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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.

DataPerfect is a menu-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
rcecords.

DataPerfect is network-ready. See Appendix D: Networking DataPerfect 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
WordPerfecl. You can also send data from your database to the Shell Clipboard so
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 increase DataPerfect’s convenience and
flexibility have been added for this new version. They include the following.

Program Files

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; Menu Define; 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 report list, 01 o run a report.

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, Define 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 J: 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
repurt list. Scee Appendix K: Utilities—DPOrder for more information.

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.

Muiti-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
If RV Is False, Skip to Record at RV, Choose Next Record During Lookup, and
Repeat Record if RV Is True. See Report Options for more information.



Numeric fields in report footers now 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 Using Virtual Link 1 Keport, Sub in Reference 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 Single 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 users casily creatc comma-delimited 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. See Field Formai, Print Mode Indicators in Reference for more information.

1Panel (F5)
If you use !Panel to go through a link, a new record will be started in the
destination panel, even if other records already exist. (Formerly, |Panel 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 (4) has the same function as in earlier versions, allowing you to
browsc rclated 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
Functions in 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 the 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).

Suppiemental Shell Macros

Several new Shell macros now ship with DataPerfect 2.3, including
BANNER.SHM, BOXES.SHM, COLORS.SHM, HELP.SHM, and MENU.SHM.
They are designed to help you customize and standardize the appearance of the
databases you create, You can find more information about them under Using
DataPeifect Supplemental 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.x Databases into DataPerfect 2.3

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. If 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 DPIMP. Any Datal’erfect 2.3 cnhancements 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 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
DataPerfect 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 Ara DOS prompt, type azinstall 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 use multiple versions (dates) of DataPerfect.

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. If 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 DPIMP. 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, and save information to the Clipboard 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
AUTOEXEC.BAT 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 Office, you should make sure the
directories containing those program files are in the AUTOEXEC.BAT 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.

WordPerfect OfFf ice Skell 3.01 Vednesday Septesber 12 4:Sipe

VordPerfect Off ice Programe
WPCORP Programs
D BataPerfect 2.2

Appointment Calendar
Calculator
¥ WordPerfect 5.1 Editor

DataPerfect Utilitiecs Flle Ranager

“w I 2 M WM OO D

I DPPlagwostics 2.3 Mall
0  Brorder 2.3 Motekook
P DPPrint 2.3 Scheduler
B DPRackup 2.3
N
1 Go to DOS: Z Clipboard: J Uther UIr: $ Jetup: 3 Nem map: 6 Log: 7 = ExiU)
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Adding DataPerfect
to an Existing Shell
Menu

If you already have Ottice 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 cxample 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 use Enter or the arrow keys to move through the optians.

Program Isformation

Menu Letter: ]

Mews Description: DataPerfect
et Ttem Type: Normal
Progran Ranc: dp.exe

Defanlt BMrectary: c:Ndatondp.exe

Clipboard Filename:

Macros Names — End of Line: EOLQ.SHM 6o to: GDSHELLQ.SHM Retarn: RISHELLO.SH
Startup Gptioms:

Prompt far startup optlons? MO

Sart reslaent’y no
Type the lctter (A-Z2) used to start the program.

(F? = Exit, F3 = Help)

4 Enter the menu letter you want to assign to DataPerfect.

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

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

7 Move to the default directory line, then enter the name of the default directory
(for example, C:\DP23).

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

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

If you want to install the supplemental Shell macros that are also included with DataPerfect,
see Shell Installation and Operation later in this manual.



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:\datastemp/p=3/r customer).

Startup Options

The DataPerfect startup options are listed below.

fc
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.

fint

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. lt 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 messages will be truncated.

If 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
the decimal point.

(Y1

,” (comma) as

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
DPEXE. You should make a backup of the original program file (DP.EXE) before
renaming the DPN.EXE file.

Built-In Messages

If 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 Pathname
or Escape/F1/F7 to Exit,” and “New Report.”



Date

The date format must include the MDY (month, day, year), DMY, or YMD
specification. 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 79/99/99 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

[T

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

fl

The /1 option should be used if you have a large number of panels that result in out-
of-memory (*104”) errors. If you are working with a panel that gives this error
message, exit DataPerfect and restart with this option.

Ip=panel number
This option moves you directly from DQOS to a specific panel in a database. For

example, dp client /p=1 would take you to panel 1 in the CLIENT database, or to
option 1 on the menu if the database has a menu

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

fz=panel 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
DataPerfect

Once you have completed the instructions in /nstalling DataPerfect and you have a
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/Learming (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:A\DP23\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.

Usz T and | to move to thc desired databasc. them press Enter.

F——You can al
1 - Create a Mew Database

2 - Change Directory
8 - Exit
Selection: 60—

Pathname: C:\DATAN
BALAMNC

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,
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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 DataPerfect

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

USING DATAPERFECT 19



DataPerfect Documentation

The DataPerfect documentation includes DataPerfect Reference and the
DataPerfect Workbook. The workbook contains lessons that demonstrate specific
procedures for defining and using a database in DataPerfect. DaraPerfect
Reference 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. It provides instructions for installing the program, using the
template, getting help, and using important keys. It also contains information about
manual conventions. Reading Getting Started 1s essential for properly
understanding this manual.

Reference

Reference 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 Offtice 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 abont 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
al} topics in the manual.

README Files

Occasionally, changes are made to a program after a manual has been printed. The
README files 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
Orem, 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 Datalerfect more cffectively.

Template

In your package, you have received two templates. one for the standard IBM
keyboard (function keys to the left) and one for the enhanced IBM keyboard
(function keys at the top). If 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 is color coded. Listed below are the colors associated with various
functions and the keystrokes used to access those functions.

Color Meaning

Black Press the function key.

Green Hold down Shift and press the function key.

Blue Hold down Alt and press the function key.

Red 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
which template color. To use the keycals, pecl 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



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

The 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 Movement in
Reference.

Manual and Keystroke
Conventions

This section explains various procedures you should use when following
instructions provided in DataPerfect 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.

Block Define a block of text 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 the number which corresponds to the name of a particular

option on a menu.

Type 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 name. Option names arc capitalized, but not bolded.
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Example:

Select Display Search Conditions (4).

Important Keys
Key
Backspace

Cancel (F1)

Delete (Del)
End

Enter (<)

Escape (Esc)

Exit (F7)

Help (F3)

Tab/Shift-Tab

Function
Erases characters to the left of the cursor

Use to leave any menu or to cancel the execution of a
function (such as #Search, ¢Search, 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

If 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 (F), 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 Message Meaning

v

Insert Typeover Types over existing text rather than inserting
text.

Caps Lock Caps All letters entered appear in uppercase.

Num Lock Num Allows only nuinbers o be entered frum the

ten-key number pad.

Scroll Lock Scroll 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 only if Top
Line Display is on (see Top Line Display in Reference). 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
the prompt darabase name. you should respound by typing the name of a database.
Do not type the italicized word.



Getting Help

Should problcms arise as you work with DataPerfect, help is available from several
sources.

Help Key

Pressing Help (F3) displays on-screen information 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 of the individual features 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, DataPerfect
Reference, DataPerfect Workbook, and your dealer can provide, follow these steps:

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

+ 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.

+ DataPerfect Reference and the DataPertect Workbook
* Original (master) DataPerfect diskettes
 Registration number

+ Computer information

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

¢ Printer brand name and type/model
« 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 charged hy the phone company for the call if vou use the 801
number.

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

After-Hours Support

Call (801) 222-9010 to receive support for WordPerfect products tor 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 1s 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. If 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 not cross-referenced  Updating the card file is also difficnlt hecanse 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 A field is the smallest unit of information in DataPerfect. For example, a

customer’s first, middie, 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.
A FELD
IN6 RECORD Exit-F?7 Create-F9 Edit-F& Lookup-T Help-F3
—CUSTOMER . PER—36-
CUSTOMER [NFORMATION
Customer 1D 80081
Last Name | Firet Jone Middle B.
Address City ST ZIP
378 Gardea Park Driwe Pueblo 0 81682-88080
HM Phone (719) S55-9888 WK Phone (719) S55-8379
Comments
Leetl Inwocilce Patc
Balance Due 86.08
Payments | Invoices
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.

BROMSING RECORD Exit-F? Create-F9 Edit-Fé Lookup~t Help-F3

—C .PER-38-

CUSTONER INFORNATIOH
Customer 1D 868881

Last Mome (ETSASMIY Fir=t Jone middlc n.
Addrees City st ZIP
378 Garden Park Drive Puehlo Co 81882-

-8008

MM Phone (719) SE5-9000 UK Phone (719) SSS-ATA
Comments

Last Inwoice Dote

Balance Due $8.088
Paynents ff Inuoices fi




File

Panel

A file 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:

¢ CUSTOMER.PER (Customer Information)
CUSTOMER.INV (Invoices)
CUSTOMER.PUR (Items Purchased)
CUSTOMER.ITM (Items in Stock)

+ CUSTOMER.PAY (Payments)

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.

GO Baon

nue Puel
(719) 555-9376 (719) 555-2014
886829 $9.68

668663 Cameron Horahall H. 1475

Park Lane Drive Gree ley CD BB631-8608

1{363) S55-5899 (363) 555-1310 Give him 187 discount on purchases ower
eazied %0.00

80626 Corrales, Jr. Jaseph

Kemsington House, %312 MNew York Ny 18936-9608
£212) B6B-1289 (96O BPO-HEEO

866608 $0.66
06604 Criddle Jay 2825
South 580 East Fort Colline  CD 88521-6608
(383) S55-3895 (383) S55-7549 Do nat accept any personal checks from
hin. 060088 $8.00
86629 Dance Samantha 1487
Lockwood Dr Mew Bedford M3 82743-9066
(617) 068-5326 (858) BOE-G660

L] $6.00
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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 casier to read than in the example above.

BROMSING RECDRD Exit-F? Create-F9  Edit-F6  Lookap-T  Help-F3

_PEP-38

CUSYOMER I[NMFORMATIGN

Custuwer ID ODOO1

Last Mane First Jame Miadie W,
City st zIr

Furh co By

|Address
378 Gardem Park Drive la 68Z-8688
MM Phone (719) S55-9606 VX Phone (719) S55~8370

Casmenta
Lagt Inwoice Date
Balance Due 30.08
Payments ji Inuolees §

You can create as many as 80 panels in a database, each representing a different
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.

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
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DataPerfect uses the terms dara link and panel link to describe the links that form
relationships between paneis. 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 contains 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 cannot 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.



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 is 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.
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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
begin.

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.

STEP1

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 other panel in a4 database. 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 is related
to many records in a linked panel. A panel link is used to create this
relationship.



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 Data 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, last 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.

STEP4

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 also
be located in the Invoices panel o link 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 i to build (define) the panels using DataPerfect (see Defining a
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

.Y
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Each panel must contain at least one index. An index sorts the records found in the
database. For example, if you need to search for records by customers” 1ast 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). If 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. If you tried to enter the names of
two separate customers with the same last name, DataPerfect would 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 which fields are
displayed at the top of the screen when you perform a lookup (see Lookup Field
Lisrin Reference).



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

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 Report 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

Delete 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 defining (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.
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Defining a Datahase

38 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.

Enter 2 name for the datebase.

The name is & filename with no extecnaian.
The name may specify the drive andsor path.

]
Pathname: C:NDATAN

INVOICES
SALES
UENDORS

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

After entering the database name, DataPerfect creates 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 database Customer, the 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).



Copying a Database

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

To copy a darabase structure,
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:ADATA).

3 Type copy filenamel str filename2.str and press Enter.

Filenamel represents the name of the database from which you are copying.
Filename? represents the name of the database to which you are copying.
Filenamel and filename2 must be different filenames.

Start DataPerfect (see Installation in Getting Started).

From the database list, move the cursor to the name of the database you just
copied (filename?2), then press Enter.

A message 1s displayed telling you that the . TXX file is not found.

——Harning
the text file (.THX) im not foumd. You nced this file to contime,
Do you want t
1 - Re—create the Text File. (Do nmot use this option
if any text field in the databose contalns data.)
2 — Enter the Path and File of the Text File.
@ — Return to Datobase List.
——Selection: @¢—

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.

The index file (».IMD) for this database is not found.
You cannot uee the database without thias file.
Do you want t
1 - Create a New Index File With New Indexes for All Data Files.
2 - Eater the Path and Filename of the Index File.
A — Return tn Datahace Liat.
ion:

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.

g
There i@ no index for this pancl. but a file exiats which contains data.
Press 0 to Exit to DOS and Houc or Renanc files, nr————‘
1 - Change the Filename (for example, CLASS.DAY to B:CLASS.DAT).
2 - Re—create the Indexes for This File.
3 - Re—create the Indexes for A1l Files.
4 - Export Data Without Using Index.
Selection: @

You need to give each panel in the databasc a ncw pancl filecnamc so a new .STR
file will be created.

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

8 Select Change the Filename (1), 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, then move the cursor (o the next panel
in the list.

AN CODVIMG A DATARACE



10 Repeat steps 8 and 9 for each panel in the panel list until all panel! filenames
have been changed.

You now have created a new database with a structure that is identical to the
previously created one (filenamel). You can modify the new database 1o fit your
needs.
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Selecting a Datahase
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SELECTING A DATABASZ

To select a database,
1 Be sure the database list is on the screen.

The database list contains all of the databases found in the drive or directory (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.



Deleting a Database

To delete a database,

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

scrcon.

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

3 Enter del filename.* (filename is the name of the database you want to delete).

If 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.
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Backup

Power outages, computer failures, and disk failures can erase information in your
database. To avoid losing time and data, make backup copies of all data files
periodically.

The DataPerfect utility DPBackup lets you back up a DataPertect 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).

Datahase 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

Formulas

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.

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 DNuring panel definition, you can move or copy fields and text within the same
panel or to a different panel. If 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 field labels and fields (but not any indexes, links, or formulas) 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 sections. For
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 («) to move the
cursor into the text field.

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

3 Press Block (Alt-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.

5 Press Move (Ctrl-F4) to cut the block from the screen, then press Save (F10)
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 text.
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T If the field is a text field, press the Space Bar once to enable you to edit the
field, then press Move (Ctrl-F4).

or

If the field is a non-text field, press Move (Ctrl-F4).
The block 1s 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.

ur
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.
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.

2 Block the desired text or field (see Block in Reference).
3 Press Bold (F6) to bold the blocked text or field.

Text Field

RN
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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 Press Buld (FO) w turn on 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.



Gancel

Press Cancel (F1) to do the following:

Cancel an action after selecting an incorrect function key.

Restore original values to fields changed in Edit mode (before changes are
saved) and cancel Edit mode.

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

End a report while it is running.
Discontinue an import or search.

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

Cancel creating/editing an index.

Exit and save a report or panel definition.

Cancel a link definition while still in the defining process.
Cancel creating/editing a record.

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 () [1“'1 *=<>/\2:7;.
DataPerfect uses these characters in formulas and in establishing a sort order.



Map Alt and Ctrl Keys The Map Alt 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.

The computer is capahle of displaying 256 characters numbered from 8 to 255.
YOU WAy USE LIFL W-£ ana HIT H-Z 10 ENTer 3Z 01 LRese CRArAclers 1TOm the
keyboard. The current assigment of these keys ie listed below. both
numerically and how they are displayed. Use T, L, +, and + to move to
those you wish to change and enter the decimal value for the nev character.
Press F16 to save your changes or F1 to exit without saving.

Ctrl Mumbers Alt Muabers
A ﬂ@ﬁ? n 147 & A 2R n 2s14d
B 136 0 148 o B 247 o 0D 232 @
C 137 ¢ P 149 & c 245 P 233 0
D 13& Q 1560 D 2%a 0 24«
E Se R 18 E 226 T R 227 m
¥ 134 35 156 L r 27w 3 23X 6
6 129 i T 131 & 6 238 € T 228 X
H 161 { U 132 & H 239 n u 238 p
1 1626 U 128G I 2317 U 246 +
J 167 * U 135 g J 240 = ¥ 2250
K 160 & X 135 g K 241 = X 299 1
L 166 ¥ 164 @ L 242 2 Y 229 o
M 130 é 2 111} M 253 % 2 2493 <
Win. . .\DATA\DP-ZBORZ\HEF~C . SCR Doc 1 Pg 1 Ln 34Bp POS 23.04p

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

To change a character mapping,

- W N -

Press Screen (Ctrl-F3).
Select Map Alt and Crrl Keys (3).
Use the arrow keys 10 locate the number and character you want 1o change.

Enter the ASCII value of the desired character.

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

5

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

If 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 Alt-number ASCII and extended IBM
characters. For more information on Alt-letter and Alt-number keystrokes, see
Appendix N: ASCII and 1BM Extended Characrers.

If you have mapped an international character to a keystroke combination (Ctrl plus a letter
or Alt plus a letter) and you define the same keystroke combination for a custom hotkey, the
hotkev definition will override the international character mapping whenever you use that
kevstroke.



Mapping the Printer
to Include
International
Characters

Most printers will print many of the ASCII characters without needing any special
codes or mappings sent to the printer. If 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 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.

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 (Ctrl-F3) 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 (F1) 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 printer driver (.PRD file) 1o include the international
character(s) you want to use. For information on how to do this, see WordPerfect
Office Printer Program (WPOPTR) in Appendix L: Utilities—DPPrint.

If 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:

» Appendix N: ASCII and IRM Extended Characters
¢ Screen
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Characters, Uppercase
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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 “¢”).

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

Important: Do not attempt to map the characters () []“'+-* =<« >/\? T
DataPerfect 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.

The 256 characters (6-255) are listed below. The number to the right of each
character io the ualue asaigmed in an uppercase field (U2) and used during a
search. For ex--ple character 97 (lowercase ‘a’) is mapped to character 65

Cu ">, Uce T, L, =, and ~ to moue to thoce you want to change

uppercans
and enter tle new value. Prese Save (F16) or Cancel (F1) when finiched.
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3 Use the arrow keys to select the character you want to reassign, and enter the
new uppercase decimal value.

After you have madc the desired changes,
4 Press Save (F10) to save the new assignments.

To cancel changes made dutiug the current session, press Cancel (1) instead of
Save. You are returned to the current panel.



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 Selectl

-

A B CDETFGH
Background Foreground
1 - Panel Color: A H Panel Text

2 - Field Color: A P Ficld

3 - Fleld Editing Color: H A
L—Selectlan: €
—CUSTOMER . PER-36

CUSTOHEN 1HFORMATION

Customer ID
Lost Name First Middle

Address City ST 2IP
HM Phone WM Phone

last Inwoice Date

Balance Due

Payments Invoices

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).

COLOR 5%



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). This option lets you change the colurs of menus and reports as they appear on

screen.

To access Select Colors for Menus and Report Editing,

1 Press Screen (Ctrl-F3).

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.

SELECT COLORS FOR NEMUS AND REFORT EDITING

a nr nEF &N

Background Fareground
A H

1 - Nenu Color: Menu Text

2 - Editing Color: H a
3 - Bold Calar: 1] P Bold Text

4 - Underline Colar: A B Underlipe Text

S - Bold & Underline: A J Buld 8 Underline

Underline is only used to show underlining in reports
being sent to WordPerfect. The first three colors are
used in menus and messapes, and for editing report
specifications. The colors for panels and records
are specified as part of the panel definition.

Each color consists of a background and foreground:
firet select the background, then the foreground.

Selection: @

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.



Related Information

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.

You can find related information in the following sections:

¢ Panel Options
» Screen

Copy

Using Save (F10) and Move (Ctrl-F4), you can copy a designated block of text or
fields (see Block in Reference).

After defining the block,
1 Press Save (F10).

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 copicd block appcars.

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.

copy 7



Cursor Movement

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

Moving Through
Databases

Usc the keystrokes described below to move your cursor between 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

If 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
l1st 1s displayed.

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

Moving Through Panels
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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.



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 {Panel. Pressing Down
Arrow lets you access only the related records in the destination panel. Panel lets
you access all of the records in the destination panel. To return to the source panel,
press Exit (F7).

Moving Through
Records

When you are in a panel, use the following features and keystrokes to browse
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. DataPerfeet uses the current index in the pancl 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 (1)
Pressing Lookup or Up Arrow when in a record lets you use the Lookup feature to
locate a record (see Lookup in Reference).

»Search (F2) or «Search (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 from field to field when in Browse,
Create, or Edit mode.

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

If 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.
Shift-Duwu Arrow moves the cursor to the ficld below.

s Shift-Left Arrow moves the cursor to the field to the left.
Shift-Right Arrow moves the cursor to the field to the right.



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 (such 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 the top of the keyboard) to move left, right, up, or down respectively. Also,
on the IBM Enhanced Kevboard, the dedicated cursor pad (in other words, the arrow keys

located to the left of the numeric key pad) does not function with Shift.

Gtrl-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
keypad 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-F2)
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 (!) or !Panel (F5)

Pressing Down Arrow or {Panel 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. lPanel starts a new record in the destination panel.

Next Field (Alt-F2)
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.



Moving Within Fields

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

Left/Right Arrow Keys

Left Arrow (<) 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/Down Arrow Keys
Up Arrow (T) moves the cursor up one line. Down Arrow ({) moves the cursor

down one line. Holding down Up Arrow or Down Arrow scrolls up/down through
a text field.

Page Up/Down
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
currently displayed in the text ficld. Press Home twice followed by Up Arrow (T)
or Down Arrow (1) to move to the top or bottom of the text field.

Scrolling Through a
List

Use Up Arrow (1) 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.



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.

Performing an export is dilferent than generating a report, even though these (wo
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).

Exporting data from a panel is not the same as exporting the structure of a database. To
export a database structure, vou 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).

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

To access these options,
1 Press Report/Export (Shift-F7).



2 Be sure the cursor 18 positioned on Built-In Short Reports, then press Enter.

BUILT-IN REPORT/EXPORT

Destination: Create Disk File
1 - Printer Dn DEF
Z - Disk File Dn/Off
ac;

3 - Index Mumber 1

4 - Search Conditions o Search

S - Sort Direction Farward

& — Disk File Mode WP/DOS WordPerfect

7 ~ Print Margina Top Botton Left Text Lines

@ - Report-export farmat: ll::l?erfec( :=w= (Can be imported)
Fields to be Included: All Real Ficlds (Includinmg Hldden)

9 - Logkup Ficlds
A - All Display Fields
B - All Real Ficlds

Sclection: (Press Shift-F? to begin the report) 8

Printer On/0tf (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/0ff (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. If 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 be changed manually when sctting cxport options. The setting
is determined by the option you select for the Report/Export format (8). If you
select the WordPerfect Merge format, this option is set to WordPerfect. If 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 1n 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
(1). 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.

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 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-In Repor/Export menu o perform un expurl, the duta is eaported
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.



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-F7) 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 1o disk. It cannot be sent 1o the printer.
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 menu 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.

If 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. If
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
fimshed, 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 original records in your database, you can use
Remove (Shift-F5) or Multiple Remove (Alt-F5) to delete them (see Record, Delete
in Reference).

Important: Before you remove records, check the exported file to be sure that the data was
successfully exporied. Once a record has been removed, it cannot be restored except from a
backup copy or from 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
so forth), that data must be in a format that DataPerfect can recagnize. For help,
refer to the documentation for the other database program. Also, see Appendix A:
Convert.

Menu Options

DATA IMPORT

Nine options are available on the Import menu (Ctrl-F5).

INPDRT

1 - Import Filcname
SCRATCH_NEP

Import Type MardPerfect Merge
2 - MordPerfect Merge
3 - DOS Delimited Text
4 - Duplicate Records Action Copy All Duplicates
5 — Copy Duplicate Records to Filename
6 - Search Conditions Mo Search
7 - CreatesEd1t Import List
Do Inport
8 - Import Without Disk Space Checking
9 - Import With Diek Space Checking

Selection: B

Import Filename (1)
This is the name of the file that contains the data you want to import. If 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
DataPerfect. If 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.

If 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 1ecord is a duplicate when field values in any index and field valucs in the
imported record are identical. For a record to be saved in the data file, it must be
unique (see Index in Reference).



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
thece 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.
If you select this option (2) or option 3, duplicate records from the import file
are ignored.

Replace the record in the database with it.
If 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 (1) to find the index you want to
usc to identify duplicate records. Then press Select (F4) to select the 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}
You can uge 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, 1f 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 That Satisfy the Search (1)
or Exclude Records That Satisfy the Search (2). If 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 order of the fields, you need to designate the order in which you
want to import the fields in the file.



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.

88081"°R

Mrs.”R

Jane"R

N.°R

Burnett”R

378 Garden Park Drive
“R

Pueblo™R
co*p

81002-8686"R
{7193 555-9008"R
(719) 555-8378"R

.

Caldiero™R

1621 Fir Auvenue™R
Puebla™R

CU™R
81662-0086"R
(719) 555-9376"R
719 555-2014

———lupart List
Move to the field which iz to contain the next field
o from the Impart File. then press Seiect (F4).

1 - Skip Ficld in Import File 3 — Delcte Last Entry in List

2 - Delete (mport List 8 - Exit to Import Metu
3 is the next field in the impart file.
PER-36
B CUSYOMER INFORMATION
Customer ID 1
Last Mame 5 First 3 Niddle 4
Address City ST zIP
6 B 9
HM Phone 18 UK Phone 11
Comnents
12

Last. : Inuwoice Date

Batanke ouc SN

Payments Invaices l

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: f you select this option and enough disk space does not exist, you may destroy
the 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.

NATA I(MADNRT A0



If you select this option and enough disk space does not exist to import all of the
records, a message will tell you so. Then the import stops.

If 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. If you attempt to do this, you will only add more records to the file.

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  DPress Import (Curl-F5).
The Import screen is displayed.
3 Select Import Filename (1), then enter the name of the file you want to import.

4 If the import file is in WordPerfect Merge format, select WordPerfect Merge

If 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 1If you are certain you have plenty of disk space, select Import Without Disk
Space Checking (8).

If 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.

Importing Data To import records,
(2).
or
or

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 O or just press Enter. If you exported all fields,
press 1 and the data for ::C fields will be ignored.”

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



Fields Gontaining
Totals

If a panel contins at least one field that is totaled in another field, you can select
Retotal During Import (1) or Use the Numbers From the Import File With No
Totaling (0).

If 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. If 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). If you want the
initialization to take effect, you must make an import list that excludes the field in
the database which contains the initialization sctting.

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 contain 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 ficld or ficlds.

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 (Ctri-F5).
2 Select Search Conditions (6), then select Specify Formula (3).
The Specify Formula screen is displayed.
3 Type the following formula:
P1F4<>""

P1F4 represents the field you want to import which may or may not contain data.
Be sure 1o 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 (F10) to save the formula and return to the Search
Options menu.

5 Press ¥2, then select Include Records Which Satisty 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

If you are uncertain about the 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).

or

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

Difficulties When
Importing
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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 surc 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 faces, uiangles, 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 itmport list (option 7 vu the
Import screen).



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 /int under Startup Options in
Getting Started.

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

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 can find related information in the following section:

¢ 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,

If the database is password-protected, you must know the definer password to use the
Definer Banner feature.

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

2 Sclect Definer Banner (9).
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An empty instruction box is displayed, with the message “Edit User Banner” in the
lower left corner.

it User B

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 10 the panel.

You can make your definer banner more attractive with lines and boxes. To draw
lines, boxes, or backshadowing, you can use line draw and other special characters.

See Appendix N: ASCII and I1BM 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

74 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.

Ctri-Backspace
Deletes the word at the cursor.



Ctrl-End
Deletes to the end of the line (or the end of the field in a non-text field).

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

If you want to delete a large amount of text, define the text you want to delete using
Block (Alt-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
+ Panel, Delete
* 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 prograim. While DataPerfect can dial your phone for you, it
cannot communicate with another modem.

Configuring the Modem Before you use Dial Telephone, you need to set up your modem. DataPerfect dials
at 300 baud. If your modem is configured for a different baud rate, you need to
configure it 1o 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 phane
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 Piess Dial Telephone (Shift-F4).
3 Press Enter to dial the number.
or
Type a new number, then press Enter.

If DataPerfect doesn't recognize the COM port 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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Down Panel ( | Panel)
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DOWN PANEL { {PANEL)

You can move the cursor to the next data link or panel link in a panel by pressing
either lPanel (F5) or Down Arrow (1).

If 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).

1t the cursor is already positioned on a link, lPanel (F5) moves the cursor through
the link and starts a new record in the destination panel.

When you are in Define Panel mode, |Panel is also used to create links and link
characters, and to access lists and menus.



Enter

Use Enter (+) to do the following:
« Move from field to field when you are in a panel (except in text fields).
« Insert a carriage return when you are typing in a text field.

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

» 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
ficld restores the previous value entered and moves the cursor o 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:

+ Save the record you are editing or creating and return to the panel list.
» Return to the Report menu while you are editing a report form.

« Return to the report list when you are at a Report menu.

+ Return to the panel from a report list.

» Return to the source panel from the destination panel after going through a link.
« Exit a menu.

* Move from the panel to the panel list.
+ Move from the panel list to the database list.
+ Exit the database list and, subsequently. the program.
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Field

A R

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.

BROUS ING RECORD Exit-F?7 Create-F9 Edit-F6 Loakup-1 Help-F3

¢ .PER-36

CUSTOMER INFORMAYION
Customer 1D 86601 v

Last Name First Jane Alddie A
Address City ST 2IP
bm Gardrn Park Brive Puebla 091062

co —-8088
HM Phonc (719) S55-9860 VK Phone (?719) 5558378
M rm——nte
Last Invoice Date

Balance Due D S9.00

Payments § Invoices §

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

» Field Format

* Field Format, Display Mode Indicators
« Ficld Format, Print Modec Indicators

» Field Options

Field, Define

0

CICi ™Y "CICi N NECINE

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 deletc ficlds from a pancl if the pancl contains data. If the panel
has already been defined and you want to define another field, the data must be



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 (o create a field (usually next to panel text you have included).

4 Press Create (F9) to create a field.

Some examples of field formats appear in the instruction box.

£ 1 of Field Fi
A2s Mane (alphanumeric 25 characters)
A30RZ Degcription (text 38 charscteras by 2 1ines]
H999-93-9999 Social Security Mumber C(left aligned numeric)
G-522,222,229. 9 Dollar Amount (decimal aligned wumeric)
DI3/99-99, T29:99 Date, Time

Enter Farmat:

—CLIENT1. DRT-6-

Cuatomer Information

Customer 1D
Lant Nawe Firet Middle
|Address City 8T 21P
H% Phone UR Phone

{Comments

Last Invoice Date

Balance Bue

Pauments Invoices

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 (F1)

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 P1F3. This signifies that it is the third field in the first panel. Itis
the code that is displayed whenever this field is referenced (see Formulas in
Reference).

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 in creating a WordPerfect secondary merge
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-F8). 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. Use Export (Shift-F7) to make a copy of the data so it won't be lost when
you delete the records. Use Multiple Remove (Alt-F5) to delete the records so that
you can delete unwanted fields from a panel. Use Import (Ctrl-F5) to import the
data back into the databasc once you have deleted the unwanted fields. For more

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. If 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 (F1) 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, be
sure to check to see if any indexes need to be redefined. For more information
about indexes, see Index in Reference.

Field Format

FIELD. DELETE / 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.



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 the syntax indicated below.

Clo] [#] tormat #) [ ::d] | :;E
print mode indicator(s)
print mode oplion separator

display mode indicator(s)

display mode option separator
numeric sign indicator (+ or -)

f1d format w/spec. format characters
numeric sign indicator (+ or -)
order indicator

field type indicator

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, ¢ refers to the field type. This must always be the first
character in a hield format. Below is a list of the field types.

A

Alphanumeric field. If followed only by a number, this defines a fixed length field
(such as A15). 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 text field. Variable length fields can contain as many
as 32,000 characters, regardless of the display format.

D
Date field.

F
Floating decimal field.

]
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.

Numeric field, left aligned. Should not 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 Specifications

a2

FIELD FORMAT

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 length needed for the field. If the field is larger than necessary,
space will be wasted.

Examples:

A25 Alphanumeric, 25 characters long

U10 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, Variahle 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, bolding, underlining, and carriage returns.

In a report, if the number of lines displayed in a text field is zero (such as A35A0),
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 A35A0 to AZ0AQ 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. If 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 are entered into a text field, response time while actually in
the field is affected.



Examples:

A30A4 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

Field Size:

The number of characters entered in the field (in other words, a text field
containing 50 characters uses 50 bytes).

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 31, 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
consccutive 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/N9G/NO9GY).

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.
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In reports, the date format DZO9MON9999 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 date fields can be altered if
necessary (see Format Defaults in Reference).

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
Indicators below).

Examples: (assuming the default setting is MDY)

D99/99/99 Displays date as MM/DD/YY
DZ9/729/99 Displays date as MM/DD/YY (leading zeroinaZ
position displays as a space)
D99/99 Displays date as MM/DD
D99/99/9999 Displays date as MM/DD/YYYY
DDMY99/99/99 Displays date as DD/MM/YY
Characters:
Z Indicates a digit in the field (leading zeros display as a space).
o Indicates a digit in the ficld (all zeros are displaycd).
/ A slash (/) may be replaced with any character (such as a dash
or a space).
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 1 be eliminaed (month, day, or year) is last in the sequence, and 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 lormal sequence, dnd no space was
allotted for it in the format. The format DM YD99/99 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.

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

If you have entered the sysiem date in a date field by pressing Edit (F6), this (today’s) date is
used insteuad of the above defaults.

Floating Decimal Fields
This field format begins with £, is followed by N (numbers only) or Z (numbers

with leading zeros 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 whole and a decimal part, and you may not
have enough room in the report to print the largest possible occurrence. However,
it 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 FNo6 FN10 FZé FZ10
12.66666 12.667 0012.66666 12.667 12.66666
23,987.3456 023987 23987.3456 23987 23987.3456
-34.5 -34.5 -0000034.5 -34.5 345

7,376,191.4 AR 07376191.4 ok ok 7376191.4

As you can see from the example, if the whole part of the number is too large to fit
in the field, the number is replaced with asterisks.

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:

Z All leading zeros display as spaces.
N All zeros are displayed.

Minimum Length in Report:

3 (Including the decimal and sign)
Maximum [ 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 (,) 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 (,) 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,.£Z7.779,99).

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-$7.,7279.99 Dollar amount (leading zeros in a Z position are not
GZ79971Z Number with four decimal places

Characters:

zZ Indicates a digit in the field (leading and trailing zeros are truncated).
If you place the cursor in a G formatted field with Zs (to truncate
leading zeros) and press right arrow (—) or left arrow («), 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. If used, this must appear either as the first
character after the G or after any existing order indicators (see Order
Indicarors 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. If 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 marker. A comma (,) may be substituted for the decimal
marker if the field format allows it, or if the System defaults are
altered.



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

) 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 ($).

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 fieid format is less than 10) or eight
bytes (if the number ol digits in the ficld lorat is equal to or greater than 10).

