occur if a .STR tile was modified, then the .STR file was 
imported. 

Formula syntax errors that have not been corrected may also cause this error to 
occur. 

la4 
Reference to a nonexistent index root. An index that was used in a link, report, 
lookup, or other feature, has been deleted or has been corrupted. If  the index has 
been deleted, redefine the link, report, or lookup. If  the indexes have been 
corrupted, regenerate them. You may want to regenerate the indexes even if they do 
nor appear to be corruptd (set: Iden Recovery in Rrfcr-erzce). 

55x 
Erroneous index block structure. Any error rhar begins with UK IILIIII~I~~S 55 means 
that the index is out of order. The indexes need to be regenerated (see Index 
Recolle? in Reference). I f  the error continues after regenerating, call Customer 
support. 

Recalculation I f  you find field values that are calculated incorrectly, 

1 Position the cursor in the record that contains the incorrect field value and press 
Edit (F6) to go into Edit mode. 

2 Press Edit again to force the formula to recalculate. 

Depending on the formula, you may need to press Edit (F6) several times until the 
value in the field stabilizes. 

3 Press Save (FlO) to save the record when you finish recalculating. 
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To Prevent Error 
Messages 

When many changes have been made to the structure file ( STR), some errors may 
occur. To prevent errors, you should reorganize the database and periodically 
perform an index recovery. 

Reorganize the Database 
A reorganization of the database eliminates wasted space and improves 
performance during a lookup or a report. Use an export and an import to 
reorganize the database. 

To reorganize the database, 

1 Export the records from each panel (see Data E,vport in Reference) 

Create a different export file for each panel in the database. 

2 Press Exit (F7) until the DOS prompt appears on the screen. 

3 If you are not in the directory which contains the database tiles you want to 
delete, change to the appropriate directory (enter cdkiirectory at the DOS 
prompt). 

4 Delete the .IND, .TXX, and all data files (enter deljlename). 

Important: Do not delete the .STRjLe. 

5 Enter DataPerfect and re-create the .IND and .TX)I files when prompred. 

6 Import the data for each panel (see Data Import in Referprrce). 

I f  your database contains totals, be sure to import the data mto the panel In which 
the totals are kept before you import data into the source panel (see Krej? (I TCITU/ 

under Field Options in Reference). 

I f  data is corrupted due to a computer system failure, you can export the data file. 
edit the corrupted files with a text editor (such as the WordPerfect Program Editor). 
and then import the data file. 

I f  error messages appear which reference the .STR file. you may want to uje the 
structure export/import program. See Appendix B: Descriptiorz Language (DPEXP 
and DPIMP) for more information. 

Index Recovery 
If many records have been added to, edited, or deleted from a database, the indexes 
can become inefficient. Index Recovery is designed to regenerate those indexes $0 
that disk space is saved and access time is improved. The Index Recovery menu is 
found on the System key (Shift-F9) and has three options: 

I - Create New Indexes for This Panel 
2 - Create New Indexes for All Panels 
0 - Exit 
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Appendix II: Networking DataPerfect 

DataPerfect requires DOS 3.0 or higher to run on a network. No special network 
version of DataPerfect is needed. As long as the sharing and locking commands of 
DOS 3.0 are supported on the network, there are no other special requirements to 
run DataPerfect. 

The DataPerfect program files (DP.EXE and DPSYS) should have attributes set to 
shareable (more than one user can use the file at the same time). They also should 
have attributes set to read-only (users can access the file, but cannot alter it). If you 
need information on how to set attributes, consult your network supervisor or your 
network manual. 

In addition, no database should be stored in the same directory as the DataPerfect 
program files. 

Network rights can be used to limit access to a database. For example, if a user 
doesn’t have rights to a certain network directory, the user can’t enter a panel 
contained in that directory. If a user has read-only rights to a that directory, the 
user can enter the panel, but can’t edit data or generate a report from that panel. 

For information on how to specify network rights with your network operating 
system, consult your system administrator or your network manual. 

If you want to further increase database security, you can add a password to the 
database or you can create a user menu. To find out how to limit database access 
with a password, see Password in DataPerfect Reference. To find out how to limit 
database access with a user menu, see Menu Security in DataPetfect Reference. 

A network database and a single-user datababe at: rlefi~~cd irl the bamc way. 

However, changes can be made to network database definitions only when no other 
user is in the database. 

Several users can look through, edit, create records, and run reports simultaneously 
in DataPerfect. If a user edits a record while other users are editing or viewing the 
same record, the following message appears on the other users’ screens: “Data 
change in network. Save any changes before continuing.” 

Any temporary files which are generated are located on a user’s default drive or in 
the directory indicated with the /d-directory startup option. This means that a user 
can be given read-only privileges in the directory where the .STR file is located 
(see Password in Reference). 

During network operation, 9,999 users can access a database at the same time. 
Check your network operating system documentation for limitations that may affect 
this capability. 

Databases defined in DataPerfect 2.1 should be exported and imported prior to 
running the database in DataPerfect 2.3. 

No DataPerfect versions before 2.3 should be used to access a database while 
DataPerfect 2.3 is accessing that same database. We suggest that you remove all 
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earlier versions from the network environment when upgrading from any previous 

version of DataPerfect to DataPerfect 2.3. 

Important: Do not use multiple releases (dares) of DataPerfect on the network. 

To update all your program files to DataPerfect 2.3, follow the instructions in 
Installation in Reference. Replacing your older versions of DataPerfect program 
files with hldPcrkct 2.3 will not change the data in your clatabaxs. 

With DataPerfect 2.3, you can directly access any database created with 
DataPerfect 2.2. The database will become a 2.3 database when you exit. To 
access databases created with earlier versions of DataPerfect, you should export 
them with the 2.x DPEXP, and import them with the 2.3 DPIMP. 

DataPerfect 2.3 is not backwards compatible unless you export and import the 
database .STR file. I f  you want to run a DataPerfect 2.3 database in DataPerfect 
2.2, you should export the database with the 2.3 DPEXP, and then import it with 
the 2.2 UPIMK Any DataPerfect 2.3 enhancements in the database, such as 
menus, will be deleted by the DataPerfect 2.2 import. 

For information on how to use DPEXP and DPIMP, see Appedix 3: Descripion 

Lunguuge (DPEXP and DPIMP) in DataPegect Reference. 
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Appendix E: Program Capacity 

The maximum capacities of the DataPerfect program are as follows: 

Category Capacity 

Data file size 2 billion bytes 
Records per file 16 million 
Index entries per data file 16 million 
Index size 2 billion bytes 
Indexes per panel 200 
Fields per record 80 
Files (Panels) per database 80 

Report variables per report 255 
Reports per database 169 
Alphanumeric field size 78 charoctcrs 

Numeric field size 14 digits 
Text field size 32,000 characters 

A text field can be defined with a maximum of 78 characters per line and a 
maximum of 15 lines, but may contain 32,000 characters (approximately eight 
8 l/2” x 11” pagesj. 

Field Sizes If you want to determine the size of a field and/or record as it is saved in the data 
file, the number of bytes used in each type of field is listed below. 

Alphanumeric Field 
The length of the field format (for example, Al 0 uses 10 bytes). 

Date Field 
Two bytes. 

Numeric Field 
Pour bytes, if the number of digits in the format is less than 10; eight bytes, if the 
number of digits in the format is equal to or greater than 10. 

Text Field 

The number of characters typed into the field. 

lime Field 

Four bytes. 

Open Files DataPerfect allows as many as 19 data files to be open at one time in Browse mode, 
or 14 data files may be open in Create mode. Once you have passed through the 
allotted amount of links, you must press Exit (F7) to move back up through the 
panels. 
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Appendix F: Program Files 

Program Files The following three program tiles needed to run DataPerfect are found on the 
DataPerfect Program diskette. 

Filename Description 

DP.EXE Executable file. 
DP.SYS System defaults. 

Temporary Files While DataPerfect is running, it may create one or more temporary files. If you do 
not exit DataPerfect properly, temporary files may exist on the drive (see Starting 

and Exiting DataPerfect in Installation). These temporary files can be deleted at 
the DOS prompt without affecting the database. 

Any temporary files which are generated are located on a user’s default drive or in 
the directory indicated with the /d-directory startup option. This means that a user 
can be given read-only privileges in the directory where the .STR file is located 
(see Password in Reference). 

DP(Innnn.TMP 
Contains the sccwnd lcvcl indcn used fur two-lcvcl Icpult:, (n lcprescnth an 

arbitrary number found in the filename). 

DP{Snnnn.TMP 
The scratch file. Contains intermediate results while in report options. It also 
saves screen images (n represents an arbitrary number found in the filename). 

DP{Tnnnn.TMP 
Contains record images while in Create or Edit mode (n represents an arbitrary 
number found in the filename). 

Generated Files When you create a database, three files are generated. The filenames consist of the 
database name you assign. followed by a period and one of the following three- 
letter extensions: 

.IND 
Contains the indexes for all panels in the database. If  there is no data in the 
database, this file is empty. 

.STR 
Contains the structure of all panels, all index specifications, reports. and system 

default settings. 
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.TXX 
Contains the data from the text fields in the database. If there are no text fields, 
or if the text fields do not contain data, this file is empty. 

Data Files Each database has three database files (STR, .IND, and .TXX) and at least one data 
tile (panel). l-or example, a database entitled Cusromer might have the following 
filenames for the data files: 

Filename Description 

CUSTOMER.PER Customer Data 
CUSTOMERINV Invoices 
CUSTOMER.ITM Items in Stock 
CUSTOMER.PUR Items Purchased 
CUSTOMER.PAY Payments 

Structure ExporUlmport 
Files 

The following files are used when exporting/importing the structure file of a 
database. These files are useful for maintaining DataPerfect darahaqes. 

DPEXP.COM 
Structure export program for DataPerfect files. For more information, see 
Appendix B: Description Language (DPEXP and DPIMP). 

DPIMP. COM 
Structure import program for DataPerfect files. For more information, see 

Appendix D: Description Language (DPEXP and DPIMP). 
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Appendix 6: Runtime Program 

The DataPerfect Runtime program provides a medium through which database 
deveiopers can seii their DataPerfect appiications to users. The Runtime program 
lets users add, modify, or delete records in a database (if the user has been assigned 
these privileges), and lets them create and run reports. The Runtime program does 
not allow users to define or alter the structure of a database. 

Runtime Package 
Contents 

The DataPerfect Runtime package is sold as a five-pack. Each individual user’s 
package contains the Runtime diskettes and manual, along with templates and a 
license agreement. 

The DataPerfect Runtime Manual provides general information about DataPerfect 
functions and keystrokes. 

DataPerfect Runtime program five-packs can he purchased through normal 

WordPerfect distribution channels. 

Responsibilities of 

Database Developers 
Database developers are responsible fur supporting thr DatiP~lccl applicdiws 
that they develop and sell. WordPerfect Corporation’s Customer Support does not 
support these third-party applications, and questions about them should be directed 
to the database developer. Questions about the Runtime program itself can be 

directed to either the database developer or to Customer Support. 

lMahaw developers are alsn respnnsihle for installing the DataPerfect Runtime 

program and their applications (if necessary). The DataPerfect Runtime Manual 
does not include installation instructions. 

Because the DataYer-ject Kuntime Manual includes only the most basic 
information, WordPerfect Corporation strongly recommends that developers 
provide additional documentation for Runtime users that is specific to their 
database application. 
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Appendix H: Troubleshooting 

This appendix gives suggestions that will help answer questions you might 
encounter while using DataPerfect. Compiled by Customer Support 
representatives, the checklists in this section contain the same type of questions you 
will be asked if you call Customer Support. 

A general checklist for solving problems is given below. After you have answered 
the questions and completed the procedures recommended there, look for a 
checklist about the specific feature associated with the problem. Read through the 
checklist and the tips about the feature. If  the problem still occurs, turn to Getting 
Help in Getting Started for information about contacting Customer Support. 

General Checklist l I f  you have used the feature without having a problem before, are you using it 
lht: ~IIC wily you prcviuusly did? 

l Have you read the information on the feature in DatuPerfect Reference and the 
DatuPetfeot Workbook? 

l Did you exit DataPerfect, re-start DataPerfect, and try to use the feature again? 

l I f  you are running a memory-resident (TSR) program with DataPerfect, have 
you removed the TSR program and tried using the feature again? 

l I f  a TSR program seems to be causing a problem, have you contacted the 
manufacturer of the TSR program to obtain information about running the 
program with DataPerfect? 

l I f  you are receiving an error message, have you looked for the error message in 
Appendix C: Error Messages’? 

l Have you run DPDiagnostics and corrected any errors detected according to the 
directions in Appendix J: Utilities-DP Diagnostics ? 

General Tips 
Use the reference, appendix, and index sections of this manual. The information 
you need may be in one of those sections. Answer the questions in the applicable 
specific feature checklist below if the feature you are interested in is listed. 

Data/Panel link 
Checklist 

l Have you regenerated the indexes for this panel? 

l Has the link been defined? 

* Is the key field list a subset of the index? (Remember, no field can be included 
in the key field list that is not included in the index.) 

l Do the common fields between the two panels have the same field format? 

l Does the data in the common fields of the link match exactly? 

l Are the fields in the key field list free of formulas? 
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Link Tips 
If the index has become inefficient, you need to regenerate the indexes. To do the 
index regeneration, you need to be in the panel that contains the index for the link 
and press Shift-F9, option i, then option i again. 

Define Panel Checklist l Do you have at least one index defined for the panel? Check by pressing 
Define Panel (Ctrl-FS). If  the Define Index menu appears. an index has been 
defined. If  the Define Index Key Field List screen appears, an index has not 
yet been defined. 

l Do you have at least one field where the cursor can stop? 

Define Panel Tips 
Before you can make changes to the database structure. you must make sure that 
the database contains no data. 

If  you see the error message “A field with that format will not fit in the panel 
display area,” check to see if there are extra blank spaces on the line where your 
cursor is. (To check, press the End key.) If there are extra spaces, delete them. 

I f  the database is password-protected, you must know the definer password before 
you can use the Definer Banner feature. 

Field Checklist l Are you using the correct field format for the purpose of the field? 

l Is the field free of any display mode indicator that hides the field or otherwise 
affects it in ways not intended? 

Field Tips 
Look at the field format by pressing Define Field (Shift-F@ while the cursor i\ on 
the field, or by pressing Reveal (Alt-F3), to check whether the format is \,alid. 

I f  you are uncertain, read Field Formats in Reference to check whether the field 

formats are valid and whether they serve the intended purpose of their design. 

Use the reference, appendix, and index sections of this manual. The information 
you need may be in one of those sections. 

Formula Checklist l Have you made sure that all the function names are spelled correctly’? 

l Have you made sure that all the functions have the proper number of 
arguments? 

l Have you made sure that the formula returns a type of value that the field 
format can accept? 

l I f  the formula is placed on a G or H field, have you made sure the field has 

enough places to accomndate the numbers generated hy the fnrmllla9 
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l Do you have an ENDIF statement for every IF statement? 

l Do you have an ENDOF statement for every case in a case statement? 

l Did you select field codes by pressing Select (F4) rather than typing them in? 

l Are there any Bold or Underline codes in the formula? If there are, delete 
them. 

Formula Tips 
Try deleting and redefining the formula, then see if the problem occurs again. 

To help pinpoint the source of a problem, go to the Specify Formula screen by 
pressing Define Field (Shift-FII), then choosing Initial Formula (2). Press the 
Space Bar and the Backspace key to add and delete a space, then save the formula. 
Because you made a change when you added and deleted the space, DataPerfect 
will check the formula for errors, and give you an error message if an error is 
found. 

Index Checklist l Is each record unique within every index? (For example, hnvc you included a 
Customer # or other distinguishing field in the index in case two records have 
matching first, middle, and last name fields?) 

l Do you have at least one index for each panel? 

l Does your index exclude text fields? 

Index Tips 
Check your index screen (Ctrl-F8, option 2) to see if your indexes are unique and 
that each record is unique within each index. 

Use the reference, appendix, and index sections of this manual. The information 
you need may be in one of those sections. 

Keep a Total Checklist l Have you made sure the field where the total is being kept has a G or H field 
format? 

l Is the field where the total is being kept free of formulas and initial values? 