H Type Numeric Field

This field format begins with H, and is the same as the G Type format with one
exception. If the field 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)
999-9999 tor 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 Type ficld format 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 a zero in every position. Any
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).
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Time Field

This field format begins with 7. 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 scconds are displayed is determined by the default setting (sce Grder
Indicators below). Time is kept in 24-hour format. For example, 09:00 represents 9
a.m., and 13:00 represents 1 p.m.

Examples: (assuming the default setting is HMS)

T99:99:99 Displays time as HH:MM:SS
TZ9:729:79 Displays time as HH:MM:SS (leading zeros ina 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 formatied
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

FIELD FORMAT

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 Formar Defaults 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)



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) a(aay) y (year)
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:
DDMY 99/99/99 Displays the day, then month, then year.
TSMH99:99:99 Displays the seconds, then minutes, then hours.

G,$2.279,99 Uses a comma for the decimal marker and a period for
the thousands separator.

Fieid Formats in
Reports

You can edit a field 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 (FO6) to display a reverse video bar containing the original field
format in the lower part of the instruction box.

4 Ldit 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 A40A0 or A32A0.
The zero (0) after the second A indicates that all lines of the text field are to be
included in the report.

If you want ta specify a number of linec ta he printed, place that numher after the

second A, such as A40A6.
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If 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, A200A0 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 soft
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

90

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

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 a
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,277.99::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 indicator has no eftect 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:

GZ7279::H
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Auto-Incrementing An auto-incrementing field increases by one number for each new record. This
When Saved Field (::1} option is only valid on numeric (G, H, and N Type) fields.

The ::I ficld increments when a newly created 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 poinis. 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-Fg), selecting Set Value for Next Created Record (2), and
entering the desired value (see Set Vailue for Next Created Record under Field
Options in Reference).

Example:

GZ,2727::1

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

() The ::] field increments when the user initiates creation of the record, rather than
when the record is saved. This is useful 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 interpreted as minus signs) or decimal points. Auroincrementing 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 Ser Value for Next Created Record under Field
Options In Reference).

Example:

GZ,277::)

Must Enter A must enter field requires data in the field. The user cannot save the record
Field (::M) without entering something in this field.

When placed on a field 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:
NY9/99/99::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 Jink).

A field with this indicator can be included in an index and/or in a lookup field list
(see Index Options and Lookup Field List \n Reference).

Example:
N99::N

Right-Aligned Field
(::R)

The cursor is at the 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 fields. It cannot be used for
variable-length fields.

Example
Al5:R

Mulitiple 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 Data Export 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
1o 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 (;;) 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
Field Format, Display Mode Indicators 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

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

ko vt ameh®

-
©

Truncate Both Leading
and Trailing Blanks {;;B)

This indicator truncates all spaccs 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:
Al2;;B

Center Characters (;;C)

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
truncatcd. This option will maintain the amount 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 only 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 ficld. 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:
AS0A3;:G

Left Adjust
Characters (3;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:
Al15;;L

New Ocourrenoe of
Field (;;N)

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 Text Fields in Reference for more information.

Example:
A30A0;;N

Enclose Alphanumeric

Fields in Double
Quotes (;;Q)

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-

length text fields or in conjunction with any other print mode indicator. For
example, in ;;TQ, the Q is ignored.

Example:
Al10;;Q

FIELD FORMAT, PRINT MODE INDICATORS 95



POSTNET Bar Gode (;;P)

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 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 Codc print mode indicator converts thie ZIP code into 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

Impartant: 1o print POSTNET bar codes you must print from DataPerfect with DPPrint.
You cannot print them by exporting yvour data into WordPerfect. 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 1o
DataPerfect. See Appendix L: Utlities—DPPrint for more information.

Right Adjust
Characters (;;R)

This indicator shifts the data in the field to the right cdge, and maintains thc 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 adjust 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 spacc specificd by the ficld format in the report.

Example:
A25:T

Truncate Leading
and Trailing Blanks
and Leave n Spaces
{1-9)

This option deletes all of the leading and trailing blanks and leaves the specified
number of spaces (1 to 9) after the data.

Example:

Al5;1



How Print Mode
Indicators Operate

The print mode indicators act differently on different field formats. The table
below illustrates how each print mode indicator would affect the data in three
different fields if those fields were printed on the same line in a report. The fields
are formatted as A20;,x, G$ZZZ,779.99;:x, and N999 999 9999;.x (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 | A20;;x | | GS$SZZZ,279.99;;x |, | N999 999 9999;. |
none Lynda A. Warner $485.27 012 345 6789 .
B Lynda A. Warner $485.27 012 345 6789 .

::C Lynda A. Warner - $485.27 1012 345 6789
;D LyndaA.Warner - $483.27 012 345 6789
+E $485.27 012 345 6789

L Lynda A. Warner $485.27 012 345 6789
uR Lynda A. Warner $485.27 1012 345 6789
S Lynda A. Warner $485.27 012345 6789,
»T Lynda A. Warner $485.27 012 345 6789

| Lynda A. Warner $485.27 . 012 345 6789

16 Lynda A. Warner $485.27 012 345 6739

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 other 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.

Reter 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 are all considered ficld lists.

Understanding field lists is essential to understanding DataPerfect. Field lists,
along with indexes. are needed to establish links and lookup lists, and to sort
records for reports.

Any field in a pane! may be used in a field list. Fields containing the ::C display
mode indicator can be used in tookups, but cannot be selected when defining an
index. See Field Formai, Display Mode Indicators in Reference.
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For specific information about each type of field 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 (Ctrl-F8), Create Index (1).

Lookup field list: Define Field (Shift-F8), Lookup Field List (1).
Search field list: Define Field (Shift-F8), Define Search Field List (7).
Link field list: Define Panel (Alt-F8), Define Link for |Panel (F5).
Window field list: Define Panel (Alt-F38), Define Link tor Panel (F5),

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.

§ 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 ficld is an option when you creale a field. If a4 namne is assigned, 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.)



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 field 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 ficld options from Browsc modc if a 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.

leld Options for Mumeric Field

1 - Lookup Fleld List 6 - UValidation Time (Edit/Save)
2 - Initial Forsula 7 - Define Search Field Liat

3 - Initlal Value B - KHeep a Total

4 - Initlalize at CreatesSave/Change 9 - Remoue Last Total

5 - Range Check 0 - Exit

lection: @
ricia 1t ol pancl L FI1C1A FOPRAT: b-34L.G6L,603.710 N

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 (T) on a
particular field. The fields in the lookup list are displayed left to right, one record
per line. at the top of the screen (see Lookup in Reference).

You are not required to define lookup field lists. If no lookup field list has been
defined for a particular field in a panel, a defauit 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. If no such index is found, a lookup list with
two fields—the field where your cursor is and the first field of Index 1—will be
displayed.

For detailed information, see Lookup Field List in Reference.

Initial Formula

This option lets you assign a formula to a field. DataPerfect uses the formula to
calculate a value for the ficld. An initial formula can be calculated when a record is
created, edited, or saved. For detailed information about formulas, see Formulas in
Reference.



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 (F10) to save the formula and return to the Field
Options menu.

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

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
Initial Value below),

Initial Value
This option lets you assign an initial value to a field. An initial value can be
inserted in a ficld automatically when a record is created, cdited, 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 Create/Save/Any 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 Bec surc the FField 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
valuc will be 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.
If 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 not be reinitialized and the new value would be saved with the record.



Important: Ficlds 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
field 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.

Range Check

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 specify 4 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 (Edit/Save)

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 this option until the desired setuing appears in the lower part
of the screen.

4 Press Exit (F7) to return to the Field Options menu.
If a range check has been defined, but no validation time has been sel, the range check is

gnored.

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 fieid 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 have already defined a link between the two panels (see Link in
Reference).

2 Be sure the Field Options menu is on your screen.
3 Select Keep a Total (8).

After selecting this option. vou are prompted to add this value to another field (1),
or subtract this value from another field (2).

4 Type 1 if you want to add the field value to another field.
or
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.

§ If the cursor is not already on the desired link, move to the desired data link or
panel link, then use Down Arrow ({) to move to the linked panel.

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 field you want to contain the total.



You are returned to the Field Options menu. A message in the lower part of the
screen now displays information about the total.

field Options for Mumeric Field

1 - Lookup Ficld List 6 - Validation Time CEdit/Save)
2 - Initial Formula 7 - Define Search Fleld List

3 - Initlal Ualue 8 - Kecp a Total

T ~ INITIALIZE AL Lrcalesdaves/viiange 7 - eRove Last Iotal

5 - Range Check 8 - Exit

lection: ©
Ficld 19 of pancl 1 Field Format: G-$22,22Z,229.99::N

The value in this field ic added to field 1 of panel 5 through link 16

AKKK

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  Sclect Remove Last Towal (9).

The last total is removed from the field.

If you have defined three Keep a Totals, and you want to delete the first of the three
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.

~——Dptlone for Auto—Incresenting Fleld

1 - Lookup Field Liat
2 - Set Valee for Mext Created Recard
8 - Exit

L gelection: &

&
Ficid 1 af pancl 1 Picld Furwat: @99993::1

futomatically lncremented whea record is created .

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 another field option or press Exit (F7) to return to the

panel.

Ficld Code/Format

A FELD CODE
A FIELD FORMAT

106

FIELD OPTIONS

When the Ficld Options menu is on the screen, the ficld code aud field foumat for
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:

ions for Alphanwweric and Text Ficlds:
1 - Lookup Field List 6 ~ Validation Time (Edit-Save)

2 - Imftial Formula 7 - Define Search Ficld List
3 - Initia) Value

4 - Initialize at CreatesSavesfiny Change

€ - Rango Cheok ° — Beit

lection: &
Dl‘i:ld & of panel 1 Field Format: nisqi



The field on which your cursor was positioned when you accessed the Field
Options menu is field 6 of panel 1. This was the sixth field in the first panel. This
field would appear as P/ F6 if it were selected in a formula.

The field format is A15 (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

ield Dptlons for M Flelds

~ Lookup Field List 6 - Validation Time (Edit/Save)
2 - Initial Formula ? - Define Search Field Liet
3 - Initial Uslue 8 - Reep a Total
1 - Initialize at Creatc-SaveChange 9 — Remove Last Total
5 - Range Check 8 - Exit

lect 8
D Field 1 of p.rel ; Ficld Format: 699993:
Link to Punel:l FieldZ IndexS Field List tu Build Key:1

If 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.

A PANEL LINK DEFINITION

——Ddef tne Panel Link
l) Link to Panel:3 Fleldi Indexl Field List to Build Ney:2 3 4
1 - Edit Target Ficld/Target Index/Field List

2 - Define Vindow for Belated Records

3 - Create/Edit Window Ficld List

4 - Delete Window S — DisplayMHide
Sindow OfF

lection: 8-
FER-36—

CUSTOMER INFURMATION

|pustome: 10 ooOOL
Laat Mame Burmett First Jame Riddle m.

[pddress City ST 2IP
378 Gardes Fark Briwe Puchlo 0  B1682-0808
M Phone (7133 555-9800 VR Phone (719} SS55-8378

|Comments
Last Inwoice Date

Bolance Due $0.08

Paymenta § Inwoices §

Below is an explanation of each section of the panel link definition shown in the
illustration above.
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Link io Panel:3
Panel 3 is the destination panel. It is the third panel in the panel list.

Field1

Field [ 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.

Indext
The first index in the destination panel was selected Lo define the link. To see the
index, move to the destination panel, press Define Index (Curl-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 indeaes, sec 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.



Format Defaults

Using the System Operations feature of DataPerfect (Shift-F9), 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.

Format Default:
1

- Date Order: 1-DiY 2-MYD 3-yDM 4-D¥K 5-mD 6-7
2 - Time Order: 1-SNH 2-MHS 3-HSM 4-SHM 5-]0H 6-%SH
3 - Decimal Point Character:

q-1 Separator C)

S ~ Month Abbreviations
JAM FEB NAR APR MAY JUN JUL AUG SEP DCT ROV DEC

Selertine: B

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

Decimal Point
Character

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 cutsor returns to the
selection prompt.

This option lets you specify the character you want to vse 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 (,). If you want to
change the default, type a comma. The cursor then returns to the selection prompt.

CARRAAT ONEEALI A 4B



Thousands Separator This option lets you specify the character you want to use as a separator between

Character 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 ) . o )
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 abbreviations 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
functions used in formulas, scc Functions in Reference.

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.

Terms 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 operators require two operands. Thesc arc discussed in greater detail below.

Operand

The item of information affected by Uie uperator. An operand could be a ficld, 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
Formulas

When you create or edit a formula in a search, in a report, or in a field, the Specify
Formula screen appears.

[—Specify P
nprcnﬁanh-mhﬁ character strings 1w N
or Ticlds selected vwith Select (F4). 'l'n select a field l'n-
annther panel. mowe to a link and prece
Operators are: «—-///()(-)-():II‘.I!M-III.
Parentheses () are a)lowed.

L——%- finished, press Sawe (F18) ar Cancel (H).———J

You can enter or edit the formula from the Specify Formula screen.
DataPerfect is not case sensitive when reading formulas. Use either uppercase or

lowercase letters when typing formulas.

Formulas 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
statement is false, the record is not a match.

To specify a formula from the Search Options menu,

1 Press »Search (F2) 10 access the Search Options menu.
2 Select Specify Formula (3).

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.
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4 Press Save (F10) 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 on Fields

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 (F10) 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).

P1F4 + P1F5 + P1F6
Adds Fields 4, 5, and 6 of Panel 1 together.

P1F4 /2 * P1F7
Divides the value in Field 4 of Panel 1 by 2 and multiplies the result by the
value in Field 7 of Panel 1.

((P1F16 + year[P1F2]) // 3 + P1F12) * 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 unless they are part 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.
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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.

If 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).



Operands

Operands are the 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 the result of another calculation. Specific types of operands are explained
below.

Fleld

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 Lirk 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),

1 Position the cursor on the link that connects to the other panel, then press Down
Arrow (1) to move to that panel.

2 Position the cursor on the desired (ield, then press Select (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 field 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. If you assign a formula to a standard field, the user will be able to
access the field and change the value it desired. 'lo prevent this from happemng,
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 ltem

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:

P1F2 * .05
P1F2 is the purchase total and .05 is the percent of tax.

Statement
DataPerfect 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
Operators

114

FORMULAS

The binary mathematical operators supported by DataPerfect are add (+), subtract
(-), multiply (*), divide (/), and modulo (also called “mod”) or remainder (/). The
unary operartors are minus (-) and plus (+).

Examples:

P1F3 + 34.5
Adds the value of Field 3 in Panel 1 to 34.5.

P1F5 - P1F3
Subtracts the value of Field 3 in Panel 1 from the value of Field 5 in Panel 1.

12 * P1F4
Multiplies the value in Field 4 of Panel 1 by 12.

P1FS/6
Divides the value in Field 5 of Panel 1 by 6.

P1F6//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.

+P1F6

Uses the unary plus sign (+)  leave the sign unchanged for the value in Ficld 6
of Panel 1.



Logical Operators

DataPerfect also supports the logical operators used in 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 the two indicated fields. If
P2F3 is less than P2F6, then the condition is considered true. Otherwise, the
condition is false.

P2K3 > 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 equal to 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

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.

if

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 (Ctrl-F7) 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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Two stalernents are available in DataPerfect: 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 both TF and CASE starements allows for either uppercase or
lowercase letters.

The IF Statement
Syntax:

IF condition
THEN expression
[ELSE expression]
ENDIF

Using the above example as an [F statement, any part of the formula within
brackets [ ] 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 following rules apply to the TF statement:
* The condition must be true or false.

+ If the condition listed is 1 (true), then the expression following THEN is
calculated by DataPerfect.

« If the condition is O (false), then the expression following ELSE is calculated.

o If 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:

IFPIF5 >= 12

THEN "Good Afternoon"
ELSE "Good Morning"
ENDIF

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 PIF5 is greater than or equal to 12, then
insert the expression ‘Good Afternoon’ in the current field. If the value is less than
12. then insert the expression ‘Good Morning’ in the current field.”



If a field format is G$ZZZ,7Z79.99, 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$Z77,779.99.

The statement above says, “If the value in P4F6 is equal to 1, then multiply .75 by
the value in PAF3. Otherwise, if the value in P4F6 is equal to 2, then multiply .5 by
the value in P4F3. Otherwise, if the value in PAF6 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,
because the above formula includes three IF statements, threc ENDIFs arc placed 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.

IF P1F5 > 0 THEN
IF PIF4 = "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 thc CASE statement:

« If 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:

P1F1/P1F2 * P1F8 CASES
 This expression is evaluated.

« If the condition returns a 1 (true), then the expression following OF is
calculated and the CASE ends (using OF is similar to using THEN in an 1F
statement).

«+ If the condition returns a 0O (false), then DataPerfect checks the case value
against the next condition.

» DataPerfect proceeds in this manner until a value of 1 (true) is returned, or until
every CASE has been checked.

« When all occurrences of CASE have been checked and returned as O (false),
DataPerfect 1ooks for a DEFAULT. The DEFAULT says, “If none of the
above are true statements, then evaluate the following expression.” If 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
P1F4 is a numeric field, then a CASE statement might be the following:

P1F4 CASES

CASE CV < 12 OF "Good Morning" ENDOF
CASE CV < 18 OF "Good Afternoon" ENDOF
DEFAULT "Good Evening"

ENDCASES

The statement above says, “If the value in P1F4 is less than 12, then insert the
expression ‘Good Morning’ in the current ficld. If the value in P1F4 is less than
18, then insert the expression ‘Good Afternoon’ in the current field. If the value in
P1F4 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 DEFAULL also could have been the following statement:
CASE CV >= 18 OF "Good Evening" ENDOF



Because the CASE statement is an expression, CASE statements can be nested
inside other CASE statements, as shown in the statement below.

P1F5 CASES

CASE CV = ]| OF 100 ENDOF
CASE CV =2 OF (P1F8) 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, the value returned is simply used as an operand in a more
complicated expression. In this case, the value returned by the statement does not
need to match the format of the field.

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, the rest
of the casc value is dropped and the statensent ends.

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:

P1F1 CASES

CASE CV ="NO" of 50 ENDOF
CASE CV = "NONE" of 100 ENDOF
ENDCASES

The statement above says, “If P1F1 contains the value ‘NO,’ then insert the
expression ‘50’ in the current field. If P1FI 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 the field. This is
because a CASE statement compares conditions of the same length.

The above CASE statement would properly be written like this:

P1F1 CASES

CASE CV ="NO a" of 50 ENDOF
CASE CV = "NONE" of 100 ENDOF
ENDCASES

Adding the a 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 g 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).

P3F12 CASES

CASECV ="A a" OF 4.0 ENDOF
CASLC 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 ¢" OF 2.0 ENDOF
CASE CV = "C+" OF 2.4 ENDOF
CASECV ="C-" OF 1.7TENDOF
CASE CV ="D d" OF 1.0 ENDOF
CASE CV ="D+" OF 1.4 ENDOT
CASE CV ="D-" OF 0.7 ENDOF
CASE CV ="F" OF 0.0 ENDOF
CASECV ="I" OF 0.0 ENDOF
CASE CV ="UW" OF 0.0 ENDOF

ENDCASES
Calculation Order and Three factors determine the order in which expressions in a formula are evaluated:
Use of Parentheses 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.
max [f1zst.nday [2;date[4;7;1945]) ] year(today *12-3€4]
L 1 |
l L I3 |
2 I3
| : J
Statements

Operators within IF and CASE statements are evaluated first, after which IF and
CASE statcuicuts arc cvaluated.
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Unary + -
The sign of the variables is always determined before performing another
operation.

1

Multiplications and divisions (including mods) are evalnated from left to right.

§-
Add and subtract are evaluated from left to right.

<><E>=H=
Comparison operators are evaluated from left to right.

NOT
Evaluated from left to right.

AND
Evaluated from left to right,

OR
Evaluated trom 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.

-{P1F4 + P1FS + PIFG} / 2 - PRF1Z / {(PL1FS5 - P1F2) ¢/ 1.25
L | L S
L : B I ; |
L ’ l ’
L . |
3
(- i2lF4 +« P1PE + PLFE) / 2 - P2F1Z / (P1F5 - F1F2}) / 1.25

2 €
I : |
L |
L ’ |
g
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[P1F6] " " P1F7
P1F6 represents a First Name field, and P1F7 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.
DaraPerfect will ignore any ext enclosed 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-
F8 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 on
the field indicated.

To find out how to define a field, see Field, Define in Reference. For more
information on field tormats, see Field Format in Reference. For more information
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 (F10) 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 Field Format Formula

Date of Birth D99/99/999%

(PIF6)

Age GZ9 (today - P1F6)/365.25

Age in Current Month

Field Name Field Format Formula

Date of Birth D99/99/9999

(PIF6)

Age GZ9 IF MONTH [today]>=MONTH

{P1F6] THEN YEAR [today]-
YEAR [P1F6] ELSE YEAR
[today]-YEAR [PIFG] - 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 Field Format Formula

Date of Birth D99/99/9999

(P1F6)

Age GZ9 ((today - P1F6)/365.25)- .5

In the formula above, the person’s age is calculated, then .5 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 .1, 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 from 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 reports, 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 Formula

Date (PIF1) D99/99/9999

Day A9:N DAY.OF.WEEK [PIFI]
CASES
CASE CV = | 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 Field Format

Date (numeric) D99/99/9999
(PIFI)

Date Al18:N
(alphanumeric)

Formula

MONTH [P]F1] CASES
CASECV =1 OF "January"
ENDOF

CASE CV =2 OF "February"
ENDOQF

CASE CV =3 OF "March"
ENDOF

CASE CV =4 OF "April"
ENDOF

CASECV =5 OF "May"
ENDOF

CASECV =6 OF "June"
ENDOF

CASECV =7 OF "July"
ENDOF

CASE CV =8 OF "August"
ENDOF

CASECV =9 OF
"September”

ENDOF

CASE CV = 10 OF "October"
ENDOF

CASECV =110F
"November”

ENDOF

CASECV=120F
"December"

ENDOF

ENDCASES
APPLY.FORMAT(["GZ9";day
(PIFI)", "
APPLY.FORMAT["N9999";
year[PI1F1]]



Performing a Disjoint Range Check

A disjoint range check requires a user to enter information in a range of non-
sequential data. For example, a Gender field may contain only M (inale) 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 Formula

Gender (PIFI) Uul:M IFPIFI ="M"OR PIF1="F"
THEN PIF1
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. If some other value is found, DataPerfect replaces it
with a " " (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 Time
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 accurate.

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 (P15} T99:99:99::N NOW
End Time (PIF6) T99:99:99:N NOW
Elapsed Time T99:99:99::N PIF6 - PIFS

Now is a function that inserts the current time into the field. When you press
Cieale to create a new record, the now 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. If you want
to enter the starting and ending times manually, you cannot use the now 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 17:00 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 (P/FI) in the formula with the now function,

DataPei fect will place the current time in the ficld in AM/T'M 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 (PIFID)

AM/PM Clock A/:N P1F{ CASES
CASE CV < 3600 OF
CAT.T[APPLY.FORMAT(
"TZ9:99";P1F1 + 43200];
"AM"]IENDOF
CASE CV < 43200 OF
CAT.TIAPPLY FORMAIL|
“TZ9:99";P1FI1];"AM"]
ENDOF
CASE CV < 46800 OF
CAT.T[APPLY.FORMAT[
"TZ9:99",PIF1];"PM"]
ENDOF
CASE CV < 86400 OF
CAT.T[APPLY.FORMAT]|
"TZ9:99";P1F1 -
43200];"PM"] ENDOF
DEFAULT
CAT.T[APPLY.FORMAT{
"TZ9:99";PIF1 -
432001;"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 0:00 (no seconds), AM/PM time is
12:00AM. If the time entered is over 12 hours (43200 seconds), AM/PM time
changes to PM. For example, 13:00 is converted to 1:00PM, 17:00 is converted
to 5:00PM, and so forth.



ZIP Code Formufa

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 Field Format Formula

ZIP Code N99999-9999

(PIF5)

Three Digit G999 CONVERT{"G999";

ZIP Code SUBSTRING[APPLY.FORMAT

("N99999-9999";P1F51;1;31]

This long formula is not difficult to understand if you break it into three nested
pieces. The first piece, APPLY.FORMAT|["N99999-9999";P/F5], 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, SUBSTRING!first piece;1;3], extracts the first three characters
of the string. The first number tells the SUBSTRING function to begin extracting at
the first digit of the ZIP code. The second number indicates that you want to extract
three digits.

The last piece, CONVERT["G999"; second piece], 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 Formula
Year (PIF1I) NGg CONVERT["NO9":SUBSTRING

[APPLY.FORMAT["DYMD
99/99/99";TODAY];1;2;]}

The roday 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 Field Format Farmula

City AlS PIF1 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 10 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 Field Format Formula

First Name (P1F1) A30 APPLY FORMAT ["U1",;
PI1F1] SUBSTRING
|P1F1;2;29)

Important: the length of the string in the SUBSTRING code should be one less than the
field 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 Formula

Code (PIF1) Al0

Dalc D99/99/9999:.:N CONVERT{"D99/99/9999";
CAT.C[SUBSTRING[PIFI;5;2
I

" "SUBSTRING{PIF1;7:2]);
" "SUBSTRING[PIF1;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.

Gustom Rounding
This formula rounds numbers to the amounts you specify.

Customized Rounding

Field Name Field Format Formula

Amount (P1F4) GZ.99 IF PI1F4>=.0 AND
PI1F4 <= .17 THEN .0
ELSE IF P/F4>=.18 AND
PIF4 <= 42 THEN .25
ELSE IF P1F4>=43 AND
PI1F4 <= .67 THEN .50
ELSE IF P/F4>=.68 AND
PI1F4 <= .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,
before 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 year{arg] 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
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Each function is listed below, followed by a description and example(s) of its use.

absfarg]
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[P1F6]
Returns the absolute value of P1F6.

abs[66,000 - P2F4)
Returns the absolute value of 66,000 - P2F4.

It arg is zero (V) or greater, arg remains unchanged. If arg is less than zero (0), the
positive value of arg is returned.

Example:

abs[-53]
Returns 53 as the absolute value.

apply.format[arg1;arg2]

Converts the data specified by arg?2 into an alphanumeric format of the same field
type 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
(""). The data type of arg2 must match that of the format specified in argl. When



used by itself as a complete formula (all of the formula), the field containing the
formula must be alphanumeric. Apply.format always returns a character string.

Example:

apply.format["'D99/99/9999";P1F4]
Returns 04/07/1988 in alphanumeric format. P1F4 represents a date field that
contains the date 04/07/88. The field that contains this formula is alphanumeric.

cat.clarg1;arg2;...;argn]

Concatenates two or more character strings. You can only concatenate
alpbanumeric 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 allowed. Literal string args
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;P3F7]

Concatenates P3F6 and P3F7 separated by six carriage returns

cat.c{"THIS IS"";"A TEST"]
Returns THIS IS A TEST.

cat.c[P1F1;1;cat.c[P1F2;1;P1F3]]
Checks P1F1 and P1F2. Then, if the fields are blank, they are truncated, and
the following carriage returns are suppressed. P1F3 is printed.

cat.t[arg1;arg2;...;argn)

Concatenates two or more character strings. Arg must be a text string,
alphanumeric field, or text field. 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 suppresses any carriage return(s) which follow the arg. A maximum of
ten carriage returns is allowed. Literal string args may also be used.

This function also truncates any trailing blanks from the fields selected as args
before concatenating them.

Examples:

cat.t{P1F4;3;P1F5]
Concatenates P1F4 and P1F5 separated by three carriage returns.

cat.t[P1F11;", "P1F12]
Concatenates P1F11 and P1F12 separated by a comma (,) and a space. All
other trailing blanks are truncated.
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contains[arg1:arg2]
Searches the field specified in arg 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[P1F3;"*development*"']

If used in a report formula, returns any records where the word development is
found in P1F3.

contains[P1F8;" #$ #+#"]
The # searches for many characters; $ searches for one character. Returns a
true value where an asterisk is found in P1F8.

convert[arg1;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 arg?2 into data according to
the field format specified in arg/. 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.

Examplc:

convert["'G$ZZZ,7279.99";P2F3]

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[arg1;arg2;arg3]

Returns the date in Julian date format. Argl = day, arg2 = month, arg3 = 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
P1F1 ="01/01/92" does not work properly if P1F1 is a date field. An accurate
formula would be P1F1 — date[1;1;1992].

This function can be used only in a numeric field.



Examples:

date[4;7;1992]
Returns the Julian value for July 4, 1992 (33,731).

date[day[P1F2];smonth[P1F2];year[P1F2]]
Returns the Julian date for P1F2.

dayfarg]
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:

day[today]
Returns the day of the month (today). If today were December 5, 1992, the
value would be 5.

day[P1F3]
Returns the day of the month for the date in P1F3.

day[RV1]
Returns the day of the month for the date in RV1,

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 vailue 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[P1F4]
Returns the day of the week for the date in P1F4,

explarg]
Raises e (the transcendental constant equal to 2.7182818...) to a given power.

Example:

exp[P1F1]
If PIF1=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. If today were September 5, 1992 (Julian date 33,791), the value 33,787
(September 1, 1992) would be returned.

first.day[P2F4]
Returns the Julian value for the first day of the month and year for the date in
P2F4.

first.nday[arg1;arg2]

Returns the date of the first Monday through Sunday of the month and year
specified. Arg/ 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[1;today]

Returns the day of the month for the first occurrence of a Monday (1) of the
current month of the current year. If today were September 8, 1992 (Tuesday),
the value 33,342 (Monday, September 7, 1992) would be returned.

first.nday[4;P2F4]
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 j=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[P1F1;P1F2;P1F3;P1F4;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 value for the last day of the current month of the current
year. If 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[arg1;arg2]

Returns 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[1;today]

Returns the day of the month for the last occurrence of a Monday (1) in the
current menth of the current year. If today were September 8, 1992 (Tuesday),
the value 33,450 (Monday, September 28, 1992) would be returned.

last.nday[4;P2F4 )
Returns the day of the month for the last occurrence of a Thursday (4) in the
month and year for the date in P2F4.

lengthftext]
Counits the number of characters in a field (up to 78) and returns a numeric value.

max[arg1;arg2;...;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
is Dot case sensitive.

Examples:

max[15-13;4;16*+2-9]
Returns 23.

max[P1F3:;P1F13;25]
Returns the highest value found in the args.

max["KEVIN";"BOB";"ZELDA";"ALAN"]
Returns ZELLDA.

Infx}

Returns the natural logarithm of the value of x.

Example:

In[P1F1]
The formula in this example returns the natural logarithm of the value of P1F1.
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minfarg1;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[15-13;4;16*2-9]
Returns 2.
min[P1F3;P1F13;25]
Returns the lowest value found in the args.

min{"KEVIN";"BOB";"ZELDA";"ALAN"]
Returns ALAN.

min["KEVIN";P1F6;"ZELDA";RV1;"JACK"]
Returns the lowest value of the text strings, P1F6, and RV 1.

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:

month[today]
Returns the number of the current month. If today is September 4, 1992, the
value 9 is returned.

month[P2F5]
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.

pmtfi;pv;n;tv;type]

Computes the payment on a loan where 1=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[P1F1;P1F2;P1F4;P1F5;1]
This formula returns the payment of a loan for a specified period.



power (%)
Raises a number to the power (x).

Example:
P1F142

This formula returns the value of P1F1 raised to the second power.

pviipmt;n;tv;type]

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:

pv[P1F1;P1F3;P1F4;P1F5;0]
The formula above returns the present value of an investment.

rate[pv;pmt;n;fv;type]

Computces the interest rate of a loan or investment where pv=futurc valuc,
pmt=payment, n=number of periods, fv=future value, and type must be O for
investments and 1 for loan payments.

Example:

rate[P1F2;P1F3;P1F4;P1F5;1]
This formula returns the interest rate on a loan.

round[arg1;arg2}
Rounds the number specified in arg! to the nearest control value specified in arg2.
Arg?2 can be any number.

Examples:

round[P1F4;.25]
Rounds the value in P1F4 to the nearest .25.

round[P2F6;1])
Rounds the value in P2F6 to the nearest integer.

sqrifarg]
Comiputes 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[arg1;arg2;arg3]
Finds the nth substring in text that is delimited by characters in the mask. This
function works only for alphanumeric strings.

Argl 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. ArgJ3 is the number of the substring to be returned.
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Examples:

subfield["TOM IS SMART";' ';3]
Returns the value "SMART".

subfield["(801) 555-4567";'( )-';2]
Returns the value " 555".

substring[arg1;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 Harttord.

If you enter a value of | or more for arg2, DataPerfect starts counting at the left of
the string and counts from left to right, as illustrated in the example above If yon
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;type]

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.

Exampie:

term[P1F1;P1F2;P1F3;P1F5;1]
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
concatcuating two alphanumeric ficlds. Arg must be a character string.
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Examples:

truncate| P2¥3)

Assume the field P2F3 has the format of A10. 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 7, the function truncate[P2F3]
returns the value “Kevin.”

truncate{P2F5}" "truncate[P2F8]
Written this way, truncate would concatenate P2F5 and P2FS8, truncate all

trailing spaces from P2F5 and P2F8, and insert only one space between the
fields.

year{arg)
Returns a year represented by a number from 1900 to 2078. Arg must be a date

field, the special argument roday, a report variable, or a formula which produces a
valid date.

Examples:

year{today]
Returns the current year. If today is September 26, 1988, the value 1988 is
returned.

year|[P4F9]
Returns the year for the date in P4F9.

year[RV1]
Returns the year for the date in RV1.

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. Apply.format 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 apply.format and converts
it to the format specified in argl of the convert statement.

Example:
convert]"G$Z,ZZZ" " ;apply.format[''N9999";P1F2]]

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
P1F2 and apply the same format, but it would change the value to a character
string. Then the number, now a character string, would be used as arg2 for the
convert 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 (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:

Custom Help—Optional messages you can create to give instructions to users
of a particular database.

* Program Help—Information concerning the feature you are using.

e Template Help—An on-screen representation of the function keys with
template labels.

* 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).

This is a numeric fleld for the customer’s phone number.
Enter only . F and are not

Lﬂﬂlp—rﬂ Exit Help-Ent
i .PER-36

Customer 1D 88661

CUSTOMER INFORMATION

Last Mame Burnett Flrst Jame Middle H.
Address City st 2IP
378 Garden Park Drive Pueblo C0 B1662-8600
4 Phone [SIERNETIGINL) WX Phone (719) S555-8378

Comments

Last Invoice Date

Balance Due 96.60

Paynents | Invaices §

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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Pragram 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.

You are positioned on a panel link to another panel. Press Down Arrow (§) to
go to the other panel and see the related recorde in the destinatlon panel.

Press iPanel (F5) to go to the destination pane) and view all records in that
panel.

L#etg-F3 Exit Help-Enter Continue thic Help-Any other key————————
’—cusmtn.rl:n 30

CUSTOMER INFORMATION

Customer 1D 88981

Last Nanc Burnett First Jane Middle W.
|Address City sr 2Ip
378 Garden Park Drive Pueblo €0 81862

-8866
HM Phone (719) 555-9686 UK Phone (?719) 555-8378

|Comnents
Leat Invoice Date
Balance fue 58.86
Payments § Invoices f§
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.

Metwork DataPerfect 2.3 Sept 21, 1992

Go To Shell ) 6o Yo Pirst Picld
GET HECURND FROM CLIFROARD ALt o) T0 MEXT PIELD
Get Field From Clipboard | F1  (Skift{ ¥z Reverse Search
fr1. CANCEL SEARCH, F2|
Screen Options CEr7 Move
ALT BLOCK
Edit Help | Fa |snirt| ¥ Dial Telephone
£} WELP SELFCT. ¥4
Twperrt Ctel —
MR TIPLE SFYTIRD RVRWE ALY —
Singlc Becord Remove | F5  [Shire| Fe Attributes
CREATE LINKED RECURD ESIT ¥
heport Options Ctrl Def inc Tndex
MEPORT NECURD aLY DEFINE
Repart Expart | F7  |Shirt| m8 Define Field
r? EXIT, LOORP. _re)
— Cte] Put Penel to Mlipbne=d
—_ aLY PUT RECORD TO CLIFBOARD
L’ System Operations | F9 |Skirt| F1e | Put Ficld to Clipboerd
CHERTE SIUE F18)

{ Press F3 for Function & Formula Help |
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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.

Suppart: 880-321-3219; B801-225-5760

Move to Mext Field Tab Cancel F1

Move to Previous Field Shift-Tab Create Record M

Go to Related Records 4 Edit F6

Go to Linked Panel F5 Save Fi10

Beturn From Panel F7 Save & Exit F?
PRINTIMG & REPORTS DEFINE

Select & Print Report Shift-F7 Panel/Memu Alt-FB

Export Panel File Shift-F7 Field Shift-F8

Report Options Ctr1-F? Index Ctrl-F8

Select Fleld F4

Reveal Field Alt-F3 Edit Help Shift-F3
SHELL-CLIPBOARD BLOCK MOUVE

Go to Shell Ctrl1-F1 Block On/Off Alt-F4

Get Field From Clipboard Shift-F1 Move Ctrl-F4

Get Record From Clipboard ALt-F1

Put Fimld ta Clipboand Shif t-F10 SEQRCH

Put Record to Clipboard ALt-F10 Search Fz2

Put Panel to Clipboard Ctrl-F10 Reverae Search Shift-F2

SCREEN OPTIONS Ctrl-F3 SYSTEM OPTIONS Shift-F9

Colors, Auto-Help, Date Time Display Index Recovery, Format Defaults

Alt and Ctrl Key Maps Character Sort Order, Map Uppercasg

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 particular 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).

If 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 (1) to turn on Auto-Help.

Tf you select Auto-Help again. you will turn off Auto-Help.

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

» Screen
* Help
* Help. Custom



Help, Custom

You can creale hielp messages for each of the 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.

—Soue Text - Tab Cancel Text Changes - Esc Help-F3
~CUSTONER . PER-30-

CUSTOMER INFORMAT ION

Customer 1D 868681
Last Mame Burnett First Jame Middie N.

|pddress City ST 2ZIP
I Garden Park Drive Puchlo 00 D100 000
HM Phone (719) 555-9868 UK Phone (719) S55-8379

Comments
Last Inuoice Date

Batance Due Se.00

Payaents | Invoices

1 Type the text of the help message and press Save (F10) when finished.

Repeat this procedure tor each field 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 (;) character.

If 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 subseguent 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 intertering with the top line display. (Be aware that if 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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A\ TEXWITH SEMICOLON

A TEXT EMBEDDED IN LINE

:Note
This 18 a numeric field for the customer’s phone number
iYou

ve Text — Tab Cancel Text Changes - Esc Heip-F— o — |

L —sa
—CUSTOMER . PER-34
CUSTOMER 1NFORMATION

Customer 1D 88681

Last Mame Burnctt First Jawe Middle W.
Address City st zIp
378 Garden Pork Drive Puchlo C0  H1682-8688
HM Phonc (719) 555-9688 WX Phone (719) S55-8378

Commenta

Laat Invoice Date

Balence Due $8.68

Payments [} Invoices [j
appears as:

This 1a a numeric field for the customer’'s phone number.
shou Id

Enter only numbers. Parentheses and hyphens are not necessary.

thp-ra Exit Help-Ent

< .PER-38

CUSTOMER INFORMATIDN
Customer 1D 86881

Lant Mame Burnett Firat Jane Hiddle N
Address City st zIp
378 Garden Park Drive Pueblo CD_81862-06688
HN Phone WK Phone (719) 555-8378

Comnents

Luel Inwwive Datc

Balance Due $8.80

Paymente fii Invoices §

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
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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.

If 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.



After a message has scrolled to the end, press any key to return to the field. Fress
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 (databasename.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
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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. If 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 ways.
Consider the panel below:

BROVSING RECORD Exit-F7 Create-F3 Edit-Fb& Lookup-1 Help-F3

|

(—CUSTOMER . PER-2Z9-

CUSTOMER INFORMATION

Cuctonar ID

00001

Last Name CONISEY First Jome Middle M.
Address city ST 2ZIP

378 Gardew Park Drive Puebla C0 B1662-6068

HH Phone (?19) 555-9860 WK Phone (713) 5558376

Cosments
Last Inuoice Date

Balance Due $a.00

Payments # Involces §

This is a Customer Information panel that conuains basic information about cach
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:

Index 1 Index 2 Index 3
Last Name ZIP Code Customer ID
First Name Last Name

Middle 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. If 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.

If you sort records using Index 2, and two customers have the same ZIP Code,
DataPerfect then sorts on the Last Name field, and so on.

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.

Unigue Indexes

The fields you select are concatenated to form a key (the list of fields selected as the
index) which is placed in the index. All selected fields comprise a key field list.
DataPerfect checks the key each time a record is saved to make sure the record is
unique.

That is why every index must make a unique key. If you chose only one field from
a panel 10 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, DaraPerfect 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 that 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 Formar 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

Specifications
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The following list provides information about index space allocation in a file.
* The maximum size of an index (.IND) file is 2 billion bytes.
» The maximum number of index entrics per data file is 16 million.

» 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.

» 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 S 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-F8). Four index
options are available.

Define Ind
1 - Create Index
2 - Edit Index Field List
3 - CreatesEdit Exception List
4 — Delete Index
0 - Exit

election: @

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 (1).

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
desired ficld.

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. 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 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 (1) 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.

INDEX OPTIONS 151



If you create an index in a panel that already contains records, the existing indexes
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 ficld 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 (4) to move through the indexes.
4 Press Select (F4) when the index you want to change is displayed.

5 If nccessary, select Delete List (1) or Delete Last Entry in List (2) to move 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 entire list and start again.

Repeat steps 5 and 6 until you have made all of the desired changes to your index.
7  Press Exit (I'7) to return to the Define Index menu.

If you edit an index in a panel that already contains records, the existing 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
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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 reforenced when sending second notices to customers with outstanding balances

If you created an exception list using this Invoice Date field, you do not have to
Jook 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 tor
customers to whom invoices were sent. This lookup can be performed easily if you
have defined two indexes.



The first 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 the 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. If 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 report to reset all Invoice Date fields to
zervu (0) and start a new invoicing cycle.

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 Arruow (T) and Duwn Arrow (3) to move thiough the available
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,

1 Follow steps 1 through 3 above.

2 Select Delete List (1).

3 Press Exit (F7) to save the deletion and exit the Define Index menu.

Delete Index

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. If 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 (T) and Down Arrow (4) 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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If you delete an index, the remaining indexes are not renumbered. 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 (F1) 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 have been created.

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.

Index y

1 - Create New Indexcs far This Panel
2 - Create New Indexes for All Panela
8 - Exit

lection: B

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 pancl is being reindexed, a message appcars on the screen which counts
through the records being indexed in the current panel.

If 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.

If 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 define 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 DataPerfect. This scetion provides information about featuies fvund in bouth
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 source panel. The panel to which the link leads is
the destination panel.

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 field. It is represented on the screen by a diamond (#) at the left edge of the field
that contains the data link. A panel link is not attached to a ficld. 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
field 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 1f data 1n one panel already exists in another panel.
More information specific to data links is found in Link, Data in Reference.

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
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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.



This way, the Customer ID number included i the Customer Information panel
could be used as a reference by the Invoices panel to locate the invoices for a
particular customer.

BROUCINC RECORD Taie P2

L

—CUSTOMER . PER-36

Croats F9 Bdie FE Luuhuep-t telp-ra

CUSYOMER INFORMATION
Custamer 1D 68866

Last Mame Facer First Wendy Middte Leigh
\Address City ST 2IP
199 West Dublin Auemue Pucblo C0  §1662-9666
HM Phone (719) 555-3859 UK Phone (719) S55-1112|

Comnents

Last Invaice Date

Balance Due $1.839.63

Payments § Inusices |f
BROUSING RECOAD Exit-F? Create—F9  Edit-F&  Lookup-T  Help-F3

’—CLSTDHEII . INU-3-

Invoices

Custoner 1DeBOOO6

Name Wendy Leigh Facer

Inuoice Hunber 68848 Date Invoice Items i

Items Purchased Amount Qty Extended Amount
Blucs 95.00 1 595.90
Lazy River $145.00 2 $290.00
Pario at Night £195 .00 E] £505 .00

Another reason for using links 1s to save disk space. Although data common to
both panels appears in the destination panel, it is stored only in the source panel.

If 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 Total
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 (scc
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
Information panel and the Tuvoices panel so the 1eport could extract the needed
information from both panels.

Relationships
Between Links
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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 panel 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. If the
necessary information does not fit in the panel, another panel needs to be created 1o
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
many 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 Ttems 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.

Many-to-Many

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 student enrolled in each
class), and a Classes panel (each class listed only once). The Students panel and
the Enroliment panel form a one-to-many relationship (one student enrolled in
many 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



a Customer Information panel and an Invoices pancl. All invoicces 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.

* 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.

¢ 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.

* 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:

* Which field do you want the cursor to land on when moving through the link?
This will be known as the target field.

+ 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 panel and target field (detailed
information about these processes is found in Link, Data and Link, Panel in
Reference). 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.

To determine 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 panel 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 panel and appear in the destination panel.

Important: Avoid using fields in the link field list which contain initial values that initialize
fields in the other panel.

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 ficlds
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. If the destination panel does not have
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Using Links
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an index that fits 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, First Name field, Phane 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 first ficld 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 there arc no more fields in the link field list.

If 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.

LINK

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 19 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 destination 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 | or Down
Panel (FS) If you are not 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 Panel
Options in Reference). If you are on a link when you press one of these keys,
Down Arrow will let you laok at related records in the destination panel, and
{Panel will start a new record in the destination panel.

Lookup Versus Up Arrow

When you are in Create or Edit mode, pressing Lookup (F8) 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 attached to the list. The cxample 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 ::1 (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 Reference before
beginning this section.
Data Link A data link (referred to in some previous DataPerfect versions as a doorway)
Characteristics associates related information from two panels in a database. and must be attached

10 a field. It is represented on the screen by a diamond (#) at the left edge of the
field that contains the data link.

A darta 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 Daia 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
uce of data links in 2 many-to-one relationship.

USTOMER . INU-5

Invoices
Customer [De8HEBG
Name Wendy Leigh Facer
Invoice Number 88847 Date 811298 Invoice [tcms |

Items Purchased Amount Qty Extended Amount
Hivays 5. w8 1 75 . By
Black Forest Su $195.80 1 $195.88
Little Flower & $245 .86 1 524588
Sub-Total 535 .00
Tax §33.44
Tntal SShA a4
—CUSTOMER . PUR-10-
Items Purchased
Invoice Number «88047
Item Amount QTY Ext. Amount
| sRIuvays §55.00 1 $95.80

Defining a Data Link
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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:

* Select the field which contains the data link.
*» Select the destination panel.

» Select the target field.

¢ Select an index.

* Define a link field list.

« 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).



Select the Destination 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

DataPerfect uscs two ficld 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 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 (1) 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 list should contain the ficld or fields from 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
understand 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: The field must be identical to the first field in the index you selected.
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2 Press Select (F1) 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.

Define Data Link for

Field Menu
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Once you save the link field list, the Define Data Link for Field menu appears on
the screen.

fine Data Link foc Field

Link to Panel 2 Fieldd [ndexZ Field List to Bulld Key:1l
1 - Edit Target FieldsTarget Index Field List
2 — Remove Data Link S - Prompt-Create
3 - Auto-Create 6 - Check During Data Entry On Off
4 - Mo—Create 0 - Exit

Prompt For creating related record if not found.

Selection: @

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 {Panel (F5).

A message appears above the data link options which gives the definition of the
data link you just defined. This information will be different for each data link.

Link to Pancl:2 indicates that the destination panel is the second panel in the panel
list.

Field3 indicates that the target field is the third field in the destination panel.
Index2 indicates that the index is the second index for the destination panel.
Field List to Build Key: 1 indicates that the link field list contains the first field 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 LPancl (I°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 (1) and Down Arrow (!) 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 for Field menu.

Remove Data Link

This option lets you remove an unwanted data 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 sct a data link to No-Create,

1 Be sure the Define Data Link for Field menu is on your screén.

2 Select No-Create (4).

No-Create acts as a toggle. If No-Create is on, a message appears in the lower part

of the instruction 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:

alue Mot Fi d
The field value entered is not found in the other panel.

Do you want to
1 - Create a New Record in the Other Penel
2 - Lookup a Record in the Other Pancl
@ - Reenter the Ualue for this Field
iection: @

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 field.

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).



Prompt-Create acts as a toggle. If Prompt-Create is on, a message appears in the
lower part of the instruction box: “Prompt for creating related record if not found.”

Data Checking (On/0ff)

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.”

If 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 1s 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 indicator to a field that contains 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

Infermation at a Data

Link

When you come to a data link while creating a record, you have three options:
* Press Enter to leave the field blank.

* Press Up Arrow (T) to perform a lookup, locate the desired value, then press
Enter to enter the value in the field.

» 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 (1) to access related
records in the destination panel.

If the value entered in the source panel is already in the destination panel, the
cursor moves to the next field in the source panel. If the value is not in the
destination panel, and depending on which data checking option you selected, one
of the following occurs:

* If 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.

* [f the data link contains the No-Create option, you are not allowed to create a
new record, but are prompted to perfarm a lookup and select an existing record.

« If 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.

If 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 section

Panel Link

Characteristics
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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 (E). 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 window to display information from a
destination panel without leaving the source panel (see Define Window for Related
Records below for detailed information).



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.

0

Martha Last: Myers SS5#: 433-71-0303
245 Sandy Lane

City: Seattle ET: WA Zip: 98105 Fhcne: (555) 555-2190

1

Mcther's SS#: 433-71-0303
Chilé's Hamne: Sheryl

Yother's children

CHEILDRZN.DAT-13

’(Mc:her'g SS#: 433-71-0303

Chiid's Fame: Louise
—!Tlother‘ s S3#: 433-71-0303
Child's Neme: Michael

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 Reference). To completely
define a panel link, you should perform the following steps:

» Label the panel link.
» Select the destination panel.
» Select the target field.

¢ Select an index.
¢ 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 (Alt-F8) 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 the Space Bar (v position the cursor where you want to place the panel
link.

6 Press {Panel (F5).

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
betore you actually define the link.

Scleot the Destination Pancl
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 (<) to position the cursor on the panel link character (§).
8 Press {Panel (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 /ndex 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 () 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 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. Bc surc 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: This field must be identical to the first field 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 record belongs 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 (F10) 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
Menu

The options on the Define Panel Link menu let you edit the panel link’s definition,
and let you create. edit. or delete a window.

Def ine Pancl Li
Link to Pamel:2 Ficld4 Indexi Field List to Build Key:1
1 - Edit Target Ficld-Target Index/Fleld List
2 - Define Window for Related Records
3 - Create/Edit Uindow Field List
4 - Delete Window 5 - Display/Hide Link
Vindow DFE
Selection: @

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 (Alt-F8), you can access this menu by positioning the
cursor on the panel link, then pressing Panel (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 is 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 (1) and Down Arrow (1) to locate the desired index, then press
Sclect.

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 (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 Panel 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.

BROUSING RECORD Exit-F? Create-F9 Edit-Fb Lookup-T Help-F3

Invaices
Customer [0¢88886
Name Weady Leigh Facer
Invoice Mumber 88848 Date 87/31/89 Inwice Items [

Itens Purchased Anount Qty Extended Amount
Blues $95.08 1 $95.08
River $145.08 2 $290 .00
Paris at Night $195.08 23 §585.60
Bubtotal g970.00
ax $68.63
Tatal $1.838.63

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 information from another pancl—the Iiems
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.

Define Window for 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 Alt-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
determines how many fields you can view trom each record, and the length ot 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.

Records will always be sorted in ascending order (A 10 Z), regardless of the Display Related
Records from Bottom/Top setting.

If 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 Bottom/Top 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 trn on the border. Select
Border On/Off again to return the option to the default setting.

5 If desired, select Display Related Records from Rattom/Top and/ar Rorder
On/Off.
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6 Press Save (1¥10) or Exit (F7/) to save the window.

Press Cancel (F1) 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 window field list does not need to use common fields from an index. You can select any
fields you want. Those fields which do not fit 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.

or

If you are editing a previously created window field list, position the cursor on
the appropriate panel link, press Define Field (Shift-F8), then select
Create/Edit Window Field List (3). It the Define Panel menu is on the screen
(Alt-F8), position the cursor on the appropriate panel link, then press |Panel
(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 Does 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 for the common
fields between panels? Does the link field list consist only of fields found in the
index?

Second, 1t the link 1s defined properly, yet the window does not display
information, you should regenerate the indexes in the panel in case any corruption
has occurred. See Index Recovery in Reference.



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-F8).

2 Position the cursor where you want to insert panel text for a window.
3 Tvpe 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. If 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. If data exists, export it in WordPerfect
Merge format to make a copy of the data, then press Multiple Remove (Alt-
FS5) to delete data from the panel (see Data Export in Reference).

3 Press Define Panel (Alt-FR) to access the 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 Creat . .
e cate If the cursor is not currently on a panel link, press Tab, Enter, or |Panel to move to

a Record the panel link.
To create a record in the destination panel,
1 Press JPanel (F3) 1o 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 last record in the destination pancl, press Exit
(F7) to return to the source panel.
Move Through a You can move through a panel link to edit a record in the destination panel.
::::I“:.mk to Edit a If the cursor is not on a panel link, press Tab, Enter, or JPanel to move to the panel

link.

To edit a record in the destination panel,

1 Prcss Down Arrow (1) w enter the destination panel.
Edit the appropriate record.

Press Exit (F7).

When prompted, type y to save your changes.

a1 AW N

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,

1 Press Save (F10) to save the changes.
2 Press Lookup (F8) to access the lookup list.

3 Use Up Arrow (1) or Down Arrow (1) to locate the next record you want to
edit in the Tookup 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.

~ o 1 A

Press Exit (F7) to return to the source pancl.



Lookup

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.

I;Einn .E-

Celdiera allen LB 868062
H

Cameron Marshall - 8883
Corrales, Jr. Joseph 080826
Criadle Hovard Jay [
< _PER-36

CUSTOMER INFDRMATION
Custower 1D 68681
Laat Name Burmett First Jane Middle W.
|padreea City ST 2P

378 Garden Park Driuve Pueblo C0 81Pa2-66808
HA Fhone (719) 555-9668 VK FPhane (719) S55-8379)

Comnents
Laat Invoics Datc

Balance Bue $9.68
Paynents § Invwoices 1

Do not confuse this lookup list with a lookup field 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 (1)/Down Arrow (1)
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 scarches the first ficld in the lookup’s indcx.
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 field 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).

If 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. If 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 (F1).

If 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
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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
destination panel. After locating the desired record from the destination 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.



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 loukup ficld list determincs the order in which the ficlds appcar horizontally
across the lookup list (see Field List, Define 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. 1f you define
the lookup field list to include the four fields in the same order as they are listed
abave, the lookup list will lnok like the example below.

Burne 0001 -
80882

88003
86026
Jay 86004
—CUSTOMER . PER—29
CUSTOMER INFORMATIDN
Customer ID 88881
Last Marme Bursett First Janc Hiddle W.
fAddress City 8T ZIP

378 Garden Park Drive Pueblo CD  B1962-6668
HM Phone (719) 5559888 WK Phone (719) 5558370

Comnments
Last Inwoice Date

Balance Due $8.80

Payments i Invoices §
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However, another possible order would be 1o 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.

»—Iellmnﬁ— ;
Allen R. Caldiero
Cameron

68682
Marshall H. 90803
Joseph Corrales, Jr. 60026
Howard Jay Criddle 08804
—CUSTOMER . PER-29-

CUSTOMER 1NFORMATION
Customer ID 88881
Last Mame Burnett First Jame Middie N.
City St 2IP

{pddress
I/¥ Gardara rark Drive rucklo U B1686Z-0008
HM Phone (719) 5559868 WK Phonc (719) S55-@378

Comments
Last Inwoice Date

Ralance e S0 .00

Pagneots § Inwoices §

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. If 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. If no such index is found, a lookup list with
two ficlds—thc ficld wherc your cursor is and the first ficld of the last index

used—will be displayed.

Defining a Lookup To define a lookup field list, you must have previously defined a panel, defined the
Field List 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 (Shift-F8).

Select Lookup Field List (1).

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 ficld to indicate the ficld’s position

in the lookup field list.

——Deline Lookup Field List

Move the cursor to the next fleld you want added to the field
liat, then Preas Select (F4).

—or

T4 Belete Liat R o_ Pl
2 - Delete Last Entry in Liest

—CUSTOMER . PER-29-

CUSTOMER INFORMATION
Customer ID
Lant Hane Firat I H:id1-

ST 2ZIP

Address Ci
— . N—

Commenta
Last Inwoice Date
Balance Duc | eeeeeaeeem—

Paymcnits Invoices

l

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. If you select the first index, the records are
sorted by last name, because that is the first field in Index 1.

Caldiero Allen R. 60062
Cameron Marshall H. 880063
Corrales, Jr. Joseph 80626
Criddle Howard Jay 88064
< .PER-38-

CUSTOMER [NFORMATION
Customer ID 88881
Last Name Bureett Firat Jame Hiddle M.
fAddress Citu ST ZIP
378 Garden Park Drive Puel CO  B18az-

blo —-8668
HM Phone (719) S55-9888 WK Fhone (719) 555-8378

Comments
Last Invoice Date

Dalamw Duw 90.00

Pagments Involces [

If you select the second index, the records are sorted by Customer ID, because that
is the first field in Index 2.

—-Begimni

86862 Allen R. Caldiero
80683 Marshall H. Cameron
00684 Howard Jay Criddle
06985 Hally Diane Dunn

—CUSTOMER . PE]

CUSTOMER 1NFORMATION

Customer ID 886881

Last Name Burnett First Jane niddle N.

Address City 9T e

378 Gardea Park Urive Pueblo CD B81062-8668

HM Phone (719) S55-9868 WK Phone (719) 5558378

Comments
Last Invoice Date

Balance Due $8.060

Paygments Iovaices §

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, DataPerfect returns 1o the Field Options 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.

tions for Alphanumeric and Text Fleld:

1 - Lookup Field List 6 — Validation Time (Edit-Save)
2 - Initial Formula 7 - Define Search Field List
2 — fwilial Valuc
4 - Initialize at CreatesSavefiny Change
5 - Range Check 8 - Exit
Selection: @

Field 2 of pancl 1 Field Format: A28

Record Lookup Index and Ficld List: 1 - 2341

In the illustration above, the number 1 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 (Alt-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 To edit a lookup field list,
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 ({) to find the index you want 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 (1).

3 Press Cancel (F1) twice to delete the lookup field list and return to the Field
Options menu.

or

Select Delete Field List (1), then press Exit (F7) to return to the Field Options
menu.
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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 you have created a menu, a user enters a number to access a 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 before you attempt o cireate @ menu for 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 MENUTEM
A MENU SELECTION NUMBER
A PROMPTFIELD

CLIENT1 Database Nemu

\ Access Customer Infarmatlion Pancl

fAccess Pancl List 2
Access Report List 3
I ©

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, Define. 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.

/A DEFINE MENU OPTIONS
£ine W
A ASSIGNED MENU Optione 1-7 Create Mew Menu Entries. 6 - Su
SELECTION NUMBER 1 - Go to Panel (Definer Neyword) 7 - Launch Shell Macro
2 - 6o to Panel (User Selectn Record) 8 — Edit an Existing E
3 - Run Report 9 - Delete an Exlsting Entry
A UNASSIGNED MENU 4 - Go to Panel List A - Create/Edit Kemu Text
SELECTION NUMBER S - Go to Repart List B - Mo the Menu Prompt
Selection: ©
A1 P1 s 52 9 R
82 PAMELS: 19 3 53 78 87
63 REPORTS: 28 3? 54 st ;]
[:1] 21 38 55 72z 89
85 22 -] 56 73 98
86 23 1.0 57 ?4 91
87 24 11 sa I 2
88 s 4z 59 % 9
89 2b 43 b8 Kad 91
18 27 14 b1 78 %
11 28 15 62 79 9%
12 29 46 63 88 97
13 £ 17 64 81 98
14 31 18 65 8z 99
15 3z 13 66 &
16 1 50 &7 81
17 31 51 68 as
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In this example, a definer assigned menu item 1 to the Customer Information panel.
A user gdins access 1o the panel by entering the number 1 in the menu prompt field
in the text screen.

L CLIENT1 Batahasr Frvm I

feceas Costomey Information Pasel 1
Acceas Pancl List 2
Access Report List 3
-]
Fine
Options 1-7 Create New Menu Entrics. 6 — Submemu |
1 - & to Panel (Definer Keyword) 7 - Launch Shell Macro ‘
2 - B0 to Panc] (User Selects Record) 8 - Edit an Existing Entry i
3 Nun Popn b 3 - Delcuc an Exlsting Eniry !
4 - Bo to Panel List A - CreatesEdit Menu Text
5 - Go to Repart List B - Move the Menu Prowpt
1 lon®
atL P1 14 kY 52 69 a6
82 PANELS 19 36 53 70 a7
83 REPORTS 28 krd 54 71 an
o 21 38 55 72 a’
85 z 9 56 73 %
86 23 49 57 4 91
a7 24 a1 568 75 92 N
o8 25 2 59 76 993 H
ks 26 43 [0 7 94 H
10 z7 44 61 78 95 |
11 28 a5 62 9 % .
u 2 5 S 2 » |
13 30 47 64 B1 98 |
14 N 48 &5 L-r4 k] i
15 a3z 49 66 a3 |
16 23 50 &7 [-1] i
1?7 3 51 68 Bs 1
.
|
Planning the Menu If 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 usc 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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You may envision a menn thar resembles the one shown below.

CLIENMT1 Database Meru

fAccess Panel List

fccess Beport List

Access Customer Inforwmation Panel 1

2
3

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 (1) under Menu, Define in Reference.

Option
Go to Panel (1)

Go to Panel (User
Selects Record) (2)

Run Report (3)

Go To Panel List (4)
Go To Report List (5)
Submenu (6)

Launch Shell Macro (7)

Explanation

Lets users access a specific panel. If desired, the
definer can enter a key word to choose which
sorted records the user can access through this
option.

Lets users access a specific panel. User must
enter a key word to view sorted records which
match the key word.

Runs a specific report.

Lets users access the Panel List.
Lets users access the Report List.
Creates a submenu.

Launches an existing Shell macro.

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
Menu, Define in Reference.

For information on how to assign actions to menu items, see Menu, Define in
Reference.

Menu, Define

‘The 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
oplions.

1 If 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:
Defining a Menu in the DataPerfect Workbook.

3 Access the database panel list.
4 Press Define Panel/Menu (Ali-F8) to enter menu define mode.

Once a menu is in place, you will not have direct access to the panel list. You can modify an
existing menu hy pressing Define Panel/Menu (Alt-F&) from the menu
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MEMNU. DEFINE

The Define Menu options arc displayed. Options 1-7 let you create new menu
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.

Cptions 1-7 Create Nev Memu Entries. 6 - Submenu

L1 - GO IO ranci (el 1TEr Keywora ) T - Launcn aneil nacro

2 — Go to Panel (User Selects Record) B - Edit an Existing Entry

3 — Pun Report 9 - Delete an Existing Entry

4 - Go to Panel List A - Create/Edit Menu Text

S - Go ta Report List B - Hove the Menu Prompt
lection: B

18 s 52 b9 86
8z 13 36 53 ™ a7
83 28 37 St 71 a8
84 21 38 55 72 a3
8s 22 39 56 3 90
- 23 40 57 74 91
a7 24 41 58 s 92
o0 25 42 59 ) 2
89 26 43 [ n 94
10 zz 1“4 b1 78 B
11 28 a5 (4 s 9%
12 29 16 63 . 97
13 38 7’ 64 a1 98
14 3 8 418 65 e 9
15 3z 19 66 a3
16 33 58 67 a4
17 34 51 68 as

If 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 finiched creating the menu text, press 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. If 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

If 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 1-7 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 s
For example, if you want to define a menu selection that lets the user access

specific panel, follow the steps in Go To Panel (1) later in this section. If yol
to define a menu selection that lets the user access the report list, see Report

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.

This 1s a samplc menu Torm. You may delete it entirely. change its form,
or press the Ins key (For replace wnde) and 111 it in.

MEMU

SELECTION. ©

A skeleton sample screen is available to help your menu creation. If you pl:
type items in the sample screen box or any box you create, use typeover mo.
instead of insert to avoid moving the right side of the box.

If you want to delete the sample screen in order to create a screen of your oy
design, first move the cursor to the top left corner of the screen by pressing
Home,Home,Up Arrow. Then press Block (Alt-F4), move the cursor to the
the text by pressing Home,Home,Down Arrow, and then press Backspace to
the blocked text,

If you are using a color monitor, menu colors are determined by the colors
have chosen for your database in Screen Options. For information on chang
database colors, see Menus and Reports under Color in Reference.

3 Type an item number followed by an item name for each menu selectior
want.
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4 Add any other 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.

1. Access Customer Inforaatiom
2. Access Panel List

3. Access Report List

SELECTION: 6

HALUA INTERMATIDNAL
Employee Information Database

UIEW INFORMATION EXPOBT INPURMATION

(11 Employee List LPr1 LPT2 C:\
£2] Dopurtmnt Lisl _——
[3]1 Int’1 Employee List Bepartment List ..... 1113 211 [31)
[4) Country List Enployee List ....... 1121 (221 {321

oyee List
Int’] Ewployee Liet . [13] [23] [33]

5 Press Exit (F7) when you have finished entering text.

If you have not made any change to the screen, you are returned to the Define
Menu options.
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If you have made any changes w the screen, the prompt field appears. The pre
field is the field in the text screen where the user enters a selection. Dependin;
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
the arrow keys, then press Enter to save the location and return to the Def
Menu screen.

Move the Menu Prompt

The prompt field is the field on the text screen where the user types a menu ite
number to make a menu selection. By default, the prompt field on the menu t
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 choo
this option to change the prompt field location. You can also change the prom
field location by making changes to menu text (A) and then pressing Exit (F7)

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 Press Enter to save the prompt field location and return to the Define Me:
screen.

Go To Panel (1)

This option fets you create a menu item that lets users access a panel that you
specify.

If you want, you can sort the panel records with a key word. Then when user:
choose this item, they will see only records that you have specified for this ite
with the key word. The key word is specified by you, the menu definer. User
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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A PANEL NUMBER AND NAME
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Your panel number and name may vary from those shown.

to Pe 1 (Def iner Keyword
Panel : El Customer Information
1 - Parel Rlghta: ReadArite
Yes

2 - fccess Report List?

3 - Restrict Modif lcation to First Level Mo

4 - Edit Password

S - Edit Key Word 6. Choose [ndex [}
3# 1ecTIon:

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.



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 fi

field the field that wili contain the key word.

7 Choose Index (6), use the up and down arrow keys to access the desired il
then press Select (F4).

8 Press Exit (F7) 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 i

you specify while defining the menu item. The sorted records are then displa;
according to user response to a key word prompt.

For example, suppose an assistant to two attorneys enters records for both atte
in one panel. The assistant might want to view the record tfor a specific client
works with only one of the attorneys. The assistant could do a lookup on onl;
records for one attorney or the other by first selecting a menu item (access to
panel, for example) and then entering the keyword associated with the selecte
attorney.

For security purposes, the keyword search will find only those records with a
exact match. The key word search is not case-sensitive and can contain as m:
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 Ents
4

Place the cursor on the desired panel and press Enter.
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Your panel musmber and name may vary from those shown.

1 -
2 -
3 -
q -
5 -

Panel :

Selection: 6

to Panel (User Selects Record)

1 Customer Information
Fanel Accesa Rights:

fAccess Report List? ¥es
Restrict Modification to First Leeel
Edit Password

Choose Index e

Read/¥rite

5 Set the toggle for each of options 1-5. Refer to the table below for available
settings.

#

5

Option

Panel Access Rights

Access Report
List

Restrict Modification
to First Level

Edit Password

Choose Index

Settings

Read/Write

No Delete

Create OK - No Edit/Delete
Read Only

Yes (user can access reports)
No (user can’t access reports)

Yes (user can modify records in the original
and any linked panels)

No (user can modify records in the original
panel, but cannot modify any records
reached through a link)

No options. See step 6 below.

No options. See step 7 below.

6 If you want to add a password to restrict access to the panel, choose Edit
Password (4), 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 |

Select (F4).

9 Press Exit (F7) to return to the Define Menu options.

Run Report (3)

This option lets you create a menu item that lets the user run a specific repor
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 Ent
The report list is displayed.

4  Place the cursor on the desired report, then press Enter to select the repc
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 -
then returns the cursor to the lookup list so you can select multiple records f
report quickly.

5 If you want to select Single Record Report From Lookup mode, choose

6 If you want to add a password to this report, choose B, then type a passv
eight characters or fewer, and then press Enter.

7 Press Exit to return to the Define Menu options.

Go To Panel List (4)

‘T'his option lets you create a menu item that lets users access the panel list.
may want to use a password to restrict some users from accessing the panel

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
or

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.
may want to use a password to restrict some users from accessing the report

1  Start at the Define Menu screen.
2 Select Go To Report List (5).

3 Type the appropriate menu selection number and press Enter.
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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 submenus to the main menu.
The example below illustrates a possible use for submenus.
LILN, - 1]
Fat’s Memm 1
¥elly’'s Memu 2
Chris’e Mesu 3
e
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 Enter (o return to 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.
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Shell macros let you automate DataPertect tasks. For 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.



For information on defining a Shell macro, see Macros under Shell Features

DataPerfect Reference.

Make sure you know the location of the Shell macro you want this item to
Make sure you are in the Define Menu screen.

Choose Launch Shell Macro (7).

Type the appropriate menu selection number and press Enter.

Choose Edit Macro Name (1).

Enter the macro path and name (for example, c:\dp23\macros\exp&imp.

[-- TN T - B B N

If you want a password on this item, choose Edit Password (2), type a p
of eight characters or fewer, and then press Enter.

9 Press Exit (F7) to return to the Define Menu options.

Edit an Existing Entry (8)

This option lets you make changes to an existing menu selection.