- Is the field whcrc you want to keep the total nor in the key field for a data or 
panel link? 

l Have you made sure the field where you are keeping a total does not have a ::C 
display mode indicator? 

l Is the data or panel link defined correctly (in other words, is the key field list a 
subset or the Lzuget index)? 

Keep a Total Tips 
Try deleting and remaking the keep a total, then see if me problem occurs again. 
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The destination field cannot use the Shift-F8 (Define Field) option 4 Initialize. If 
an “Automatically Computed...” message appears at the bottom of your screen 
while you are defining the destination field, select Option 4 until the message 
disappears and the message area is left blank. 

Make sure that a negative number is not on the target field for the keep a total. 
(l’hls can happen if records have been exported and imported improperly.) To 
check for negative numbers, edit the field format to include a minus sign (such as 
G-$Z,ZZ9.99),~0 that any negative numbers will display with a minus sign. If you 
find negative numbers, you then need to export the records from the source panel. 
Then, delete all the records from the source panel (See Delete Multiple Rerord.s 
under Record, Delete in Reference), making sure you choose the option to delete 
records with no totaling. After that, go to the target panel and edit the records so 
that the target field for the keep a total has a zero in it. Finally. import the records 
back into the source panel and have them re-total during import. 

Use the reference, appendix, and index sections of this manual. The information 
you need may be in one of those sections. 

lookup List Checklist l When defining the lookup list, did you select all the fields you want displayed? 
l Do you have an index selected to sort your lookup list? 

lookup List Tips 
Define a lookup list. Sometimes users assume that they don’t need to define a 
lookup list because DataPerfect provides a default lookup list based on the panel’s 
first index. However, the default lookup list may not provide all the information 
they want. 

After you have defined the lookup list and press Exit (F7), make sure you select an 
index to sort the lookup. Pressing Cancel (Fl) before you select the index cancels 
the lookup list. 

Use the reference, appendix, and index sections of this manual. The information 
you need may be in one of those sections. 

Printer Checklist l If you are using DPPrint, have you selected a printer? 

l Is the paper properly inserted? 

l Has the printer been turned off and, after at least a 15-second pause, turned 
back on? 

l When the printer is turned on, does it indicate that it is ready to receive data 
(for example, the On-Line or Ready light is on)? 

l Is the correct printer selected? 

- IIas the correct printer port been sclcctcd? 

l Is the cable connected tightly to the printer and the computer? (Before making 
adjustments to the cable, turn off all equipment.) 
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l I f  your printer manual recommended special switch or menu panel settings 
specific to your printer, have you made the correct settings? 

l Does the printer print at DOS level? 

l I f  you intend to print international characters while DPPrint is running, have 
you edited a copy of the appropriate printer driver (.PRD file) to include them? 

l I f  you don’t want to edit the .PRD file to print international characters you have 
mapped to the printer, have you made sure DPPrint is not running? 

Printer Tips 
To determine which port to select in DataPerfect, inspect the end of the printer 
cable that plugs into your computer. I f  It has pms (male), choose a parallel port 
(probably LPTl ). I f  it has sockets (female), choose a serial port (probably COMl). 

Cheek the printer manual or consult your printer manufacturer. 

Use the reference, appendix, and index sections of this manual. The information 
you need may be in one of those sections. 

Report Checklist l Have you used the correct print mode indicators for your purposes? 

l Have you selected the correct printer port? 

l I f  you are defining a mailing label report, have you set the correct margins for 
the type of labels you’re using? 

Report Tips 
If the report is not printing and everything has been ser up correctly, try 
regenerating the indexes. 

If only one record is printing and no search rnnditinnc have heen defined, check to 

see if the fields were selected in a header or footer instead of the report body. 

If  no records are printing, check search conditions to see if any records meet the 
search criteria. 

I f  no records are printing, check to make sure that the report form has been set up. 

If  some records are not printing, check the index selected for the report to see if it 
has an exception list on it. 

Make sure the report is started from the proper depth. Sometimes, if a report is 
started from a subpanel, only the records related to the main panel will print. 

I f  a blank line appears between the report body and the subreport, you can change 
the report format to eliminate it. Place your cursor after the last field in the report 
body, on the line immediately above the subreport. Press Delete until you see the 
message “Confirm Deletion,” then choose No. 

Use the reference, appendix, and index sections of this manual. The information 
you need may be in one of those sections. 
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Appendix I; Utilities-DPBackup 

DPBackup is a DataPerfect utility that lets you back up a DataPerfect database to 
diskettes, a hard drive, or a network drive. DPBackup locks other users out of the 
database being backed up, so all files backed up are synchronous. DPBackup lets 
you split a datahase hackup file across diskettes. DPBackup will use the DOS 
Label command to name the diskettes and then will ask for the diskettes in 
sequence when you restore the database. 

You can use UPBackup m either of two ways. You can use It interactively. 
selecting options from menus as you go (such as source, destination, and so on), or 
you can decide selections beforehand and add them as startup options. The startup 
options method was designed to run on its own, not requiring any interaction from 
you once you give the command (unless you are backing up to diskettes). and is 
especially suited for periodic database backups. 

You can start either method for using DPBackup from the DOS prompt or from 
Shell. To set up DPBackup to start from Shell, use the information in this section 
and in Ser~cp in Shell Features. To start DPBackup from Shell, see Using Shell in 

Shell installation and Operation. 

Interactive Method The DPBackup interactive method lets you select options from menus as you go. 

When you use the interactive backup method, keep in mind that the following 
function keys are available. 

Key Function 

Fl or Esc Back out of any prompt or screen 

F3 Help 

To use the DPBackup interactive menus, 

1 Change to the directory where you keep the DPBackup program file (for 
example, c:\backup). 

2 Type dpbackup and /v if you want DOS verify turned on (for example. 
dpbackup /v). 

The switch /v is the only startup option ~tvailahlr,for the interactiw mrthod. 

3 Press Enter. 
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The main DPBackup screen is displayed. 

Using the interactive method of backing up a database, you must make selections in 
menus as you go. To use the command line with startup options method, see 
Startup Options Mefhod later in this section. 

You cannot use DPBackup to back up a database from diskettes. If you have a database on 

diskettes, copy it to your hard drive or to a network drive before using DPBackup. 

To back up a database from the main DPBackup menu, 

4 Select Back Up DataPerfect Database. 

5 Enter the path to the database to be backed up (for example, 
c:\dp23Ueam\clientl .str). 

Enter the path to the directory that contains the database you want (for 
example, c:\dp23Uearn). A list of databases in the designated directory 
appears. Use the arrow keys to highlight the database you want to back up and 
press Enter. 

6 Enter the destination path for the backup file (for example, c:\backup). 

A prompt gives you the option of backing up the index. It is not necessary to 
include the index when backing up or restoring a database because DataPerfect can 
re-create the index. However, if the index is large, you can save time by backing 
up and restoring the index instead of re-creating it. 

7 Enter y if you want to back up the index. 

or 

Enter n if you don’t want to back up the index. 
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If the database has a transaction lug, a prompt gives you the option of saving or 

clearing the transaction log. If  the database you are backing up has no transaction 
log, skip to the sentence before step 9. 

8 Enter y  if you want to clear the transaction log. 

or 

Enter n if you don’t want to clear the transaction log. 

A prompt asks if you want to proceed with the backup. 

9 Enter y  to continue the backup. 

or 

Enter n to discontinue the backup. 

If  you are backing up to a diskette that has files on it, a prompt gives you the option 
of deleting the existing film on thr diskette: before starting the backup. If you are 

not backing up to a diskette or if the diskette you are backing up to is empty, skip to 
the paragraph after step 10. 

10 Enter y  if you want to delete the existing files on the diskette. 

or 

Enter n if you don’t want to delete the existing files on the 
enter n, a message asks you to insert a new diskette. 

diskette. I f  you 

If you UT; backing up tu diskt;ttr;s, DPBackup usm lhc DOS Label command to 

name each diskette by the name of the database being backed up. The files on the 
diskettes are named DPBACKUP.OO1, DPBACKUP.002, and so on. 

If  you are backing up to anything but a diskette (for example, a hard drive or 
network drive) and a backup file with the same name of the database already exists, 
a prompt gives you the option of replacing the backup file that already exists. I f  no 
backup file already exists, or if you are backing up to diskettes, skip to the sentence 
before step 12. 

11 Enter y  if you want to replace the existing backup file. 

Enter n if you don’t want to replace the existing backup file. 
for the new backup file. 

Erlter a IICW IMIK 

A message is displayed when the backup is complete. (If you have used an extension 
other than .BUP, those files will not be on the file list that DPBackup displays.) 

12 Press any key to return to the main screen. 

Interactive Database Restore 

When you back up a database with DPBackup, it is stored in a single file, usually in 
another location. This file must be restored before you can use it as a database. 

You cannot restore a database to diskettes. 
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Tu rt;htu~r; a backed-up database from the main DPBackup menu, 

1 Select Restore DataPerfect Database. 

2 Enter the path and filename of the backup file to be restored (for example, 
c:\backup\client I .bup). 

Enter the path to the directory that contains the backup file you want (for 
example, c:\backup). A list of files in the current directory appears. Use the 
arrow keys to highlight the file you want to restore and press Enter. 

3 Enter the destination path for the backup file (for example, c:\dp23\learn). 

Do not include the filename or extension. All filenames are derived from the 
backup file. 

If the designated destination ducb nut exist, a p~u~nyt gives yuu tht: uptiull 10 create 

the directory. 

4 Press y  to create the directory. 

O? 

Press n if you do not want to create the directory. 

or 

I f  the designated directory exists, the directory creation prompt does not 
appear. Skip to step 5. 

If  the index was backed up, a prompt gives you the option of restoring the index. If  
the index was not backed up, no prompt appears. 

It is not necessary to include the index when backing up or restoring a database 
because DataPerfect can re-create rhe index. However, il tht: index i> lalgr, yuu 

can save time by backing up and restoring the index instead of re-creating it. 

5 Press y  to restore the index. 

or 

If you do not want to restore the index, press n. 

If  the index was not backed up, no index restoration prompt appears. Skip to 
step 6. 

A prompt asks if you want to proceed with the restore process. 

6 Enter y  to continue the restore. 

or 

Enter n to discontinue the restore. 
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If you arc restoring to a directory that already contains a datahase with 

name, a prompt gives you the option of replacing the existing tile\. 
the 

7 Enter y  to replace the existing files. 

or 

Enter n if you don’t want to replace the existing tiles. Enrer a new path for the 
restored database files. 

or 

If  no database with the same name exists in the same directory, thi\ prompt 
does not appear. Skip to step 8. 

When the restore process is completed, a completion message is displayed 

8 Press any key to return to the main menu. 

Listing the Contents of the Backup File 
List lets you see the database files stored in the backup file. 

To list the contents of the backup file from the main DPBackup menu. 

If  you are listing contents of a backup file split across 
make sure the first diskette is in the diskette drive. 

more than one diskette. 

2 Select List Contents of Backup File. 

3 Enter the path and filename (including extension) of the hxkup file to be lihted 
(for example, c:\backup\client I .bup). 

Enter the path to the directory that contains the backup file you want ~for 
example, c:\backup). A list of files in the current directory appears. (1st: the 
arrow keys to highlight the file you want to list and press Enter. 

The database files contained in the backup file are displayed 

4 Press Enter or Exit (F7) to return to the main screen. 

Exiting DPBackup Interactive Menus 
With the interactive menus, you must exit DPBackup manually. 

To exit the DPBackup interactive menus, 

1 If you are not at the main screen, finish the operation (you will be returned to 
the main screen) or press Cancel (Fl) to move backward through the screens 
until you reach the main screen. 

2 Type e or press Exit (F7) to exit. 
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Startup Options Method The startup options method was designed to run on its own, requiring little or no 
interaction from you once you give the command. 

Before using the startup options method for backing up your database, you should 
decide the source, destination, and startup options you will use. See Startup 

Options below for a list of available DPBackup startup options. 

To start DPBackup using the startup options method, 

1 Change to the directory where you keep the DPBackup program file (for 
example, c:\dp23). 

2 Type dpbackup followed by the path and name of the database to be backed up 
(source), the path and name of the backup file to be created (destination), 
followed by any necessary startup options, in this format: 

dpbackup source destination options 

For example, to back up the CLIENT1 database, overwrite any existing files, clear 
the DataPerfect transaction lop, and exclude the index from the backup, YOU would 
enter something similar to the following: 

dpbackup c:\dp23Uearn\clientl c:\backup\cJientl.bup lo/c/e 

3 Press Enter. 

Example Batch File 
If  you choose the startup options method of using DPBackup, you will probably 
want to write a batch file to make backups more convenient. The batch file you 
write can be a simple one that changes to the correct directory and gives the backup 
command, or it can be a more complex file that also checks for possible errors and 
attempts to resolve any difficulties DPBackup may encounter. 

The following is an example of a .BAT file that backs up the database CLIENT1 
and tests for a successful return of zero (0). The batch file has a test for codes less 
than zero and another for codes greater than zero. The file to be backed up is 
CLIHVT I .STR and the backup file will be called CLIENT1 .BUP. The output from 
DPBackup is redirected to a file, OUTPUT.TXT, on the network. Any errors are 
detected and directed to a label called ERRORS which prints an error message and 
then erases the invalid CLIENT.BUP file. Only the messages in the .BAT file will 
be displayed on the screen. 

ECHO OFF 

DPBACKUP C:\DP23\LEARNWLIENTl.STR C:WACKUP\CLIENTl.BUP 
/O>C:BACKUP\OUTPUT.TXT 
REM Test for not successful 
IF NOT ERRORLEVEL 0 GOT0 ERRORS 
REM Test for not successful 
IF ERRORLEVEL 1 GOT0 ERRORS 
REM Test for successful completion 
IF ERRORLEVEL 0 GOT0 SUCCESS 
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REM 0 CONDITION (SUCCESS) IS THE ONLY OPTION LEFT 

ECHO Backup completed successfully. 
GOT0 END 

:ERRORS 
ECHO Error occurred. Erased the invalid backup tile. 
ERASE C:\BACKUP\CLIENTl .BUP 

:END 

When the backup terminates, either of the following messager will be displayed: 

Backup completed successfully 

Error occurred. Erased the invalid backup file. 

Tar more information on error mcssnges, see DPBackup MC.YS’~~PS below. 

Startup Options 
If, before starting DPBackup, you want to review the startup options available to 
you, you can access a help screen by following the steps below. 

At the DOS prompt, 

1 Change to the directory where you keep the DPBackup program file (for 
example, c:\dp23). 

2 Type dpbackup /h and press Enter. 

The help screen is displayed. 

The startup options you can use with DPBackup are described below. If  you enter 
DPRackup withnllt Any <tartup option<, the database you specify will be backed up 

including the index, saving the DataPerfect transaction log (if any), and will not 
overwrite any existing backup files. 
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Use the Ic option to clear the DataPerfect transaction log when the database is 
backed up. For information on setting up the transaction log, see Transaction 
Log in Reference. 

Use the /e option to exclude the index when backing up or restoring a database. 

II i.\ WII mwzs.ww fo ir2clude The index when backing LIP or restoring a darubase 
brcau.te DatuPrrfert can re-create the index. However; ifthe index is large, you can 
SUITE time h!, bucking up and restorirtg the index irzsteud of re-creating it. 

Use the /h option for command line help. 

IO 
Use the /o option to overwrite files when backing up or restoring a database. 

/V 
Use the /v option to turn DOS VERlFY on. Use VERIFY to verify that files in 
a backup or restore are written to disk correctly. This is the only option that 
can be used with the DPBackup interactive method. The default is VERIFY 
off. 

Use /r to select the Restore DataPerfect Database option. 

Exiting DPBackup 
The command line startup options method terminates on its own. If  DPBackup 
backed up the database successfully, it displays the source, destination, and options 
used. as well as the date and time the backup was completed. If DPBackup was 

unable to back up the database and was forced to terminate prematurely, it displays 
an error message and the reason for the early termination. 

DPBackup Messages DPBackup messages are listed below. 