You can use this option to change settings like passwords, key words, and s
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
appropriate heading above. For example, if the item you selected lets users
the panel list, see Panel List (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 c
the deletion.

3 For a Submenu or Run Report option only, type y to confirm the deletio
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 To remove a menu and submenus from a database, you can comment out menu
by Editing the .STE codes in the database’s .STE file and then import the commented .STE back into

the database. DataPerfect will delete the commented sections.

Important+ Fditing the STE in a text editor can damage the structure of 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 to fix a structure file 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 DataPerfect
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 DataPerfect Reference.

3 Retrieve the .STE file into WordPerfect Editor, or any text editor that lets you
save files in DOS format.

Word processors are less convenient for editing the .STE because wrapping can affect the
code. If vou use a word processor (WordPerfect, for example) to edit the .STE, make sure
that the code remains unchanged by retrieving the STE file as a DOS text file into a
landscape 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 import 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.
8 Use DPIMP to import the .STE file.
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For information on how to run DPIMP, see Appendix B: Description Langua
(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 recr
that database's text (.TXX) and index (.IND) files.

10 Select the options that will recreate the text and index files for your datal

Removing the Menu
by Deleting Menu Text

You can remave a menn fram a datahase by deleting everything in the menu
screen. However, the menu cannot be restored to the database unless you re
it.

Submenus are not deleted when you delete the text of the main menu, but ar
accessible unless the database has a main menu. If you have deleted the ma;
and have left residual submenus, you can access them again by creating a ne
menu for the database. If the .STE is exported and imported while the datak
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 Pancl/Menu (Alt F8) to enter menu define mode,

If the database has a password on it, you will have to enter the password to :
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).

Press Home,Home,Down Arrow to move the cursor to the end of the te
Press Backspace, then press y to confirm the deletion.

Press Exit three times to exit the text screen and datahase

~N o oo A

Re-enter the database to make sure the menu is removed.

Menu Security

A DataPerfect menu lets you conirol user access to a database. Database se
requires some planning. Without planning, you may defeat your own attem;
secure data.

For example, you might put a password on a certain panel. However, if you
another option that allows panel list access and neglect to put a password on
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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 Password in
Reference.

You can sccure a pancl, 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 (1) in Menu, Define in
Reference for more information.

Move
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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 1o 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).



Panel

A\ PANEL

A panel is the viewing area (for example, box, window, form) on your monito
where records are individually displayed.

BROMSING RECORD Exit-F? Create-F9  Edit-F6  Lookup-T  Help-F3

—CUSTOMER . PER-38-

CUSTOMER INFORMATIONM
Pcustoner b o081

Last hanc (ISTIXSMSSNESNNENG Firot Janc Miadle W
Addreas City 8T zIP
378 Garden Pork Brive Pueblo

0 51062-6088
HM Phone (719) 555~9808 WX Phone (7191 555-6378

|commenta
last Inwoice Date

Balance Due $0.00

Payments Invoices [§

After defining the database, you need to define each panel for the database. D
how large the panel should be, what information you want to display, and how
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:

¢ Panel, Define
¢ Panel, Delete
* Panel, Design
e Panel, Edit

¢ Panel, Select

¢ Panel Options
¢ Panel Modes

* Panel Text

Panel, Define

Once you have finished designing a panel on paper, you are ready to define it
DataPerfect (see Panel, Design in Reference).

When you define a panel, you are telling DataPerfect how and where you war
data in 4 file 0 appear on the screen.

PANEL / PANEL. DEFIM
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PAMEL, DEFINE

If you are adding a panel to a previously defined database, follow 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 a new panel in the same
database (see Block and Copy in Reference).

1 Be sure your cursor is in the panel list. A sample panel list is shown below.

A list of panels is displayed. Use 1 and i to highlight the
desired panel, then prese Enter. To definc a new panel,
press Define Panel (Alt-FB) or insert (Ins).

~-Beginning--
Cusiaoner Information
Invoices

Items Purchased
Items in Stock
Payments

~-End—

2  Press Define Panel (Alt-F8) or Insert.

You are prompted to enter a filename. The data from this panel will be stored
under this filename at DOS.

To maintain consistency between the filenames in a databasc, it is wise 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.



A blank panel is displayed in Define Panel mode.

Def ine Pancl
You can type text in the panel for field labels, or press

CREATE a Field (F3) DEFINE an INDEX (Ctrl-FB)

EDIT Field Format (F6) DEFINE FIELD Options (Shift-FB8)

Define Link far IPANEL (F5) DEFINE PANEL Optiona (ALt-FB)
L — i~ Shift-Arrou keys to Change Panel Size Move Panel — F2
—CUSTOMER . PER-8

The box in the top third of the screen contains instructions to help you define tf
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 enteres
displayed on the top line of the panel, followed by the number of records in thi
panel. Because you are creating a new panel, the number of records is zero.

At this point, you can begin to define the panel according to your design by tyf
the panel text and creating the fields you need.

The panel can be as many as 15 lines long and 78 characters wide (no scrolling
available in a panel). It may contain a maximum of 80 fields. If you need mor
than 80 fields, you roust create a link w another panel (see Links in Reference).

4 Add any panel text you want to include in the panel, then define the desire
fields (see Panel Text and Field. Define in Reference).

When you add a field, a reverse video bar which represents the size of the field
inserted wherever the cursor was positioned. Any other text or fields to the rig
the inserted field are moved further to the right. If the field format and panel te
are too long to fit on the line, an error message appears. You may need to shor
either the panel text or the field format(s), or you may need to enlarge the pane

You can separate sections of a panel with a horizontal line across the entire par
To add a horizontal line, position the cursor at the left margin where you want
add the line. Then type a semicolon (;). When you exit the Define Panel ment
horizontal line appears across the panel.

5 Define at least one index for the panel (see Index in Reference).
6 Press Exit (F7) to return to the panel list.

Important: A panel is not complete until at least one field has been defined.
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Related Information

You can find related information in the following sections of Reference:

* Field List, Define
* Panel, Design

» Panel Options

¢ 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 it (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.
or
Press Remove (Shift-F5).
After you press Delete or Remove, you are prompted to confirm the deletion.
4 Typey to confirm the deletion.

If you do not want to delete the panel, type n at the confirmation 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. If you add a sixth panel, it becomes Panel 5.

Panel, Design

Betore you can define a panel, you must first design it. Begin by deciding 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 nee
(see Block, Move, and Copy in Reference). The arrow keys, Delete, and Backsp
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
size of the panel to make the borders closer to the data, and you can move the p
within the allowable space. You may want to move or size a panel to improve t
appearance of the panel on the screen and to have space for more than one pane
the screen at the same time.

The maximum allowable space for a panel (inside of the border) is 15 lines (ling
through 25 on the monitor) and 80 columns (columns 1 through 80 on the moni
If 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 Pan
and Change Pancl Size. The instructions for changing modes are given at the Ic
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
the numeric keypad. Number Lock should be turned off.

The Shift-arrow keys may not work on some keyboards. [f you encounter this problem, u
the Al key in combination with 1, 2, 3, and 4 (number keys ar the 10p of the keyboard) Ic
move left, right, up, or down respectively.

If the computer beeps while you are changing the panel size, the panel is unable
reduce or expand any further. Your panel may have blank lines or spaces whict
seem available, but the computer still beeps when you attempt to reduce the par
size. In this case, you need to delete any blank lines (carriage returns) or space:
before you can further reduce the panel size.
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Panel, Select

Once you have selected a database from the database list, the panel list is displayed
on the screen.

A list of pancle is displayed. Use T and 1 to highlight the
desired pancl, then press Enter. To define a new panel,
press Define Panel (Al1t-FB) or Insert (Ine).

"lleglnn imff

Invaices
[tems Purchased
Items in Stock
Payments
—~End—

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 [Panel (F5) at a link to enter a linked panel
(cee Link in Reference)

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 are 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.

tabels, or press
labels, or press

CREATE a Field (F9) DEFINE an EMDEX (Ctrl-F8)
EDIT Field Format (F6) DEFIME FIELD Options (Shift-Fa)
Def ine Link for IPANEL (FS) DEFINE PANEL Options (Alt-F8)

L——Use Shift-Arrou keus to Change Panel Size Moue Panel -- FZ

Browse Mode When you first enter a panel in DataPerfect, unless you are defining the panel, y
are placed in Browse mode. Browse mode lets you look through the records in :
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.

BROUS ING RECORD Exit-F7 Create-F9 Edit-F& Lookup-1 Help-F3

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, Create in Referenc
for detailed information about creating a record.
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The following illustration shows the instruction box in Create mode.

CREATING RECORD Save and Exit-F? Save-F1@ Cancel-F1  Help-F3

Edit Mode
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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.

EDITING RECORD Save and Exit-F7 Save-F10 Cancel-F1 Help-F3




Panel Options

Once you have defined a panel, you can change the default settings for the pane
This can be done from the Panei Options menu.

To change a panel option,

1 Be sure your cursor is in 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.

——Panc] Opt ion

1 - Edit Fllename S - Change Edit Order
2 - Changw Calor & — Fdit Panel Hame
3 - Auto-Save (¥ H) 7 - Recompute Field Offsets

4 - Auto-Dispiay Record (YN 8 - Guto—Edit Auto-CreateMens

Browse Change => Auto-Edit
Display each record during Lockup.
lectlon: &

—CUSTOMER . PER—36-

P — N

Customer 1D
Lact Hame First [N Hiodlc IS
ST ZIP

fAddress Ci
I, " E—

Comments

Last Inwoice Date | ]
Balonce e SN

3

Payments | Invoices §|

4 Make the desired change(s).

5 Press Exit (F7) to exit the Panel Options menu.

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 par

If the data file contains data, you are not allowed to change the filename. 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, y¢
screen displays a message. The message tells you that the index shows there ar
records in the file, but the file is not found. Select Rename the File (1), then ent
the new name you assigned to the file when you used the DOS Rename comma

To edit the filename,

1 Be sure the Panel Options menu is displayed on your screen.

PANEL OPTIONS
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2 Seclect Edit IMilename (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.
4 Type the new filename, then precs Enter
Once the user returns to Define Panel mode, the panel is redisplayed with the new

filename at the upper left corner.

Ghange 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 Selection

[ |
A B CDETFGEH
Packground Foreground
1 - Panel Calor: A H
2 - Field Color- A 14 riela
3 - Field Edlting Color: H A
—Selection: @

PER-36

Panel Text

CUSTOHMER INFORMATION

|cuctanor 10

Last Name First Middle
Address City ST 2IP
M Phone WK Phone
Comments
Last lnwoice Date
Balance Due
Paynents Inuoices

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 Colar (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).



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 orde
text to be legible. The currently selected settings for the database you are in are
displaycd on the screen to the right of the menu.

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

Il you want 10 change background or foreground colors after they have been sct
repeat the steps above. (For more information about color options in DataPerfe
see Color in Reference).

Auto-Save (Y/N)

This option toggles between Yes (Y) and No (N). The default setting is No (N)
Auto-Save is on, the record is saved whenever data is entered in the last field in
record (after you have pressed Tab, Enter, or a Shift-arrow key to move off the
field). If 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 i$ on your screen.
2 Select Auto-Save (Y/N) (3).

This message appears below the menu to notify you that Auto-Save is on: “"Say
record when last field is entered.”

To turn off Auto-Save, scleet Auto-Save (Y/N) again, and the message leaves 1l
screen.

Auto-Display Record (Y/N)

This option toggles between Yes (Y) and No (N). The default setting is Yes (Y
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 |
menu to notify you that Auto-Display Record is on: “Display each record duri
lookup.”

You can turn off Auto-Display Record to improve response time. Somectimes a
record has many fields, and scrolling through the lookup list is slowed by the

continual updating of the panel. If this option is off when you perform a looku
the original record remains in the panel while the cursor moves through the loo
list. When you locate the record you want, press Enter to retrieve it into the pa

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, DataPerfect accesses fields in the same order in
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).

——EdiL

The numbers to the left of each field below show the edit order
for the Fields in the panel. If you want to change this order,
move to the field you wont to reorder and cnter the new number
for that field. The edit order is ad justed automatically.

Vhen finiahed, press Save or Exit.

(—CUSTOMER . PER-36

CUSTOMER [NFORMATION

Custorer 10 [EEN

Last Mame 2 First 3 Hiddle 4
Address City ST ZIP
5 7 8

HM Phome 9 WX Phone 18
Comments 12
11 Last Inuoice Date 13

Balance Due 14
Payments 15 Involices 16

The current panel is displayed with a number on each field. The number indicates
the field’s edit order 1n the panel. 'I'he cursor 1s positioned on the first field 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 'lax, and Total. Formulas exist which multiply the amount in 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



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 w
correctly. If 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 n:
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).

If 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 a
77 characters may be entered.

Recompute Field Offsets

This option repositions the data record in the structure (.STR) file. The data rec
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 ma
want to use this option if you have deleted a field from a panel. To delete a fiel
from a panel, you must first export any data that exists in the panel, then use
Multiple Remove (Alt-F5) to remove the original data from the panel (see Data
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 ol
byte size of the record and the new byte size of the record.

Use Import (Ctrl-F5) 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 settin
Auto-Edit.

If 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 yo
press Save (F10), Exit (F7), or Create (F9).

PANFL OPTIONS



If you edit a field 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

A\ PANEL TEXT
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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 ficld, First Name ficld). Pancl text can also be a title for ccrtain information
in the panel.

BROMSING RECORD Exit-F? Create-F9 Edit-F6 Lookup-t Help-F3

—CUSTOMER . PER-38
CUSTOMER INFORMAT IOM

Y

Customer ID BBGBL

Last Mame First Jane Middle N,
Addreas Dcu.g ST ZIP
378 Garden Park Drive Pueblo CO  H16882-8068
HM Phone (713) S55-9888 WX Phone (719) S55-8370
D Comments
Last Inuoice Date
Balance Due $6.08
Payments i Invoices

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 to add, edit, or delete panel text.

4 Type the desired panel text.



You can now define the ficld to which you have assigned panel text (see Field,
Define in Reference) or press Exit (F7) to exit Define Panel mode.

Panel text is typed to describe the contents of panels and fields. It is different from the
optional field name you can assign when you define a field.

Password

Databases can be protected with a password so that unauthorized personnel ca
access various features and information in DataPerfect. Four passwords are
available in DataPerfect: definer password, supervisor password, read/write u:
password, and read-only user password.

Once a password has been defined for read/write users and/or tor read-only us
password is required to enter the database.

If users forget a user password, the supervisor must either set up a new one or
the user the password. [f supervisors forget the supervisor password, the datat
definer must either set up a new one or tell the supervisor the password.

Important: Be very careful with your password. If vou lose or forget the password. th
no way to urnlock the database.

Greate a Definer
Password

A database definer is the only person who can create a definer password. A de
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 Fiel
and Define Index). Also, a definer password allows definers o create, edit. an
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 passwo
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 define
password.

2 Press System (Shift-F9) to access the System Operations menu.

3 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. er
the password once, then enter the same password again to verify that the corre
password has been established. If the password is entered incorrectly the secc

PASSWORT



time, you must redefine the password. A password may contain as many as 10
characters.

If you do not want to enter a definer password, press Cancel (F1) 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 1s 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, enter the new password. If a supervisor password has been defined, press
Define Panel (Alt-F8) and enter the old definer password. Then, press System
again to create a new definer password.

Create a Supervisor

Password
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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). If the correct
supervisor password is entered, the Systein Operations menu appears on the screen.
If an incorrect password is entered, the cursor returns to the panel. If supervisors
attempt to access Format Defaults (option 2) from the System Operations menu,
they are returned 10 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 cstablished. If the password is entered incorrectly the sccond
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 (F1) to return to the
panel. You can also press Cancel if you make a mistake while entering the
password and want to start over.



Oncc a supervisor password is established, the Read/Write User Password pror
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
password allows a user to create, edit, and delete data trom the database, and t«
create, edit, and run reports.

A read/write user password does not allow access to the System Operations me
(see System Operations in Reference) or to features that modify the structure o
database. If users attempt to access the System Operations menu, or attempt tc
select features that modify the database structure, they are prompted to enter ai
authorized password (definer or supervisor password) in the instruction box.
Because users do not have a valid password for these features, they should pre
Entcr. The cursor then returns to the pancl.

To assign or change a read/write 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 before you can assign a read/write usi
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, en
the password once, then enter the same password again to verify that the corre
password has been established. If the password is entered incorrectly the seco
time, you must redefine the password. A password may contain as many as 1(
characters.

4 At the Read/Write User Password prompt, enter the desired password twic

If you do not want to enter a read/write user password, press Cancel (F1) to re
to the panel. You can also press Cancel if you make a mistake while entering
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 create
the database. A read-only user password only allows a user to browse througt
records in a database. This password does not allow a user to create, edit, or d
data from the database.

A read-only user password lets users run reports, but not create new reports. /
with this password can change existing reports using the options on the Repor
menu, but cannot edit the report form (option 8 on the Report menu) or chang
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report name (option 9 on the Report menu). If 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 (F1) 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.



Record

Once you have defined a panel with the necessary fields, indexes, and links, v

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 recc

might look like in a panel.

BROWS NG RECORD Exit-F? Create-F9 Edit-F6 Lookup-1 Help-F3

—C .PER-30:

CUSTOMER INFORMAY IGN

ID 60886
Last Mane First Wendy Widdle Leigh
|fddress Clty 8T Zip
199 Weat Dublin Awcnue Fuchlo 0 816062

Conments
Last Inwoice Date

—0008
HM Phone (719) SS5-3859 UK Phone (719) S55-1112

Balance Duc $1,638.63

Paynents § Inwoices 3

Reiated information

You can find related information about creating, editing, and deleting records

following sections of Reference:

¢ Record, Create
* Record, Delete
* 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.

RECORD / RECORD. CREA



5 When you have added all desired information to a record, press Create (0 save
the record and enter another record.

or

Press Save (F10) to save the record without creating another one.
or

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). If this option is on, you do not

need to press Save (F10) to save a record. Instead, you can press either Create (F9)
(o create another record, or press Exit (I'7) 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). If you fill every space in an auto-enter field, the
cursor moves to the next field without your pressing Tab.

Keystrokes Used in

Greate Mode
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The following list provides information about common keystrokes used in Create
mode.

Cancel
If you make a mistake while entering data in a field and you have not pressed Tab
or Enter, you can press Cancel (F1) to restore the previous field value.

Edit Inserts the Gurrent 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 Feeape restares 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.



Insert
Insert mode (rather than Typeover mode) is the default for all fields except nu
fields. You can press Insert at any time to turn Insert mode on and off manua

Select

Use Select (F4) to enter data in a field quickly. If you are creating a record.
Select to fill in a field with information from the last record displayed in the |
(the background record). You can change this background record by perform
lookup and pressing Enter on the desired record (see Lookup in Reference).
the cursor is on a field and you press Select, the desired information from the
background record appears in the field, and the cursor moves to the next fielc

Shift-Arrow

Use the Shift-arrow keys to move from field to field in a record. Shift-Up A
moves the cursor to the field above. Shift-Down Arrow moves the cursor to
ficld Lelow. Shift-Right Arrow moves the cursor to the ficld 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 c
a ::C or ::N display mode indicator (see Field Format, Display Mode Indicat
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 |

Record, Delete

You can delete one record from a panel by pressing Remove (Shift-F5) while
cursor is positioned on that record. Also, you can remove multiple records f
panel by pressing Multiple Remove (Alt-F5).

Imporiant: Once records are deleted from the daiabase, they cannor be restored unl
have a backup copy of the database.

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-F5).

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
deletton.

Delete Multiple

Reoords
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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-F5).

The Multiple Remove menu is displayed.

1tiple

1 - Remove All Records in File

2 - Rewoue Records That Match Search Conditions

3 - Renous Recarde That Do Mot Match Search Conditlans

4 - Delete ALL Data in A1l Filea (Empty Database Completely)

8 - Exit
Selection:

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-F5).

3 Select Remove Records that Match Search Conditions (?).

4 Enter the desired search conditions (see Search in Reference).

5 Press Search (F2), then type y to confirm the deletion.

To remove those records which do not match the search conditions,

1 Be suic the cursor is in the panel from which you want to remove records.
2 Press Multiple Remove (Alt-F5).

3 Select Remove Records that Do Not Martch Search Conditions (3).

4 Enter the desired search conditions (see Search in Reference).



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 pan
are prompted to reset the totals when you delete the records (see Keep a Totc
under Field Options in Reference). When prompted, type y to reset the total
type n to leave the totals unchanged when the records are deleted.

If you delete all the records i a subpanel (through a panel or data link}, you
returned to the panel that holds the link.

Important: Once records are deleted from the database, they cannot be restored un
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 DataPertect and the DUS prompt is displa
your screen.

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

3 Enter del filename (filename is the name of the file you want to delete).

When you reenter DataPerfect and attempt to enter the panel from which th
was deleted, you will see the warning: “The index shows that records are p
the data file, but the file is not found.” Select Delete the Index(es) to updat
index, if you have deleted the file.

Important: Once records are deleted from the database, they cannot be restored un
have a backup copy of the database.

Delete All Records
in Database

An option availablc in the Multiple Remove menu lets you delete all the da
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-F5).

The Multiple Remove menu is displayed.

3 Select Delete All Data in All Files (Empty Database Completely) (4) to
every record from the database.

4 Typey to confirm the deletion.
or
Type n to cancel the deletion.

Important: Once records are deleted from the database, they cannot be restored ur
have a backup copy of the database.
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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-CditYAuto-Create/Menu on the Panel Options menu (scc Auto-LEdit/Auto-
Create/Menu under Panel Options in Reference).

If 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 (F10), Exit (F7), or Create (F9).

If 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
being 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 field in which you did not intend to make a change, press
Cancel (F1) 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.
Cancel

If you make a mistake while entering data in a field and you have not pressed Tab
or Enter, you can press Cancel (F1) to restore the previous field value. If you press
Cauncel after pressing Tab or Enter, a prompt appears 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 nu
fields. You can press Insert to turn Insert mode on and off manually.

Down Arrow or | Panel
Down Arrow (1) or |Panel (F5) moves the cursor to the next pane! link or da

When the cursor is resting on a link, Panel moves the cursor to the destinati
panel and starts a new record. Down Arrow lets you look at related records i
destination pancl. For more information, sce Link in Reference.

Shift-Arrow
Use the Shift-arrow keys to move from field to field in a record. Shift-Up Ar
moves the cursor to the field above. Shift-Down Arrow moves the cursor to

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 ¢
a :C or ::N display mode indicator (see Field Format, Display Mode Indicat,
Reference).

Shift-Tab
Use Shift-Tab to move the cursor to the previous field in a record.

Tah

Use Tab to save the data in the current field and to move the cursor to the ne>
field.

Recalculate a
Formula Using Edit

If you find ficld values that are calculated incorrectly,

1 Position the cursor on the field which contains the incorrect value. then p
Edit (F6) to go into Edit mode.

2 Press Edit again to force the formula to recalculate.

Record, Print

DartaPerfect will print a single record withour seuing a search condition. Rej
Record (Alt-F7) prints a single record using either built-in short reports or cu
reports.

Before printing a single record, select the report with the format you want to
To select a report,

1 From the panel list, use the arrow keys to locate the panel from which yc
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 (F7) 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

proccess a rccord, DataPerfeet uscs the current scttings 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 le
print data from a database, send data to a disk file, modify database records, a
perform many other useful tasks (see Common Uses of Reports below).

The following sections describes the two different kinds of reports: built-in s
reports and custom reports. The many options associated with custom reports

also discussed. In addition, several sample reports have been included showi
some of the common uses of reports.

DataPerfect allows report sizes of up to 32 kilobytes of data. You can create
169 reports per database.

Passwords and Reports

If no passwords have been assigned in a database, any user can create, edit, d
and save reports. If passwords have been assigned, the following informatiox
applicable (see Password in Reference).

Database Definers, Supervisors, and Read/Write Users
Database definers, supervisors, and read/write users can create, edit, delete, a
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
run reports created by a database definer, supervisor, or read/write user. All ¢
settings on the Report menu can he maodified except Edit Report Form (option
and Edit Report Name (option 9). Any modifications made o reports by reac
users are deleted when the report is exited.

Common Uses of
Reports

DataPerfect reports offer a number of options for arranging your data in print
form. You can print data from your database, send data to a disk file, or send
to the Clipboard. Also, by running a report you can create, edit, or delete rec
the database.

The most common uses of reports are to:
* Print a simple list of data.
¢ Export data to a disk file.
* Create database records.
» Search for existing data in the database and replace it with new data (edit re
* Delete database records.
* Print on pre-printed forms, such as invoices, receipts, checks, etc.

» Compile data into specific groups (two-level reports).
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* Print calculated totals, including variable totals.
* Create a WordPerfect merge file.

* Create mailing labels.

* Create form letters.

* Archive information to another panel (so that the current panel runs at optimum
speed).

* Export data to another database software program.
* Use variable search conditions to print only certain records.

» 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 in other programs (see Data Export in Reference). 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 appropriate field, you can run the report.

To run a built-in short report,

1 Dnter the panel that contains the data you want to use in the report. If
necessary, move the cursor to the desired field (to print the fields from a lookup
freld 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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The Built-In Report/Export menu appears.

BUILT-IN REPORI/EXPORY

Destination: Create Blak File
1 - Printer OnAOff
2 - Disk File On/Off
Filrname: SCRATCH REP

3 ~ Index Mumber 1

4 - Search Conditions Mo Search

S - Sart Direction Forward

©6 - Disk rllc thedc WF D03 Woarce et

7 - Print Margins Tap Bottowm Left Text Linea

8 - Report/export format: WordPerfect ==W= (Can be iwparted)
Fields to be Included: ALl Rcal Fields (Including Hidden)

9 - Lookup Fields
A - All Display Fields
B - All Real Fields

Selection: (Fress Shift-F? ta begin the report) @

The current settings are bolded and are displayed to the right of each menu of
At the prompt, you may select 1-9, A, or B to change any of the correspondin
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 message “Report finishcd—Press any key to
continue” is displayed, and the computer beeps.

To cancel a report, press Cancel (F1) or Escape. Pressing either of these keys
cancels the report as soon as the record currently being run is finished. If you
printing the report, the printer stops as soon as its buffer is empty.

6 Press any key to return to the report list.

The Built-In Report/Export options are described below. At the selection pro
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 rep
the printer, to a disk file, to both the printer and a disk file, or just to the scree

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 Lin
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 compute
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. If you
do not know the number of your printer port, consult your dealer.

If you are running DataPerfect on a network, you can redirect your print job to a
network printer. Refer to your network docimentation 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.
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.

1t the disk file 15 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 (1),
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 destination, press Printer On/Oft (1) again to
turn off the printer selection.

and/or

If 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.



All reports are sent to the screen regardless of the selected setting. To display
screen at a time, turn on Scroll Lock. Press any key to scroll through the repo
from one screen to the next. If, after viewing a few screens, you want to run t
remainder of the report without viewing each screen, press Scroll Lock again,
press any key to continue.

You can also send a report to the clipboard. The clipboard is part of Shell. Se
Shell Options Menu in Reference for more information.

index Number
When you run a report, the records are sorted according to the specified index
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 (1) and Down Arrow (!) to find the desired index, then pre
Select (F4).

The Report menu appears with the selected index number in bold to the right

option.

Search Conditions

This option first lets you set the scarch conditions, and then specify whether y
want to include or exclude the records which match the search condition. If y
select Include, only those records matching the currently defined search condi
arc included in the report. If you sclect Exclude, the records matching the sca
conditions are excluded from the report.

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

If you want to designate specific search conditions,

1 From the Report menu, select Search Conditions (4).

2 Select the desired search option(s).

For more information about each search option, see Search in Reference.

Sort Direction

This option determines the sort direction for the report. When sorting, DataP

follows the selected index, either from the beginning to the end (forward) or
the end to the beginning (backward). The default setting is forward.

1 From the Report menu, select Sort Direction (5) to change the direction tc
backward.

Select Sort Direction again to switch the direction to forward.
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Disk File Mode (WP/DOS)

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 to Columns, Single Line or Columns, Text Wrapped. With any other format
selection, Disk File Mode is set automatically.

If you want to change the Disk File Mode setting,

1 From the Report menu, select Disk File Mode (WP/DOS) (6).
If 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:

» Top Margin

¢ Bottom Margin
* Left Margin

» 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.

The butwm margin determines the number of blank lines at the bottom of cach
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-matrix printer, 60 typed or
printed lines on an 11” 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)



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 mar
If the bottom margin is set at 99 or greater, line feeds are issued for the remai
text Jines only.

The left margin determines the number of blank spaces the left edge of the pe
If the printer is printing in 10 pitch and you desire a one-inch left margin, ent
as the setting for the left margin (pitch = characters per inch).

Notice that no right margin is indicated. The fields print according to the fiel
formats designated in the panel and where <CR><LF> (carriage return, line |
codes have been placed.

Text Lines designates the number of lines to be printed on each page of the r¢
If Text Lines is set to zero (0), the report is printed using a continuous feed (i
page break). The top and bottom margins are ignored on subsequent pages.
First Page Header and the Final Footer will be printed (if specified).

While setting the print margins, press Cancel (F1) to erase changes, or press
(F7) to save the changes.

Report/Export Format
When you select Report/Export Format (8), the Built-In Report Format Selec
menu is displayed. The default setting is WordPerfect Merge format.

BUILT-IN REPORT FORMAT SELECTION

1 - Columns, Single Line
(ALl destinations OK. disk file both WF and DOS)

2 Columns, Toxt Urappod
(Al]l destinations OK: disk File both WP and DOS)

3 - List
(All deatinotions OK. diak Flle DOS text only)

4 - UordPerfect List
(JordPerfect disk file destination only)

S - UordPerfect Merge (Can be imparted)
(VordPerfect disk file destination only)

6 — Export DOS Delimited Text (Can be Imparted)
(DOS text disk file destination anly)

Selection: @

The Columns, Single Line report is much like a lookup on the screen. Each
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.
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The List report displays one field per line, except for text fields which may ha
many lines. This report can be sent to any of the possible destinations.

—

L

The WordPerfect List report creates a WordPerfect file which looks like a Lis
report, but can be used in WordPerfect. The List report cannot be printed—it
only be sent to disk.

The WordPerfect Merge and Delimited DOS Text reports are used to €xport ¢
(see Data Export in Reference).

Fields Included
When you run a built-in short report, you can include Lookup Fields, All Dis
Fields, or All Real Fields.

If you select Lookup Fields (9), DataPerfect uses the lookup list for the field
which the cursor was positioned when you pressed Report/Export. It exports
those fields in the lookup list.

If you select All Display Fields (A), DataPerfect exports all fields displayed i

panel.

If 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 To create a custom rcport,
Report . .

€po 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,

If 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 bascd.

A list of reports is displayed. Usc T and | to highlight the
desired report, then press Enter. To definc a now report,
presas Insert (Ins).

—-Beginning—

ng—
Built-In Short Reports
o | m_3

Z—End—
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After pressing Insert o add a new report, the Report menu appears vn the screx

REPORT: Mew Repart

Destination: Screen Only
1 ~ Printer On/Off
2 - Disk Flle OnOff

3 - Index Number 1

4 - Search Conditions Mo Scarch

5 - Sort Direction Farvard

6 - Disk Flile Mode WF-L0S Mo visk File

7 - Print Margins Top Bottom Left Text Lines
b e L] 54

8 - Edit Report Form
9 - Edit Report Mame

Selection: (Press Shift-F? to begin the report) @

This screen is similar to the Built-In Report/Export menu. However, this scre
lets you edit the report name and define a report form. The report form shows
organization of the data which will be included in the report (see Report Forni
Reference).

Using a Previously
Defined Report as a
Model

You may use a previously defined report as a model, providing both the model
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 defis
report to create the new report.

A report which was defined for another panel cannot be used as the model for
report in a new panel. Reports are based on information in the panel in which
were created.

Menu Options

The Report menu options are used to customize a report. At the selection pro
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 rep
the printer, to a disk file, to both the printer and a disk file, or just to the screel
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. If 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.
or
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-In 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.



Disk File Mode (WP/DOS)

This option refers to the format used when creating the disk file, and can be u
only if the report is sent to disk. The two possible formats are DOS Text and
WordPerfect. The default setting is DOS Text.

If you want the file in WordPerfect format,
1 From the Report menu, select Disk File Mode (WP/DOS) (6).
If the report is not 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 Refer

Edit Report Name

This is the name of the report that appears in the report list. When you first d
a new report, this line says New Report. Select Edit Report Name (9) to ente
description of the report.

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 m
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 chan
format of a text field to display a fewer number of long lines or a greater nun
short lines.

You cannot change a field type (in other words, an alphanumeric field can’t t
changed to a date field). For more information on the available ficld [ormat
options, see Field Format in Reference.

The maximum size accepted for an alphanumeric field in a report is 180 char

When you select a field from a panel to be included in the report, the field re
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 (

2 Position the cursor on the field you want to edit in the report form, then
Edit (F6).

The field format is displayed.

3 Use the arrow keys, the Space Bar, and Backspace to change the field for
accommodate the report requirements, then press Enter to return to the re
form.
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Selecting Numeric
Fields Within Footers

If a G Type numeric field or a time field is selected within any of the three report
footers (Two-Level Footer, Page Footer, Final Footer), the following menu

appears:

meric Field Dptions in a Foot
~ Tntal (Se=)
2 - Average
3 - Raximum Ualue
4 - Minimum Value
® - Ficld fia Is From Current Record

Selection: @

Selecting any of these options keeps a specified value in the footer.

Right Margins in
Reports

DataPerfect allows up to 231 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 Report 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 variable position (for example, 10 spaces tfrom 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.

Gancel a Report
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To cancel the generation of a report, press Cancel (F1) 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.



Report, Delete

If passwords have been assigned to the database, only database definers,
supervisors, and read/write users can delete reports (see Password in Referenc

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 Typey to delete the report.
If you do not want to delete the report, type n af the confirmation prompt.

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 datab
providing the two database structures are identical.

Using this feature, database definers and supervisors who use the same databz
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, Paralliel Text Flelds

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.

Disscrtation: Because loudspeaker Author: Warren C. Janes
cables are interactive
with both audio
ampliflers and
loudspeakers, they should
be consldered a critical
component of audio
reproduction.
Resiatance, impedance,
capacitance, and
inductance affect both
amplifier performance and
sound reproduction.
Phase-shift of frequency
extrenes due to their
varying tranamicaion
times through most
conductors can bhe shown
by laboratory analysis,
and may alter the spacial
details necessary for
true stereophonic sound.
School: Colorado State University
Address: Electrical Engineering Dept.
Fort Collins, CD B8521

However, suppose you want the report to look like the illustration below, with the
text fields printed parallel to the other fields.

Dissertation: Because loudspeaker Author: Uarren C. James

cableo are interactive uith both audin Srhnnl: Cnloradn State Imiusralty
amplifiers and loudspeakers, they should Address: Electrical zngmeenng Dept
be considered a critical componewt of Fort Collins, CO BOS2

audio reproduction. Resistance.
inpedance, capacitance, and inductance
affect both amplifier perfarmance and
sound repraduction. FPhase-shift of
frequency €XITERCs GuE 1o TRELr varying
transmisseion times through most
conductors can be shown by labaratory
analysis, and may alter the spacial
details y for true

sound .