Backup Messages 
l Database in use 
l DPBackup Will Not Back up Databases from Floppy Diskettes 
l Error Deleting Files on Diskette 
l Invalid Drive Specification 
l Invalid Database File 
l No such file or directory 
l No DataPerfect Databases Exist 
l Not a DataPerfect Database 
9 Path Nor Found 
l Unable to Read Disk Information 

l Unable to Create Backup File 
l Unable to Clear the Transaction Log File 

448 APPENDIX I UTILITIES-DPBACKUP 



Restore Messages 
l ‘DPBACKUP.OO1’ File Does Not Exist 
l Backup File is Not Complete 
l DPBackup Will Not Restore Databases to Floppy Diskette\ 

l Incorrect Format in the DataPerfect Backup File 
l Invalid Drive Specification 
l No Backup Files Exist 

l No such file or directory 
l Not Enough Disk Space Available to Restore Database 
l Path Not Found 
l Restoration is Not Complete 
l Restore File is Not a DataPerfect Backup 

l Unable to Create . . . . 
l Unable to Remove Existing Database Files 
l Unable to Open Backup File 
l Unable to Open Source File 
l Unable to Remove Existing Database Files 

Error Messages 
l ‘DPBACKUP.001’ File Does Not Exist 
l Backup File is Not Complete 
l Incorrect Format in the DataPerfect Backup File 
l Invalid Drive Specification 
l No Backup Files Exist 
l No such file or directory 
l Path Not Found 
l Restore File is Not a DataPerfect Backup 
l Unable to Open Backup File 

Startup Option Error Values 
l 0 Success 

l 1 Invalid Source 
l 2 Invalid Destination 

l 5 Database In Use 
l 4 Unable to Create Backup File 
l 10 Unable to Clear Transaction Log 
. 1 L Unable to Kestore Database 
l 13 Not Enough Disk Space 
l 14 Backup was Canceled 
l 15 Restore was Canceled 
l 20 Disk Access Error 
l 21 Critical Error 
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Appendix J: Utilities-DPDiagnostics 

DPDiagnostics is a utility program that analyzes the structure of a database to 
detect problems or errors. You can send database information to a file that can be 
read in a text editor. You can use this information to change, correct, or optimize 
Y”Ul &iLdJiiX. 

If, before starting DPDiagnostics, you want to review the startup options available 
to you. you can access a help screen by following the steps below. 

At the DOS prompt, 

1 Change to the directory where you keep the DataPerfect program files (for 
example, c:\dp23). 

2 Type dpdiag and press Enter. 

The help screen is displayed. 

The startup options you can use with DPDiagnostics are listed below. 

/f-outputname Specify output filename (no spaces). The default is 
darabasename.fix, placed in the current database 
directory. 

/i-# Specify the maximum field count for index 
optimization. The default is 5. 

List only the panel number and panel name. 

in Do not create an output file. 

10 

ICJ-# 

/W 

Suppress optimization messages. 

DPPrint printer port (l=LPTI , 2=LPT2, 3=COM 1, 
4=COM2). (DPPrint must be resident for this option 
to work.) 

Suppress warning messages. 

Starting DPDiagnostics 
Before using DPDiagnostics, you should decide the startup option, if any, you will 
use. See the table above for available startup options. 

To analyze a database with DPDiagnostics, 

1 Change to the directory where you keep the DataPerfect program files (for 
example, c:\dp23). 
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2 Type dpdiag fullowed by the database path (if you are not in the same 

directory as the database) and name, followed by any necessary startup option. 
in this format: 

DPDIAG path\[database name] [option] 

06 if you are in the same directop as fhe database: 

DPDIAG [database name] [option] 

Your command might look like the example below if you want to analyze a 
database called Marling and use the/f optron to send output to a file called 
MAILDIAGFIX in a directory called TEST. 

dpdiag mailing /f-c:\test\maildiag 

3 Press Enter. 

DPDiagnostics displays a screen similar to the following. 

4 Press any key to exit. 

You can retrieve the output text file (for example, MAILDIAG.FIX) into 
WordPerfect, LetterPerfect, Editor, or any DOS text editor. Use the message 
explanatinns in /lPlXognn~tir~ MPTFO~PP later in thiq sertinn to llnderctand 

messages and to find suggestions on how to resolve problems and errors, as well as 
suggestions on how to optimize your database. 

The message report you retrieve into a text editor ~111 often refer to the locatron ot 
the error (for example, P2F13, which is field 13 in panel 2). To locate the problem 
field, go to the correct panel (in this example, you would access panel 2), and press 
Alt+F3 twice. Locate the field with the number that DPDian reported (in this case, 
field 13). Press Exit (F7) to 
return to browsing the panel, press Define Panel (Ah-F8) to edit the panel, and 
make the necessary changeb to the field. 
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DPDiagnostics Messages 

DPDiagnostics error, warning, and optimization messages inform you of problems 
in the database that can keep the database from running efficiently. In this section, 
they are grouped under the headings Panel Error Messages, Panel Warn@ 
Mc.v.rage.s, Panel Optimization Messages, and Report Error and Warning 
Ml%ffgLX 

DPDiagnostics messages appear only when you run the DPDiagnostics utility. For 
explanations of DataPerfect program error messages which may appear at any time 
while you are using DataPerfect, see Appendix C: Error Messages. 

Panel Error Messages DPDiagnostics error messages inform you of database problems that may affect the 
efficiency and integrity of the database. 

Error Messages are displayed as follows: 

Error: (Field #) <MESSAGE> 

Error: (Field #) Computed (::C) Field # should NOT be used as part of a link’s definition 
Computed fields, also known as virtual fields, should not be used as part of a link’s 
dehnitton. Usrng computed fields as part of a key field list for a link will cause the 
link to work incorrectly. Redefine this link by removing the computed field from 
the key field list. 

Error: (Field #) Formula Field Code References a non-existent panel -- Field Code: 
P#F#P#... 
It is possible that the panel the formula used to reach the field has been deleted. 
Delete the field selection and reselect the same field. 

Error: (Field #) Formula Field Code References a non-existent geld -- Field Code: 
P#F#P#F#. . . 
The field referenced in the formula has been deleted. Delete the specified field 
reference in the formula and reselect the tield. 

Error: (Field #) Formula Field Code no longer contains data/panel link -- Field Code: 
P#F#P#F# . . . 
Either the panel link or data link longer exists or the field and its attached data link 
no longer exist. Redefine the link. 

Error: (Field #) Formula contains a Bold/Underline Code at position # 
Bold or underline codes should not exist in a formula. The error message indicates 
the position of the bold or underline code in number of characters into the formula. 
Find and delete the bold/underline code or redefine the formula. 
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Error: (Field #) Link is not correctly defined according to formula -- Field Code: PW#P#... 
The link that the selected field is using in the formula goes to a different panel. 
Delete the field in the formula and reselect. 

Error: (Field #) lookup list Index # does NOT exist 
You can define a lookup list for any field in a panel. When a lookup list ix defined, 
the database definer must specify the index and the field(s) to be used. Thi> err-or 
message will appear if the index specified for the field specified doesn’t exist. 
Redefine the lookup list for this field. 

Error: (Field #) lookup list Field(s) shown below do NOT exist -- Field(s): #, #, #, # . . . 
This error occurs when a field that is specified as part of a lookup list does not 
exist. I f  the lookup list contains more than one field that doesn’t exist in the panel. 
these fields will also be displayed as part of the error message. 

The field(s) listed in the DPDiagnostics error message probably don’t exist 
changes were made to the panel. Redefine the lookup list. 

because 

Error: (Field #) lookup list should not contain a panel link (Field #) 
The first field number refers to the field that has the faulty lookup list. The second 
field number indicates which field in the lookup list is actually a panel link. Delete 
the lookup list and redefine it. 

Error: (Field #) link’s Destination Panel # does NOT exist 
This error message occurs when the destination panel for a data/panel link no 
longer exists. Redefine this link or delete the link if it is no longer necessary. 

Error: (Field #) Llnk’S Target Field # in panel # does IO1 exist 
This error results if the link’s destination is missing the target field. Upon 
definition of a link, the user/definer must specify the field the cursor will land on in 
the destination panel (the “target” field). From the Define Panel/Data Link screen. 
choose Edit Target FieldJTarget Index/Field List (1) to re-establish the link. 

Error: (Field #) link’s Index # in Destination Panel # does NOT exist 
This error will occur when the specified index in the destination panel cannot be 
found. It may also occur if the destination panel does not exist. 

Specifying a destination panel index to be used for the link is a necessary step of 
link definition. This index must contain the same field formats for the link fields 
being passed through. 

Error: (Field #) Llnk’s field list and Index list are NOT the same size -- Redefine the link 
You have selected more fields in the Key Field list than are in the index. Delete the 
Key Field List and reselect. 
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Error: (Field #) Link’s Auto Display Field # in panel # does NOT exist 

Panel links may have windows defined which will automatically display the 
specified fields from the linked panel within the current panel. Remove this field 
from the list. 

Error: Panel # is possibly corrupt! 
If you receive this error message, there are several things you can do to attempt to 
save your data. You can try replacing the .STR file with the .STR of a recent 
backup of the database. Or, if you can access the corrupt panel, export the data in it 
before re-creating the panel, then import the data once you have re-created the 
panel. If neither of these options work, you will probably have to delete and re- 
create the panel. 

Error: (Field #) Search List Field(s) shown below do NOT exist -- Field(s): #, #, 
The field(s) listed in the DPDiagnostics error message probably doesn’t exist 
because changes were made to the panel. Redefine the list. 

Error: (Field #) Search list Field # is NOT the correct format -- Remove this field from the 
search list 
All fields in the search field list must have the same format. 

Error: (Field #) Mismatching geld formats between a list geld and its counterpart index 
field 
-- Field list Field (P#F#) : A/G/N/g/T 
-- Index Field (P##) : A/G/N/g/T 
When a link is defined, the definer specifies a destination panel, target field, target 
index, and the key fields which will provide the link. The key fields that are 

specified must be a subset of those fields in the destination panel’s index. Also, 
each field must be the same format as its counterpart. For example, 

KEY FIELDS: FIRST-NAME (A5), LAST-NAME (AlO), BIRTHDATE (D99/99/99) 

INDEX: A5 A10 D99/99/99 

Notice how the key fields are the same format as their counterpart in the index. 

Suppose that the first field in the index, however, were A10 instead of A5. This 
link would have to be redefined. 

Error: Field(s) shown below for Index # do NOT exist -- Field(s): #, #, #, # . . . 
This error occurs when a field that is specified as part of the key field list in an 
index does not exist. If the index contains more than one field that does not exist in 
the panel, these additional fields will also be displayed as part of the error message. 

Any field(s) listed do not exist because these fields were deleted from the panel. 
To correct this problem, redefine the index. 
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Error: Field(s) shown below for Index % Exception List do NOT exist -- Field(s): #, #, #, # . . . 

This error occurs when a field that is specified as part of an exception list does not 
exist. I f  the exception list in the index contains more than one field that does not 
,,:,+ :.. A.,. -,..,I A.,,, G,lA- . . . ..I ,I”-. I.- ,a:-.., --.- A -‘- ^,,..+ ,C+L., ,.-,.,. -nIJ,n”n G.u>L 111 LUG plllr;l, L11(;SG 112;1”3 Will al>” UT; “lapayG;u a:, put “1 UK GII”1 rlrc.xKl~:r. 

Any field(s) listed do not exist because of changes made to the panel. To correct 
this problem, redefine the exception list for this index to include the correct fields. 

Error: Field # is possibly corrupt 
This message ncr~F when DPDiagnostics attempts tn examine a field in the current 
panel and cannot. 

This error is usually the result of some type of corruption. Redefine all aspects of 
the field, such as look-up lists, search lists, and formulas. You may have to delete 
and redefine the field to correct the problem. 

Error: (Field #) Illegal Formula 
The specified formula contains an error. Find the error and correct it or redefine 
the formula. 

Error: Destination Panel # for Menu Option # does NOT exist 
The specified menu option is assigned to a panel that no longer exists. Delete the 
menu item. 

Error: Destination Index # for Menu Option # does NOT exist 
The index you have chosen for this menu option no longer exists. Edit this menu 
option and choose another index. 

Error: (Field #) Keep a Total - Target Field # in panel # does not exist 
The specified field no longer exists. Redefine the keep a total. 

Error: (Field #) Keep a Total - Source link # does not exist 
The specified data link or panel link no longer exists. Redefine the keep a total. 

Error: (Field #) Keep a Total - Target Panel # does not exist 
The specified panel no longer exists. Redefine the keep a total. 

Error: (Field #) Keep a Total - Virtual field # in panel # is invalid 
The total is being kept in a field with a ::C display mode indicator. Remove the ::C 
display mwdc irldiciuur ~IUIII the destinatiun field format. 
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Panel Warning 
Messages 

DPDiagnostics warning messages inform you of database problems that may affect 
the integrity of the database. 

Warning messages are displayed as follows: 

Warning: (Field #) <MESSAGE> 

Warning: Field # in Index # is a text field -- Text fields should not be used in the index 
Text fields in an index can slow database operation. 

Warning: (Field #) link is UNDEFINED 
This warning notifies you that the link hasn’t been defined. If  the link is not 
needed, delete it. Otherwise, define the link. 

Warning: (Field #) link’s Index # in Destination Panel # contains an Exception list 
You can do this, but be aware that only records that meet the exception will be in 
the index. 

Warning: (Field #) Mismatching field tOmatS hCtWeCII a USt field and its COUntt?rpatt 

index field 
-- Field list Field (P#F#) : (Field format) 
-- Index Field (P#F#) : (Fit?ld tOrInat) 

For example, the field list field might have a format of HZZZ9 while the index field 
might have a format of GZZZ9. Field formats should be identical. 

Warning: (Field #) No fields have been specified for the Auto Display Window 
The auto display window option has been chosen with a panel link, but there are no 
fields in the window. This window is useless. Either de-activate the window or put 
fields in it. 

Warning: (Field #) Text Field (#) should NOT be used as part of a link’s definition 
Text fields in a link can cause linking problems. 

Panel Optimization 
Messages 

DPDiagnostics optimization messages inform you of database inefficiencies that 
can slow database operation. 

Uptrmlzatlon messages are displayed as follows: 

Optimize: (Field #) <MESSAGE> 

Optimize: Index # contains 5 or more fields 
Having more than four fields in an index may slow database operation. Redefine 
the index with fewer fields. 

Optimize: (Field #) link is using more than 3 fields for linklng 
USC the fewest possible fields in a link to avoid slowing database operation. 
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Optimize; Panel # Index # is nut used in a lookup, link, or report 
This index serves no purpose and may slow database operation. Remove the index 
from the specified panel. 

Report Error and 
Warning Messages 

DPDiagnostics error messages inform you of report problems that probably won’t 
affect the integrity of the database, but can affect the efficiency of report<. 

Error Messages are displayed as follows: 

[report section]: Error (Field #) <MESSAGE> 

A depth indicator is also shown when an error occurs in a nested report (subreport). 

The following errors can occur in any section of the report. The Hurst portion of the 
message shows the report section affected (for example, Final Footer), and will 
change depending upon the report section, 

[report section]: Error in Store Value in Report Variable # Code 
-- Formula Field Code no longer contains data/panel link 
-- Field Cede: P#F#P#F#... 

The link the panel goes through to access the field is no longer there. Delete the 
field in the formula and reselect. 

[report section]: Error in Store Value in Report Variable # Code -- Illegal Formula 
Formula in report variable has an error in it. Correct the error or redefine the 
formula. 

[report section]: Error in Store Value in Report Variable # Code 
-- Link is not correctly defined according to formula -- Field Code: P#F#. . . 

You’ve selected a field in your formula that uses a link to go to another panel, but 
the link has changed. Reselect the field in the formula. 

[report section]: Error in Store Value in Report Variable # Code 
-- Panel/Field Code References a non-existent field 
-- Field Code: P#F#P#F#... 

You have selected a field through a link. The target field no longer exists. Delete 
the specified field reference in the formula and reselect the held. 

[report section]: Error in Store Value in Report Variable # Code 
-- Panel/Field Code References a non-existent panel 
-- Field Code: P#F#P#. . . 
It is possible that the panel the formula used to reach the field has been deleted. 
Delete the field selection and reselect the same field. 

[report section]: Error -- Report Variable # to be printed does not exist 
The variable has been deleted. Redefine the variable. 
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[report section]; Error with the field to be printed -- Reselect the desired field -- Field: # 
The field to be printed has an error. Reselect the field. 

[report section]: Error within Skip if RV is False Code -- Report Variable # does not exist 
A skip if false condition has been selected, but the specified variable no longer 
exists. Re-create the correct RV or delete Skip if RV is False code. 

[report section]: Error within Skip To Record At RV Code -- Report Variable # does not 
exist 
A skip to record condition has been selected, but the specified variable no longer 
exists. Re-create the correct RV or delete Skip to Record at RV code. 

[report section]: Error within Stop [Sub]Report if RV is False Code -- Report Variable # 
does not exist 
A stop if false condition has been selected, but the specified variable no longer 
exists. Re-create the correct RV or delete Stop [sub]Report if RV is False code. 

lrm;section): Error within Store Reporl Variable in Field Code -- Report Variable # does 

The specified variable no longer exists. Re-create the correct RV or delete the 
Store Report Variable in Field code. 

[report section]: Error within Store Report Variable in Field Code -- Field # does not exist 
in panel # 
You’ve selected a field in your formula that uses a link to go to another panel, but 

the field has been deleted. Reselect the field in the formula. 

[report section]: Error within Subreport link/Panel: # #-- Subreport link # in panel # does 
not exist 
The link used by the sub-report has been deleted. Delete the sub-report and re- 
create. 

[report section]: Error within Subreport link/Panel: # #-- link’s Destlnation Panel has 
changed to # 
The link used by the sub-report now goes to a different panel. Delete the sub-report 
and re-create. 

[report section]: Error within Subreport Link/Panel: # #-- Subreport’s Destination Panel # 
does not exist 
The link used by the sub-report now points to a deleted panel. Delete the sub- 
report and re-create. 

[report section]: Error within Subreport Link/Panel # # -- Subreport’s Return Panel # does 
not exist 
Re-create the specified section of the report. 
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[report section]: Error within Subreport Return Code 

-- REDEFINE SUBREPORT 
The sub-report can’t return to the main report. Redefine the sub-report. 

[report section]: Error in Store Value in Report Variable # Code -- Bold/Underline Code in 
formula at position # 
Formulas should not contain bold or underline codes. Delete the bold or underline 

code or redefine the formula. 

[report section]; Error Report Index # does not exist in panel I 

The indicated index no longer exists. Select another index. 

[report section]: Error Report is based upon a non-existent panel # 
When a report is created, the report is based upon the panel that the user was in 
before creating the report. This error will occur when the panel that the report is 
based upon no longer exists. Delete the report. 
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Appendix K: Utilities-DPOrder 

DPOrder 3.0 is a utility program that can examine a selected DataPerfect database 
and show useful database information. 

DPOrder lets you change the nrder nf tymrk in R report list. Reordering can be 

useful if you have many reports listed and want to put frequently-used reports at the 
top of the list. 

In previous versions of DataPerfect, the functions now included in DPOrder were 
split between DPInfo and DPOrder. DPOrder now provides the database 
information once given by DPInfo in addition to providing report reordering 
capabilities. 

Starting DPOrder To use DPOrder, 

1 Start at the DOS prompt. 

2 If  you don’t have the path to DPOrder in your AUTOEXEC.BAT path 
command, change to the drive and directory where DPOrder is located. For 
example. if your DataPerfect program files are located in a directory called 
DF’23 on drive C, you would do the following: 

Type c:, then press Enter. 
Type cd\dp23, then press Enter. 

3 Next, decide what startup option(s), if any, you want to use. Available options 
are listed in the table below. 

If  Fix damaged panels 
Ill Access a help screen that lists available startup options. 
inh Autnmk- overwrite of backup file 
/q-x DPPRINT printer port, l=LPT 1,2=LPT2,3=COM 1,4=COM2 
lr Go directly to reports reorder screen 

4 Type dpo, the path and name of the database, and any options you want to use 
in the following format: 

dpo [database path and name] [option(s)] 

For example: dpo c:\dp23\client2 /nb 

If you wunt to select from a list of databases, type only dpo. A list of databases in the 
current directuty is displayed. Change directories or select a database as you would when 
JOU are accessing II database in DataPerfect. 
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The main DPOrder screen is displayed unless you used the Ir startup option to 
immediately access the reorder reports screen. 

The information displayed on your screen may differfrom that show/l 

For information on how to interpret this screen, see Understunding the DPOrdet 

3.0 Panel Information Screen in the next section. 

If  a Supervisor password exists, you must enter the password when prompted or 
you will not be allowed to 
access to database information. 

Understanding the 
DPOrder 3.0 Panel 

Information Screen 

DPorder’s Panel Information screen provides general information about the 
selected database. The top portion of the screen provides summary information. 

while the lower portion of the screen displays information about each file 
associated with the database. 
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The top portion of the screen shows the full path of the selected database, its 
defined password levels (Definer, Supervisor, Read-Write, or Read-Only), and 
the total number of panels and reports in the database. It also shows whether the 
database has a menu. The path of the DataPerfect program found (DPOrder looks 
through the local path and the network search drives for the first occurrence) and 
the version date are shown. The total disk space used by the database and the total 
lree disk space are displayed. 

The lower part of the screen displays information about files associated with the 
selected DataPerfect database. Filename, contents, file siz.e, file date and time are 
displayed for each file. Data files also show panel information including the panel 
number, the number of indexes, record size, and the number of records found in the 
file. 

I f  an asterisk (*) appears next to a panel listing, use the /f option on the command 
line to repair the damaged file. See Starting DPOrder above. 

Printing You must have DPPrint resident before using this option. For information on how 
to load DPPrint, see Appendix L: Utilities-DPPrint. 

To access the DPOrder Print menu, 

1 Start from the DPOrder 3.0 Panel Information screen. 

2 Press Print (Shift-F7). 

3 Select an option by placing the cursor over the desired option and pressing 
Enter. 

When you select the Print Screen Information option from the menu, a complete list 
of what is displayed on the screen and additional information you may have to 
scroll down to see will be sent to the DPPrint queue for printing. LPTl will be 
used unless another port has been selected on the command line. See Stclrring 

DPOrder above for the command line option to change the printer port. 
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You can display the DPPrint Printer Control Screen by selecting the Printer Control 

Screen option from the Print menu. You can examine the print queue, halt printing, 
restart the current print job, pause printing after the current print job, select a printer 
definition, delete a print job(s), or change the path to .PRD files. For details on 
using the DPPrint Printer Control Screen, see Appendi.x L: Utilities-DPPrinr. 

Reordering Database 
Reports 

I f  you reorder reports, remember to make the necessary changes to any macros that 
are dependent upon the report order. 

To reorder reports, 

1 Start from the DPOrder 3.0 Panel Information screen. 

2 Press Rcordcr Menu (F8) to display the Rcordcr Menu. 

3 Place the cursor over Reorder Database Reports and press Enter. 

4 Use the arrow keys to move the cursor to the report to be reordered. 

The screen shown is the report reorder screen for the CLIENT2 database. The information 
on your screen may be different. 

I, cart, chm- n Hell sm-t.m ?rLnt 

The reports are listed in numerical order. 

5 Chaugt: t11t: urdor by typing the new order number and then pressing Enter. 

For example, suppose you wanted to change the order of the reports listed in the 
screen example above so that the third report (WordPerfect Merge) would hecome 
the first report, Mailing Labels would become the second report, and Customer by 
State would become the third report. You would place the cursor on WordPerfect 
Merge, type 1, and then press Enter. 

6 Press Exit (F7). 

I f  you have made no changes, you are returned to the DPOrder 3.0 Information 
screen. If  you have made changes, you are prompted to save changes. 
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7 Type y  if you want to save the changes you made. 

or 

Type n if you want to cancel the changes you made. 

If  you type y  to save the changes, DPOrder will make a backup copy of the 
specified structure file with a .BKK extension. It will prompt to overwrite any 
previous .BKK file. unless the /nb option is used or if there is no previous .BKK 
file. 

8 Typt- y  tu uvcl wlitr the peviuub .BKK file. 

or 

Type n if you do not want to overwrite the previous .BKK file. 

9 Type y  to exit the Reorder window. 

Or 

Type n to continue reordering. 

If  you did not overwrite the previous .BKK file, you are prompted again. 

10 Type y  to confirm no overwrite. 

or 

Type n if you want to overwrite the previous .BKK file. 

11 Type y  to exit the reorder screen. 

or 

Type n to remain in the reorder screen. 

If  the /nb switch has been set, the BKK file will be automatically overwritten and 
no prompt will appear. 

Exiting UPOrder To exit from DPOrder, you can press either Exit (F7) or Escape (Esc). 

Exit exits the current screen. If  you begin exiting from somewhere other than the 
main screen, you may need to press Exit more than once. 

Escape prompts to let you exit DPOrder completely. It will cancel any unsaved 
operation and return to the previous program (DOS or Shell). 
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Appendix 1: UtiUties-LIPPrint 

The DataPerfect Printer Program (DPPrint) allows you to print report!, while 
performing other tasks in DataPerfect. DPPrint lets you select a printer definition 
that is specifically tailored to your printer. This printer definition includes the 
proper control strings for bolding, underlining, and producing POSTNET bar 
codes. 

DPPrint is included on the ShelULltilities diskette. DPPtint is a TSR (Terminate 
and Stay Resident) program separate from DataPerfect. This program use.\ the 
same printer drivers as WordPerfect Office. 

You will want to use DPPrint for most of your DataPerfect printing, 

To print POSTNET bar codes you must use DPPrint. You cannot print POSTNET 
bar codes by exporting your data into WordPerfect. 

I f  you want to use one or more international characters while DPPrint is actire. ~OLI 

must first edit a copy of the appropriate printer driver (.PRD file) to include the 
international character(s) you want to use. For information on how to do this. bee 
WordPegect Oflce Printer Program (WPOPTR) later in thi\ appendix. 

I f  you prefer not to edit the .PRD file, do not run DPPrint when you are using 
international characters you have mapped to the printer. 

DPPrint only works with DataPerfect 2.1 or later versions. DPPrint takes 
approximately 15k of memory and requires DOS 3.0 or later versions. DPPrint is 
NOT networkable. In other words, two or more people should not run DPPrint 
from the same network directory. It is suggested that DPPrint only be run from a 
local directory. 

However, if you have purchased DataPerfect for use on a network, you can load 
DPPrint on those machines for which you have purchased DataPerfect. For 
example, if you have purchased ten licenses for DataPerfect for ten networked 
machines, you can load DPPrint on each of those ten machines. 

First-time Installation DPPRINT.COM, WPOPTR.EXE, and the printer drivers (see Appendix F. 
Program Files) should be installed when you install Da&Perfect. 

The easiest way to install these files is with the Install program included. To run 

this program, insert the program diskette that contains INSTALL.EXE into drive A. 
go to a DOS prompt, type install and press Enter. 

I f  you want to install the printer files without using the Install program, begin at the 

DOS prompt. Then, 

1 Create a directory on your local drive for the DPPrint tiles. 

2 Copy the files on the DPPrint disk to the directory you created. Jf you have 

WordPerfect Office, you do not need to copy the .PRD tiles. 

3 Switch to the directory containing the DPPrint files. 
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4 Enter dpprint /c. The /c option brings up the DPPrint Printer Control Menu, 
which allows you to set up your printer(s). 

on how to create a directory and copy fifiles at a DOSprompt, see For information 
manual. 

your DOS 

I f  the path for .PRD drivers listed at the bottom of 
and enter the correct path (for example, c:\office). 

the screen is not correct. press c 

5 Press s to access the Printer Selection menu. 

6 

7 

Use the Up or Down Arrow key to move to the correct port. 

Enter the number that corresponds to the printer attached to the selected port. 

I f  your printer is not listed, select OTHERDM if you have a dot matrix printer, or 
select OTHERLQ if you have a letter quality printer. 

6 If  necessary, repeat steps 6 and 7 for the remaining printer ports. 

When you exit the Printer Selection menu, the names of the 
selected are displayed in the lower left comer of the screen. 

printer drivers you just 

9 After selecting the printer(s), press Exit (F7) ore to exit the Printer Control 
Menu. 

10 After returning to the DOS prompt, enter dpprint /r to remove DPPrint from 
memory and complete the installation process. 

loading DPPrint Once the printer program files are installed on your computer, you can Ioad the 
printer program into memory. If  you have not put the DPPrint command in your 
AUTOEXEC.BAT file (see the following section), you must do the following each 
time you want to use DPPrint. 

Important: Jf you are printing to a serial port (such as COMl - COM2), you must initialize 
the port before loading DPPrint. DPPrint does not initialize serial ports. If you do not 
initialize the port before loading DPPrint, DPPrint will control it, and any later attempts to 
initialize the port will fail. This initialization can be done with another program or with the 
DUS MODE commund. For information about using tkc DOS MODE command, see ymv 

DOS manual. 

DPPrint should be loaded before any other programs. You cannot use the TSR 
Manager shipped with WordPertect Uthce to load or unload DPPnnt. To load 
DPPrint into memory, 

1 If  you have already loaded any other programs (such as Shell), press Exit (F7) 
until you see the DOS prompt. Do not use the Go To DOS feature from any 
WordPerfect Corporation product. 

2 Enter dpprint at the DOS prompt. You are returned to the DOS prompt. 

The program now is resident in memory until you turn off the computer or run 
dpprint /r. I f  you want to remove it from memory without restarting yniir computer, 
enter dpprint /r at the DOS prompt. 

Note: You cannot load multiple copies of DPPrint into memory. 
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Append DPPrlnt to 
the AUTOEXEC.BAT File 

To save loading time, you C~II p&c DPPliut in your AUTOEXEC.BAT file, which 
contains commands that DOS executes each time the computer is turned on. If  you 
selected this option while running the Install program, you do not need to follow 
these steps. 

Editing the AUTOEXEC.BAT File Under DOS 
If you are not using WordPerfect Shell, follow the steps below to add the DPPrinr 
command to your AUTOEXEC.BAT file. I f  you are using WordPerfect Shell, skip 
to the instructions after step 16. 

1 Begin with the DOS prompt on the screen. 

2 If you are working from a hard disk drive, type c: at the DOS prompt and press 
Enter. 

3 Type cd\ and press Enter to switch to the root directory where your 
AUTOEXEC.BAT file should be located. 

If  you are working with only floppy disk drives, switch to the drive where your 
AUTOEXEC.BAT file is located (for example, enter cdk). 

4 Type type autoexec.bat and press Enter to see if you have a PATH= 
command. 

If  your AUTOEXEC.BAT file already contains a PATH= command, proceed with 
steps 5 through 8. 

5 Type copy autoexec.bat+con aucoexec.bat and press Enter to append to [he 
existing AUTOEXEC.BAT file. 

6 Type c:\data\dpprint to add the DPPrint command to the ALTTOEXEC RAT 
file. In this example the “data” directory contains the DataPerfect program 
files. This directory name may be different for your system. 

7 Press F6 to include the code that ends the AUTOEXEC.BAT file (^Z). then 
press Enter. You will see a message telling you that one file has been copied. 

B Turn off the computer, then turn it on again for the edited AUTOEXECBAT to 
take effect. When you turn your computer back on, you will see this message 
briefly at the bottom of the screen: 

Use: 
DPPrint /C for Control Panel 
or DPPrint /R to remove DPPRINT 

This is not an error message. It simply displays the DPPrint options to use if you 
don’t use your AUTOEXECBAT file. 

I f  your AUTOEXEC.BAT does not contain a PATH= command, you must exit the 
file (press F6) and follow the steps below. 

It is suggested that you use a text editor to modify the AUTOEXECBAT file. (If 
you don’t have a text editor, you can use WordPerfect and save the changes you 
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make as DOS text with Ctrl-F.5. See DOS and WordPerfect 
WordPerfect Reference manual for more information.) 

in Reference in the 

9 Access your text editor. 

Be sure the screen is blank 

10 Retrieve the AUTOEXEC.BAT file by performing the necessary steps for your 
text editor. 

11 Position the cursor at the beginning of a line in the file 

12 Type c: and press Enter. Type cd\directory and press Enter (directory 
represents the name of the directory in which the DataPerfect Printer Program 
is located). 