To do this, DataPerfect provides a format which is specified by editing each line of
the text field format(s) to end with A7 (such as A25A1).
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A ABA
A MOAT
A AOAD
A A

A M0
A A0AD

To print the report as shown in the second illustration. the fields you select fo
report form should look like this:

—Calumn 1
Type the text to be included in the report. To include a fleld
from the current panel, press Select (F4). Move to the Fleld to
be inserted and agein press Select (F4). If you want to include
report fields or gspecial Instructions, press Report Options
WIri-rrey. II the Cursor iy un a ficld, yuow wan wcas e te cdit
the picture for the report. Uhen finished, press Sauve (F18)

FIRST PAGE HERDER-

man‘%_ﬂ

M—Lm FDOTER

For each line of a text field you want to print parallel to another field, you mu
select the field once for each line, and edit the field format to end with A/ eac
you select it. In the report form above, the Dissertation field was selected thr
times. The field format was changed 1o A25A1 on the first sclection, to A40,
the second, and to A40A0 on the third.

The text field formats which end with AQ (A40A0 and A30A0) tell DataPerte
print the remainder of the fields’ contents.

If you want to use the same text field twice in a report, you have two options.

* In the first use of the text field, the format must end with something othe:
Al (for example, A0, A2, A3, etc.). DataPerfect then resets its internal p
back to the beginning of the field. When the text field is selected for the
use, DataPerfect prints the field from its beginning.

 If, with the first use of the text field, you end the last format with A/, the
internal pointer for that field remains immediately after the last character
printed after the first use of the field. If you select the same text field aga
DataPerfect continues printing from that point.

To reset the DataPerfect internal pointer to the beginning of the field, yot
change the text field format in the second use to include the ;;N print mo
indicator (see Field Format, Print Mode Indicators in Reference). This
indicator tells DataPerfect that it has a new occurrence of the field, and tt
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 infrequently. For eaample, 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
WordPerfect 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, Define 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 Report/Export (Shift-F7) to access the report list.
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.
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You must create a report variable for each field you want to archive. If you v
transfer three fields to the Archive panel, create a report variable for each on
repeating steps 8 through 12 three times.

8 Press Report Options (Ctrl-F7), then choose Select Report Field (1).

8 Select Store Value in Report Variable (4), then enter 1 for the report variz
number.

The Specify Formula screen is displayed.

10 Press Select to display the current panel, then move to the first field you
to transfer to the Archive panel and press Select again.

11 Press Exit (F7) or Save (F10) to save this field as the formula and return
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 diff
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
Record From Panel List (3).

or

If a link does exist between the current panel and the Archive panel, sele
Create Record Through Link (2).

In this example, assume that no link exists, and select Create Record From F
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/Pane
and “Save Record” are displayed in the Report Body section (n represents tk
number where the link is located; m represents the panel number to which th
is attached).

16 With the cursor still in the Report Body section, move the cursor below
Create Record code, then press Report Options.

17 Select Store Report Variable in Field (8), then enter 1 for the name of th
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
n” 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:

oluan 1

Type the text to be included in the report. To include a field
from the current panel, preas Select [F4). Mouve to the fleld to
be insertcd and again press Select (F4). If you want to Include
report fields or special inetructions, press Repart Options
(Ctrl1-F?). 1f the cursor is on a field, you can press Fb to edit
the picture for the rcport. Whew fintehed, press Save (F18).

St Value in Report Uariable 1 —-—
Store Valuc in Report Variable 2 ———
St Value in Beport Uariable 3 -——
—————e ree=CAEATE. RECORD LINK/PANEL: O 3

REFPORT BODY

St Report Uariable 1 in Field 1 -—
Store Repart Uariable 2 in Field 2 ——-
St Report Variable 3 in F

Dalate Record

22 Press Exit or Save to save the report form and return to the Report menu.
23 Press Report/Export to run the report.

‘T'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 me
files in WordPerfect. You can choose whether you want to use named fields
unnamed fields in the report.

avamnla Acrida ta 13 me v "
For exaimnpic, if you acciae to use named ﬁ»!ua, you could 35%1 gn the name A

to a merge field in a DataPerfect report (the secondary file). The data from t
field would be merged into a field called Address in the WordPerfect primar

merge file.
You must have WordPerfect 5.0 or later to use named fields.

If you decide 1o use unnamed fields, DaiaPerfect numbers the fields for you
sure that the fields in the primary and secondary files correspond (are in the :
order) so that the data from the secondary file goes into the field you intend.
example, primary file Field 1 must correspond to the first field in the second
file, primary file Field 2 must correspond to the second field in the secondar
and so on) in the DataPerfect merge file.

A custom WordPerfect secondary merge file can include data from more tha
panel. If you want to include information from other panels, the panel you s
for the report should contain links to those panels, or you can define a Virtus:
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 repe

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 r
or

If you want to edit an existing report, move the cursor to the report and |
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 t
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.

If you choose the default filename, the file will be placed in the directory th:
contains the DataPerfect program files (for example, c:\DP23\SCRATCH.R]

8 Seclect Disk File Mode WP/DOS (6) to change from DOS file 1o WordPe
merge file format.

REPORT SAMF



A\ FIELD NAME

250

REPORT SAMPLES

9 Choosc Edit Report Form (8) to display the report form.

10 While the cursor is in the First Page Header section, press Report Options
(Ctrl-F7).

11 Choose Create Secondary Merge Report (9).
12 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 corner of the panel. If the fields are unnamed, nothing appears in that
area.

—Selecting Field for Report or Formul
Move to the desired field, them press Select (F4). 1IF you
reach a panel link or data link that leads to another panel,
you can use i to mave intc the panel.
Prlr-t Nanc
—MALLING . INF-
Wr.AMrs./Dr.-etc First Mone L4 Last Mame
Title: Customer 1D:
Company: Vork Phone:
Home Phone :
Address
City: State: zip:
Comments :
Date Maillng was sent

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 ({), 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
identificd by their position in the cxport 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.



15 If the field is unnamed and you want to name if, type a merge field name
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 |
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 nam
type the new name, then press Enter.

17 Repeat steps 12-16 for each of the fields you want to include in the report

If you are modifying an existing merge file, new fields are inserted after any
existing fields regardless of cursor position.

18 Once you have selected all necessary fields, press Exit (F7) twice to retur
the report screen.

19 Press Report/Export (Shift-F7) to run the report. The resulting file can !
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
of their formats to truncate any trailing blanks (see Field Format, Print Mode
Indicators in Reference). To eliminate hard returns, text fields should be forn
as AOAO. Thus, when retrieved into WordPerfect, the text field is formatted
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 incluc
T print mode indicator.

or
If you are editing a text field, change the field format to AOAQ.

4 Press Enter to change the field format.
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The report form will look similar to this:

olunn 2
Type the text to be included in the report. Ta include a field
from the current panel, press Select (F4). Mouve to the field to
be inserted and again press Sclect (P4). If you want to include
report ficlds or special instructions, press Beport Options
(Ctrl-F7). If the cursor fe on a field. you can presa P to edit
U plilurc fur o ropurk.  Whon finishcd, pross dave (Kiod.

FIRST PﬁGE HEADER-

—Enpty-
_um PﬁEE HEADER

ty—
TWO-LEUEL REPORT HEADER

~Empty-—
REPORT BOD

TWO-LEVEL FOOTER-

5 Press Exit (F7) or Save (F10) 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 displayved.

7 Press any key to return to the report list.

You can now use this file with a primary file in WordPerfect.



Export Data to Other
Database Programs

Data cxported from a DataPerfect report to other database programs must be
delimited file format. In the steps below, a comma (,) is used as a field delim
carriage return and line feed (<CR><LF>) are used as a record delimiter, and

alnhaonnmarie fialde are anclacad in anatation marke /""\ Thece are only aos
aipnanumenc neiGs are EnCiosea i quoialon marks 1 ESE are oy ge7

instructions. You must use the required delimiters for the database program |
which you import data. Refer to the documentation for the other database pr
for morc information.

Be sure the cursor is in the panel from which you want to run the report.
Press Report/Export (Shilt-F7) w access the report list.

With the cursor on Built-In Short Reports, press Insert to create a new re
Select Disk File On/Off (2) to turn on Disk File, then select Create File (
Enter the desired filename. The default filename is SCRATCH.REP.

It Disk File Mode (6) is not set to DOS "Text, select this option to change
setting to DOS Text.

o o A WN -

7  Select Edit Report Name (9), then enter the desired report name (for exal
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 «
(,) which serves as a field delimiter. Alphanumeric fields must be enclosed i
quotation marks.

10 Press Select (F4) to display the current panel.

11 Move the cursor to a field you want to include in the export, then press S
A series of reverse video blocks is displayed to represent the field you select
12 If you selected an alphanumeric field, enclose the field in quotation mark

13 Type a comma after all non-alphanumeric fields, and after the quotation
in alphanumeric fields.

14 Repeat steps 10 through 13 for each field you want to include in the expc
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. |
hard return serves as the record delimiter (<CR><LF>).
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The report form will look similar to this:

Co lunn 1
Type the text to be included in the report. To include a Pleld
from the current panel, prees Select (F4). Move to the field to
be inserted and again press Select (F4). If you want to include
report flelds ar special Inatructions, press Report Optione
€Cixrl P?). If 4ho curcer ia an a field. you cen preee FG 4o =dit
the picture for the report. When finished, press Save (F18).

FIRST PAGE HEADER

Empty—
——QTHER PAGE HEADER
——Empty—

TVO-LEVEL REPORT HEADER
Enp

I_I.!!ul'lf DODY-
TVO-LEVEL FOOTER
—Empty—

PAGE FOOTER
Emptu—

16 Press Exit (F7) or Save (F10) 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:

" "Burnetc ", {7190 555-9000

", "Caldiero ", (719} 555-9376

", "Cameron " ", (303) 355-589¢C

","Corrales, Jr. ", "New York ".(212) 063-1200C

v 'Criddle ,"Forc Collins ", (303] 555-3895
"Samantha ", "New Bedford (617) 068-5320
"Heily reeley (3031 555-7800
"Wendy (719} 555-3859
“Karen (3031 555-8934
"Stanley ", (303; 535-3890
"Thomas ", {719) 555-39386
"Tom ", {3€31 555-4657
"Rosann=a “,(718) 045-7770
"Heidi " *,(303) 555-3947
"Michelle " *,(303) 555-1082
“Ted " ", {301; 052-8700
"Troy " 'V =, (303) 555-1947
"Lisa *, "Denver ", (303 555-9767
"Jare . "Denver ", (303) 555-7676€
"Leslie "Pueblo ", (719} 555-9274
"Drew "Pueblo ", (303) 555-4555
"Stephen f Gelden ", (303) 555-3390
"Cecily ", "Rhoton . "Derver ", {302) 555-9878
"Wendell ", "Richards ", "Greeley" ", (303) 555-4035
“Christian " ."Sergeant "."Gelden ", (303) 555-4884

When the report is finished, the message “Report Finished—Press Any Key to
Continue” 1s displayed.

18 Press any key to return to the report list.



For instructions on importing this file into another database program, refer to
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 WordPerf

The following sample report describes how to create a form letter. This repor
data from a panel which contains the following fields: First Name, Last Nam
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 re
4

Select Ldit Report Name (9), then enter the desired report name (for exan
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 f
the report form.

9  Press the Space Bar once, repeat steps 7 and 8 for the Last Name field. tl
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 tt
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.

If the ZIP Code tield does not include the ;;E print mode indicator in its form
need to add this indicator to the field now. This will truncate any empty four
subfield in a ZIP Code.

14 Position the cursor on the ZIP Code field, then press Edit (F6) to edit the
format.

15 Add ;;e to the end of the field format, then press Enter to return to the rej
form.

If the First Name field and the City field do not include the ;;T print modc in
in their formats, you need to add it to these fields now. This will truncate an;
trailing blanks.
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The report form will look similar to this:

Column 2

Tupe the text ta be included in the repart. To include a field
from the current panel, press Select (F4). Houve to the field to
be inserted and again press Select (F4). If you want to include
report fielde or special instructions, press Recport Options

COtxd TT2. If the swreor 12 on o Flcld, you cen prose TG to cdit
the picture for the report. When Finished, preas Save (F18).

FIRST PAGE HEADER

—-Empty—

OTHER DAGE HEADER

Empty—

TYO-LEUEL REPORT HEADER

—-Empty--
__REPORTOBODY - . .. L ...

T

TW0-LEVEL FCOTER-

5 Press Exit (F7) or Save (F10) 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.



35 Type the following text:
Please disregard this notice if payment has already been sent. We thz
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 ¢
the page from the printer, then prints another.

40 Press Report Options (Ctrl-F7) 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:

Column 1
Type the text to be included in the report. To include a field
from the current panel, press Select (F4). Mowve to the field to
be inserted and again prees Select (F4). If you want to include
report fields or special instructions, press Report Optiona
(Ctr1-F7). If the cureor is on a field, you can press Fb to edit
the picture for the report. Uhen finisl

s press Save (F1€).

————————————F1RST PAGE HEADER-
—-Empty—

{ER PAGE HEADER.
—Enpty--

TWO-LEVEL REPORT HERDER

;;Pﬂll‘ BODY

*» IR - B
TWO-LEVEL FOOTER

16 Press Exit (F7) or Save (F10) 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:

Criddle
Dance
Dunn

Grayson

Jonnson

", "Rhcten
", "Richards
"."CSergeant

"Christian

When the report is finished, the message “Report Finished—Press Any Key to

Continue™ is displayed.

", "Fort Collins
*, "Hew pedford

, "Creeley
", "Pueblo

. "Granc Junction
", "Fort Collins
Brooklyn
Gulden

Denver

Silver Spring
Greeley

. "Denver

", "Denver

", "Pueblo

, "Pueblo

, "Golden

. "Denver
"."Greeley"

v, "Geclden

18 Press any key to return to the report list.

Burneit v, "Pueble
1a1evo Fuebzu
Camercr. . "Greeley ",
Corrales, Jr. ", "New York ",{212) 068-1200

", {303} 555-2895
*,(6:7; 068-5320
", (303) 555-7800

Facer ", (719} 585-3859
Frame ", "Denver ", (303) 555-B934
*. "Golden ", (303) 555-3890

", 1716) 555-928%
", {302) 555-4657
", {718) 049-7779
“,302) 535-3247
", {303) 555-1082
", (301) 052-8700
", (303) 555-1947
", {303) 555-2757

555-4384




The report should look like this when it is run:

When the report is finished, the message “Report Finished—Press Any Key |
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
one inch deep. These labels can be printed on laser and continuous-feed prir
These are general instructions. You may need to modify the settings for you
particular printer.

Important: These instructions work only for mailing labels that start one-half inch d
page. If you want to print mailing labels that start flush with the top of the page, or i
want to use special print features, it is best to print the labels in WordPerfect. To do |
you will need to export the data to disk in WordPerfect 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 (Shift-F7) to access the report list.

3 With the cursor on Built-In Short Reports, press Insert to create a new r
4

Select Edit Report Name (9), then enter the desired report name (for exa
Mailing Labels).
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If 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 ;5t 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 type a comma (,).

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 (.).

If 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.



13 Press Exit (F7) or Save (F10) to save the report form and return to the Re;
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 t
Continue™ is displayed.

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 St
Postal Service to sort mail more efficiently. Because the bar code automates
sorting, the Postal Service may provide discounted postage for those who use
bar codes. The bar codes can be placed on envelopes, mailing labels, or in ar
address block that will show through an envelope window. The sample in thi
section explains how to create bar codes on mailing labels.

For detailed information on how you can use POSTNET bar codes to take advantage
Postal Service 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
all printers have the ability to meet those specifications. To verify that your |
is supported by DataPerfect to print the POSTNET bar codes, check the REA
files included with your version of DataPerfect.
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The report form should look like this:

—Co lunn 1

Type the text to be included in the report. To include & field
fram the current panel, press Select (F4). Mowe to the field to
be inserted and again press Select (F4). If you want to include
report fields or special imstructiona, press Report Options
(Ctr1-F?). If the cursor is on a Fleld, you can press F6 to edit
+he pictunm fam +he nepamt  When Pinlchad. prece Saus (F1A1

AEPORT BODY-

peor [N

Mur recorda indicate that poa haoe an cutrtanding balance of N
Pleage send the balance due as soon as possible or contact our office
if you have any questions.

Please disregard this notice If payment has already been sent. Ue thank
you for your patronage

Sincerely,

Fred Jones
Collection Department
Skip to Bottom of Page

—-Empty-——

42 Press Exit (F7) or Save (F10) to save the report form and return to the Report

menu.

43 Press Report/Export to run the report.

The scicen clears and the message “Report in Progress” is displayed.



The DPBC formula first finds the last two digits in the street address by
dividing the street address by 100 and keeping the remainder. Those two
are then concatenated to the ZIP code by changing the numeric strings to

charactar ctrinog The charantar ctrine i then convarted hack ta a numeric
cnaracter strings. 1n€ ¢naracler siring 1s nen converiea 2ack ¢ a numernc

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 o

When you have finished editing the panel, you can restore the records to tl
file. For information on importing data into a database, see Importing Da
under Data Import in Reference.

When the data has been imported into the database, you can begin enterin;
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. 1
ZIP code format should include the ;;P indicator to tell DataPerfect to prir
codes.

If you want to use the DPBC codes to create the bar codes, see the table al
for the fields, formats, and formula you should include in the panel.

Printing POSTNET Bar Codes

POSTNET bar codes can be printed on labcels, envelopes, or on an address blc
that will show through an envelope window. The instructions below are for pr
POSTNET bar codes on labels which are two across on a page and one inch d
Thesc arc gencral instructions. You may nced to modify the scttings for your
particular application.

Important: To print POSTNET bar codes you must print from DataPerfect with DPPr
You cannot print POSTNET bar codes by exporting your data into WordPerfect. If DF
is not active, exit from DataPerfect until you are at the DOS prompt. At the DOS pron
to the DataPerfect directory and enter dpprint. When DPPrint is active, you can retu
DataPerfect. See Appendix L: Utilities—DPPrint for more information about the DP,
program.

1 Be sure the cursor is in the panel from which you want to run the report.
2 Press Report/Export (Shifi-F7) to access the report list.

3 With the cursor on Built-In Short Reports, press Insert to create a new re;
4

Select Edit Report Name (9), then enter the desired report name (for exan
Bar Code Mailing Labels}).
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10
1

If you want to send the report to the printer, select Printer On/Off (1), then type
the appropriate port number.

and/or

If 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 (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

If
Li

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).

you have more than one Address field, you may want to include an Eliminate
nc 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.

The report form should look like this:

Column 1
Type the text to be included in the repart. To include a field
from the current panel, press Sclect (F4). Moue to the field to
be inserted and again press Select (F4). If you want to include
report fields or special instructiona, press Report Optians
(Cer1-F?) If the curcnr ie on a firld. you can press F6 to edit
the picture for the repart. Uhen finished, press Save (F18).

———————FIRST PAGE HERDER——

—Enpty—
OTHER PAGE HEADER
——Empty—

TVD-LEVEL REPORT HEADER

——Empty—

y—
— RFPNRT ROV

_____————_3 Recurds per Linc. Record Uidth & Depth: 25 6 —————-—-———-——

TWO-LEVEL FDOTER:
——Empty—




The report form should ook like this:

Column 1

Type the text to be included in the
from the cwrrent pancl, prese Select (F4). fove to the fleld to
be imgcrtcd and ogais preoss Select (P4).  If yoo want to imclude
report ficlda or apecial instructions, press Report Optiose
(Ctri-F7). If the cwmor in on & fleld, you can grees F& to edit
tho picturo for the ropert. Whon finfchod, procc Save (F10).

. To include a ficld

————mul’l‘l Y

2 Becords per Line. Record Width & Depth: 46 9

-TWD-LEVEL FOOTER-

13 Press Exit (F7) or Save (F10) to save the report form and return to the Re

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:
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When the report is finished, the message “Report Finished—Press Any Key t

Continue” is displayed.

15 Press any key to return to the report list.
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Greating a Bar GCodes 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 234 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 a
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 1o a database that contains data, you will need 0 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 don’t plan on using the DPRC to generate bar cades, 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 Format Formula

House Number GZZZZ7ZZ

(PIF3)

Street A25A2

(PIF4)

ZIP Code N99999-9999

(P1F6)

Bar Code N99999-999999;:p CONVERT*NY99Y9-999999 " CAT.

(P1F7) T[APPLY.FORMAT|[“N99999-9999"
:P1F6];APPLY.FORMAT[“N99";(P1
F3//100)11]



Report Variable 2 will be equal to either a 1 (true) or a O (false), depending up
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 tells DataPerfect to skip the record if the evaluation in report variab
produces a 0 (false) value.

The code **Skip Record if O (False) is in Report Variable 2” is displayed in the
Report Body section.

18 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 pr:
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 entirc ficld blanks out and is replaced by the new
in the report variable. This option will not move through a data link or panel
store a value in a field. If you need to select a field from a destination panel, 3
must use a subreport (see Report, Sub- in Reference).

The report form should look like this:

Coluan 1
Type the text to be included in the report. To include a field
from the currenmt pancl, press Select (F4). Move to the field to
be incerted and again prece Sslest (F1). If vant 4o includc
report fields or special instructions, press Report Options
(Ctr1-F?). If the cursor is on 2 ficld, you can press F6 to edit
the picture for the report. When finished. press Save (F16).

— FIRST PAGE HEADER-
Store Ualue in Report Uariable 1 ——————=———————ouo—

———————(OTHER PAGE HEADER

-—En)
TWO-LEVEL REPORT HEARDER

St

ore Value in Report Yarlable 2 ————-—~——————————m
Skip Rccord if @ (False) Ie In Report Uariable 2 ————
—————————————————————— —Store Report Variable 1 in Fleld 1 —————--—-mm oo —

WO-LEVEL FOOTER

21 Press Exit or Save to save the report form and return to the Report menu.

RFPORT SAMPLE
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10
1

If you want to send the report to the printer, select Printer On/Off (1), then type
the appropriate port number.

and/or

If 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 (Ctrl-F7).

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).

If 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.



18

Type 1 for the Report Variable Number, then press Enter.

Now you will enter the formula.

19
20

P4

Type IF and a space.

Select the field you want to search on. (Press F4, tab to the field you wan
search on, and press F4 again.)

Type the rest of the formula. You will type an operator, then the informat
you are looking for, then THEN 1 ELSE RV1 ENDIF. For example, if 3
want to search tor records dated atter 1930, type > 1980 THEN 1 ELSE |
ENDIF after you have selected the field.

If you want to search for alphanumeric information (with an A format), type t
information within quotation marks. For example, if you want to search for
that contain the words “10% discount” in the comments field, type IF (then sc
the comments field) = ""10% discount' THEN 1 ELSE RV1 ENDIF.

For more information, see Formulas in Reference.

22
23

24
25
26
27

Press F10 to save the formula and return to the report form.

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.

Press Report Options (Ctrl-F7).
Select option 9, Skip Record If RV Is False.
Type 1 for the Report Variable Number and press Enter.

Select the fields you want to print in the main report body and press Ente
the last one.

Now you will create another subreport.

28

29
30
31

32

3

35
36

Be sure the cursor is still in the main report body section of the report for
just below the reverse video blocks that represent the fields you selected i
27. Then press Repart Options (Ctrl-F7)

Select option 6, Subreports.
Select option 1, Include Subreport.

Move to the panel link that goes to the subpanel you want to search in, th
press Select (F4).

Move the cursor down to the Report Body section of this Subreport form.
you will create another report variable,

Press Report Options (Ctrl-F7).
Select option 1, Select Report Field.
Select option 4, Store Value in Report Variable.

Type 2 for the Report Variable Number and press Enter.
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266

REPORT SAMPLES

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 for services. Assuine a Status ficld cxists in the databasc
which initially contains the value BILLED. This report changes the Status field to
PAID.

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 (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).

@ ~N oo o

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 (F10) 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 17 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 report variable
number.

The Specify Formula screen is displayed.
14 Type the following formula:
IF P1F8 = "BILLED" THEN 1 ELSE 0 ENDIF
P1F8 represents the alphanumeric field that contains the value BILLED.

15 Press Exit vt Save to save the formula and rcturn to the report form.



Move the cursor to the field you want to sort on. For example, if you wan
group the records according to the company name, move the cursor to the
Company Name field.

Press Select (F4) to select the field.

The report form is displayed on the screen. In the First Page Header section, t
following is displayed: “Two-Level Report Sorted by Field: »n” (n represents t
number of the field you selected to group your records).

10
11
12
13
14

15

16
17
18
19
20

Move the cursor down to the Two-Level Report Header section of the rep
form. If you want to print other information besides the total for each gro
records, select those fields you want to print.

Press Report Options (Ctrl-F7).

Select option 1, Select Report Field.

Select option 4, Store Value in Report Variable.

Type 1 as the Report Variable Number, then press Enter.

‘Iype 0 (zero) as the formula for this report variable and press Exit (F7) 1o
return to the report form.

Move the cursor down to the Report Body section of the report form. If y
want to print any fields for each record, select those fields.

Press Report Options (Ctrl-F7).

Select option 1, Select Report Field.

Select option 4, Store Value in Report Variable.

Type 1 as the Report Variable Number, then press Enter.
Type rvl+1 as the formula and press Exit (F7).

To print a total of the amounts in a numeric field, you need to modify the forn
for this report variable. Instead of rv1+1, type rvl+ and then select the field
want to total.

2
22
23
24
25
26

27

Move the cursor down to the Two-Level Footer section of the report form
Press Report Options (Ctrl-F7).

Select option 1, Select Report Field.

Select option 5, Print Report Variable.

Type 1 as the Report Variable Number, then press Enter.

Type a format for the field that will show the total (for example, N999), a
press Enter. (See Field Format in Reference for more information.)

Press Save (F10) w save the report fonu specifications and retuin w the K
mena.
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22 Press Repurt/Export w run the report.

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” 1s displayed.

23 Press any key to return to the report list.

Skip if No Datalsin a

Subpanel
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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 certain records, such as those dated after a particular 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 Press Report/Export (Shift-F7) to access the report list.

2 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.

@ o N OO o AW

Type 0 (zcro) and press Save (F10). This will set the value of the report
variable back to O for each record in the main panel.

10 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).

11 Select option 6, Subreports.
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 subreport.
15 Press Report Options (Ctrl-F7).

16 Sclcct option 1, Sclect Report Ficld.

17 Select option 4, Store a Value in Report Variable.



The code “Inciude Header Before Data” is displayed in the Other Page Heade:
section. This code forces the header to print on every page of the report, inclu
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 anc
press Enter.

To assign a report variable which searches for all invoice dates that fall within
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 variab
number.

The Specify Formula screen is displayed.
22 Type the following formula:

IF P1F5 >= RV1 AND P1FS <= RV2 THEN 1 ELSE 0 ENDIF
P1F35 represents the date field which comains the invoice date.

This formula tells DataPerfect: “If the invoice date is greater than or equal to
beginning date, and if the invoice date is less than or equal to the ending date.
print the specified fields.”

23 Press Exit (F7) or Save (F10) to save the formula and return to the report

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 (0), depending on wi
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 re
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
Report Body section.

You are now ready to select the fields you want to include in the report.

26 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 For the formula, type IF and 4 space, then select the field you want wo 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 example, if yon want ta cearch for all records 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 F10 to save the formula and return to the report form.
39 Press Report Options (Ctrl-F7).

40 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 F10.

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 field 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 (Curl-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 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 frc
two linked panels. A subreport saves time and space by printing the data in tl
source panel only once at the beginning of all the related records, rather than
each related record.

For example, suppose you are using an Accounts Receivable database which
Customer Information panel and a Transactions panel. The Customer Inform
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). W
a subreport, the Customer Information would print before every transaction. :
related data would not be grouped together.

_

Creating a Suhreport

A subreport can he created only in the Report Body section of the report forn
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 R
then press Insert.

or

If you are adding a subreport to an existing report, move the cursor to th:
report, then press Enter.

REPORT. St



When you run your report, it will print a total for each group separately along with
any other information you have selected to print.

Variable Search
Conditions
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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 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 (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.

8 Be sure the cursor is in the First Page Header section of the report form.

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: then 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 Prcss Report Options, then sclect Include Before First Record (3).



Report Body section (n represents the field number where the link is located:
represents the panel number to which the link is attached).

0 lumn 1

Type the text to be included in the report. To include a field
from the current panel, press Sclect (F4). Maue to the field to
be inscrted and again press Select (F4). If you want to include
report fisldo ar aposial Lootruations, precn Repert Optionc
(Ctr1-F7). If the cursor is on a ficld, you can press Fb to edit
the picture for the report. When finished, presa Save (F10).

FIRST PAGE HEADER——m — — - ————————————

TWQ-LEVEL REPORT HE:

REPORT BODY-

= PORT LINK/PANEL: 16 S
—FIRST PAGE HEADER

Empty—-
TWO-LEUEL REPORT HERDER ——

3 Define the sections for the subreport.
When you use Select to select fields in this new report form, the destination j

appears on the screen, instead of the source panel.

Create Record Through Link

This option creates a record in the destination panel when the report is run. \
you select Create Record Through Link (2), the current panel is displayed, ar
cursor is positioned on the first link in the panel.

1 If necessary, move the cursor to the link through which you want to creat
records.

2 Press Select (F4) to select the link.
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28 Use the Space Bar 1o 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:

—Column 1
Type the text to be included in the report. To include a Fleld
from the current panel, press Select (F4). Mouve to the ficld to
be inserted and again press Select (F4). If you want to include
report flelds or special inetructions, press Report Options
(Ctrl1-F?). If the cursor is on a field, you can press Fb to edit
the picture for the report. Uhen finished, press Save (F16).

Prompt: Enter leglnning Date
Forwat:
IRST PAGE HEADER-
Prompt for Ualue of Report Variable 1 —-——————————
Frompt for Value of Report Variable 2 ———--———-———

OTHER PAGE HEADER
—————~——————Include Header Before Data
Invoice ® [nvoice Date fmount

TUO-LEVEL REPORT HEADER
REPORT
e — Store Value in Bepart Variable 3 -----—--——————--
—————-—-—-Shkip Record if 8 (False) Is in Report Variable 3 ———
—— — —

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 Lnter 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.”

34 Press any key to return to the report list.



1 Move the cursor (o the panel you want (o 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 fiel
the index.

2 Use Up Arrow (T) and Down Arrow ({) to locate the index you want tc
then press Select (F4).

3 Select Add Field From Preceding Panel (1), then select the field you w
or
Select Add Report Variable (2), then enter the report variable number.
4 Press Exit (F7).

Define the sections for the subreport.

Nested Subreports Subreports can be nested inside another subreport when several levels of rece
the panels need to be grouped. Nested subreports are defined by selecting th
Subreports option from within the Report Body section of another subreport.

The following illustration shows an example of a nested subreport. The data
from a Company panel, an Employees panel, and a Children of Employees p
The subreport for the Children of Employees panel is nested inside the subre
for the Employees panel.

COMPANY HOTLIST
Company: ABC Company
Employecs:

Dan Rogers, Accounting
Childrer::
Belh
Brevt
Mat:Lhew
Wendy
liiza Harrison, Markating
Children:
Alan
Tom
William Smith, Ssios
Children:
Janct
Company: Widget Inc.

Lmpioyecs:

Jef: patrick, Accounting
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The Report menu 1s displayed.

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.

ubreports & Record Creati

1 - Include Subreport

2 - Create Record Through Link

3 - Create Record From Panel List
4 - Subreport Using Uirtwal Link
8 - Return to Edit

Selection: B8

Menu Options
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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 (1), 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



A INDEX FIELD 1
A INDEXFIELD 2
A PANEL LINK TO CASES

P bbb

PANEL

INDEX FIELD 1
INDEX FIELD 2

DATA LINK TO ATTORNEY
PANEL

PANEL LINK TO CHARGES
PANEL

choose when setting up the two-level report code in the first page header, the t
level report in a subreport will always sort on the field following the last comr
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 Attorne:
Panel, and the Charges panel. You could link these panels and define the inde
as indicated in the illustrations below:

BROWSING HECORD Exit-F7 Create-F39 Edit-F6 Lookup-1 Help-F3

LIENT:
T:(l:ient k;
Client
fAddreas
City:

casen: 3§

BROUSIMG RECORD Exit-F?  Create-F3 Edit-Fb Laakup-T Help-F3

Chargea: ﬁng
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Two codes appear in the Report Body section: “Create Record Link/Panel: n m™
and “Save Record.”

—Colunn 1

Type the text to be included in the report. To include a field
from the current panel, press Select (F4). Moue to the field to
be lnserted and agnin press Select (F4). If you want to include
report fields or special instructions, press Beport uptione
(Ctr1-F?). If the cursor is om a ficld, you can press Fb to edit
the picturc for the report. Whcwm finished, press Save (F18).

FIRST PAGE HEADER

—Empty—
OTHER PREE HEADER
——Empty—

TWO-LEUEL REPORT HEADER

REPORY BODY
= REATE HECORD LIMK-PAMEL: 16 5
————————————REPORT BODY
——Empty—
SAUE RECORD

—————————TW0-LEVEL FOOTER—

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 panel according to
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 list appears on the screen
and you are prompted to select a panel from this list.

1 Movc the cursor to the name 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 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 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 DataPerfect. You can create a subreport link between panels that
are not linked.

When you select Subreport Using Virtual Link (4), a panel list is displayed. You
need to select the panel to which you want to create the virtual link.



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 Char

panel will be in the subgroups.

10 Move the cursor to the First Page Header section of the second subreport, 1

press Report Options.
11 Select Do Report in Subgroups (7).

12 Add the rest of the fields needed from the Charges panel (see the
below).

The report form would then appear as follows:

Column
Type the text to be Included in the report. To include a ficld
fron the current panel, press Select (F4). Move to the field to
be inserted and again press Sclect (F4). If you want to include
report ficlds or speclal inetructions, press Repart Dptlone
(Ctrl-F7). If the cursor is on a fleld., you can press Fb to edit
the picture for the report. When {inished, press Save (F18).

REPORY BODY — —

Ciicnts (BN Mane:
e O s P

AY DOOR/PANEL: 1 2

~F(KST PAGE HEADE
—Enpty—-

OTHER PAGE HEADER
——Enpty--

LEVEL REFURT HEAD!

——Enpty—

—REPORY BODY.

e Stare Ualue in Report U
ORT DOOR/PAMEL: 13 1

—————————————F1RST PAGE HEADER

——————————{OTHER PAGE HEADEB-
Attorney:
Date

Descript ion Charge
—————m=-——mmm———~Include Header Before Dat

TWO-LEVEL REPURY HEADER:

—mm————=——~—————-——-—~Stare VYalue t Uariable 1 ——-em———m—

Charges for ISR  —
—————————————g A0 TVF 1 (R 1]
Chargea for Cazc WNENENENN  OEREESSE

TWO-LEUEL FOOTER
—Empty--

ilfustratio
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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
scction of the main rcport.