13 Type dpprint and press Enter. 

14 Save the document. 

15 When prompted, type y  and press Enter to confirm the replacement of the old 
AUTOEXEC.BAT file. 

16 Turn off the computer, then turn it on again for the edited AUTOEXEC.BAT 
file to take effect. When you turn your computer back on, you will see this 
message briefly at the bottom of the screen: 

Use: 
DPPrint /C for Control Panel 
or DPPrint /R to remove DPPRINT 

This is not an error message. It simply displays the DPPrint options to use if you 
don’t use your AUTOEXEC.BAT file. 

Editing the AUTOEXEC.BAT File Under Shell 
I f  you are using the WordPerfect Shell, follow the steps below to add the DPPrint 
command to your AUTOEXEC.BAT file. 

It is suggested that you use a text editor (for example, EDLIN or WordPerfect 
Office Editor) to modify the AUTOEXEC.BAT file. (If you don’t have a text 
editor, you can use WordPerfect or LetterPerfect and save the changes you make as 
DOS text. See your WordPerfect reference or LerterPerfecr manual for more 
information.) 

1 Access your text editor. 

Be sure the screen is blank. 

2 Retrieve the AUTOEXECBAT file 

3 Position the cursor at the beginning of a line in the file. Be sure the line isjltst 
before the Shell command at the end of the file. 

4 Type c: and press Enter. Type cdipzth and press Enter (path here represents 
the path in which your DataPerfect Printer Program is located). 
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5 Type dpprint and press Enter. 

6 Save the file under the same name so that it replaces the old 
AUTOEXEC.BAT, then exit the text editor. 

7 Turn off the computer, then turn it on again for the edited AUTOEXEC.BAT 
file to take effect. When you turn your computer back on. you will see this 
message briefly at the bottom of the screen: 

Use: 
DPPrint /C for Control Panel 
or DPPrint /R to remove DPPRINT 

This is not an error message. It simply displays the DPPrint options to use if you 
don’t use your AUTOEXECBAT file. 

Using DPPrint Once DPPrint is loaded, you will notice a difference in the DataPerfect program 
only when you press Report/Export (Shift-F7). 

To print a report with DPPrint, 

1 Be sure the cursor is in the panel you want to print. 

2 Press Report/Export (Shift-F7) to access the report list. 

3 Move the cursor to the report you want and press Enter. 

Or 

Press Insert to create a new report. 

A series of options is displayed for the report you selected. 

You will notice two new settings to the right of the Printer On/Off option. See 
Report, Custom in Reference for more information about Printer On/Off. (See 
Reports in Reference for more information on creating reports.) 



The first message displayed is “Using DP Print Driver.” This setting cannot be 
changed. It is displayed to inform you that DataPerfect is aware that DPPrint is 
running and will use the printer drivers if directed to do so. 

The option beneath “Using DP Print Driver” is “Press P to go to Printer Control 
Screen.” 

Printer Control Menu The Printer Control menu lets you view, delete, and manage the print jobs in the 
printer queue. A printer queue lists the print jobs you have sent to be printed. The 
queue is saved if you halt printing, then remove DPPrint or turn off the machine. 
(See Removing DPPrint below.) When you resume printing, printing will restart 
with the job that was halted or with the first job that was left in the queue. 

1 Press p to access the Printer Control menu. 

To delete a print job, move the cursor to the print job you want to delete, then press 
Delete. If  you want to move to the first report in the printer queue, press Home. 

Along with deleting jobs from the printer queue, you can also use the options listed 
in the lower right corner of the screen. 

The first option, Halt Printing, stops the printing immediately. This option is 
ht;lpful iT yuu xxd to turn off YOUI computer in the middlt of a long print job. 
Once you select Halt Printing, a “Printing Stopped” message appears and the Halt 
Printing option is replaced with the Go Continuous Printing option. To restart 
printing, press G for Go Continuous Printing. 

The Restart Current Report option allows you to stop printing the current report and 
immediately begins printing the same report again from the beginning. This option 
is helpful if you have a problem with the printer. 

The Pause After Current Report option prints the current report and pauses when 
rhe report is finished printing. This option is helplul i1 you need to change the 
paper between reports. 
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The Printer Control menu also displays the current printer driver for each port in 
the lower left comer of the screen. From this menu, you can also select a new 
printer driver or exit the Printer Control menu. 

2 Press s to access the Printer Selection menu. 

From the Printer Selection menu, you can change the setting for the printer drivers 
in the current directory. The printer driver currently selected for LPTl is 
highlighted. You must first enter the desired printer driver for LPTl 

3 Enter the number that corresponds to the type of printer connected to LPT I (the 
default setting is GENERIC). For example, in the illustration above, since an 
Epuu priukz ib curmectecl to LPTl, you would enter an I 1. 

I f  the menu does not list a driver for your printer, select OTHERDM if you have a 
dot-matrix printer, or select OTHERLQ if you have a letter quality printer. 

Removing DPPrint It is best to remove DPPrint from memory or finish printing before turning off your 
computer. I f  you need to turn off your computer while DPPrint is still printing, use 
the Halt Printing command (see Printer Control Menu above). This way the print 
job you were on will start over when you resume printing, and any remaining jobs 
in the queue will still be there. 

I f  YOU want to remove DPPrint from memory without restarting your computer, 
enter dpprint /R at the DOS prompt. DPPrint may be removed from memory only 
if nothing is loaded after it. For example, if DPPrint is loaded before Shell. 
DPPrint cannot be removed from memory until Shell is exited. 

Troubleshooting 
Information 

When DPPrint is printing, no other program can print to the same printer port until 
DPPrint is finished with the report. For example, you should not try to print from 
WordPerfect while DPPrint is printing. 

If  you are using a laser printer, it is recommended that you set the bottom margin to 
0 on the Report Print Margins setting. 
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Network Information When installing this program on a network, each station should maintain its own 

copy of the printer program files. These files need to be kept together in the same 
directory. Refer to your network documentation to learn how to redirect to a 
network printer. 

WordPerfect Office 
Printer Program 
(WPOPTR) 

Your DataPerfect software includes printer definition (.PRD) files that DataPerfect 
uses to communicate with your printer. These printer definitions contain the codes 
necessary to control printer setup, bolding, and underlining. However, if you want 
to take advantage of your printer’s special features, if you need to print foreign or 
special characters, or if your printer is not printing correctly, you can use the 
WordPerfect Office Printer (WPOPTR) program to edit a printer definition. You 
can also use tllc WPOPTR pog~am to create a t)Glltcr definitiwrl if nont: of the 
existing printer definitions work with your printer. 

To use the WPOPTR program. 

1 At the DOS prompt, change to the directory containing the printer definition 
(.PRD) files. 

2 Enter wpoptr to start the WordPerfect Office Printer program. 

3 Enter the name of the printer file you want to edit or create. You do not need to 
include the .PRD extension. 

You can also enter the filename when starting the program (for example, wpoptr generic). 

4 Select Instructions (1) or press Help (F3) for instructions on how to use the 
program, then select Return to PRINTER SETUP Menu (0) or press Enter 
when you finish with the instructions. 

5 Select Printer Definition (2) if you need to edit or enter printer control codes, 
then press Exit (F7) when you finish. 

6 Select Character Table (3) if you need to edit or enter character information, 
then press Exit when you finish. 

7 Select Exit-Save Changes (0) or press Exit to save the changes and return to 

DOS. 

or 

Select Exit-Cancel Changes (4), then type y  if you decide not to save any of 
the changes you have made. 

472 APPENDIX t UTILITIES-DPPRINT 



Appendix M: Utilities-lIPLinks 

You can run DPLinks to create a diagram of how a specific database’s panels are 
1. -1- 1 ,~ > .- 1’-1 -r,:.~L 2.---: ._.-.-- XI-.. _^_ m.-l-. rL,. 1: -__^_ --?I I:“. __ .-_, 4 lmKea dna d IlSI 01 UIIK UescnpLlon~. IOU call prm LllC uagrilrrr i(ll” 11hL “I ZCllU 
them to a file that can be read in a DOS text editor. 

You can use information from a DPLinks diagram and list to better understand a 
database that is new to you. DPLinks also shows if any links are attempting to 
connect to a deleted panel. This information can alert you to potential database 
errors that should be corrected or links that should he re-defined. 

If, before starting DPLinks, you want to review the 
you can access a help screen by following the steps 

options available to you, 

belo;. 

At the DOS prompt, 

1 Change to the directory where you keep the DataPerfect program files (for 
example, c:\dp23). 

2 Type dplinks and press Enter. 

The help screen is displayed. 

The startup options you can use with DPLinks are shown below. 

/f-outputname Specify output filename (no spaces). The default is 
datubasename.lnk, placed in the current database 
directory. 

n-# 

In 

Specify number of lines per page (default is 59 lines 
per page). 

Do not create an output file. 

lq-# DPPrint printer port (1 =LPTl ,2=LPT2,3=COM 1. 
4=COM2). (DPPrint must be resident for this option 
to work.) 

lw-# Specify number of characters per line (default is 79 
characters per line). 

Starting DPLinks 
Before using DPLinks, you should decide the startup option you will use. See the 
table above for available startup options. 

To create a diagram and link description list of the database structure, 

1 If  you are going to send the diagram and list to a printer, make sure DPPrint is 
resident. For more information on using DPPrint, see Appendix L: 
Utilities-DPPrint. 

2 Start at the DOS prompt 
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3 Change to the directory where you keep the DataPerfect program files (for 
example, c:\dp23). 

4 Type dplinks followed by the database path (if you are not in the same 
directory as the database) and name, followed by any necessary startup option, 
in this format: 

DPLINKS path\[database name] [option] 

01; if you are in the same directol?; as the database: 

DPLINKS [database name] [option] 

Your command might look like the example below if you wanted to diagram 
the structure of a database called MAILING.STR located in the directory 
C:\DP23. 

dplinks c:\dp23\mailing 

Note that the inclusion of the file extension .str is optional. Because you didn’t 
specify a name for the output file, by default it would be named 
MAILING.LNK and be located in the directory C:\DP23. 

If  you wanted to use the /f option to send the diagram and list to a file called 
MAILING.LNK in a directory called TEST, your command might look like 

this: 

dplinks c:\dp23\mailing /f-c:\testhailing.lnk 

If the database from the example above were located in your current directory, 
and you wanted to send the output to a printer connected to your PC’s printer 
port LPTl instead of to a file, your command might look like this: 

dplinks mailing /q- 1 /n 

If  you were to remove the /n option in the example above, the file would be 
sent to a file and to printer LPT 1. 

5 Press Enter. 

6 If  you sent the diagram and list to a file, retrieve the file into a DOS text editor 
to view it (for example. WordPerfect Editor). I f  you retrieve the file into 
WordPerfect, LetterPerfect, or another word processor, retrieve it in DOS text 
format. You may have to adjust the margins. 

or 

I f  you sent the diagram and list to the printer, view the printed output. I f  your 
database is too large to print on one page, DPLinks prints it across two or more 

pages. You will want to fit these pages together on a flat surface so you can see 
the entire diagram at once. 
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Understanding a 
DPLinks Diagram 

An understanding of the elements of a DPLinks diagram helps you interpret the 
diagram. 

The example screen below shows a DPLinks diagram that has been retrieved into a 
.^..I -2:.-- K:xl ecutu1. 

v PANEL 

Y$V PANELFILENAME 

v LINK 

Panel 
Panels are represented by rectangles. The number inside the panel rectangle is the 
panel number. The panel file name sits to the right of the panel rectangle. 

link 
A line connecting two panels represents one or more links between those panels. 
These links may be data links or panel links or both. 

Deleted Panel 
Deleted panels appear as do existing panels except the words “Deleted Panel” sit to 
the right of the panel rectangle instead of the panel file name. If  you see that lines 
go to a deleted panel, you should look to see which existing panel is connected to 
the deleted panel and later enter the existing panel and re-define the links. 

Understanding a 
link Description 
List 

Whenever you run DPLinks, the information you send to a printer or a file includes 
a DPLinks diagram and a link description list. The list appears on the pagr 

immediately following the diagram. The link description list gives specific 
information about each link in the database. 

An understanding of the elements of a DPLinks links desription list helps you 
interpret the list. 
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v LINK DESCRIP'ION 

V LINKFIELOSCOLIJMN 

V TARGETlNDE~FlELDSCOLUMN 

The example screen below shows a DPLinks list that has been rctricvcd into ~1 text 
editor. 

Each field description in the Link Fields Column or Target Index Fields Column 
includes the panel field number, field alias, and the field format. I f  a field listed 
has an alias (is a named field), DPLinks gives the first 16 characters of the alias. 

link Description 
The link description includes the name of the panel link or the field the data link is 
on, the link’s desrinacion panel and target field, and rhe index the link is using. 

link Fields Column 
The Link Fields column shows the fields in the link key field list. These are fields 
in the source panel. A dashed line connecting a field in the Link Fields column to a 
field in the Target Index Fields column indicates a matching field. A matching 
field has an identical field format and stores the same information. There must be 
at least one matching field for the link to work. 

Target Index Fields Column 
The Target Index Fields column shows matching fields in the destination panel, 
followed by the rest of the fields in target index. 

476 VPENDIX M UTILITiES-DPLINKS 

_ - - , - . . - -  - I_ -  -1_- -__I “ -  



Appendix N: ASCII and IBM Extended Characters 

These ASCII and IBM extended characters are available in panels, text field\, 
custom help, definer banners, and the Edit Menu Text screen. Characters 179-2 18 
are especially useful for drawing lines and boxes. Characters 2 19. 220. and 223 are 
useful for creating backshadowing. 

DataPerfect has special keystroke mappings that let you access certain box-drawing 
characters quickly. Hold down Alt and type the corresponding fetter, as illustrated 
on the keyhoard below. The character will not appear until you release the Alt key. 

If  you want to use these Alt-letter characters in a new database, you should take 
care not to change the default keystroke mappings. If  you access any existing 
database previous to creating a database in the same session, the newly-created 
database will have the mappings of the existing database. 

In an existing database that has keystroke mappings other than the default, you can 
change the mappings (see Character Map in DataPerfect Reference), or you can 
use the Alt-number method of entering the ASCII and IBM extended characters. 

You can also update the Alt- and Ctrl-key mapping of an existing database by 
editing the .STE file. To do this, you first create a new database using the 
DataPerfect 2.3 defaults. Then, you back up both old and new database\ and export 
them using DPEXP. Using a DOS text editor, replace the ALT.MAP and 
CTRL,.MAP sections in rhe .STE file af the old datahave with thP Al T-MAP ;mri 

CTRL-MAP sections from the .STE of the new database, then save the modified 
.STE file. Finally, use DPIMP to import the old database. You will be asked to 
regenerate the indexes the next time YOII PnrPr the dat;lhase 

Important: Editing the .STE in a text editor can damage the .structure qf Four 
database. You should make a backup copy of the dutabase bqfbre editing the .STE 

so that if your structure file is damaged, you can restore from the backup. 
WordPerfect Customer Support is unable to,fix a structurejlr damaged b! editing. 

If  you don’t have a character mapped to a certain keystroke, you can still access all 
available ASCII and IBM extended characters (shown in the table below) with the 
Alt-number method. Hold down Alt and type the screen position number on the 
number pad (do not use the numbers at the top of the keyboard). The character will 

not appear until you release the Alt key. 
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Screen 
Position 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

ASCII 
Character 

0 

e 

v 

+ 

* 

l 

c 

. 

t 

Screen 

30 

31 

32 

33 

34 

35 

36 

37 

38 

39 

40 

41 

42 

43 

44 

45 

46 

47 

48 

49 

50 

51 

52 

53 

54 

55 

56 

57 

58 

AX11 
Character 

* 

. 

(space) 

# 

$ 

% 

& 

+ 

0 

1 

2 

3 

4 

5 

6 

7 

8 

9 
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Screen 

Position 

59 

60 

61 

62 

63 

64 

6.5 

66 

67 

68 

69 

70 

71 

72 

73 

74 

75 

76 

77 

78 

79 

80 

81 

82 

83 

84 

85 

86 

87 

ASCII 
Character 

< 

= 

> 

@ 

A 

B 

C 

D 

E 

F 

G 

H 

1 

J 

K 

L 

M 

N 

0 

P 

Q 

R 

S 

T 

U 

V 

W 

Screen 
Position 

88 

89 

90 

91 

92 

93 

94 

95 

96 

97 

98 

99 

100 

101 

102 

103 

104 

105 

106 

107 

108 

109 

110 

111 

112 

113 

114 

115 

116 

ASCII 
Character 

X 

Y 

Z 

[ 

1 

a 

b 

d 

e 

g 
h 

k 
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Screen 
Position 

117 

118 

119 

120 

121 

122 

123 

124 

125 

126 

127 

128 

129 

110 

131 

132 

133 

134 

135 

136 

137 

138 

139 

140 

141 

142 

143 

144 

145 

ASCII 
Character 

X 

Z 

n 
c 

A 

A 

fi 

Le 

Screen 
Position 

146 

147 

148 

149 

1.50 

151 

1.52 

153 

154 

155 

156 

157 

158 

IS9 

160 

161 

162 

163 

164 

16.5 

166 

167 

168 

169 

170 

171 

172 

173 

174 

ASCII 
Character 

A? 

6 

f 

Y 

PI 

f 

6 

ii 

A 
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Screen 
Position 

175 

176 

177 

178 

179 

180 

181 

182 

183 

184 

185 

186 

187 

188 

189 

190 

131 

192 

193 

194 

195 

196 

197 

198 

199 

200 

201 

202 

203 

ASCII 
Character 

>> 

Screen ASCII 
Position Character 

204 

205 

206 

207 

208 

209 

210 

211 

212 

213 

214 

215 

216 

217 

21% 

219 I 

220 

221 ; 

222 I 
223 I) 

224 a 

225 l3 

226 r 

227 lc 

228 x 

229 0 

230 P 

231 T 

312 a 
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Screen 
Position 

233 

234 

235 

236 

237 

238 

239 

240 

241 

242 

243 

244 

245 

246 

247 

248 

249 

250 

251 

252 

253 

254 

255 

ASCII 
Character 

0 

$2 

6 

m 

@ 

E 

r-7 

s 

f 

2 

5 

r 
J 

I -  
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Appendix 0: WordPerfect International Affiliates 

I f  you purchased this product within the US. or Canada and want to register your 
license outside the U.S. and Canada with the WordPerfect Corporation 
International Affiliate Office in your area, entitling you to local customer support 
and update notices, you will be charged a maximum of 25% of the local retail price. 

International 
WordPerfect Offices 

Asia (Covers Hong Kong, Indonesia, Malaysia, 
Philippines, Singapore and Taiwan) 
WordPerfect Asia, Regional Office 
75 Science Park Drive, 
CINTECH II, #O2-04, 

Singapore 05 11 

Tel: (65) 773 2622 
Fax: (65) 773 1622 

For toll free customer support from the 
following areas: 
Hong Kong: 800 3350 
Indonesia: 00800 656585 
Malaysia: 800 3350 

Singapore: 773 1400 
Taiwan: 0080 65 1042 

Austria 
WordPerfect osterreich 
Theresianumgasse 7 
A- 1040 Vienna 
Austria 

Tel: (43 1) 504 5200 
Fax: (43 1) 504 5211 

Australia (Also covers New Guinea) 
WordPerfect Pacific, Regional Office 
Building 2 

25 Sirius Road 
Lane Cove NSW 2066 
Australia 

Tel: (61 2) 415 5222 
Fax: (61 2) 418 7505 

Belgium (Also covers Luxembourg) 
WordPerfect Belgium 

Manhattan Office Tower 
Bolwerklaan 21 bte 9 
Avenue du Boulevard 2 I bte 9 
1210 Brussels 
Belgium 

Tel: (32 2) 217 48 54 
Fax: (32 2) 218 83 53 

Braxil 
WordPerfect Brasil 
R. Dr. Luiz Migliano 
1110, Conj. 601/602 
05711 - SBo Paul0 - SP 
Brasil 

Tel: (55 11) 844 4938 
Fax: (55 1 I) 844 4257 

Chile 
WordPerfect Chile 
Avda Pedro de Valdivia 176 
Providencia 
Santiago 
Chile 

Tel: (56 2) 233 6898 
Fax. (567)7312611 

Denmark 
WordPerfect Danmark 

Helsingorsgade 52 
3400 Hillerod 
Denmark 

Tel: (45) 42 25 11 99 
Fax: (45) 42 25 00 58 
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Europe 
WordPerfect Europe, Regional Office 
Barbizonlaan 25 
2908 MB Capelle a/d Ijssel 
Netherlands 

Tel: (31) 10 40 70 100 
Fax: (31) 1045 66 255 

Finland 
WordPerfect Finland 
Sinikalliontie 5 
02630 Espoo 
Finland 

Tel: (358 0) 502 721 
Fax: (358 0) 502 7299 

France 

WordPerfect France 
Les Fjords, Immeuble le Nobel 
19, avciiuc ilc la Nurvigc 
Z.A. de Courtabceuf 
B.P. 353 
91959 Les ULIS cedex 
France 

Tel: (33 1) 69 29 10 10 
Fax: (33 1) 69 29 01 10 

Germany (Also covers Austria) 
WordPerfect Software GmbH 
Frankfurter StraBe 21-25 
6236 Eschborn 
Germany 

Tel: (49 6196) 9 04 01 
Fax (49 6196) 9 04 250 

Italy 
WordPerfect Italia 
Corso Sempione, 2 
20154 Milan0 
Italy 

Tel: (39 2) 3310 6200 
Fax: (39 2) 3310 6190 

Japan 
WordPerfect Japan 
Kawakami Building 4F 
2-6-l 1 Ebisu Nishi 
Shibuya-ku, Tokyo 150 
Japan 

Tel: (81 3) 3780 0515 
Fax: (81 3) 5489 7349 

Latin America 
WordPerfect America Latina, 
Regional Office 
1555 North Technology Way 
Orem, Utah 84057 
U.S.A. 

Tel: (801) 228 4217 
Fnx: (801) 222 4277 

Mexico 
WwJPe~fccct Mixicu 
Rio de la Plata #32 
Cal. Cuauhtemoc 
Mexico D.F. 06500 
Mexico 

Tel: (52 5) 286 56 80 
Fax: (52 5) 286 56 30 

Netherlands 
WordPerfect Nederland 
Barbizonlaan 25 
2908 MB Capelle a/d IJssel 
The Netherlands 

Tel: (31) 10 40 70 100 
Fan: (31) 10 45 66 255 

Norway 
WordPerfect Norge 
Postboks 6779 
Rodelakka 
0503 Oslo 5 

Norway 

Tel: (47 2) 37 70 52 
Fax: (47 2) 37 14 61 
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Portugal 
WordPerfect Portugal 
Edificio Aviz 
R&a Latin0 Coelho 1 
Bloco A3, 9 l/2 Direito 
100 Lisboa 
Portugal 

Tel: (351 1) 315 2666 
Fax: (351 1) 315 30 67 

South Africa 
WordPerfect South Africa 
395 Lansdowne Road 
Lansdowne, 7780, Cape Town 
South Africa 

Tel: (27 21) 696 9290 
Fax: (27 21) 696 9782 

Spain (Also covers Portugal) 
WordPerfect Iberica 
Dr. Joaquin Albarran, 13-15 
08034 Barcelona 
Spain 

Tel: (34 3) 280 00 20 
Fax: (34 3) 280 60 75 

Sweden 
WordPerfect Sverige 
Box 2063 
172 02 Sundbyberg 
Sweden 

Tel: (46 8) 706 75 00 
Fax: (46 8) 733 42 96 

Switzerland 
WordPerfect Switzerland 
Gewerbestrasse 16 
3065 Boll&en 
Switzerland 

Tel: (41 31) 922 07 70 
Fax: (41 31) 92204 82 

United Kingdom 
WordPerfect U.K., Regional Office 
Unit 9, Weybridge Business Park 
Addlestone Road 
Addlestone 
Surrey, KT I5 2UU 
United Kingdom 

Tel: (44 932) 850500 
Fax: (44 932) 843497 
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International 
Distributor Off ices 

Argentina 
SoftMart 
Florida 686 

Croatia 

3 Piso, Dept. B 
1005 Buenos Aires 
Argentina 

Perpetuum d.o.o. 
Integralni Informacijski Sistemi 
KuEerina 5 
4 1000 Zagreb 
Croatia 

Tel: (54 1) 322 3828 Tel: (38 41) 317 020 
Fax: (54 I) 322 4617 Fax: (38 41) 328 999 

Caribbean 
Merisel Latin America 
2010 N.W. 84th Avenue 
Miami, Florida 33 122 
U.S.A. 

Tel: (305) 477 0777 
Fax: (305) 599 7015 

Central America 
Merisel Latin America 
2010 N.W. 84th Avenue 

Miami, Florida 33122 
U.S.A. 

Tel: (305) 477 0777 
Fax: (305) 599 7015 

CIS 
Merisel - C.A.T. Ltd. 
Section 2nd 
3, Kroutitskiy Val St. 
Moscow 109044 
Russia 

Tel: (7095) 276 47 14 
Fax: (7095) 274 0097 

Colombia 
L.A.S.C. 
Carrera 18 No. 79-37 
A.A. 8692 Bogota 
Colombia 

Tel: (57 1) 218 4511 
Fax: (57 1) 611 0151 

Czechoslovakia 
DCC (CSFR) Ltd. 
Anglicka 19 
120 00 Prague 2 
Czechoslovakia 

Tel: (42 2) 250 778 
Fax: (42 2) 256 723 

Egypt 
Phoenix 
P.O. Box 92 
1134 1 Heliopolis 
Cairo 
Egypt 

Tel: (20 2) 302 0771 
Fax: (20 2) 302 0771 

Greece (Also covers Cyprus) 
M-DATA 
Sygrou Ave. 314 
Kallithea 
176 73 Athens 
Greece 

Tel: (30 1) 959 0631 
Fax: (30 1) 952 1545 

Hungary 
Mtiszertechnika 
Computer Rt. 
1075 Budapest 
Kira’ly U. l/D 
Hungary 

Tel: (36 1) 1476 590 
Fax: (36 1) 1570418 
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Iceland 

Einar J. Skulason hf. 
P.O. Box 8324 
128 Reykjavik 
Iceland 

Tel: (354 1) 63 30 00 
Fax: (354 1) 68 84 87 

India 
Pertech Computers Limited 
E-46/10 
Okbla Industrial Area Phase II 
New Delhi 110020 
India 

Tel: (91 11)681 9105 
Fax: (91 II) 681 7841 

Israel 
Aztek Systems Ltd. 
7 Derech Hashalom 
P.O. Box 36528 

6 1364 Tel Aviv, Israel 

Tel: (972 3) 695 2406 
Fax: (972 3) 691 8771 

Kenya 
SYSCOM (Kenya Ltd.) 
PO. Box 18523 
Rank Xerox House 
Westlands, Nairobi 
Kenya 

Tel: (254 2) 741 735 
Fax: (254 2) 545 815 

Korea 
AIT Korea (Applied Innovative 
Technology) 
Seocho-Ku Seocho 3 Dong 1579-4 
Jinsol Building, 2 Floor 
Seoul, 137-073 
Korea 

Tel: (82 2) 522 1491 
Fax: (82 2) 522 1495 

New Zealand 

Number One Software Company 
P.O. Box 28-349 
Remuera 
Auckland 5 
New Zealand 

Tel: (64 9) 522 0 522 
Fax: (64 9) 520 1523 

Nigeria 
Computer Solutions Ltd. 
8, Alli Street (3rd Floor) 
Tinubu Square 
GPO Box 9706 
Lagos 
Nigeria 

Tel: (234 1) 26 32 619 
Fax: (234 I) 26 35 409 

Poland 
PIU-Test SpOlka L mu. 

ul. Siedmiogrodzka 5 
01-204 Warsaw 
PUl~lKl 

Tel: (48 22) 32 35 32 
Fax: (48 22) 32 08 32 

Saudi Arabia 
Saudisoft Co. Ltd. 
#6 Salsabeel Street 
Mushrefah District 
Jeddah, Saudi Arabia 

Tel: (966 2) 665 3470 
Fax: (966 2) 669 4975 

South America (Also covers Bolivia 
and Peru) 
MERISEL/l-MS 
8216 N.W. 14 Street 
Miami, Florida 33 126 
U.S.A. 

Tel: (305) 477 0777 
Fax: (305) 477 0770 
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Turkey 
Opera Limited 
Operatiir Raif Bey Sok. No: 23/5 
RuGhan Apt. SisWIstanbul 
Turkey 
Tel & Fax: (90 1) 246 57 71 

United Arab Emirates 
Micro Computercentre 
PO. Box 4221 
Dubai 
United Arab Emirates 

Tel: (971 4) 526 619 
Fax: (971 4) 524 256 

Uruguay 
ATEL, S.A. 
Canelones 1370 Piso 5 
Montevideo 11.200 
Uruguay 

Tel: (5982) 92 21 18 
Fax: (5982) 92 21 19 

Venezuela 
ENIAC, C.A. 
Edikiu Puliu, pibu 5 

Plaza Venezuela 
Apartado 66685, Las Americas 
Caracas 1061-A 
Venezuela 

Tel: (582) 574 67 I 1 
Fax: (582) 574 1605 
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Glossary 

ASCII 
American Standard Code for Information Interchange. One of the standard 
formats for representing characters so that files can be shared between programs. 
A DOS text file is usually in ASCII format. 

background record 
The most recently displayed record in a panel. You can retrieve data from a 
background record into the record currently being created by pressmg Select (F4). 

browse mode 
Lets you look through the records in a panel without making any changes to the 
records. See also create mode, define panel mode, and edit mode. 

case sensitive 
A program or feature that distinguishes between uppercase and 
DataPerfect is case sensitive only when reading passwords. 

lowercase letters. 

clipboard 
An area of memory, also called a buffer. where text and commands can be stored to 
await further action. The item remains on the clipboard until you cut or copy an 
additional item or until you turn off the computer. I f  you are using WordPerfect 

Office Shell. the Shell Clipboard can be used to cut and paste information from one 
program into another. 

concatenate 
To join together in a series or chain. For example, if you concatenate her and ring 
the result is herring. 

create mode 
Lets you make a new record in a panel by pressing Create (F9). See also ~~OMZSP 
mode, define panel mode, and edit mode. 

data 
Information that makes up a database. 

data checking 
When you enter data in a field that contains a data link, this feature checks to see if 

a related record already exists in the destination panel. 

data file 
A file that contains data from a database. 
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data link 
A feature that lets you interact with more than one panel at a time. A data link can 
check to see if identical data exists in other panels. It is represented on the screen 
by a diamond (+). 

database 
A cnftwarp program that maintains records. A flat file database (such as Notebook) 
lets you access only one record at a time. A relational database (such as 
DataPerfect) lets you link information from multiple records and may contain a set 
of pngramming commands to let the user perform complex tasks. 

database definer 
The person who creates the structure of the database. 

database list 
A list that displays the names of all the databases in the current directory. You can 
access the databases from the list. 

databasesupervisor 

The person responsible for maintaining the database, training DataPerfect users, 
and establishing user passwords in a database. 

default 
A setting, value, or response provided by DataPerfect unless an alternative is 
specified. Some defaults can be changed for all future work sessions; other defaults 
can be changed for one use, and will reset when you exit DataPerfect. 

define panel mode 
Lets you create or edit the structure of the database by pressing Define Panel 
(Alt-F8). You can create panels and fields, define panel and field options, and edit 
field formats. See also browse mode, create mode, and edit mode. 

delimiter 
A character used to separate records and fields. 

destination panel 
The panel you enter through a panel link or a data link. 

DOS 
Disk Operating System. Software that oversees disk I/O, video support, keyboard 
control, and internal commands. A computer needs a disk operating system to 
function. 

edit mode 
I et< yell edit exicting rerordc in a panel hy prescing Edit (Fh) See also ~TOWXP 
mode, create mode, and define panel mode. 