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.

ACCOUNT RECEIVABLE STATUS
[RETRY Caldiero, Allen
3198.00

PTeSs Slug.ue

Zayiwent Amounl
5 02,00

fotal raynents: B ERLE
C.gLiee . Cameron, Marshall
fveiocd
EIREE|

JEaN

Total Payments: s200. 34

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 between 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 subgrouped 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
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Subreports and
Two-Level Reports

A two-level report can be included inside of a subreport (sce Report, Two-Leve
Reference). If you choose to do this, the information in the two-level report wij
arranged in the same way that it is when you do the report in subgroups. The f
sclected as the sort field for the two-level report must be the second field in the
index used by the link (see Do Report in Subgroups 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
the subreport you want to delete.

2 Press Delete.
3 Typey at the prompt to confirm the deletion.

Report, Two-Level

A two-level report categorizes records from one panel into groups. The recorc
be sorted first by group (designated by a sort field) and then by the index selec
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
a report by company name and then alphabetically list all emplovees of each
company as follows:

—

nNersspace lLatoralories

Jdohrson
Jenes
Smick
Smith

Numpbar o Pnplosce

D & M hngireering

Rebinson

Heaths_itf lnsurance

Brady
3r
Edwards

Prestwich

Wumzer b Cmplove

REPORT, TWO-LEVE



A INDEX FIELD 1
A PANEL LINK TO GASES

PANEL BROMSING RECURD Exit-F? Create-F9 Edit-F6 Lookup-T Help-F3 |

A INDEX HELD 1
A NDEXFIELD 2
A INDEX FIELD 3
A INDEXFIELD 4

A DATA LINK TO ATTORNEY o
PANEL

BROWS [N RECORD Exit-F? Create-F9 Edit-F& Lookup-T Help-F3

e L R T

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).
a

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 thc end of thc 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 Report Body section of the subreport, then use Select 10
select the Case Number field and the Name (Case Description) field from the
Cases panel.
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If you want the Two-Level Report Header to print consistently at the top of the
page, insert a Page Eject code at the beginning of the Two-Level Report Head
and the Report Body (see Conditional Page Eject under Report Options in
Reference). Be sure the Other Page Header and the Two-Level Header contair
identical information. Also, inciude the Skip if Start of Two-Levei code in the
Other Page Header (see Skip if Start of Two-Level under Report Options in
Reference).

10 Select the fields and type the text you want to appear in the Two-Level Re
Header.

11 Move the cursor to the Report Body section of the report form and define
layout of the report body.

12 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 ext
blank line to provide more space between groups. A Page Eject code can
be placed in the footer.

13 Define the layout of the footer by pressing Report Options (Ctrl-F7) and
selecting Number of Records in Section (3).

The following illustration shows what the report form would look like for the
level report shown above.

—Colunn 1
Type the text to be included in the report. To include a ficld
from the current panel, press Select (F4). Moue to the field to
be inserted and agaim press Select (F4). [f you want to Include
report flelds or epecial instructions, press Repart Options
(Ctr1-F?). If the cureor i on a field, you can press F6 to edit
the picture for the report. When finished, press Save (F16)

~—————— —FIRST PAGE HEADER
——————————————————————— Two-Level Report Sorted by Field: § ———————--—co——o

THER PRGE HEADER
——Enpty—
TWO-LEVEL REPORT HEADER:

~REPORT BODY-

I )
———————————T0-LEVEL FOOTER:

Munber of Employecs: I

In the above example, you could list the companies (sorted by name) without
all of thc additional data. Simply specify that you want a two level report wh
cursor is in the First Page Header, select the field while in the Two-Level Hez
and omit the fields from the Report Body section.

Two-Level Reports
and Sub-reports

A two-level report can be included in a subreport. Also, a subreport can be
included in a two-level report (see Report, Sub- in Reference).
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b

MAIN REPORT BODY
FIRST SUBREPORT
SECOND SUBREPQORT

FINAL FOOTER OF FIRST
SUBREFPORT

284 REPORT SUB-

When generated, the report would appear as follows:

bcnentﬁ 10-005 Name: Good-Enough Insurance Co.
Case: 10-005-0086 Phillipe ads Johnson

Carrey: Ronald M.

Charge

If you did not include the message “Do Report in Subgroups™
form, the report would appear as follows:

in the above report

Neme @
1 000

Charge

sbing progerty viLics

erning possible seltlement




When you geunerate the report, if you turned off display, DataPerfect will show
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:
» Report, Built-In Short
* Report, Custom
Report Form
A report form is the layout of the data included in a custom report.
Create/Edit a Report Creating or editing the report form is the process of defining fields for the repc
Form positioning them appropriately, adding text to the report as labels for fields. pa

headings, etc.
To create/edit a report form,

1 Press Report/Export (Shift-I'7) from the desired pancl to display the Rep
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:

Co lumn
Type the text to be included in the repart. To include a ficld
from the current pancl, press Sclect (F4). Moue to the ficld ta
be inserted and again press Sclect (F4). 1f you want to include
repurt flelds or special instructlons. press Repart Options
(Ctrl-F7). If thc cursor is on a field, you can press Fb to edit
the picture for the report. Uhen finished, press Sawe (F18).

FIRST PAGE HEADER
—Enpty——
OTHER PAGE HEADER-

—Empty-
TUO-LEVEL REPORT HEADER

——Empty——
—————————————REPORT BODY-

Report Form Sections

The following information describes the content and uses of each section of t}
report form. The report options available for each section are described in Re
Options in Reference. To see the report options for a particular section, positi
cursor in the section and press Report Options (Ctrl-F7).

REPORT FOR
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This typc of report saves time and space by listing the sort 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 Footer. Each 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).

If 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 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-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 1o 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: n” (n represents
the number of the field 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.



Final Footer

This footer appears on the last page of the report immediately following the las
piece of data. [t can also appear on a separate page at the end of the report. St
totalling features are available for G Type numeric fields in this section.

How DataPerfect
Evaiuates a Report

When a report is run, DataPerfect evaluates the data in each report section in tt
sequence specified below.

1. First Page Header.

2. Other Page Header is skipped (it usually includes data which is not
processed until the second page prints).

3. Two-Level Header (if a two-level report has been specified in the First
Page Header).

4. Report Body (cycles through all of the records in the report, then goes
the footers).

5. If anew page is needed while processing the Report Body, DataPerfec
processes the Page Footer, then prints the Other Page Header on the ne
page.

6. 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 Two
Level Header before returning to the Report Body.

7. Once the entire Report Body is evaluated, the Two-Level Fouoter is
processed if the report is a two-level report, and the Page Footer is
processed if you are at the bottom of the page.

8. 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 desired report, then press Enter.

3 Select Edit Report Form (8).
4

With the cursor in the desired section ot the report form. press Report Op
(Cul-F7).

5 Select the desired option.

RFPORT OPTINNS



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 cursor is in the report form.

Move the cursor to the text or field you want to bold or underline.

2
3 Block the desired text or field(s) (see Block in Reference).
4 Press Attributes (Shift-F6).
6 Select Bold On/Off (1) to bold the block.

or

Sclect Underline On/OfT (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 (Ctrl-F3). to access the User Screen Options menu.

2 Select Report Display On/Off (7).

Display Off is the default. 1f the display is on, these steps will turn it back off.
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Do Report in
Subgroups (FPH)

A subgroup may be run inside a subreport. A subgroup uses the second field
index defined for the link (the first field is used tor the subreport). For inforn
on defining a subreport and using subgroups, see Report, Sub- in Reference.

Eliminate Line If

This option eliminates report lines that contain no data in the selected fields.

Blank (All Sections) example, if you are printing addresses that may or may not include a title for
addressee, you need to allow a line in the printed address for thar title. Howe
a particular addressee did not have a title, the report would look better if the 1
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 ¢liminate.
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 op
However, when you press Lell Anow, the cursor moves to the code that was
inserted in the format, and a message appears above the report form: “Elimi
Line if Blank.” You see this message anytime the cursor is positioned on an
Eliminate Line if Blank code.
-Colunn 1
Type the text to be included in the report. To include a field
from the current panel, press Select (F41. Move to the field to
be imserted and again press Select (F4). Jf you want to include
repart fields or special instructions, press Report Options
(Ctrl-F?). If the cursor is on a Field, you can press Fb to edit
the picture for the report. When finished, press Save (F16).
Eliminate Line if Blank
EIIST PE[_;E HEADER
———-—(]THE; lg'RGE HEADER-
—-Empty——
-TWO-LEVEL REPORT HERDER-
ety
HEPORT BODY
-TW0-LEVEL FODTER
e e
PAGE FOOTER
FIRAL FooTER
Include After Last The Page Footer usually prints at the bottom of every page cxcept the last pa
Record (PF) a Final Footer is defined, it prints on the last page instead of the Page Footer.

you want to force the Page Footer to print on the last page in front of the Fin
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 Foo
immediately after the last data record. and prints the Final Footer immediate]
the Page Footer.

If you have also selected the Skip to Bottom of Page option in the Page Foot
DataPertfect prints the Page Footer at the bottom of the page. and sKips to the
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. [t 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 as you want it to appear in the report. The First Page
Header might also include a date, time, or value from a field in the database.

To display a field 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, select Include Refore First
Record (see Report Options in Reference).

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, Two-Level in
Reference.

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 letter, mailing labels, invouices, statements, €.

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. L.ines. however, do
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 fayout 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 var
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 ¢
Report Body section.

When you select Labels, you are prompted to specify the number of records [
line to print. You are also prompted to enter the record width, and the numbe
lines per label. The selections made here overwrite any print margins that mng
specified on the Report menu.

After entering this data. the report form is displayed again and a code appears
Report Body section which indicates the number of records per line and the I

width and depth.

You only need to insert the text and fields for the first record in the left colum
DataPerfect then duplicates the layout for the chosen number of records acro
page.

See Mailing Labels under Report, Samples in Reference for an example of a
which uses this option.

Number of Records in
Report (FF)

This option prints the total number of records listed in the report.

When you select this option, or either of the next two options (Number of Re
on Page and Number of Records in Section), a G Type numeric field (for exa
GZZ7779) appears. DataPerfect tallies the number of records in the report a
prints the number in this field.

To make the field format smaller, position the cursor on the G Type numeric |
and press Edit (F6). Then use the arrow keys, Backspace, and Delete to mod
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 Number o
Records in Report.

Number of Records in
Section (TLF)

This option prints the total number of records listed in the current two-level s

To make the field format smaller, see the instructions above under Number o,
Records in Report.

Page Eject (FPH, TLH,
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, y
might want to print the First Page Header as a title page. Selecting this optic
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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

Conditional Page
Eject (TLH, RB)

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. If it will not fit, DataPerfect prints the next record on the following page.
If they are defined, headers and footers print as usual.

If this code is inserted at the beginning of the Two-Level Header section, each level
of a two-level report 1s printed on the same page. If the entire level cannot fit 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, RR, FF)

This option lets you create a record in the same panel or in a panel other than the
current one. When you select this option, and then select 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 Variable in Field below).

Create Secondary

Merge Report (FPH)

This option lets you easily create WordPerfect secondary merge files by using field
names instead of following the edit order imposed by field codes. See Custom
Merge Files under Report, Samples in Reference.

Delete Record (RB)
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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
hirst held 1s the hield the report 1s based on.

See Archiving under Report, Samples in Reference for an example of a report which
uses Delete Record in a subreport.



Time

This option inserts a time field with a field format of T99:99 at the cursor po:s
Each time the report is run, the current time is inserted into the field. Be sure
system time in your computer is correct.

Page Number
This option inserts a numeric field with a field format of GZZZZ79 at the cul
position. When the report is run, the current page number is printed in this fi

If you want 10 make the field furmat sinaller, position the cursor on the G Ty,
numeric field and press Edit (F6). Then use the arrow keys, Backspace, and
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
option, DataPerfect prompts you to “Enter Report Variable Number.” After
enter the variable number, you are prompted to enter a formula. The operato
operands, functions, and syntax for formulas are documented in Formulas in
Reference. Also see Report Variables in Reference.

See Report, Samples in Reference 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 sclect this option, DataPerfect prompts you to “Enter Report Vari
Number.” After you enter the number, you are prompted to enter a field forn
the variable. A field of the specified length then is inserted into the report fo
The field format must corrcspond to the type of data returncd by the report v
For example, if you store a name in the report variable, the field format shou
for an alphanumeric field. If you store a date in the report variable, the field
should be for a date field.

Set Page Number

This option lets you set the beginning page number for a report. If you want
begin numbering at a number other than one, enter the number you want at t
prompt.

When used in a two-level report, this option should be the last command ent
Turn Print Off/On

This option lets you place comments in reports that are being sent to a printe
information within the Turn Print Off and Turn Print On codes will not print

is useful if you want to explain parts of a report, but don’t want the commen
print.

To use this option,
1 Place the cursor where you want the comment to appear.

2 Press Turn Print Off (7), then type the comment.

REPORT CPTI



Include Before First

Record (OPH)

The Other Page Header usually prints at the top of every page except the first page.
If you want the 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
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Skip Record if RV is False (RB)

This 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 O (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 | 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| ELSC 0 ENDIFF

If the value in P2F7 is less than or equal to 25,000, the result of the formula is O
(false). If the value is greater than 25,000, the resultis | (true). When you assign
this option to the report variable which contains the above formula, every record
with a value less than 25,000 in this field is skipped. See Formulas in Reference
for more information on setting up formulas.

See Search and Replace and Variable Search Conditions under Report, Samples in
Reference 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 talse, 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 use the selected index to display a lookup lict 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 n
provides four options. See Report, Sub- in Reference for detailed information

Include Subreport

This option tells DataPerfect to include a subreport within the Report Body.
you select this option, the current panel is displayed. You must select the dat
or panel link which leads to the destination panel you want to use for the subr
After you select the desired link. a new report form is inserted into the main k
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
in the destination panel through a link you select.

When you select this option, the current panel is displayed, and you must sele
link through which you want to create the record. After selecting the link, a (
Record code and a Save Record code are inserted into the body of the subrep

This option must be used with a Store Report Variable in Field code (see Stor
Report Variable in Field abovc).

Create Record from Panel List

This option is similar to Create Record Through Link. However, this option
you create a record for any panel in the database (even if no links exist). Wh
select this option, the panel list is displayed. After selecting the desired pane
Create Record code and a Save Record code are inseited into the Repuit Bud

This option must be used with a Store Report Variable in Field code (see St
Report Variable in Field above).

Return to Edit
This option returns the cursor to the report form.

Two-Level Report
(FPH)

This option is used to define a two-level report. See Report. Tiwo-Level in
Reference for detailed information.

Report Variables

A report variable designates a point in a report where you want an evaluation
occur. Report variables are used to perform calculations. create running total
modify data, and select certain records to be used in the report. A report varic
contains a formula. A formula may contain values, fields, expressions, and ©
report variables. A report can have a maximum of 255 report variables. You
assign any number between | and 255 to a report variable, as long as each re
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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 | and 255), the text for the prompt (such as Enter
Date), and a field format for the variable (for example, 199/99/9999).

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 report form is displayed again, and the following code is displayed in the Fiist
Page Header section: “Prompt for Value of Report Variable n” (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 Conditions under Keport, 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 GZZZZ79) 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 format 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)
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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
surc the system date in your computer is correct.



After you have created the report variable, a code appears in the report form:
“Store Value in Report Variable n.”

Column 1
Type the text to be included Ln the report. To include a field
from the current panel, press Select (F4). Move to the field to
be inserted and again press Select (F4). If you want to inrclude
repant fimlde ar special ingtructlions. press Report Options
(Ctrl-F7). If the cursor is on a field, you can press F6 to edit
the picture for the report. UWhen finished, press Save (F10).

FIRST PAGE HEADER

ity
———————————————QTHER PAGE HEADER

TWO-LEVEL REPORT HEADER
--Empty—
REFORT BODY
- Store Value in Report Uariable 1 ———---—m————— oo

TWD-LEVEL FOOTER

——Empty—

PAGE FODTER
Enpty

Editing a Report
Variable

You can use Reveal to edit an existing report variable. or to check the tormul
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 (Alt-F3).

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, P1F9), move the cursor to the field code and press Reveal.

5 Press Exit (F7) or Save (F10) to save the formula and return to the repor

Printing a Report
Variable

You can use the Print Report Variable option to print the resulting value of a
variable. This option can be used in any section of the report form (see Repe
Options in Reference).

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 pres
Report Options (Crrl-F7)

3 Choose Select Report Field (1).
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 0ff/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
(AN Sections)

This option lets you insert control strings for your printer, such as page orientation,
print density, and font. See your printer manual for information about specific
printer control strings.

Skip if Start of
Two-Level (OPH)

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.

Skip to Bottom of
Page (FPH, RB, TLF,
PF)

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
the Repout Budy o cachi page. For eaxample, on the last page of a report, there 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.

Store Report Variable
in Field (RB)
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This ontion 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 o be indexed in a different location.
DataPerfect does this without losing the record’s place in the index.

Specific steps for including rhis aption in a report are found in Storing a Report
Variable in Field under Report Variables in Reference.



Prompts are most commonly used to perform calculations or 1o define search
conditions in conjunction with other report variables.

The value stored in the report variable can be used later to select certain recor
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 torn
that checks to see if that item appears in the Item Purchased field. 1f it does, t
report includes that record. If it does not, the report excludes that record (you
use a Skip Record if False code).

See Variable Search Conditions under Report, Samples in Reference for a rep
which prompts for a report variable.

Storing a Report
Variable in Field

After a report variable has been calculated, you may want to store it in a field
record. A report variable can be stored only in a field in the current panel. Y
cannot store a report variable in a linked panel unless you use a subreport (se
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 (Ctrl-F7).

4 Select Store Report Variable in Field (8).

5 Enter the report variable number you have chosen.
The current panel is displayed.

6 Movec the cursor to the field in which you want to store the report variabl
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.

Greating a Report
Variable
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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.

or

If 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 tFrom the Report menu, select Edit Report Form (8).

5 Position the cursor in the section where you want to store a value in the report
variable, then press Report Options (Ctrl-F7).

6 Choose Select Report Field (1).
7 Choose 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 (F10) to save the report and return to the report form.



1 Be sure the report form is on the screen with the cursor in the First Page F
section.

2 Initialize RV1 to a value of zero (0). See Initializing a Report Variable at
for specific instructions.

3 Move the cursor to the Report Body section, then create another RVI. Se
Creating a Report Variable ahave for pecific instructions. For the examj
above, type the following formula:

IF P1F2 > 30 THEN RV1 + 1 ELSE RV1 ENDIF
P1F2 represents the field containing an employee’s age.

This formula tells DataPerfect: “If the value in the field containing the emplo
age is greater than 30, then add the number 1 to the report variable. If the val
the field is equal to or less than 30, then leave the report variable as it is.”

Now assign the running total W print at the end of the report.
4 Move the cursor to the Final Footer section of the report form.
5 Follow the steps for Printing a Report Variable above.

When the report is run, the total number of employees over 30 is printed at th
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 rep
variable is used as an operand in the following formula:

IF PIF4 =RV THEN 1 ELSE 0 ENDIF

See Variable Search Conditions under Report, Samples \n Reference 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 vari
you want to delete.

3 Press Delete.
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6 Entcr the format of the report variable ficld you want to print. The format 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
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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
might be A30 because the descriptions of most items would use less than 30
alphanumeric characters. (The maximum value accepted for an alphanumeric
field is 180 characters.)

A code appears in the report form: “Prompt for Value of Report Variable n.”

————————YColunn 1
Type the text to be Included in the report. To include a field
from the current panel, press Sclect (F4). Mowe to the field to
be inserted and again press Select (F4). If you vant to include
cepart fields or epecial instructiona, press Beport Dptians
[CIrl-r7). If thc cursor is om a ficld, you can prosa FO Lo cdit

the picture for the report. When finished, press Save (F16).

—————————————FIRST PAGE HEADER
-——————————————--~---——Prompt for UValue of Report Variable 1 ———————————-——

OTHER PAGE HEADER

Enpty—-
TUD-LEVEL REPORT HEADER
——Empty-——
REFORT BODY

Empty—
TUO-LEVEL FDOTER

——Empty—
PAGE FOOTER
——Fmpty—




Save

Is

LY

e Save (F10) to do the following:

Save on a disk any changes that have been made to a record.

Save the current field when in Edit mode.

Copy a defined block of text into a separate buffer. The block can then be
retricved to another position using Move.

Save a panel definition to disk.

Save a report form and return you to the Report menu.

Screen

Sc

reen (Ctrl-F3) contains the following options:

c Screen Opt
1 - futo-Help OnOff & — Printer Map

2 - Calors for Mems Report Editing 7 — Report Display Onsaff

3 - Map Alt and Ctrl Keys @ — Show Shell State On/Gff
4 - Top Line Diapl

5 - (Sec International Startup Optlon — Press F3, Space)

lection:

Any changes made on the Screen menu affect only the current database. Wh
select a setting for any option on the Screen key, that setting becomes the def
for the database.

If you have set Screen option defaults for a particular database and want to us
same defaults in defining a new database, access the existing database, then e
the databasc list to define the new databasc. All of the defaults in the databas
previously accessed will be assumed for the new database you create. These

de

faults can be changed later if necessary.

SAVE / SCRH



The code appears in the Report Body section: “Store Report Variable n in Field

n.

————Column 1
Type the text ta be included in the report. To include a field
from the current panel, press Select (F4) Move ta the field to
be inserted and again press Select (F4). If you want to include
1GpuUrt TiGIUa UK HPCLIA) LNSLFUGLLUNGS PIEss NCPUrt OpLions
(Ctr1-F7). If the cursor is on a field, you can press Fb to edit
the picture for the report. UWhen finlshed, press Save (F18).

—--——F [RST PAGE HEADER

——Empty—
—————————{(OTHER PAGE HEADER

--Eapty-——
‘TWO-LEVEL REPORT HERDE

AEPORT BODY
————————————————————————— Store Ualue In Report Uariable § ———————————————
Store Report Variable 1 in Field 1 ———————comeero

————————TW0-LEVEL FOOTER
——Emptu——
PAGE FOOTER

When the report is run, the value in the report variable is stored in the designated
field.

See Search und Repluce and Archiving under Report, Sumples in Reference (o
reports which store a report variable in a field.

Initializing a Report
Variahle

You can initialize a report variable so that its value is reset each time the report is
run.

To initialize a 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 (F10) 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
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A running total is a total that is updated as each record is processed in the report.

For example, if you are running a 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,



You see either the message #Searching or 4Searching in the lower left corner
instruction box, specifying the direction of the search which DataPerfect is
performing.

PSearching 1S
—CUSTOMER . PE)

CUSTOMER INFORRATION

Customer 1D

Last Mawe First Middie
Address City ST 21IP
HN Phone UK Phone
Comments
Last Inunice Date
Balance Due
Payments Involces

When DataPerfect finds a record, that record is displayed on the screen until ;
press #Search (F2) to continue searching in the same direction for more matc
records, or #Search (Shift-F2) to search in the opposite direction.

#Search reverses the direction of the search. If vou are searching forward, it reverses
direction and searches from the end of the file. If vou are searching from the end of 1l
it reverses the direction and searches forward.

The search ends when the beginning or end of the file is reached. When the
ends, the last record matching the search conditions is displayed on the scree
the message “Search to end of the file completed” is displayed in the instruct
box.

Record Selection in a
Search

You can use Search to select records for a report, an export, an import. or i
multiple remove. In each case, you have the option to include or exclude eac
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. e:
import, or multiple remove, you are asked if you want (o use the conditions
defined, or if you want to specify new ones.

If you type y (for Yes) when prompted to use existing search conditions, you
bypass the Search menu and are prompted to include or exclude those record
which satisfy the search.

If you type n (for No) when prompted to use existing search conditions. the
moves to the Search Options menu. If you set new conditions, they are appe
to the existing search conditions. If you want to set new conditions and not |
them appended to the existing conditions, select Reset Conditions (option 5)
setting the new conditions.

SEAR



Nonfunctioning
Report Variables

If the report variables you have assigned do not calculate correctly, the following
suggestions may help you determine what is wrong.

¢ Be sure the formula in the report variable is accurate. See Editing a Report
Variable above for help.

* Be sure the report variable you assigned is in the appropriate section of the
reputt form. Fur exawmple, a repont variable placed in the First Page Header
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).

* Print the report variable (see Printing a Report Variable above) in the Report
Rady. This may give you a clue what is wrong. For 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
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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 Change 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).

If 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 field represented by the field code. bor example,
because the field code P1F8 represents the eighth field created in the first panel,
pressing Reveal displays the actual panel and field represented by P1F8.

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.



*J*ns ?n would find Jensen, Jenson, Johnsen, Johnson, and Jansen. The temp!
New York without any asterisks or question marks would match only those re
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 (}2) to access the Search Options 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 m
use *7* as the template.

You can temporarily change the wildcard characters. To do this, when proniy
enter a template, type a broken vertical line ( 1) followed by the character you
to replace the asterisk, and then type the character you want to replace the qu
mark. For example, the template i%$ makes the percentage sign and the doll
wildcard characters. The original wildcard characters are restored when the ¢
is finished.

A template search on a G, H, or D formatted field requires an exact template
value you want. For example, if you were looking for 45 in a G field, you wi
not find the value 0045. On a date field, a template search for 03/12/1993 mu
entered as 03/12/1993 and not 03121993.

Specify Formula

You can specify a formula in a search. Each record is examined during the s
When you specify a formula for a search, the search does not find the record:
which contain the formula. Instead, the search finds the records which answe
formula. It the formula statement 1s true, the record iS a match. If the staterr
false, the record is not a match (see Formulas in Reference).

The following is an example of a formula:
P1F4 * P1F8 > 250
P1F4 represents Panel 1, Tield 4. P1IF8 represents Pancl 1, Ficld 8.

A search which specifies this formula finds all of the records where P1F4
multiplied by P1F8 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[P1F1;”BOB”] or contains[P1F1;”LISA”]) and P1F6 =
date[10;5;1989]

SEAR



Related Information

For specific information about each of the options on the User Screen Options
menu, see the following sections:

* /int under Startup Options in Getting Started * Report Display

« Character Map * State
* Color * Time
- Datc » Top Linc Display
* Help, Auto ¢ Top Line Display

Search

DataPerfect lets you search for specific records in a forward or reverse direction. A
search is used far finding a certain record, when running a report, export, or import,
or when removing records from a file.

When you press #Search (F2) or 4Search (Shift-F2), the Search Options menu is
displayed:

Search Options
Moue to the desired field before specifying a Range or Template
1 - Specify Range 4 - Display Conditlione
2 - Specify Template 5 - Reset Conditians
3 - Specify Formula 6 - Match Any/ALl Conditions

Mo search conditions have been def ined.

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.

Perfarming a Search
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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
yon finish specifying the conditions, press #Search (F2) to search the records from

the beginning of the file, or press #Search (Shift-F2) to search the records from the

end of the file.



For example, an AND condition may look like this:

Field § is in the range 20 through 25
AND Field 13 matches paid
AND P1F3 =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 {3 matches paid AND where P1F3 = 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 P1F3 =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 P1F3 = 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:

P1FS >= 20 and P1F5 <= 25
and P1F13 = "paid"
or P1F3 = 60

These conditions find a record where field 5 is between 20 and 25 AND wherc
either field 13 matches paid OR where P1F3 = 60.

Because AND has a higher operator priority than OR, the statement would be more
clearly written like this:

P1F5 >= 20 and PIFS <= 25
and (P1F13 = "paid" or P1F3 = 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 Do Trial Search on Panel is an option that appears on the Search Options menu
Panel 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).

SEARCH 313
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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,

A range consists of a low value and a high value for a field. If 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. 00031 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. If 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. If 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
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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 tield begins
with MIT.



If you make a mistake, select Delete Last Entry in List (2) 10 delete the last
selection, or select Delete List (1) to erase the entire list and start again.

5 When finished, press Exit (F7) to return to the Field Options menu.

Whenever you press #Search (F2) on a field which has been assigned a search f
list, all the fields in that list will be searched.

Editing a Search To edit a search field list,
Field List 1 Move your cursor to the field which contains the search field list you want t
edit, then press Define Field (Shift-F8).
Select Define Search Field List (7).
Use Tab and Shift-Tab or the Shift-arrow keys to move the cursor to the fie
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
desired field.
4 Press Select (F4) 1o select the field.
5 Press Exit (F7) to return to the Field Options menu.
Deieting a Search To delete a search field list,
Field List 1 Move your cursor to the field which contains the search field list you want t
delete, then press Define Field (Shift-F8).
2 Select Define Search Field List (7).
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 display:
field. It is also used to select fields for formulas, reports, and field lists.
Data

You can use Select (F4) (0 enter data quickly into a field. If you are creating 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 chang
this buckground record by performing a lookup and pressing Enter on the desir
record.

SELECT



A search which specifies this formula finds all of the records where P1F1 contains
the value BOB or LISA and where P1F6 contains the value May 10, 1989.

To specify a formula,

1 Press #Search (F2) to access the Search Options menu.
2 Sclect 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).

If 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 (1)
to display the linked panel, then move the cursor to the desired field and press
Select. The selected field appears in the formula with a format similar to
PIFIP2F1 (PIF1 represents the field in the source panel that contains the link, and
P2F1 represents the field you selected from the linked panel).

4 When you finish typing the formula, do not press Enter. Press Save (F10) 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 contains
function. See Functions in Reference.

Display 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

Reset Conditions lets you delete the current search conditions.
To reset the search conditions,

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
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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.



Clear/Append With
Each Put

Clear/Append With Each Put (4) lets you change the Clipboard setting from C
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 se
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 s
will say either “Append to Clipboard” or “Clear Clipboard.”

Use Cliphoard for
Report/import

If you select Use Clipboard for Report/Import (5), reports are sent to the clipt
and data for imports is retrieved from the Clipboard. If you select this option
reports and imports perform as usual.

If this option is on, a message is displayed in the lower part of the instruction
“Report or import uses Clipboard.”

Retrieve from
Clipboard

Retrieve from Clipboard appears as option 6 if you access the Shell menu wh
you are in a report, an Edit Help screen, Define Panel mode, or editing a text
It fets 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 a
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
screen.

Related Information

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 i
which the character is sorted by an index. A character with a low number wi
sorted before a character with a high number.

When international characters are included in an index, they are sorted accor
a table maintained in DataPerfect. This allows a true alphabetical sort order |
of the standard ASCII urder. For example. if you use the predelfined table, th
and 4 are sorted with the lower and uppercase A, rather than at the end of the
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, yo
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).

SORT ORDI



For example, an AND condition may look like this:

Field S is in the range 20 through 25
AND Field 13 matches paid
AND P1F3 =60

FPaid 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 P1F3 = 60.

ALL of these conditions must be met befuie the 1ccord is fuund.
An OR condition may look like this:

Field 5 is in the range 20 through 25
OR Field 13 matches paid
OR PI1F3 =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 P1F3 = 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:

P1F5 >= 20 and P1F5 <= 25
and P1F13 = "paid"
or PIF3 =60

These conditions find a record where field S is between 20 and 25 AND where
either field 13 matches paid OR where P1F3 = 60.

Because AND has a higher operator priority than OR, the statement would be more
clearly written like this:

P1F5 >= 20 and P1F5 <= 25
and (P1F13 = "paid" or P1F3 = 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).

SEARCH 313



A\ DECIMAL INDICATOR
A HEXADECIMAL INDICATOR

To 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 displ
in the upper right corner, as shown below.

eL/18-92 12:01-
HNOWS IS Exit—¥7 Create-F3 E4it-F6 Looknp—-T Help-F3

—CLIENTZ. DAT-F

Customer [oforwation
|Customer ID 68686
Laat Mame First Middle
Address City ST 2IP

0808086660
HA Phonc (986) 666-6068 WK Phonc (868) 600-8600

Last Inwice Bate
Balance Duc 36.90/
Payments Involces i

2 If the top line display is on, skip to step 3.

or

If the top line display is off, press User Screen Options (Ctrl-F3), then s
Top Line Display (4) to turn on the date and time.

3 Press User Screen Options, then select Show Shell State (8).

A" ——81/10.92 12:62

BROWS ING RECORD Exit-F7 Create-F9 Edit-F6 Lookup-T Help-F3 —‘

CLIENTZ . DAT-3

CUSTOMER [MFORMATION
Customer ID 68860
Laat Mame First Middle

Address City ST 2IP

HM Phone (888) 888-8600 UK Phone (G88) 806-8060
Commente
Last Inunice Date

Balance Due $8.68

Payments Invoices §




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 (Ctrl-F1) to display the Shell Options menu. If Shell
is not running when you press Shell, an error message appears on the screen:
“Shell is not running.”
hell Opti
1 ~ Go to Shell 4 — Clear-Append Vith Each Put
2 — Clear Clipboard S - Use Clipboard for Report.Import
3 - Text-WordPerfect Merge 8 - Exit
Selection:
VP Merge Append to Clipboard
2000
Go to Shell If you select Go to Shell (1), 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 Glipboard

The Shell Clipboard is used to cut and paste information from 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
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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
(ormat and vice versd.

The current setting is displayed in the lower part of the instruction box. The setting
will say either “WP Text” or “WP Merge.”



Decimal Valne Fxplanation Hexadec
Value

32768 Cannot go to Shell—search, 8000
save, report, import in progress.

Mask Values and
Multiple States

The Shell {STATE)} command checks DataPerfect program status. You can |\
the {STATE} command to determine what actions your macro should perfor
when a particular state exists in the program.

The status of a particular feature of the program (for example, whether a yes
other prompt is active) is reflected by the value of a status indicator number.
is one indicator number for each feature that can be checked. If the indicato
number is set to zero, the feature is not active (for example, a yes/no or other
prompt is not active). If the feature is active, the status number is set to a no
value particular to that status.

See DataPerfect States above for the flags for the {STATE} command in DataPerfect.

If a yes/no or other prompt is active in DataPerfect, the yes/no or other prom
is set to 1024 decimal (0400 hexadecimal). If the prompt is not active, the fl
set to zero (0).

Sometimes several features are active at one time. For example, the Clipboa
could be WordPerfect merge, the report could be output to the display, and t}
main panel could be displayed/selected.

The value returned by the {STATE} command is the sum of all active values
value represents the total status of the program with respect to the features cl
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 hexadecinr
value 0089 (0001+0008+0080=0089).

When many features are active, it may not be easy to tell which status value:
combine to equal the value returned by the command. Use the following ste
determine exactly which features are active:

1 Find the largest value that is equal to or less than the value returned by tl
command. That feature is active.

2 Subtract the value you tound in step | trom the value returned by the co
and consider the result.

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 featu

For example, if the Clipboard type is WordPerfect merge, the report is outpu
display, and the main panel is displayed/selected, you might calculate the act
features as shown below,

ST



The current sort order table is displayed.

The 256 characters (8-255) are listed below. The number to the right of each
character is its sort value: for exanple, thc character with sort valuc 65
will be sorted in the index beFore the character with sort value 83. After
changing the mort order. you should delete and recreate all indexes. Use 1,
1, », and + to move to those you wigh to chamge and enter the mev sort

order number. Press Save (F10) or Cancel (F1) when finished.