492 GLOSSARY 



edit order 
The order in which the cursor moves from held to tield m a panel. 

exception list 
A list of designated fields that DataPerfect checks whenever a record is created or 
edited. If  all of the fields in the list are empty when you save the record. the record 
is excluded from the index that contains the exception list. 

export 

A feature that copies data to a file that can be imported back into a database or that 
can be stored for backup purposes. 

expression 
An combination of an operator and the necessary number of operands. For 
example, A + B and -B are expressions. 

field 
A term used in a database and in a secondary merge file for a piece of information 

in a record. For example, a person’s first, middle, and last names could be three 
separate fields. Fields can be formatted to accept alphanumeric characters, dates. 
times, and numbers. 

field code 
A code comprised of a field’s creation order number and the panel in which the 
field is found. For example, P3Fl2 is a field code which represents the twelfth 
field created in the third panel. 

field format 
A format that determines how a field is displayed and printed 

field list 
An ordered list of fields used to organize data for a specific purpose. Indexes. link 
field lists, lookup field lists, search field lists, and window field lists are all 
considered field lists. 

file 
The largest unit of data in a database. A file is made of one or more records. 

flat file 
A file which has no relationship (links) to any other file in the database. 

formula 

An expression or series of expressions used to return a specitic value to a field or to 
a report variable. 
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import 
A feature that transfers the contents of a delimited or exported file back into a 
database. 

index 
A sorted lisr used to lucate records. 

initialization time 
Determines when an initial formula or an initial value in a field should be 
calculated. The formula or value can be set to compute when a record is created, 
when a record is saved, or when any change occurs in a record. 

Julian date 
A date format which converts a month, day, and year to a number which can be 
used in calculations. For example, DataPerfect converts September 5, 1991 to a 
Julian date of 33,425. DataPerfect converts March 2, 1900 to the number one (I), 
and each successive day is one number higher than the previous day. 

A field or fields that make up a field list. 

link 
A means of sharing information among panels, and of moving between panels 
without having to exit the current panel. 

literal item 
A constant, such as a text string or a number, used in a formula. 

lookup 
A feature which lets you quickly look through, locate, and retrieve records in a 
database. 

lookup field list 
A list used to determine the fields which in a lookup list. 

lookup list 
A sorted list of fields that appears at the top of the screen when you press Lookup 
or Up Arrow. 

macro 
A shortcut method of carrying out a series of commands or keystrokes by recording 
them in a file so the entire sequence can be replayed by a few keystrokes. 
DataPerfect does not contain macro features in the program itself, but it will run 
Wu~dP~rf~~~ Shill mauos, aud Shell macros can record DataPerfect keystrokes and 

play them back. 
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match any/all conditions 
A search option which specifies whether to search for all of the given conditions, or 
to search for any one of the given conditions. 

menu 
A list of choices. Built-in menus provide features necessary for database creation, 
navigation, reporting, and other functions. You may also see user-defined menus in 
which the definer provides direct access to panels, reports, or other functions 
through menu number choices. 

non-text field 
A field format (alphanumeric, date, time, floating decimal, or numeric) defined to 
accept only wit lixed-k:llgLh lim. The field can be defined to contain from 1 to 78 

characters (depending on field type), and when the maximum number of characters 
has been typed, no more characters will be displayed or accepted. See also text 
jield. 

operand 
The object of a mathematical operation or computer instruction. For example, in 
the expression A + B, both A and B are operands of the add operation. 

operator 
The symbol used to represent a mathematical or logical operation. For example, 
the add (+), subtract (-), and less than (<) signs are operators. 

panel 
A template or viewing area on your screen used to display records from a file one at 
a time. 

panel link 
A feature that lets you interact with more than one panel a time. A panel link is 
represented on the screen by a rectangle ( I ). 

panel list 
A list which displays the names of all the panels in a database. You can access the 
panels from it. 

pathlpathname 
A full pathname includes the drive. root directory. and any subdirectory names. 
Each name is separated by a backslash (\). For example, CWATA refers to the 
DATA directory on the C drive. The pathname C:V)ATA\CUSTOMER refers to 
the CUSTOMER file (or the Customer subdirectory) in the DATA directory on the 
C drive. 
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printer driver 
The software that enables a program to communicate with the printer so that the 
program’s information can be printed. 

port 
A rnnnprtinn devire hetwepn R rnmpnter 2nd nnnther rnmpnnent ulrh RE R printer 

or modem. 

read-only user 
A user who can browse through records in a database, but cannot create, edit, or 
delete data. This user can run reports but cannot create new ones. 

read/write user 
A user who can create, edit, and delete data from a database. This user can also 
create, edit, and run reports. A read/write user cannot access the System 
Operations menu or access features that modify the structure of the database. 

recompute field offsets 

A feature on the Panel Options menu that restructures the position of records and 
optimizes space in a data file. 

record 
A group of fields that contain related information. For example, a customer’s name 
and address could be considered as a record. One or more records make up a tile. 

related record 
A record which shares one or more common fields with a record in another panel 
(through a data link or panel link.) 

relationship 
The manner in which data in one file relates to data in another file. DataPerfect 
allows the following relationships between files: one-to-one, one-to-many, many- 
to-one. and many-to-many. 

report 
A compilation of data from the database which may be sent to a printer, to a disk 
file, to the screen, or to another panel. 

report form 
The form used to define the fields, report options, and text which will be included 
in a report. 

report list 

A list of all reports that have been created. including built-in short reports. This list 
enables you to access a particular report. 
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repart uariable 
Used to store a value in a report. It can perform calculations, create running totals. 
change field values, and select certain records to include in a report. 

search template 
A word or number pattern used to search for specific information in a panel. 

source panel 
The panel in which a panel link or data link originated. 

startup options 
Options you can use to activate, deactivate, or modify specific functions or features 
when you stalt an applicatioll. 

structure file 
A file (.STR) which conrains the structure of all panels in a database, including 
specifications for indexes, reports, and system default settings. 

subreport 
A report which lists related records from two or more panels. 
databases which contain linked panels. 

Used only in 

syntax 
The rules for organizing elements in an operation. For example, square brackets 
must be used to enclose arguments in functions (rather than parentheses), and 
semicolons must be used to separate arguments from each other. 

target field 
The field where the cursor appears after you have moved through a data link or 
panel link. 

text field 
An alphanumeric field format that is defined to have one or more variable-length 
lines. The field can be defined to display I to 78 characters and 1 to 1.5 lines. The 
display size does not affect the maximum capacity of the field; you can type as 
many as 32,000 characters in a text field, and then view what is not displayed by 
scrolling through it. See also non-texrjeld. 

toggle 
A feature which can be turned on and off with the same key. For example. to turn 
on Typeover, press Insert; to turn off Typeover, press Insert again. 

transaction log 
A log that records all modifications to data in a database (records which have been 
created, edited, or deleted.) 
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truncate 
To shorten a field by removing spaces or zeros. 

two-level report 
A report which categorizes records from one panel into groups. For example, a 
two-level report could sort all customers in a database by their city of residence, 
even if no index existed in the panel to sort them by city. 

validation time 
A field option used when a range check has been specified. When data is entered 
or when a record is saved, it checks to see if the value in the field is within the 
specified range. 

wildcard 
In a search template, wildcards are characters used to represent variables. A 
question mark (?) represents a single character that you want to vary in the search; 
an asterisk (*) represents zero or more characters in succession. 

window 
A viewing area in a source panel that displays records from a destination panel. 

wrap 
To move the cursor to the next line on the screen without pressing Enter. 
Datal’crfect wraps in a tent field, but does not wrap in a report furm. 
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Index 

A 
abs (function) 133 
Age, calculating 124 
Alphanumeric field 81 

capacity 432 
converting to numeric 131 
fixed length 82 
lCA1 lielcl 82 

variable length 82 
Alt keys 

default 477 

map 51 
ALT-SHIFT-E (macro) 343 
Append to Clipboard 3 17 
apply.format (function) 133 
Archive report sample 246 
ASCII characters 5 1,477 
Attributes 

bold 49 
report 288 
underline 329 

Auto-create 165, 215 
Auto-display record 213 
Auto-edit 215 
Auto-enter field 91 
Auto-help 142, 144 
Auto-incrementing field 92 

importing 70 
set value for next created record 

105 
Auto-save 2 13 
AUTOEXEC.BAT file 336 

add DPPrint to 467 

B 
Backup 47 
banner, detiner 73 
BANNERSHM 347 
Bar codes, POSTNET 261,465 
Batch file, add to Shell menu 368 
.BKK file 464 
Block 47 

field 48 
formula 47 
panel 48 
report 48 
text field 48 

Bold 49 
in report 49 
in text field 50 

Box, create 477 
ROXES.SHM 347 
Browse mode 209 
Built-in report/export menu 62,23 1 

c 

Calculate fields during import 7 1 
Cancel 51 

report 242 
Shell macro 362 

Capacity, program 432 
cat.c (function) 134 
cat.t (function) I34 
Character 

Alt-letter 477 
Alt-number 477 
ASCII 51 
backshadow 477 
box 477 
data link 161 
international 5 1 
map 51 
panel link 168 
unwanted 161 
uppercase 54 

Choose next Record Using Lookup 
294 

Clear Clipboard 3 16 
Clipboard 341, 351 

append with filename 353 
clear 316 
clear/append with each put 317 
filename 373 
get field 351 
get record 35 1 
memory management 354 
put field 35 1 
put panel 351 
put record 35 1 
retrieve from 3 I7 
screen copy 352 
text/WordPerfect merge 3 16 
use for report/import 3 17 
view contents 354 

Color 55 
change 212 
menu 56 
panel 55,212 
report 56 
Shell 355 
standardizing 347 

COLORSSHM 347 
Computed field 90 

importing 70 
Concatenation 122 
Conditional page eject 292 
CONF’IG.SYS file 335 
contains (function) 135 
Convert 395 

function 135 
quick convert 396 

CONVERT.EXE 395 

COPY 
to Clipboard 35 1,352 
database 39 
field 57 
panel 48 
text 57 

Create 
backshadowing 477 
box 477 
custom report 238 
database 38 
exception list 152 
field 78 
formula 1 I I 
help message 145 
index 15 I 
lint 477 

lookup field list 177 
menu 189 
password, definer 317 

password. read/write 2 I9 
password. read-only 2 I9 
password, supervisor 218 
record I76,22 1 
report form 289 
report variable 300 
running totals 304 
subreport 275 

Create mode 209,22 I 
Create record from panel list 292 



Curz01, movement 22, 58 
Backspace 23 
Cancel 1-3 
in create mode 222 
in database list 58 
Delete 7.3 
Down Arrovv (J) 76 
Down Panel (F5) 76 
in edit mode 226 
End 23 
Enter 73 77 
EKYlpe i3.77 
Exit 23. 77 
field to field 59 
Help 23 
rnrrt 21 
in lookup list 177 
panel to panel 58 
record to record 59 
scroll lock 24 
scrolling through list 61 
Shell 341 
Shift-Tab 23 
Tnlr 23. 327 

up Arrow 177 
within field 61 
wthin non-text field5 61 
within text field 61 

Custom help 142, 145 
Customer- ~pport 25 

cl 

Data 
cvuluation 111 report 291 
tile 134 
uaittg SCIut 315 

Data checking 16.5 
no-create I65 
on/off I67 

prompt-create 166 
Data export 62, 65 

disk tile mode 64 
di\k file on/off 63 
export format 64 
i‘ictds to be included 64 
index number 63 
options 62 
printer on/off 63 
starch conditions 6.1 

sort direction 64 

Data files 434 
Data import 66, 70 

auto-incrementing fields 70 
calculate fields during 71 
computed fields 70 
copy duplicate records 67 
create import list 68 
with disk space checking 69 
without disk space checking 69 
duplicate records action 66 
fields with totals 7 I 
import filename 66 
import type 66 
initialization settings 71 
options 66 
search conditions 67 
troubleshooting 72 

Data link 161 
Database 

concepts 29 
copying 39 
detining 38 
deleting 43 
clebiguillg 34 

exporting 397 
flat file 34 
importing 398 
map with DPLinks 473 
relational 34 
Runtime program 435 
selecting 42 
.STE file descriptions 398 
transaction log 324 

Database security 185,430 
DataPerfect 

documentation 20 
cniting 19 

installation 13 
on network 430 
operational state 3 IX 
Runtime 435 
starting 18 
startup options I6 

DataPerfect Menu I85 
Date 73 

calculating 125 
display 73 
in report form 296 

Date field 83 
capacity 432 

date (function) 135 
Date order 109 

day (function) I36 
day.of.week (function) 136 
Decimal field 8 I, 85 
Decimal point character I09 
Decimal values 320 
Define 

database 38 
field 78 
index 133 
link 159 
hnk held 1st I /U 
lookup field list 180 
menu I89 
panel 173,203 
panel link 169, 171 
panel, mode 208 
search field list 104 
Shell macro 360 
window 173 

Definer banner 73 
Definer password 2 I7 
Def’inition screen (menu) 186 
Delete 74 

database 43 
field 80 

file 225 
index 153 

lookup field list 184 
menu 200 
menu text 201 
panel 206 
panel link 175 
record 223, 224, 292 
report 243 
report variable 305 
search field list 3 15 
submenu 200 
subreport 285 

Delete an existing entry (menu) 
199 

Description language 397 
Design 

link 159 
panel 206 

Destination panel 170 
Diagram links 473 
Dial Telephone 75 
Directory 

changing 341 
default, for Shell 341 
default, for Shell item 373 
macro, global 361 



Disk file mode 241 
built-in short report and 234 
data export and 63,64 

Disk space checking, in data import 
69 

Display 
field code 106 
field format 106 
link definition 107 
shell state 3 18 
top line 323 

Display mode indicators 90 
::C (computed field) 91 
::E (auto-enter field) 91 
::H (hidden) 91, 167 
::I (auto-incrementing when 

saved) 92 
::J (auto-incrementing when 

created) 92 
::M (must enter) 92, 167 
::N (non-updatable) 93, 167 
::R (right-aligned) 93 
combined with print indicators 

90 
multiple 93 

Do report in subgroups 293 
Documentation 20 
Door see Link, panel 
Doorway see Link, data 
DOS command, add to Shell menu 

368 
Down Panel (JPanel) 76 
DP.COM file 9 
DP.EXE file 9,433 
DPSYS file 433 
DPBackup 

exiting 448 
interactive method 441 
messages 448 
startup options method 446 

DPDlagnosrics 450,473 
messages 452 
output text 45 1 
panel erKn% 152 
panel optimization 456 
panel warnings 456 
report errors 457 
report warnings 457 
starting 450 
startup options 450 

UPEXY W/, 42 I 
DPEXP.COM file 434 

DPIMP 398,421 
DPIMPCOM file 434 
DPLinks 

link descriptions 475 
start 473 
startup options 473 

DPOrder 460 
bachup 464 
exit 464 
panel information 46 I 
print 462 
start 460 
startup options 460 

DPPrint 465 
in AUTOEXECBAT file 467 
on network 472 
troubleshooting 47 I 

DPPRINT.COM 465 
DPPRINT.QUE 465 

E 

Edit 
change order 3 14 
data link 164 
exception list I52 
field format 93 
field format in report 241 
field list 172 
filename 2 1 I 
formula 11 I 
help message 145 
index field list 152 
lookup field list 183 
menu entry 199 
panel 207 
pane1 name 2 I5 
program information 367 
recalculate formula 227 
record 176,226 
report form 241,289 
report name 24 I 
report variable 301 
starch field list 3 15 
target field 172 
target index I72 

Edit an existing entry (menu) 199 
Edit mode 210 

change edit order 2 I4 
keystrokes 226 

Eliminate line if blank 293 
Enter 77 

Error messages 
DataPerfect 423 
DPDiagno\tics 452 

Escape 77 
Exception lisl 

create 152 
edit 152 

Exit 77 
exp (function) 135 
Export 249 cer also Data expel-t 

data to othrr progrzmr 153 
database structure 397 
program files 434 
report 243,421 
report format 23s 

EXPORT.SHM 344 
Expression I I I 

F 

Feature help I44 
Field 30, 78 

auto-enter 9 I 
auto-incrementing 92 
auto-incrementing, impwring 70 

blocking 48 
calculated. importing 7 I 
capacity 432 
color 212 
computed 90 
computed. importing 70 
copy to Clipboard 35 I 
create 78 
cursor movement between 59 
cursor movement within 6 I 
date 81 
define 7X 
delete 80 
editing color 2 I2 
exporting 64 
fixed-length 82 
floating decimal 8 I 
hidden 91 
illscrt usillx Seltx~ 316 
multiple indicators 93 
must update 92 
named 79, 98. 249 
non-updatable 93 
numeric 81 
on formula I I2 
order indicators 8X 
put 351 



retrieve from Clipboard 35 1 
select report field 296 
.STE file descriptions 407 
store report variabie in 303 
target 170 
text 81.89 
unnamed 249 
with total, importing 71 