640 640 128 G 67 C 192 192 L
18 18 65 A 65 A 129 i 85U 193 1 193 1
ze 2@ 66 B 66 B 130 é 69 E 194 1 194
39 ae c7c ezc 1218 ese  ses | ass |
40 4 68D 68 D 132 & 65 A 196 — 196 —
Se Se 69 E 69 E 1332 65 A 197 § 197
6e be 70F 7BF 134 & 65A 198 | 198
7 7o 716 MG 135 5 67 C 199 § 193
el B 72H 72 H 136 & 69 E 206 1 200
90 90 731 MBI 137 ¢ 69 E 201 y 201
10l 1] 4J 744 138 2 69 E 28z 8 202
11e¢ 11 ¢ /MK BK 1391 731 203 g 203
1zv 12 ¢® %L %L 148§ 731 zsqlzsql
13JF 137 7H 77N 1911 731 285 = 265 =
140 1458 B0 AN 192 i 65 A 206 § 206 §
15 % 1S5 = 90 790 143 A 65A ze? L 207

As you will notice. all the A's (A. a, 4, *, 4. 4. 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 (F10) to save the new assignments.

To cancel changes made during the current session, press Cancel (F1) instead of
Save. You are returned to the current panel.

If you make changes to the sort order, you must regenerate the index. See Index
Recovery in Reference.

State
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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 it ‘lop Line Display is turned on. The value is
shown in decimal and hexadecimal as an aid for Shell macro construction.



Tab

When entering data, press Tab to move the cursor to the next field. Enter ¢

he used to move the cursor to the next field. However in a text field. pressi
O¢ used to move e cursor (o e next neid. nowever, mn a iext nelg, pres

saves the text field and moves the cursor to the next field, while pressing Er
simply inserts a carriage return.

In a report form, Tab is used to designate the column to which you want to
the cursor.

Time

Several features in DataPerfect use time. The information below refers yot
sections describing these features.

Time Display

If you turn on Top Line Display, the current time will be displayed on the u
right corner of your screen. With the /int startup option, it is possible to dis
time in the manner you choose. For information on how to change the time
see /int under Startup Options in Getting Started.

For information on how to turn the time display on, see Top Line Displav it
Reference.

Other Time Features

For information on time fields, see Time Field in Field Format in Referenc

For an example time formula, see Sample Formulas in Formulas in Refere

Top Line Display

In the Screen feature (Ctrl-F3), the Top Line Display option controls the di
the date and time on the top line of the screen. The default setting is Off. ]
Line Display is turned on, the messages Caps, Num, and Scroll also displa
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).

TAB/ TIME/ TOP LINE D



DataPerfect States Decimal Value

2

4

8

16

32

64

128

192

256

512

1024
2048
4096
6144
8192
10240
12288
14336

16384

320 STATE

Explanation

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 for 128 is O (hexadecimal
value 0080 is 0)

Panel displayed/selected—
depth is 1 (at main panel)

Panel displayed/selected—
depth more than {

Help active (help/edit help) or

information message showing
DataPerfect Shell menu active
Yes/No or other prompt active
Report/Export/Import is running
Search menu active

Look-up active

Define active (define

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

00C0O

0100

0200

0400
0800
1000
1800
2000
2800
3000
3800

4000



created, edited, or deleted in the data entry database would be created. ed
or deleted in the master database.

« Data can be exported and used externally, and then imported back into
DataPerfect (see Export and Import Data in Reference). 1f the data was
modified while out of DataPerfect, a log could be created manually in a t
editor, and then imported. The transactions would then be executed in th
database, making the transaction log current. Any fields that have been d
from the database while the data was out of DataPerfect will be skipped ¢
an import.

Log Format

The transaction log file is a DOS text file. This file can be created or edited i
text editor.

Three kinds of transactions are recorded by DataPerfect: Create, Edit, and Di
Each transaction begins with a header that contains the kind of transaction an
date and time the transaction was made. The body of each transaction is diff
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 list++

Create and Edit each contain a field list with the following syntax.
*field number (for example 1, 2, or 3) "data to be included in the field"

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 (" ). If the data contai
quotation marks, additional quotation marks are added to the existing marks.
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.”

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 (carriag
return) are included in the transaction log to indicate when a carriage return |
been inserted in the field. If the text has been allowed to wrap, CR is not ins

Each line of a transaction is delimited by a <CR><LF> (carriage return, line
in DataPerfect. However, DataPerfect imports a file containing any combina

IRANSAC HUN L



Active Feature
Value displayed
Subtract panel displayed

Subtract report output to
display

Subtract Clipboard type is
WP merge

Decimal Value
137

128

9

8

1

Hexadecimal Value
0089
0080
0009
0008

0001
0001

System Operations

You can access and edit system operations by pressing System (Shift-F9). The
System Operations menu is displayed.

Systen and Recovery Operati
1 - Index Recovery
2 - Format Defaults
3 - Character Sort Order
4 — Map Uppercaac
S - Define Password

Selection: @

Start Trameaction Log

Stop Tramsactlan Log

Import Tramsaction Log

Def iner Banner

Expart All Data Files to Log
Expart One Data File to log

FDVDu

If a password has been defined, only a person with password privileges can access
these options (see Password in Reference).

Related information For more information about the options available on the System Operations menu,
see the following sections in Reference:

Index Recovery
Format Defaults
Characters, Uppercase
Sort Order

322  SYSTEM OPERATIONS

¢ Password

¢ Transaction Log
¢ Definer Banner



Tn a Delete Transaction, only the field(s) in the index field list are recorded.
enough to identify the record. Because Index 1 contains only the Social Sec
number, two identical numbers could not be entered.

Multiple Remove Records deleted by using Multiple Remove (Alt-F5) are not recorded in the
transaction log. This enables Multiple Remove to work very quickly. If you
10 delete many records using a search conditivi, a 1epott should be used. Ai
records deleted by a report are recorded in the log. For more information. se
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 screeu (press Shift-F9).
2 Select Start Transaction Log (6).
You are prompted for a tilename. This file is the log where all the transactio
stored.
3 Enter an appropriate filename for the log.
If a filename already exists for the transaction log, the message appears on tl
screen: “Filename exists. Proceed? (Y/N) N.” If you type y, the informatic
the existing file is deleted, and the transaction log begins keeping track of ne
transactions.
Any changes made to the data are now recorded in the log file.

Stopping the To stop the transaction log,

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 trans
log does not erase the data in the log. You can still access the information i
log if it has not been deleted previously.

Exporting 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 (pre
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 T and | to highlight the panel you want, then press Enter.

TRANSACTION



The current date and time are displayed on the top line of the screen.

—BB/18.,92—10: 31

BROUS ING RECORD Exit-F7 Create-F9 Edit-Fb Loakup-1 Help-F3

You can change the date and time format in the Top Line Display with the /int
option. For information on how to use the /int option, see /int under Startup
Options in Getting Started.

Related information

You can find related information in the following areas of Reference:

o Date
« Screen
e Time

Transaction Log
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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 transaction log does not 1ake the place of performing regular backups of data. It only
records the changes made to the data.

Several uses for transaction logs are listed below.

+ 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.

* 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



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 rer
a WordPerfect file and print from WordPerfect.
You can underline text or fields while creating a report or in an existing report
‘I'o underline 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 Repor
menu.
or
Press Insert to create a new report.
3 Select Edit Report Form (8).
4 1In the report form, position the cursor where you want Underline to begin
5 Press Underline (F8) to turn on Underline.
or
Press Attributes (Shift-F6), then select Underline On/OfT (2).
6 Type the desired text.
or
Press Select (F4) to select the desired field.
7 Press Underline again to turn off Underline.
or
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 begi
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.
Text Field To underline text in a text field as you type.

1
2

Press-Underline (F8) to turn on Underline.

Type the text.

UNDERLI



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. If 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. If 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
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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"
CR "3059 30th Street”

*4"Boulder"*5"CO"*6"80301"**

This record was created on 09/18/88 at 3:31 p.m. by a user. The record is in the
first panel (=1=). 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 10:01 a.m. by a user. The record is in the
first panel (=1=). Index 1 is used to locate this record (1+). 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"++






The progress of the export is displayed on the screen.

5 Press any key, then press Exit (F7).

Exporting All Data You can export all of the data files in a database to a transaction log. The data will
Files To Log 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 The transaction log is a recording of changes made to data. Should you need w
Transaction Log 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. If 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. If 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 Format above).
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Introduction

Shell lets you organize programs and commands into menus for easy access.
run a large number of programs, you can creatc 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 -
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 you
computer’s memory and hard disk space will allow.

Also included in Shell is a clipboard feature. The Shell Clipboard is a tempor
buffer you can use to transfer information between programs running under S

Documentation

Shell Installation and Operation explains how to install and use the WordPerf
Office Shell. It also contains information about the Clipboard and about
supplemental Shell macros that can be used with DataPerfect. Shell Features
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.
README files shipped with Shell contain information about these changes.
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3 Press Underline again 1o turn 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 Sclcct Options (2).
The Shell Setup Options menu appears.

VP L e st nee sha Aienntncir maran ~F tha dian

3 DCICLL iVldLIU aecior _)’ lllCll Eier i€ lull ULICCLULY Hallic Ul LHC UHCLI
you want to specify as t h 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. T

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=
BUFFER S= commands in the CONFIG.SYS file to at least FILES=40 and
BUFFERS=6. The FILES= command represents the maximum number of fil
DOS allows to be open at the same time. The BUFFERS= command represe
number of disk buffers DOS allocates in memory, and resetting this comman
should speed up some Shell functions.

The following instructions will help you determine if you have a CONFIG.S?
that contains the correct commands. Then, they will lead you through the prc
of creating or modifying your CONFIG.SYS file.

You can find more information on the CONFIG.SYS file 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 ¢: at the DOS prompt and
Enter.

2  Type ed c:\ at the DOS prompt and press Enter to change to the root dire
If you get an error message, make sure you typed a backslash (\).

If your hard disk requires a special startup disk, insert that disk in drive A, type a:\ ai
press Enter.

3 Type type config.sys and press Enter.

If a “File Not Found” message appears, or if a listing that does not include th
FILES=40 (ur mure) and BUFFERS=6 (or more) commands appears, procee:
step 4. If a listing that does include the FILES=40 (or more) and BUFFERS-
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 1l
of these instructions.

4 Type copy config.sys+con config.sys and press Enter to begin copying tl
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 prope
places.
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If the DataPerfect program is installed in a directory other than data, subsrit
appropriate directory name in the path command.

Since the shell command starts the Shell program, it should always be the la
command in your AUTOEXEC.BAT file.

If you have an optional ~Z (end-of-file) character in the AUTOEXEC.BAT f

should follow the shell command.

Creating or Editing an AUTOEXEC.BAT File

You can use WordPerfect, Editor, or another DOS text editor to create or edi
AUTOEXEC.BAT file. The instructions below are for WordPerfect. If you
using another text editor, read the manual that came with it for specifics on |
retrieve, edit, save, and exit files.

You may already have an AUTOEXEC.BAT file. To check,
1 Press List Files (F)).

2 Enter the full pathname of the root directory of your hard disk plus *.ba
as ¢:\*.bat).

or

For two disk drive systems, inscrt your DOS diskctte in drive B and ent

b:\*.bat.
If you have an AUTOEXEC.BAT file. it will appear in the list of files.
3 Press Exit (F7) to return to the normal editing screen.
To edit or create an AUTOEXEC.BAT file.

4 If you do not already have an AUTOEXEC.BAT file, check to be sure v
in a clear normal editing screen, then skip to step 9 below.

5 Press Format (Shift-F8), then select Line (1).

6 Seclect Margins (7) and enter 0 (zero) for both left and right margins, the
Exit (F7) to return to the blank normal editing screen.

Setting the margins 10 zero reduces wrapping when vou retrieve the AUTOEXEC. B/

Some printers do not allow margins of zero. If the printer curveatly selected does i

minimum margin for the printer appears when vou enter margins of zero. If vou are

text editor other than WordPerfect, vou probably don’t need to adjust the margins.

7 Press Retrieve (Shift-F10).
8 Enter c:\autoexec.bat to retrieve the AUTOEXEC.BAT file.
or

It you are using a two disk drive system, insert your DOS diskette in dr
theu enter b:\autvexec.bat.

9 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 AUTOEXEC.BAT 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.

If you install the new Shell files to the directory where your old Shell files are
located, your old Shell menu (located in the SHELL.FIL file) 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 original 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 Office 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 stand-alone mode.

If 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 Shell setup screen.

To specify a default macro directory in the Shell setup screen, start at the Shell
menu,

1 Select Setup (4).

The Shell 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 s
features, refer to the alphabetically listed sections in Saell Features.

Starting Shell

HEADER

SHELL MENU
DEFAULT DIRECTORY
SHELL OPTIONS
CURSOR

bbb

Each time you turn on your computer, it searches for a DOS batch file namec
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

not set up to start Shell, you can create the file or add the necessary comman
yourself (see AUTOEXEC.BAT File in the previous section) or you can start
from DOS (see Starting Shell from DOS below).

Starting Shell with an AUTOEXEG.BAT File
If your AUTOEXEC.BAT file includes the commands necessary to start She

you have ta da is turn on your computer to 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.

Off ice Programs fipplications

DataPerfect (dataBase)

Caleulator
Editor

Flle Manager
Hall
Notebaok

v 3 3 W om O D

Scheduler

DrawPerfect
PlanPerfect

MordPerfect

6o to DOS for Owe Command

Other Menu

T i~DP23
D 1 60 toﬁs: 2 Cliphoard: 3 Other Dir. 4 Setup. 5 Mem Map: 6 Log: (r? = Exit)

The Shell menu displayed on your screen is the default menu. Shell provide
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 t
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 pre
Enter to start the program.
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Press Enter.
Type files=40 and press Enter to add the command.

Type buffers=6 and press Enter to add the command.

0 ~N o w;

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 file did not previously exist, then the steps listed above created
the file and added the necessary commands. If the CONFIG.SYS file already
existed, the FILES=40 and BUFFERS=6 commands were appended to the file. If
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 off, then on again for the new CONFIG.SYS file 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
AUTOEXEC 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 from Shell, Shell first searches
for the program file in the default directory (C:\data), then in each directory in the
path (c:\ic:\wp;c:\data) until it finds the program.

For those programs found 1n the directories 1 the path, you do not need to include
the full pathname in the Shell’s Program Information screen (see Program
Information 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.

A N CTAL RS OLIEL T AWM TIIE CLICL T RMAACDAC



Cliphoard

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
file, or retrieve a text file into the Clipboard (see Clipboard in Shell Features
details).

Other Direotory

The name of the directory you are in when you start Shell is displayed in the
left corner of the Shell menu screen. This is the default directory for the She
program. It is also the default directory for all programs you start from the S
menu unless a separate default directory is specified (see Default Directory 1
Program Information Options in Shell Features for details).

To change the Shell default directory, select Other Directory (3), then enter
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 s
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 1
and the amount of memory available (see Memory Managenent in Shell Fec
for details).

Log
The Log option (6) is available with WordPerfect Office, and is not support
the Shell shipped with DataPerfect.

Function Key Features

Select the following features by pressing the function key indicated:

Cancel (F1)

Use Cancel to back out of (cancel) any Shell menu or prompt. You may nee
press Cancel more than once. Pressing Cancel will not save any changes y¢
made.

Exit (F7)
You can use Exit to exit Shell (see Exiting Shell below) and use it throughot
Shell program to exit screens and options and save any changes you have m

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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If you have already exited all the programs you started from Shell, you 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 Typey for Yes to save all files currently active in resident programs and exit
thosc 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 program is exited for you. If the file has been
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 Typey 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
(DPEXP) 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
file 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:

* You must use DataPerfect version 2.2 or later, Office version 3.0 or later, and
WordPerfect 5.1.

« DataPerfect, Notebook, and WordPerfect must be listed as options on the Shell
menu.

e 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 STM

ALT-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 tha
created by running DPEXP.COM. The structure of a DataPerfect database is
STR file. DPEXP.COM converts a database’s .STR file into a readable file ¢
.STE. This macro can modify a copy of the .STE file to make it easier to reas

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 rett
to the DataPefect Export screen.

3 Select Create/Print .STM (2).

While the macro is executing, do not touch keys until you are prompted. Th
Create STM screen appears.

This screen gives you the option of creating a .STM with or without cross-
references. Cross-references give you useful information about the database
example, if a field is cross-referenced in the .STM, all the places where that f
used in the database (in reports, links, indexes or formulas) are listed below t
field name in the .STM.

4 Choose Create only (1) to create a .STM without cross-references.
or

Choose Create & Cross-Reference (2) to crcate the .STM and cross refer
fields, reports, links, indexes and formulas.

The Print STM screen appears.

5 Choose the desired option(s). Available options are listed in the table be

Option Description

Print (1) Prints the .STM and returns y«
the Print .STM screen.

Save to Disk (2) Saves the .STM to the path an

name described in Destination
(D) and returns you to the Prir
.STM screen.
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Option Description

Edit Document (3) 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 Print STM 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 finished choosing options in the Print STM screen, press Exit
(F7) to return to DataPerfect.

Important: Editing the .STE in a text editor can damage the structure of your database.
You shoutd make a backup copy of the database before editing the .STE so that if vour
structure file is damaged, you can restore from the backup. WordPerfect Customer Support
is unable to fix a structure file damaged by editing.

Greating 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 file and database names are not user definable.

If you are using 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 Startup Options in Shell Features).

From the DOS prompt,

1 Enter shell/w-10 to start Shell with 10K workspace, then enter Notebook from
the Shell and retrieve the Notebook file you'd like to convert into a DataPerfect
database.

2  Press Shell Macro (Alt-Shift-F10) and 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 of the held tormats are alphanumeric, but can be changed to other valid
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DataPerfect field formats. If the ficld names and formats are correct, skip to
To change field formats,

3  Select Change Format (2) to select from a menu of standard formats.
or
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 (1).

The macro displays the Create Database screen. This screen has a path optic
three numbered options: Create Database (1), Import the Notebook (2), anc
the Database (3).

Options Path lists the current path for DataPerfect and is set when you invok
macro. If the path listed shows the databasc where you want it, skip to step
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. ~
macro makes a single panel database and attempts to create the database wil
the same fields as the Notebook.

The database is created with an index that includes all the single-line fields.
want to modify the index, you should do it now before merging the Noteboc
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 befc
pressing Esc to return to the Create Database menu.

8 Seclect Import the Notebook (2).

The macro imports the Notebook file data into the newly created database s
and returns to the Create Database screen.

9 Press Exit (F7) to exit the macro screen and return to the new database.

Creating a Merge
in WordPerfect

MERGE.SHM lets you merge addresses stored in DataPerfect into the curre
in WordPerfect, using any number of records selected from the current data
DataPerfect. For more information, see Lesson 12: Using Shell to Integraie
WordPerfect, in the DataPerfect Workbook.

This macro inserts primary merge file codes into your WordPerfect docume
you don’t have to. However, so that the fields appear in the correct order, y
set up a lookup list from one of the fields in the panel that lists the fields in-
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 follows, 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 database and panel you want to merge addresses from.

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 (Alt-Shift-F10) 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 assumes you wanl to merge six 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.
8 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 runs a report and appends the addresses (o the Clipboard.) When you
have marked all of the records you want to merge,

12 Select Merge Records (3).
You are returned to WordPerfect.

If 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
To use SPELL.SHM in DataPerfect, you must be running DataPertect under
and have WordPerfect on your Shell menu. SPELL.SHM will check the spel
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.St
can find the macros it needs, you should enter the full pathname of the direct
where you keep your DataPerfect Shell macros as the default macro director,
Shell setup. See Shell Macro Location under Installing Shell and the Shell
in Shell Reference.

To check spelling of the text inside a DataPerfect text field using WordPerfec
1 Type the text in the field.

2 Press Save (F10) twice to save the field and the record.

3  Press Shell Macro (Alt-Shift-F10).

4 Type spell and press Enter.

The text is saved and a copy is taken into WordPerfect. Do not press keys ui
prompted to do so.

5 When Spell stops and highlights a word, use the menu in the lower half
screen to make any corrections and continuc.

When checking is complete, the corrected text is returned to the DataPerfect
field.

Customizing and
Standardizing
Your Databhase

Included with DataPerfect 2.3 are several new Shell macros to help you cust
and standardize the appcarance of the databases you create. You can find m

step-by-step information about them in the DataPerfect 2.3 README files.

BANNER.SHM
The Banner Shell macro helps you create an opening-screen banner to descr
your database or to give information about it.

BOXES.SHM

The Boxes Shell macro helps you create “button” or “well” boxes with a thr
dimensional or “shadowed” appearance in menus, help screens, and panels.

COLORS.SHM

The Colors Shell macro helps you set standardized colors for your database
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 macro simplifies 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 stort
selected information. You can then reirieve the Clipboard contents at another
location in the current program or switch programs to retrieve the information
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 car
or append information to and retrieve information from the Cliphoard.

Using the Shell Feature

Shell-compatible programs include a Shell feature with options for using the !
Clipboard. How you use these Clipboard options and what type of informatic
can save to and retrieve from the Clipboard varies from program to program.

Put
Field/Record/Panel
Into Clipboard

You can copy data from a field, record, or panel into the Clipboard with the
following keystrokes.

These features are only availabte if Shell is running.

Put Field (Shift-F10)
This function puts the data from the current field into the Clipboard. The dat:
be retrieved using Get Field (Shift-F1).

Put Record {Alt-F10)

This function puts the data from the current record into the Clipboard. The d:
be retrieved using Get Record (Alt-F1) if the Shell option in DataPerfect is se
WordPertect Merge.

Put Panel {Ctrl-F10)
This function puts the data and panel text from the current panel into the Clip

If you save a DataPerfect panel 1o the Clipboard, it can’t be retrieved back into Datal
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-F1)
Inserts data from the Clipboard into the current field.

Get Record (Alt-F1)
Inserts data from the Clipboard into the current record.
You should not be in Create or Edit mode when trying to retrieve a record.

In order to be retrieved into DataPerfect. records in the Clipboard must be in
WordPerfect Merge format. Each field must end with a Merge R code (R?). |
record must end with a Merge E code (E*).

CLIPBOAR



Saving/Appending
with Screen Gopy

The Screen Copy feature lets you save a block of text to the Clipboard from any
program running under Shell. This feature is designed primarily for use with
programs that are not Shell-compatible (do not have a Shell feature). It is also
useful in Shell-compatible programs for saving information that you cannot save to
the Clipboard with the Shell feature. For example, you could save a DataPerfect
screen to the Clipboard with Screen Copy.

To save or append text to the Clipboard using Screen Copy,

1 Press Sereen 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 text (for example, a
sentence within a paragraph). Using Block mode, you cannot block border
characters (such as ASCII characters 176 through 223).

If vou have a Hercules graphics card in your computer and you have selected six or twelve

fonts for display, not all display attributes will be copied correctly with Screen Copy. Also,

the text in the rectangle or block may not appear in reverse video.
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.

The cursur doubles in height again.
4 Move to the opposite end of the rectangle or block.

As you move the cursor, the text in the rectangle or 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 the rectangle or block when it is saved or appended o
the Clipboard or macro variable.

6 Select Format (3).



7  Select Hard Return (1) to insert a Hard Return (CR/LF) code at the end of

line. This is the default Format option.

or

Select Soft Return (2) to insert a Soft Return at the end of each line.
or

Select Merge Return (3) to save the text in WordPerfect merge file forma
Merge R (*R) code is inserted at the end of each line and a Merge E (*E)
at the end of the text.

The option you select becomes the new default setting for the Format option:
you change it again or exit Shell.

8 Select Save (1) to save the selected text to the Clipboard.
or

Select Append (2) to append the selected text to the end of the Clipboard
contents.

or

Select Macro Variable (4), then enter the variahle number (0 - 9) to save
selected text to that variable.

You can also press Macro Commands (Ctrl-PgUp) 1o assign the selected text 10 a mac
variable. You can access a numbered macro variable by pressing Al1-Shift-#, where
number you entered for the variable.

Retrieving with
Screen Retrieve

You can use the Screen Retrieve feature to retrieve the Clipboard contents in
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 conti
string. You can format text retrieved with Screen Retrieve using an End of L
macro (see Macro Names under Program Information Options in Shell Featu

Because the Retrieve option of the Shell feature retainy formatting characters. it is us
best to use the Shell feature instead of Screen Retrieve to retrieve text into WordPerfe
Corporation programs.

To use Screen Retrieve with any program running under Shell. including DO
1 Position the cursor where you want the contents of the Clipboard insertec

2 Press Screen Retrieve (Alt-Shift-+).

Appending with a
Clipboard Filename

For programs that do not have a Shell feature, you can also append informati
the Clipboard by first saving it to a special Clipboard file (see Clipboard File
under Program Information 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

CLIPBOA



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 Arrow (1) ot Page Down (PgDu or + on the number pad).

You can only move forward 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 enter a filcnamc to save the contents of the

Clipboard as a DOS text file.
or

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
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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 overflows 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 to create overflow files in that directory.

You can use the /d-pathname Shell startup option to redirect overflow files to a
directory to which you do have rights (see Startup Options in Shell Features). If
you are not sure what rights you have with various directories, consult your system
administrator.



Colors

If you have a color monitor, the Colors option on the Setup Options menu let
change the screen colors for Shell.

If you do not have a color monitor, changing Colors settings has no effect on screen d
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 Ram
card), then enter the necessary information (see Color Setup Options belc

Depending on your selection, your screen and some of the options may be differe
the ones shown here.

Colar Selections

ToNMDOY
MOIIC R

Background Color:
Foreground Color:
Underline Color:
Underlined Background:
Bold Color:

Sample text with new settings:
Mornal text. Beld text. \Underlined iext.
inder]ipcd and ho Normal text .
cverse video Lext Buld reverse video

Buld & Umlcrline:
Reverse Uidea Background:
Reverse Video Foreground:

mInooIcCw

Preas Exit when done

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 monitor

Color Monitor
Use this option to adjust the colors on computers with a CGA or compatible
system.

1 Select Color Monitor (1) from the Color Setup screen.

Shell asks if you want to use fast text display.

COL(
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Type y to increase the speed at which Shell displays text. (This may cause
SROW ONn 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.

Color Selectlons

InwMMEN®D
TOZAF X~

Background Color:
Fareground Color:
Underline Calor:
Underlined Background :
Bold Color:

Bold & Underline:
Reverse Uidea Background :
Reverse Uldeo Foreground :

Sample text with new settings:
Moreal text. Bald text.
b d and ko e}
idro text Boid

Undcrlined
Normal text.

reverse uideo

NImoodro

Press Exit when done

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
Snow On some monitors.)

or
Type n it you do not want to use fast text display.
Select Underline Displayed as Reverse Video (1).
or

Select Underline Displayed as Underline (2).

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.

Culur 3etup

Monitor Characteristics: 3
1 - Color Konitor
2 - Single color Monitor (eg. Hlack & Mhite or Compag)
3 - Mercules RanFont Card (InColor or Graphice Plus)

Hercules RamFont Card Support: @
1 - Banochrone Mode
2 - C6A Mode
3 - Mo Made Changes (See Manual)

Select Monochrome Mode (1) to emulate a monochrome monitor with tru
bolding and underlining.

or

Select CGA Mode (2) to emulate a standard CGA color monitor. 't'he san
color table appears as when you select Color Monitor as the monitor type
Color Monitor above).

or

Select No Mode Changes (3) to use the color and/or extended font capabil
of the Hercules RamFont card. The same color table appears as when you
select Color Monitor (see Color Monitor above), except that the colors yo
selected for the Hercules color palette appear instead of the CGA colors.
your Hercules manual for details on setting up the color palette.)

The CGA Mode option does not work with all monitors. If vou select this option and 3
monitor does not support it, the selection is ignored.

If you select Monochrome Mode, you are returned to the Setup menu. If you
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.

CoLol



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.

If 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
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In WordPerfect version 5.0 or later or PlanPerfect version 5.0 or later, it is possible
to use 512 characters with the EGA, VGA, or Hercules InColor Card. However,
while using WordPerfect or PlanPerfect with 512 characters, Shell prompts may be
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 O in Shell.



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.

If the information for the feature or topic occupies more than one screen, the “
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 featu

Context-Sensitive Help

You can also access Help from any menu or prompt to display information abs
the feature you are using. For example, if you select Clipboard (2) from the S
menu and then press Help (F3), information about the Clipboard feature is
displayed.

HELI



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.

For example, you can define 4 macro o perform the following tasks:

* Back up the files in a directory to a disk.
¢ Save text to the Shell Clipboard.
» 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

ARN

LaRAPAC

You can define a Shell macro while in Shell or in any WordPerfect Corporation
program running under Shell,

To define a simple Shell macro that executes keystrokes,
1 Press Define Shell Macro (Ctrl-Shift-F10).
The Shell Macro prompt appears.
2 Enter one to eight characters to name the macro.
or
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).
or
Press Enter to bypass entering a description.

The “*Starting shell macro™” 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 defining the macro.

4  Press the keystrokes you want recorded 1n 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 Alt and Shift and type p for the
macro name, the filename will be ALTSHFTP.SHM.



Global Macra Directory

Shell macros are saved to the global macro directory, which is the directory
specified with the Macro Directory option in Setup (see Macro Directory und
Setup in Shell Features).

If you do not specify a macro directory and you are on a network, the global r
directory is the directory containing Shell Setup file (XXXSHELL.FIL, where
represents your file ID).

See Setup in Shell Features for details on the location of the Shell Setup file.

If you do not specify a macro directory and you are using WordPerfect Office
on a stand-alone machine, the global macro directory is the directory containi
Shell program file (SHELL.EXE).

Important: You can override the default macro location for named macros by includi
full pathname when naming the macro in step 2 above (for example, c:\macros\forma

If a macro with the same filename already exists in the destination directory, !
asks if you want to replace the original macro. Type y to replace the original
continue defining the new macro, or type n and enter a new macro name fo
preserve the original.

Executing a Shell
Macro

The way you execute a Shell macro depends on how you named the macro.
If you named the macro with one to eight characters,

1 Press Shell Macro (Alt-Shift-F10) from the Shell menu or from any prog
running under Shell.

Important: When you execute a Shell macro, make sure you are in the same location |
program and state) as you were when you defined the macro. This ensures that the m
does what you want it to 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 macra (for example. c:\macros\print
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-Shitt keystroke, simply press Alt-Shitt-/
(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

same function as the Switch Program feature (Ctrl-Alt-menu letter). See Swi
Program in Shell Features for details

For example, if you press Alt-Shift-w and no file named ALTSHFTW.SHM i
found, you will be switched to whatever program is assigned to W on the She
menu. It there 1s not a menu item assigned to that letter, you are returned to
Shell menu.

MACR



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). 1f
no default directory is specified on the Program Information scieen, thie prograut’s
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 +
No -

Canceling a Shell Macro

You can cancel a Shell macro in progress by pressing one of three keys. If 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 (Alt-Shift-F1) or Shell Macro
(Alt-Shift-F10) to stop the macro.

Memory Management
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Orne of the most useful applications of Shell is the ability 0 keep multiple prograimns
resident in memory and switch from program to program with a single keystroke
(see Switch Program in Shell Features). If you plan to use this feature, it is helpful
(o understand how Shell uses your computer’s memory to keep programs resident.

When you start Shell, there are already at least two programs resident in memory:
DOS and Shell. If 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 re
conventional memory. When you leave a program resident to switch to ano
program (see Switch Program in Shell Features), the current program is eitt
in conventional memory or swapped to one of several locations, depending
current operation mode and conditions.

The sections below describe several Shell startup options that help you cont
Shell uses mermnory.

Default Mode

In its default operation mode, Shell uses any available expanded memory, h
space, and/or RAM drive space to swap programs. However, there must be
space available in these combined locations than in conventional memory (
always the case) or the program is left in conventional memory.

Shell supports the Lotus/Intel/Microsoft (LIM) Expanded Memory Specification.

When swapping to one of these locations, expanded memory (if any) is use
hard disk or RAM drive space.

If you use the default mode, you can use the /o startup option to specify the
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
or a local hard disk and a network hard disk. You can also usc the /ne or /v
Virtual Mode below) startup option if you do not want expanded memory u:
For more information on startup options, see Startup Options in Shell Fearu

Virtual Mode

Use the /v (virtual) startup option to run Shell in the virtual mode. In the vi
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 har
than in conventional memory or the program is left in conventional memor:

As with the /o startup option (see Default Mode above), you can use the /v ¢
option to specify the drive or drives (a maximum of two) you want Shell to
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
space for program swapping and want to use only conventional memory, us
/ne startup option.

Insufficient Memory

If there is not enough memory to swap a program while operating in any of
modes above, the following message is displayed:

ERROR: Insufficient memory

You will need to exit one or more resident programs before you start the ne
(see Using the Memory Map below).
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Using the Memory Map
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Select Memory Map (5) from the Shell menu to display a screen similar to the onc
below.

Meaory Map
Program Description Memory Used
1 DOS 9528
2 (Unknown Name) 11232
3 Loadhi 96
4 (Unknoun Name) 2888
S Shell 53744
Available Memory: 577712
Auailable Expanded Memory: 671744
fAuailable Disk Space: 1632192

(Press any hey to return to the shell)

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 (1) 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.
If you are operating in the default made (/0), the amount 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 WordPeifect Corporation

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.



Program Memory The table below lists the memory requirements for WordPerfect Corporation

Requirements programs. The figures given are only approximations. The actual memory
requirements may be slightly higher or lower, depending on the conditions u
which the programs are operating.

Program Memory Required
Sheil 48K
DataPerfect 2.0 112K
DataPerfect 2.1 112K
DataPerfect 2.2 112K
DataPerfect 2.3 220K
DrawPerfect 1.0 384K
DrawPerfect 1.1 384K
‘WP Presentations 2.0 500K
LetterPerfect 1.0 330K
PlanPerfect 3.0 260K
PlanPerfect 5.0 384K
WordPerfect 4.2 196K
WordPerfect 5.0 384K
WordPerfect 5.1 384K

MEMORY MANAGEME



Program Information

When you add a program or command to the Shell menn, you must 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
Information
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To enter the program information for a new menu item,
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 display the Program Information screen for a program that is resident in
memory.

Progran Infarmation

Resu Letter: 2

Menu Descriptian:

Nerm ltem Type: Narmal Pausc: NO

Befault Directary:

Frugamm Flonc :

Clipboard Filcnane:

Macroe Hames - End of Line: EOL.SHM Go to: GOSHELL.SHN Return: RTSHELL.SHM

Startup Optioma:

Prompt for ctartup options? MO Suap Shell out? o

Start resident? no Allaw Switch anytime? ]
Type the lctter (A-2) used to start the progren.

(F? = Exit, F3 = Help)

4 Use Down Arrow (1) 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 settings 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.



Editing Program You can follow the steps above to edit program intormation after you have en
Information 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 («/—)
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

If you begin typing before you use a cursor movemeni or editing key. the existing text.
replaced by the text you type.