Field code display 106 
Field color 55 

Field format 80 
alphanumeric 81,82 
characters 88 
date 81, 83 
decimal 81. 85 
display I06 
edtting 93. 24 I 
numeric 8 1, 86, 87 
order indicators 88 
print mode indicators 34, 97 
in report 89 
specifications 82 
text field 82 
time 82,88 
type Xl 

Field list 97 
creating 174 
editing 164, 172, 174 
edit index 152 
index 98 
link 98, 170 
lookup 98. 100 
search 98, 104, 314 
window 98 

Field offsets. recompute 215 
Field option5 99 

code display IO6 
define search field list 104 
format display 106 
initial formula 100 
initial value 101 
initialize at create/save/any 

change 102 
keep a total 104 
link display 107 
lookup field list 100 
range check 103 
remove last total 105 
Set value for next record 105 
validation time 103 

Field type 
A (alphanumeric) 81 

D (date) 81 
F (floating decimal) 81 
G (decimal or right aligned) 8 1 
H (decimai or right aiignedj 8i 
N (left aligned) 8 1 
T (time) 82 
U (alphnnumcric uppcrcnsc) 82 

Fields, included in report 237 
File 31 

datn 474 
deleting 225 
.IND 433 
maximum number open 432 
README 20 
STR 433 
temporary 433 
.TXX 434 

Filename 
Clipboard 373 
editing 211 

Final footer 291 
first.day (function) 136 
first.nday (function) 137 
First page header 290 
Fixed-length field 82 
Flat file database 34 
Footer 

final 291 
numeric field in 242 
page 290 
two-level 290 

Form, report 289 
creating 289 
data evaluation 291 
editing 289 
sections 289 

Format 
field 80 
report/export 235 

Format defaults 109 
date order 109 
decimal point character 109 
menu 109 
month abbreviations 110 
thousands separator character 

110 
time order IO9 

Formula 110 
blocking 47 
calculation order 120 
concatenation 122 
creating 111 

editing 111 
expression 1 I I 
field, on 112 
in a search 3 i i 
initial 100 
literal item I14 
opcrnnd 110, 113 
operator 110, 114 
parentheses 120 
recalculate with Edit 227 
report variable as operand 305 
report variable in 111 
rounding 112 
search in 111 
spaces in 112 
statement 116 
terms 110 

Formula samples I23 
alphanumeric to numeric 13 1 
nutomntic word 130 
calculating age 124 
calculating dates 125 
calculating elapsed time 127 
capitalizing first letter 130 
converting 24-hour time 128 
custom rounding 13 1 
disjoint range check 127 
leap year calculator 132 
year digits 129 
ZIPcode 129 

Functions 
cat.c 134 
cat.t 134 
contains 135 
convert 135 
date 135 
day 136 
day.of.week 136 
exp 135 
first.nday 136 
future value 136 
interest rate 139 
lilalay 137 

last.nday 137 
length 138 
logarithm 137 
max 138 
min 138 
month 139 
now 139 
payment 13 8 
power 139 



present value 139 
sqlt 139 
subfield 139 
substring 140 
term 140 
today 140 
truncate 140 
year 140 

fv (function) 136 

G 

Get field/record 351 

Go To Panel 193 
Go To Panel List 197 
Go To Report List, menu 197 

II 

Header 
first pngc, in ~cpwl fulru 290 

other page, in report form 290 
two-level 290 

Help 142 
auto 144 
context-sensitive, for Shell 359 
custom 142, 145 
exiting 144 
feature 144 
for Shell 359 
program 143 
template 143 

HELPSHM 348 
Help message 

creating 145 
customizing border 145 
editing 145 
scrolhng 146 
size I46 

Help, auto 142 
Hexadecimal values 320 
Hidden field 91 
Hotkey assignments 385 

I 

Import see also Data Import 
database structure 398 
list 68 
program files 434 
report 243,421 

transaction log 328 
use Clipboard 3 17 

Import menu 66 
Include after last record 293 
Include before first record 294 
Incrementing field 92 
.IND file 433 
Index 33, 148 

and built-in short report 233 
and link 150 
delete 153 
edit 164. 172 
tile specifications 150 

key field list 149 
for lookup field list 181 
recovery 154 
regenerate 154 
select 170 
selecting 163 
STE tile descriptions 414 
unique 149 

Index field list 98 
Index options I.5 1 

create index I5 I 
create/edit exception list I52 
delete index 153 
edit index field list 152 
.IND file 

Information, program 366 
Initial formula 100 
Initial value 10 1 

Initialize at create/save/any change 
102 

automatically computed at any 
change 102 

automatically computed when 
created 102 

automatically computed when 
saved 102 

no setting 102 
Initialize report variable 304 
Insert 24 
Installation 

DataPerfect 13 
Shell 334 
Shell macro 334 

International characters 51 
International considerations for 

macros 362 

K 

Keep a total 104 
Key 149 
Key field list 149 
Keyboard template 2 1 
Keycals 21 
Keystroke conventions 22 
Keystrokes see aim Cursor 

movement 
cancel 51 
defining field lists 98 
deletion 74 
in create mode 222 

1 

Labels 
report option 295 
sample mailing 259, 26 I 

Launch shell hlncro, menu 198 
lastday (function) 137 
Iastnday (function) 137 
length (function) 138 
Letter, sample form 255 
Line, create 477 
Link 32, 156 

defining I59 
designing 159 
destination panel I56 
diagram 473 
and index 150 
lookupon 150, 178 
nearest 16 1 
number of levels 160 
source panel 156 
source panel colors I60 
vulual 278 

Link definition, display 107 
Link field list 98, 163, 170 
Link, data 32, 156. I61 

auto-create I65 
characteristics 16 I 

data checking 165. I67 
defining I62 
destination panel I63 
display mode indicator\ I67 
edltmg 164, 168, 172 
enter information 168 
link field list I63 
no-create 165 
options I64 



prompttcreate 166 
remo\‘e 16.5 
\elccting field 162 
selecting index 163 
targel tield 163 

Llnh. panel .1_1. 156. IhW 
characteristics 168 
defining I69 
delete wzindi>w 174 
deleting I75 
destination panel 170 
displaying 175 
hiding 175 
labeling I69 
linh field list 170 
.~ICCL indch 170 

STE field descriptions 411 
target field 170 
use to create record I76 
use to edit record 176 
window 172 
window label 175 
window problems 174 

Lisr 

exception 152 
Ire! field 139 
link field 170 
search field 3 14 

List. link descriptions 475 
In (function) 137 
Log. tranzaction 374 

importing 
log rorma 
multi-remove 
samples 

Loohup 177 
on link I50 
sub-field 178 

Lookup field list 98, 100, 17Y 
default 180 
detinrnf I80 
deleting I X4 
editing 183 
selecting I 8 I 

Lookup list 177 
cursor movement Ii7 
on link I78 
rrtrjeving record 178 

M 

Macro 360 see nlso Shell macros 
international prompts 362 
location 334 
not found 361 

Mail merge 396 
Many-to-many relationship 35, 158 
Many-to-one relatioship 35, 156 
Map 

Ah and Ctrl keys 51 
character to printer 53 
characters J 1 
memory 364 
uppercase characters 54 

Map DPl .inkz 477 
Margins, in report 242 
Memory management 362 

Clipboard 354 
Memory map .\41, 364 
Menu 185 

color 191 
concepts I85 
define I89 
define data link for field 164 
definition screen 186 
delete entry 199 
description, in Shell 372 
edit entry 199 
Go To Panel 193, 195 
item type. in Shell 372 
launch Shell macro 198 
letter, in Shell 372 
panel access I95 
panel access option 193 
panel list access 197 
plan 187 
prompt field I93 
remove 200 
report list access I97 
run report 197 
security 20 1 
submenu 198 
text screen 185 

Menu color 56 
MENUSHM 348 
Merge 249 

convert format 395 
format 316 
with Shell macro 345 
WordPerfect 3 16 

Merge field 
named 249 

unnamed 249 
Merge file 

custom WP file 249 
custom, editing field format 25 I 

Merge options 395 
convert spreadsheet 396 
convert to other format 395 
mail merge 396 
WordPerfect cecondary merge 

396 
MERGE.SHM 39.5 
Military time to standard time 109 
min (function) 138 
MVJG 

browse 209 
create 209, 221 
define panel 208 
edit 210 

Modem 75 
Month abbreviations I IO 
Move 202 

panel 207 
Multiple field indicators 93 
Multiple Remove 80, 224, 327 
Multiple state values 320 
Must Enter field 92, 167 

N 

Name 
program 373 
Shell macro 373 

Named field 79 
editing name 98 

Nested subreport 279 
Network 430 

and DPPrint 472 
and security 
and Shell 354 
printer information 472 

No-create I65 
Non-text field, cursor movement 61 
Non-updatable field 93 
Notebook 66,342,344 
now (function) 139 
Number, page, in report 297 
Number 

records: in report 295 
records in section 295 
records on page 295 



Numeric field 
capacity 432 
decimal 85 
G (decimal or right aligned) 81. 

86 
H (decimal or right aligned) 81, 

87 
N (deamal or lelt allgned) 87 
N (left aligned) 81 

Numeric field options in footers 
menu 242 

0 

Offsets, recompute field 2 15 
One-to-many relationship 34, I58 
One-to-one relationship 34. 158 
Operand 110, 113 

report variable as 305 
Operational state 3 18 
Operator 1 IO 

logical I I5 
mathematical I 14 

Optimization, database 450,473 
Options 

field 99 
panel 21 I 
report 291 

Order indicators 88 
Other page header 290 

P 

Page eject ZY5 
Page footer 290 
Page number in report 297 
Panel 3 I, 203 

color 212 
copy 48 

copy to Clipboard 351 
defining 203 
deleting 206 
designing 206 
destination I56 
editing 207 
moving 207 
pu1 351 
search, trial 3 13 
selecting 208 
sine 207 

source 156 
.STE file descriptions 404 

Panel color sclcction menu 55 

Panel Information, DPOrder 461 
Panel mode 208 

browse mode 209 
create mode 209 
define panel mode 208 
edit mode 210 

Panel options 21 I 
auto-display record 213 
auto-edit/auto-create/menu 2 I5 
auto-save 2 I3 
change color 2 I2 
change edit order 214 
edit filename 21 I 
edit panel name 2 I5 
recompute field offsets 2 IS 

Panel options menu 2 I 1 
Panel security 193, 197 
Panel text 216 
Panel, destination, selecting I63 
Parallel subreports 280 
Password 217 

and report 229 
definer 217 
menu and 201 
read-only 2 19 
read/write user 2 I9 
supervisor 2 I8 

Pause 373 
Phone number, dial 75 
Plan menu I87 
pmt (function) I38 
POSTNET bar codes 96.261.465 
puwer (lknc~ion) 139 

Primary file 249 
Print 

DPOrder 462 
record 227 
report variable 297, 301 

Print margins, in report 234 
Print mode indicators 94 

;;l-9 (truncate blanks, leave 
spaces) 96 

;;B (truncate leading, trailing 

blanks) 94 
:;C (center characters) 94 
;;D (dclctc oil blanhs) 94 

;;E (delete zero subtields) 95 
;;G (transaction log) 95 
::I. (left adjll,t rhxx-rprc) 95 

;;N (new occurrence of field) 95 
;;P (POSTNET bar code) 96 

;;Q (alphanumeric fields in 

quotes) 95 
;;R (right adjust characters) 96 
::S (wpprrss lradinp hlnnk~~ 96 
;:T (truncate trailing blank.\) 96 
combined with display Indicators 

90 
in different field format> Y7 

Printer 

drivers 465, 468 
load program 465 
map character to 53 
network information 477 

Printer control menu 170 
Printer control string 29X 
Printer program. WP Office 

(WPOPTR) 465.172 
Printer selection menu 47 I 
Program 

add to Shell menu 368 
prmter 465 
start resident 378 

Program capacity 432 
Program file 433 

export/import 434 
.IND 433 
.STR 4.3 
temporary 433 
.TXX 433 

Program help 1-U 
Program information 166 

editing 367 
for menu item types 367 

Program information options 37: 
allow switch anytime 378 
Clipboard filename 373 
default directory 373 
macro names 373 

menu deszription 372 
menu item type 372 
menu letter 372 
pause 373 
program name 373 
prompt fat- startup option\ 377 
start resident 378 
startup options 376 
swap Shell ““L 377 

Program name 373 
Prompt for report variable 296, 302 
Prompt-create 166 
Put field/record/panel 35 I 
pv (function) 139 



Startup options 376. 3X7 
DataPerfect 16 
DPDiclpostics 150 
DPLinks 473 
DPOrdrl- 460 
prompt for 377 

State 318 
decimal values 320 
hexadecimal values 320 
multiple values 32 I 

Statement I 16 
CASE I I7 
IF 116 

.STE file 
creation macro 343 
database deszriptions 398 
description language 397 
field descriptions 307 
index debcriptionh 4 1-l 
panel descriptions 404 
panel link descriptions 412 
report drscrlptions 4 I5 

.STM file. creation macro 343 

.STR file 333 
Stop Isub] report if RV IS false 294 
Store value in report variable 297 
Sub-field lookup 178 
subfield (function) 13Y 
.Sllhmenrl 198 

tor Shell 369 
remove 200 

Subreport 275 
virtual link and 278 

Subreports and records creation 
menu 276 

substring (function) 140 
Supervisor password 7 18 
Supplemental Shell macros 342 

ALT-SHIFT-E 343 
BANNER.SHM 347 
BOXES.SHM 347 
COLORSHM 347 
EXPORT.SHM 344 
HELP.SHM 348 
MENUSHM 348 
MERGE.SHM 345 
SPELL.SHM 347 

Suppo~l. cusromer 25. 436 
Swap Shell out 377 
Switch program 340. 378, 390 

display problems 39 I 
System operations 322 

T 

7-u get field 170 
edit 164. 172 
selecting 163 

Telephone, dial 75 
Telephone support 25,436 
Template 

Help 143 
keyboard 2 I 
search 3 IO 

Temporary file 433 
term (function) 14V 
Text 

deleting 74 
field 81, 89 
moving 202 
panel 216 

Text field 82 
blocking 48 
bold 50 
capacity 432 
cursor movement 61 
in report 89,244 
parallel 244 

Texr screen (menu) 185 
create 191 
delete 201 

Thousunds separator character 1 10 
Time 323 

calculating eIapsed 127 
display 323 
report option 297 

Time field 82, 88 
capacity 432 

Time order 109 
today (function) 140 
Top line display 323 
Total 

keep 104 
remove 105 

Total for each group report sample 
270 

Transaction log 324 
importing 328 
log format 325 
multiple remove 327 
samples 326 
starting 327 
stopping 327 

Troubleshooting 436 
data import 72 

error messages 423 
truncate (function) 140 
IUIII file uI-UUIJ 298 
turn print off/on 297 
Two-level 

footer 290 
report 285 
report header 290 

.TXX file 434 
Typeover 24 

U 

Underline 329 
in custom report 241 
in report 329 
in text field 329 

Uppercase characters 54 
lmlser ECWC” nptions menu 144 
Utilities 

DPBackup 441 
DPDiagnostics 450,473 
DPLinks 473 
DPOrder 460 
DPPrint 465 

V 
Validation time 103 
Variable search conditions report 

sample 272 
Variable. repnrt 799 
View Clipboard contents 354 
Virtual link 278 

W 

Wildcards 310 
changing 3 1 I 

Window 172 
creating field list I74 
defining 173 
deleting 174 
edit field list 174 
laheling 17s 
troubleshooting 174 

Window field list 98 
WordPerfect merge 249 
WordPerfect Office, printer 

program (WPOPTR) 472 
WPOPTR program 472 
WPOPTR.COM 465 



Y 

Year, extracting digits 129 
year (function) 140 

Z 

ZIP code, extracting digits 129 
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