Ganceling Ghanges
When editing a line of text, you can press Cancel (F1) to restore the original |
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 sc
for a menu item, move to any setting and press Cancel before pressing any ot
key. (Pressing Cancel after you begin editing restores the original text for th:
setting only.) The original Program Information screen is restored, and you ¢
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 P:
to display the Program Information screen for the next or previous item on tk
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 cert
Program Information options should be and which options you can and cann
The sections below contain tables of the Program Information options and w
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,”
enter anything for that option. If the setting for any option is “Optional,” ref
the explanation of that option in Program Information Options in Shell Feat
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 Information screen:

Option Setting

Menu Letter Auny nonduplicate letter

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

Prompt for startup options? NO or YES

Swap shell out? NO or YES

Start resident? NO or YES
DOS Gommand or To add a DOS command or batch file of DOS commands as a Shell menu item,
Bateh File include the following information on the Program Information screen:

Option Setting

Menu Letter Any nonduplicate letter

Menu Description A description of the command or batch file

Menu Item Type DOS/Batch

Pause NO or YES

Default Directory Optional

Program Name The name of the executable file

Clipboard Filename Optional

Macro Names Optional

Startup Options DOS command parameters

Prompt for startup options? NO or YES

Swap shell out? NO or YES

Start resident? NO

Allow switch anytime? 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
startup 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 Command option on the Shell menu is simply a DOS/Batch it
with nothing on the Program Name Line and a DOS Command: prompt on the Starty,
Options line.

For a DOS command or batch file menu item to work properly, you must hav
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 DO:!
execute the command or batch file. When the command or barch file has bee
executed, you are returned to the Shell menu immediately if the Pause optior
Program Information screen is set to NO. If Pause is set to Yes, you are pron
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 S
menu.

Progran [aforsation

Menu Letter: P

Retw Description: Format (drive)

Nea Item Type: DOS/Batch Pause: NO
Default Directary: cibatch

Progran Hame: c:\batchn\format .com

Clipboard Filenane:

Racros Mames — End of Line: ENL.SHN Go to: GOSHELL .SHM  Return: RYSHELL SHAM

Startup Optiows: T"Enter drive letter: “:
Frompt for startup optioms? YES Swap Shell out? m
Start resident? NO Allow Switch anytime? L

Type the letter (A-2) used to start the program.

(F7 = Exit. F3 = Help)

Notice the message on the Startup Options line. When the user enters a driv
at the prompt, a colon is added to the drive letter, and the result is passed to |
format command as the command’s parameters.

Submenu

If you run out of room on the Shell menu, you can create submenus for addi
items. You can also use submenus to create separate menus for groups of sis
items.

To add a submenu as a Shell menu item, include the following information
Program Information screen:

Option Setting

Menu Letter Any available letter

Menu Description A description of the submenu
Menu Item Type Submenu

Pause Not applicable

Default Directory Optional
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Option Setting

Program Name Not applicable
Clipboard Iilenamc Not applicablc
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 the filename, /m-macro name, and /n startup options
with a submenu. However, any other startup options that you included for 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 Any available letter
Menu Description A description of the Shell macro
Menu Item Type Macro
Pause Not applicable
Default Directory Not applicable
Program Name Full pathname of the Shell macro
Clipboard Filename Not applicable
Macro Names Not applicable
Startup Options Optional
Prompt for startup options? NO or YES
Swap Shell out? Not applicable
Start resident? NO or YES
Allow switch anytime? Not applicable
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The screen below is an example of how you might set up a Shell macro as a
item.

Progrom Information

Bewm Letter: H

I UCECT 1ptiow; Furmat a moms

Menu I[tem Type: Macro Pause: MO
Befault Birectory: e :\dp2Imacros

Progron Name: mewo . aha

Cliphoard Filename:
Macros Mames — End of Lime: EOL.SHM Go to: GOSHELL.SHM Return: RYSHELL.SHM

Startup Options: ?"Include Date? (¥M): ™
Prowpt for atartup options? VES Suap Shell out? no
Start resldeat? no Allow Seitch anytime? L]

Type the letter (A-2) used to start the program.

(rv = Exit, FA = Help)

If there is any text you want to be able to use within the macro, you can ente
text on the Startup Options line. You can also set “Prompt for startup optior
YES and then enter the text when you start the macro.

The text you enter is assigned to macro variable O and can be used in the m:
with the { VARIABLE}O and { ALT-SHIFT-0} commands.

If you set “Start resident?” to YES, the macro is executed when you start St

You can create bolded headings in a Shell menu to sct apart similar programn
display other types of information.

To create a bolded heading as a Shell menu item, enter the following informn
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

Startup Options

Prompt for startup options?
Swap Shell out?

Start resident?

Allow switch anytime?

Not applicable
Not applicable
NO
Not applicable
NO
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 type 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 Features for instructions on how to display the Program
Information screen for a particular program. Also, see Program Information for Menu Item
Types in Shell Features for details on which of the options described below you should use
with particular tvpes 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 letter from the Setup screen (see Setup in Shell Features).
While in the Setup screen, move to the item whose menu letter vou want to change, then hold
down Alt 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 vou tvpe an invalid letter, the setting is not changed.
Letter Setting

DOS/Batch (DOS command or batch file)
Macro (Shell macro)

Normal

Submenu

W:BQ—

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 Information for Menu Item Types in Shell
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Features for an explanation of which menu item type you should select for var
programs.

Pause

This option affects only Normal and DOS/Batch menu items. Type y to have !
pause the program, DOS command, or DOS batch file after it has executed anc
prompt you to press any key to continue. Or type n to be immediately returne
thc Shell menu when the program, command, or batch file is completed. The
default setting is NO. The Pause option is useful for programs, commands. or
files that perform a function and then exit (or quit) when that function is comp
If the program, command, or batch file displays the results of its function upor
exiting, set Pause to YES to have Shell display that screen until you press any
to continue.

Default Directory

The directory you enter here becomes the default directory for this menu item.
you do not enter a default directory, the item uses the Shell default directory
displayed at the bottom of the Shell menu.

Use the Program Name line to enter the filename of the program (for example
DP.EXE), DOS command (for example, FORMAT.COM), DOS batch file (for
example, PRINT.BAT), or Shell macro (for example, FIND.SHM) you are adc
to the Shell menu.

If you do not include a path when entering the filename, Shell looks for the fil;
in the current Shell default directory, and then in the directories specified with
DOS PATH command. It is a good idea to include the full pathname of the fil
example, c:\data\dp.com) so Shell will find the file even if you later change th
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 optio
saving to the Clipboard).

Important: You can also use the Screen Copy feature to save text to the Clipboard froi
programs thar ure nut Shell-compurible (see Clipbuaid ¢ Shell Featuies). Using a Cliy
filename is simply an alternative to using Screen Copy.

To use this method of appending text to the Clipboard from a program, you m
enter a filename on the Clipboard Filename line for that program. When you
start the program, you can append selected text to the Clipboard file. When yi
switch programs or exit the program, the text in the Clipboard file is appendec
the Clipboard. You can then retrieve the text from the Clipboard with the

Clipboard Retrieve or Screen Retrieve feature (see Clipboard in Shell Feature

You can define an End of Line macro for a program to add specific characters
the end of each text line when you use Screen Retrieve in that program. You «
also define Go to Shell and Return from Shell macros to make the Switch Pro
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feature (Curl-Alt-menu letter) work the same way in a program that is not Shell-
compatible as in a program that is.

See Clipboard and Switch Program in Shell Features for details on the Screen Retrieve and
Switch Program features.

Changing Macro Namese
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 screcn for that program. The pre-sct macro namcs 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. If
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.

Program Information
Wenu Letter: L
Rerm Deacription:
Meru Item Type: Norma | Pause: MO
Befault Directary:
Program Mame:
Clipboard Filename:
Bacros Mames - End of Line: EOLN.5HM 6o to: GOSHELL{].SHM Return: RTSHELLJ.SHM
Startap Optioms:
Prompt for atartup optioma? N0 Suap Shell nut? mn
Start resident? no Allow Switch amytimc? ND
Thie character will identify the Shell Macros used at the end of line when

pasting the clipboard, and to Go to Shell from non WP Corp. programe.
(F? = Exit, F3 = Help}

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 if you 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 Retur
from Shell macros specified on the Program Information screen for that prog

In stand-alone mode, Shell looks for the macro(s) first in the directory contai
SHELL.EXE and then in the current default directory for the program you ar
using. In network mode, Shell looks for the macro(s) first in the directory
containing the XXXSHELL.FIL file (where XXX represents your file ID) and
in the current default directory for the program you are using. Shell executes
macro(s) if it finds them.

If no variable character is specified in the macro name, the program does not
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-F10) trom the Shell menu or from
program running under Shell.

2 Enter eolx (where x is a letter or number) as the macro name if you are d
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 ma
Shell adds the SHM extension o the macro filename.
3 Enter a description.
or
Press Enter to bypass the description.

4 Press the necessary keystrokes (see End of Line, Go to Shell, and Return
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
for each program on the Shell menu. You can also use one macro with more
one program by specifying that macro name on the Program Information scr
for all the desired programs.

End of Line

When defining an End of Line macro for the Screen Retrieve feature, pr
keystrokes (for example, Tab, Hard Page) and/or type the characters you
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 1-2-3).

When running a program from Shell, pressing the keystrokes to go to DOS returns vou
1o Shell.

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

You need to define a Return from Shell macro 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 an additional command to return to the program

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 affer 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 in Shell Features for the startup options you can use with Shell and for
an explanation of how to use 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
can either set “Prompt for startup options?” to YES (see Prompt for Stariup
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
the itemn from the 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 (" "). 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:"
Startup Options line. Then, whenever you start DataPerfect from the Shell rr
Shell pauses, displays the Panel Number: prompt, and waits for you to enter

number. The nomber vou enter replaces the entire prompt on the er[np ﬂnl

number. The number you enter replaces the entire pr he Star
line and in this case is used as the panel number parameter of the /p=panel ni
startup option.

If you include more than one prompt on the Startup Option line, Shell will pe
and display the prompts in the order they were entered.

Prompt for Startup
Options

If 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 |
startup options (as many as 60 characters). The startup process continues as
as you press Enter.

Whenever you enter text at the options prompt for a particular menu item, Sh
records the text you enter in a special buffer. If you start that program again
exiting Shell, the last text you entered appears at the “Enter options:” prompt

As you continuc to usc the prompt for startup options with this mcnu item, c
of text you enter is recorded separately in the buffer. The buffer can hold 25
or normal characters of information. If the buffer is full when you enter start
options at the “Enter options:” prompt, Shell deletes the oldest set of text to 1
room for the new one. Entries are stored separately for each Shell menu iten
prompt for startup options. All startup options buffers are cleared when you
Shell,

If you create your own prompt on the Startup Options line (see Startup Options above
Startup Options buffer also stores text entered from that prompt.

Use the following keys to view and edit the startup options entries displayed
the “Enter Options:” prompt.

Action Keystroke

Previous/Next Entry Up/Down Arrow (1/1)
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, you can set “Prompt for startup options?” ta YES and include star
options on the Startup Options line (see Startup Options above). If you do, t
on the Startup Options line will be inserted in the command line before the t
enter at the “Enter options:” prompt.

Swap Shell OQut

By default (when “Swap Shell out?” is set to NO), the Shell program stays re
and uses about 48K of random access memory (RAM) when you start a prog
from the Shell menu. If you do not have sufficient memory to start a particu
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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 you only need the additional memory occasionally (for example, to print a very large
document in DataPerfect), vou may want to create two menu items for the same program.
Set “Swap Shell out?” to NO for the first menu item and use that item for most of your work.
Then set “Swap Shell out?” to YES for the second item and use it only when you need the
additional memory. 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
Sewp menu indicating that the item will be loaded into meinory cach time you start
Shell. You should only set WordPerfect Corporation programs to start resident.

You can also change the “Start resident?” setting from the Setup menu by moving to a menu
item, then typing a plus sign (+).

If you set a program on the main Shell menu to start resident, that program is
loaded into memory when you start Shell. If 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 item in the menu after 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 itent.

Allow Switch Anytime

By default (when “Allow switch anytime?” is set to No), you can use the Switch
Program feature from within WordPerfect Corporation programs anywhere you can
usc the Go to Shell feature (Ctrl-F1,1). 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).

If you set *Allow switch anytime?” 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 problems 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
problem. You unly need to sct “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

A IMPTY ITCM
A SETUP OPTIONS

With the Setup options you can change the Shell menu and the default setting
several Shell features.

Select Setup (4) from the Shell feature menu to display the Setup menu. The
“Setup Menu™ appear in the Shell menu header, and the menu leters for any
menu items appear. Also, the Setup options appear at the bottom of the scree

If the “Enter Password:” message is displayed when you select Setup, the Setup feat
been protected with a password (see Password below).

D oaeeesss—

0ff lce Trogroms Applivativee

Appointment Calendar DataPerfect (dataBasc)

Calculatar DrawPerfect

Editor PlanPerfect

£ W B @

WordPerfect
Mail
HNotebook Go to BOS For One Command
Scheduler 0 Other Menu

A
c
E
¥ File Mamager
n
N
8

C:\DP21
1 Edit. 2 Options. 3 Add: 4 Delete. S lblleiq (re = Exit, F3 = Help)

FFour of the Sctup options (Edit, Add, Dclcte, and Move) arc used to make ct
to the Shell menu (see Shell Menu Setup below). Use Options to change the
settings for several Shell features (see Shell Menu Setup below).

Settings you change with the Setup feature are saved in a Setup file and rem:
effect until you change them again. If you are on a network, the Setup file is
XXXSHELL.FIL (where XXX represents your file ID). If you are using
WordPerfect Office PC on a stand-alone machine, the Setup file is called
SHELL.FIL.

If you use the /ps-pathname (path to Setup file) startup option (see Startup C
in Shell Features), Shell looks for the Setup file only in the directory you spe
If the Setup file is not found in the directory specified with the /ps-parthname
option, a new Setup file is created in that directory.

If you do not use the /ps-pathname startup option, Shell looks for the Setup |
in the current default directory, then in the directory containing the Shell pro
file (SHELL.EXE), and finally in the directories in your DOS path. If the Se
file is not found in any of these locations, a new one is created in the directo
containing the Shell program file. If for any reason the file cannot be create:
that directory, it will be created in the current default directory.

SE
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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 (F1), 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.

or
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 a menu item that is currently resident in memory (resident
programs are marked with an asterisk on the Shell menu).

Use Down Arrow (1) or Tab to move forward through the Program Information
scttings, and usc Up Arrow (1) 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 fnformation 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 1o the Shell imenu.

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



the cursor are resident in memory (resident programs arc marked with an aste
on the Shell menu).

4 If you select Add just to move the existing items down one space, press F
(F7) to return to the Shell menu.

or
If you select Add to make room for a new menu item, follow steps 3 throt
under Edir above to add the item.

Delete
Use this option to delete a menu item or menu item space. From the main Sh
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 or spa
you want to delete.

3 Select Delete (4) to delete the item and move all items below up one spac
or
Press Ctrl-End to delete the item and leave the space blank.

You cannot use the Delete option with a menu item that is resident in memory or with
cursor resting above any items that are resident in memory (resident programs are mc
with an asterisk on the Shell menu).

Shell asks if you really want to delete this item.
4 Typc y for YES to dclcte the item.
or
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 item
Program Information screen.

5 Press Exit (F7) to save the changes and return to the Shell menu.

You can press Cancel (F1). then type y to exit Setup without saving any changes. Thi:
restore any menu items you deleted or modified since selecting Setup.

Mave

You can use this option to move a menu item to a new location, create a dupl
menu item, or swap the locations of two menu items. When you move a mer
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.

If more than one location has the letter you type, Shell displays different letiers 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

Select Swap (3) W swap Uic current item with the item at the specificd menu
letter.

If 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.
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To change the default settings for Shell features,
1 Select Setup (4).
2 Select Options (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 (F1), 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
If 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 to change the display farmat of the date and time.

1 Select Date Format (2) from the Options menu.



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 spaces, commas, and colons) you want displayed witl
date and time.

Several examples of date formats are displayed on the Date Format screen. |
default date format is 6,3 1, 4 8:90.

Menu Title
The menu title is the title displayed in the heading of the Shell menu. To cha
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 («) 1o position

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
etched in the monitor screen. If you display the Shell menu (or submenus) o
screen for long periods of time, you can use Screen Save to protect your mor
screen. Screen Save causes the screen to go blank if no keystrokes are press:

within a specified time period. You can then press any key to redisplay the S
menu screen.

Make sure that the Swap Shell Out option on the Program Information screes
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 scr
goes blank.

or

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 d
The pathname you enter for Macro Directory also indicates where Shel) will
for macros you attempt to execute under certain conditions. For complete d

on how Macro Directory is used when defining and editing Shell macros, sec
Macros in Shell Features.

To change the Macro Directory setting,

1 Select Macro Directory (6).

SET
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2 Enter the full pathname of your Shell macro directory (for example,
c:\data\macros).

The Macro Directory serring can conwain 24 charucters.
Password
On a network, this option is designed primarily for use by the sysiem administrator.

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 select Opfions

(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 Password feature is nor case-sensirive. It doesn’t maiter whether you use uppercase or
lowercase letiers when 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 note that if you forget the password, there is absolutely no way 10 access
the Setup feature without creating a new Shell menu.

If you want to later remove the password,

1 Select Setup (4) frm 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.

Press Exit (F7) twice to return to the Shell menu.



Allow Go to DOS

On a network, the Allow Go to DOS option (like Password) is designed prim
so the system administrator can decide whether the user should be allowed tc
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 Optiong meni.

2 Typey to turn on the Go to DOS feature. (This is the default setting.)
or
Type n to disable the Go to DOS feature.

If you disable the Go to DOS feature and do not want the uscr to be able to u
feature on again, be sure to assign a password to Setup (see Password above

Important: The Allow Go to DOS option does not affect the Go to DOS for One Con
option on the default Shell menu (SHELL NEW). If you don’t want users 1o be able 1
DOS at all from the Shell menu, be sure to delete the Go to DOS for One Command i
from the default Shell menu.

Hotkey Assignments
There are three Shell features you can access from any program you start fro
Shell: Switch Program, Execute Shell Macro, and Define Shell Macro. You

these features by pressing specific keystrokes called hotkeys. The default hc
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 Ctri-Shift-F10

For complete details on these features, see Switch Program and Macros, bo!
Shell Reference.

If for some reason these default hotkeys are not convenient for you, you can
hotkeys of your own with the Hotkey Assignments option. The two most cc
applications for defining custom hotkeys are described below.

« If a program running under Shell uses one of Shell’s hotkeys, you can d
custom Shell hotkey to avoid Shell overriding the other program’s featu

* With many non-English keyboard drivers, you access extra characters b
pressing the Alt key in combination with other keys. To avoid confusiol
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
first two keys in each default hotkey sequence. In other words. you defi
keys should replace Ctrl-Alt in Ctrl-Alt-menu lerter, Alt-Shift in Alt-Shi
and Alt-Shift-F10, and Curl-Shift in Curl-Shift-F10.



A custom hotkey must be a single command key or a combination of command
keys followed by a letter from A to Z. 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:

s Ctrl-a

Alt-b

¢ Ctrl-Alt-c

¢ Ctrl-Shift-d

» Alt-Shift-q

e Ctrl-Alt-Shift-f

If you have mapped an international character 1o a keystroke combination (Ctrl
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 Alt macros (for
example, Editor and WordPerfecr). If you define the Alt-letter keystroke for a
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  Typey if you want all defauit 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 (Curl-Alt), Execute Shell Macro
(Alt-Shift), and Define Shell Macro (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 ho
or

Hold down one or more command keys and type a letter from A to Z
define a custom hotkey (see examples in the above list). If you enter
valid keystroke, it appears next to the custom hotkey option. If you e
an invalid keystroke, nothing appears next to the option.

4 Repeat step 3 above for the Custom Hotkey for Alt-Shift (Execute Sh
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 fi
key you must press (for example, menu letter in Ctrl-Alt-menu letter, lett
Alt-Shift-letter, and F10 in Alt-Shift-F10 and Ctrl-Shift-F10) remains the
whether you are using a default or custom hotkey. The way you use a cu
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 hotke;
hold down the Ctrl and Shift keys while pressing the F10 key.

With a custom hotkey, you must press the custom hotkey sequence, relea
those keys, and then press the final key. For example, if you defined Alt-
the custom hotkey for Ctrl-Shifl, 1o begin defining a Shell Macro you wo
press Alt-s, release those keys, and then press F10.

Startup Options

Several options can be included when you start the Shell program. Enter an;
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, se
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 wit
Shell, and only then if you are loading a submenu of Shell.

filename

The filename option loads the program, then immediately retrieves the Shell
specified by filename to the screen.

STARTUP OFTIC
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fe-n

The /c-n option allocates a minimum of 1K and a maximum of 5K of memory to
the Clipboard. The » represents the amount of memory in kilobytes (1K = 1024
bytes). The default amount allocated to the Clipboard is 1K.

{d-pathname

The /d-pathname option redirects all temporary files for the Shell program to the
directory indicated by pathname.

/m-macro name

The /m-macro name option executes the Shell macro specified by rmacro name as
soon as Shell starts.

/n
The /n option starts Shell, but does not start any programs set to start resident.

/na

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).

/ne
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.

Inf

The /nf 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 is displayed over the window or if the screen goes blank from time to time.

ing

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.

no
The /no option causes Shell to use only the available conventional memory for
switching between programs.



ns

The /ns option starts the non-sync version of Shell by inhibiting synchroniza
output to color monitors. It speeds up display on color monitors, but may ca
SNOW On SOme.

nt-x

The /nt-x option lets you specify a network type where x is the network num
letter WordPerfect Office uses to identify a specific network software. See y
system administrator if you need to use this option but do not know the num
letter of your network software.

[o-[limif}; path{ limif]; path] limif]

The /o-[limit];path[limit];path[limit] option causes Shell to use available exp
memory, RAM drive, and/or hard disk space when switching between progr:
also lets you specify the location of and limit (in kilobytes) the use of each o
resources.

If you do not use this option, Shell uses all available expanded memory and
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, sepa
by semicolons. Use of each of the three parts is optional. If you want to lim
usc of expanded memory, specify a limir within brackets immediately after t
(for example, /o-{limit]). If you include one or both of the next two parts, e:
must include a path. Enter the path to a RAM drive or to a hard disk for eac
You have the option of specifying a limit for each drive.

[ps-pathname

When you change the default Setup settings in Shell, the changes are saved |
Setup file. You can use the /ps-pathname (path to Setup file) option to have
save and subsequently look for the Setup file in the directory you specify.

If you are on a network, the Shell Setup file is named XXXSHELL.FIL (where XXX
represents your file ID) and is saved to the current default directory. If you are using
WordPerfect Office PC on a stand-alone machine, the Shell Setup file is named SHE,
and is saved to the directory containing the Shell program file (SHELL.EXE).

If you are on a network, you should always use the /ps-pathname option so )
know where your Setup file is and can always be sure Shell is using the corr
Setup file.

/sa

The /sa (stand-alone) startup option starts Shell in stand-alone mode, even i
network environment.

STARTUP OPTI



[ss-rows,columns

The /ss-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.

N-pattflimifl; path{limif]

The /v-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.

fw-xx

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

390 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
numbecr 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
switch (0 Memory Map from die current program, you would press Ctrl-Alt-5.



The locations within a program where you can use Switch Program depend ¢
“Allow switch anytime?” setting on the Program Information screen (see A/l
Switch Anytime under Program Information Options in Shell Features).

Display Prohlems

If you experience display problems when you switch from a program and the
come back to that program (in other words, the screen is not restored when y
return), you need to set “Allow switch anytime?” 10 NO on the Program

Information screen for the program in which you experience the display prot
(see Allow Switch Anytime under Program Information Options in Shell Feal
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Appendix A: Gonvert

The CONVERT.EXE file is located on the diskette that contains the utility
programs. CONVERT.EXE converts files from other formats to WordPerfec
merge format, and vice versa.

To use the Convert program,

1 If you are using a hard disk drive system, change to the drive or director:
where the CONVERT.EXE file is located.

or

If you are using a two disk drive system, change to the drive or directory
the files you are converting are located and insert the utilities diskette int
A.

2 If you are using a hard disk drive system, type convert at the DOS prom
then press Enter.

or
If 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.I
The input and output filenames must be different.

When entering the input and output filenames, you can use the question marl
and asterisk (*) as wildcard characrers to creaie a filename pawern. For exan
convert all of the files in a directory that end with a .DOC extension, type *.]
for the input filename.

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 Import in Reference).

Options

After entering the input and output filenames, the following options are displ

WordPerfect to another format

Revisable Form Text (IRM DCA FORMAT) to WordPerfect
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 Secondary Merge format (*R is used to scparate
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 Gonvert

Qa0

APDENNIY A- CONVERT

You can convert files from the DOS command line 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 Atthe DOS prompt, enter convert <input filename> <output filename> <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 filename> <output filename> <n>
<field 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.



Appendix B: Description Language (DPEXP and DPIMP)

Description Language is the term used to describe the .STE file (a text file tha

defines the database structure)j. it is produced by an export program (DPEXP
which can be used to do the following:

¢ Print or view a description of a databage structure.

* Export a database structure.

* Modify the database structure to produce variations of an application.
« Export and import reports.

Important: Editing the .STE in a text editor can damage the structure of you
database. You should make a backup copy of the database before editing the
so that if your structure file is damaged, you can restore from the backup.

WordPerfect Customer Support is unable to fix a structure file damaged by ed

Note to Users of
Non-English Versions

Do not translate the Description Language of the .STE file into your language
doing so, you will be unable to interchange database descriptions with users
other language versions of DataPerfect.

Exporting a Database
Structure

To convert a DataPerfect database structure to the readable form of the .STE
1 Make a backup copy of your database (see Appendix I: Utilities—DPBac

Be sure you are in the directory in which the DataPerfect program files are los
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 |
desired database is located.

4 Move the cursor to the name of the database you want to export, then pre
Enter.

As the file is exported, it scrolls on the screen. When the export is finished, t
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 struc
file (.STR) is retained on the disk. The copy can be retrieved into a text editc
(such as WordPerfect Corporation’s Program Editor) or directly into WordPe
via the Text In/Out feature. The .STE file can then be edited or printed. Whe
using Text In/Out, use the Save As option and save the .STE file as Generic t
that it can be imported properly.
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Importing a Database To import a DataPerfect database structure into DataPerfect, be sure you are in the
Structure 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 DataPerfect.

9 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:

* A description of general database characteristics.

¢ Descriptions of each panel in the database.

+ Descriptions of each field within a panel.

* Descriptions of each index defined for a panel.

« 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:

¢ Database name (informational only and treated as a comment)
» Color specifications for menus and reports

» Default specifications for numbers

* Default specifications for dates

28 APPENDIY R NECCORIBTION | ANCHARE (NPEYP AND NPIMP)Y



» Default specifications [or times
Current date and time display
Default speciﬁcations for month abbreviations

mntimmo Frs basdaom e d e ~

Specifications for keyboard mapping and characier sorting

Below is a sample of what the database statements might look like:

DATABASE: B:CUSTONMER.STR

COLORE=7 112 15 23 31

DE¥.PERIOD: .

JEF.COMMA:,

YMD: MDY

HMS : HMS

TOP.LINZ:NO

MONTHS : «JANF‘LBMARFPRMA&JLW\]JJ AUCSEPOCTNOVDED -

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:\DATA\CUSTOMER.STR
If the .STE file is imported using DPIMP, the new database will have the sam

name as the .STE file, except with a .STR extension.

COLORS=

This statement is followed by a series of numbers which specify the colors us
menus, report editing, and default colors for panels. The numbers are in deci
form and appear in this order: regular color, ficld edit, bold, underline, both L
and underline.

Each color is assigned a number. The available colors and their correspondin
numbers are listed below.
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0 = black

| = 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 112152331

If the database definer has not specified any colors, the default setting is the same
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 two colors depend on the monitor display. The color 23 on a monochrome
monitor is regular color with underline, and the color 31 is bold with underline. On
most color monitors, these numbers display as white on a blue background and high
infensity 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:.

A ER I B M EAANIBTIAR | ARSI IAAT /ADEVD AMD PODIMNADY



See Format Defaults in Reference for more information.

DEF.COMMA:

Specifies the character to be used as the thousands separator in G Type nume
field formats (if the format does not contain that specification). A comma (,)
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 fc

does not contain that specification). The letters YMD may be specified in an
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 field formats (i

format does not contain that specification). The letters HMS may be specitie
any order. HMS is the default order.

Lxample:

HMS:HMS
See Formar Defaulrs in Reference for more information.
TOP.LINE:

Specifies that the current date and time are to be displayed on the top line of
instruction box. If NO is specified, the current date and time are not display

Example:

TOP.LINE:YES
See Top Line Display in Reference for more information.
MONTHS:

Gives the three-letter abbreviations used in the report format DZ9MON999¢
abbreviations are delimited by tildes (7).

Example:

MONTHS:"JANFEBMARAPRMAY JUNJULAUGSEP
OCTNOVDEC~
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See Format Defaults in Reference tor more information.
AUTO.HELP

If displayed, specifies that Auto-Help is on.

See Help, Auto in Reference.

BANNER:"message ™

If displayed, specifies a custom message which appears when a user first enters a
database.

Example:
BANNER:"Welcome to the CUSTOMER database.™
See Definer Banner in Reference for more information.
ALT.MAP: and CTRL.MAP:
These statements specify the mapping of the Alt A-Z and Ctrl A-Z keys.

Example:

ALT . MAP:234 247 245 236 226 237 238 239 231 240 241 Z4Z 253 251 232
233

229 227 235 228 230 245 225 244 229 245

CTRL MAP:138 136 137 136 5 163 128 161 152 167 160 136 130 147 148
143

150 15 156 131 132 123 135 135 164 141

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 Alt and Ctrl Keys option in DataPerfect. See Characrer
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Map in Reference for more information.

UP.GASE: and SORT:

The Index (eature in DataPerfect performs (wo operations on characters. First
converts all characters to uppercase for the creation of keys that are used to lot
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

tables.

233

SCRT:0 1 2 3 4
16 17 18 19 20
32 33 34 35 36
48 4% 50 51 5z
54 €5 65 67 68
30 €1 8z 83 84

The tables above map the standard international characters correctly.

See Sort Order and Characters, Uppercase in Reference for more information

PRINTER.MAP

If your printer does not print a specific character you need (for example, a nor

CP.CASE:0 Z 2 2456 789 10 11 12 12 14 15
15 17 18 12 20 21 22 23 24 25 26 27 28 22 50 21
32 33 24 35 3€ 37 38 39 40 41 42 43 44

48 45 50 51 52 S3 54 55 56 57 58 53 &C €

AL RS AR FY AR 9 70 71 72 71 74 7R TF

73
7 9 23 224 125
123 154 144 131 142 132 743 128 136 127 138 13
144 146 146 147 153 142 150 151 152 153 154 |
TFD TRT 142 143 1AS 65 166 1F7 148 1579 170 " /%
176 177 178 179 180 181 182 163 184 135 186 (87
152 193 194 195 196 197 188 129 23C 201 202 203
208 209 21C 211 212 213 214 215 21€ 217 218 2

2671?7

32
49 250 2%

1)
155
172
183
2C4
220

5 226

252

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:

* Panel number

* Filename

¢ Panel name

* Panel display location

¢ Panel display size

 Panel display colors

» Specifications for Auto-Save or Auto-Display Record
« Panel text and the position of fields in the panel
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Below is a sample of what the pancl statcments might look like:

FANELS :

: % CUSTOMER.PER

NAME:~CUSLOMEY intormation~

X=1 ¥=%¢ WIDTH=77 HETGHT=1& RECORD.SI¢: 109 COLORS=7 1.2 75
AUTO. LOOK

BROWSE . CEANGE . ENTT

PANEL. TEXT:

-~ CUSYTCMER INFCHMATION-  CR
CE

~Customer ID ~ EE: CR

~Last Name ~ KF:2; - Firsk ~ RF:3:;15 - Middle ~ RF:4;1% CR
ok}

~Address City @ ZIP~ R

RF:5;20 ~ ~ RF:5;15 ~ =~ 2F:7;2 ~ ~ RF:8;10 CR
- 4M Phone - FF:3;14 -~ WK Phone -
RF:10;13 &2

~Commerts
-~ CR

RF:12;45 - Last JTavoice Datc ~ DF:13;8 <R

o)

~ Balarce Duo ~

RF:14;1% CR

~:~ CR

~ Payments - Door:lé:l ~ Inveices ~
Do 1551

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.

PANEL:n FILE: filename
Gives the panel number and the filename for the data file. The filename can be
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

list. If a panel name is not specified, the filename appears on the panel list inst
The panel name is delimited by tildes (7).

Example:

NAME: "Customer Information™
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X:n Y:m

Designates the location of the upper left corner of the panel. The upper left corner
of the screen is regarded as point 0.0. The uppermaost left pasition allowed 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=1Y=9
WIDTH=n HEIGRT=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 O through 14).

Example:
WIDTH=77 HEIGHT=7
RECORD.SIZE: n
Specifies the number of bytes DataPerfect needs for each record in the panel.
Example:
RECORD.SIZE: 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 Descriptions
above.

Fxample:
COLORS=7 112 1§
See Change Color under Panel Options in Reference for more information.
AUTO.SAVE and/or AUT0.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
mode. Pussible settings are EDIT, CREATE, and MENU.

Example:
BROWSE.CHANGE.CREATE

See Auto-Edit/Auto-Create/Menu under Panel Options in Reference.

406 APPENDIX B: DESCRIPTION LANGUAGE (DPEXP AND DPIMP)



PANEL.TEXT and END.PANEL.TEXT

Begins with PANEL. TEXT and ends with END.PANEL.TEXT. Between these tv
statements is the layout of the panel. All panel text is displayed, including spac

rvned in the nanel
ypeda 1 ing pane..

The panel text is delimited by tildes (7). All fields and links are displayed in th
appropriate positions in the panel. A CR represents a carriage return at the end

line.

Fields use the codes RF (real fields), DF (display fields), and HF (hidden fields
The field number and ficld size (in characters) follow the ficld codes, and are

separated by a semicolon (;).

A panel link uses the code DOOR, and a data link uses the code DOORWAY.

Field Descriptions

This section contains the specifications for each field in a panel. The field

statements consist of the following:

Field number

Location of the field

Field format

Field offset

Initialization value

Formula(s)

Range value

Help message

Specifications for totals

Fields included in the lookup field list
Data link definition(s)

Data checking option

Fields included in the search field list
Auto-incrementing field value
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Below is a sample of what the field statements might look like:

o |

Each of these statements can be changed within the specified parameters.
FIELDS:
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=2Y=0

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 (O represents the first line).
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FORMAT: “format™
Gives the field’s format. The format is delimited by tildes (7).

Example:
FORMAT: "G$7.2,27.99.99::C"
INITIAL.AT:setting

Gives the setting for initialization. The statement ends with CREATE, EDIT
CHANGE.

Example:
INITIAL.AT:CHANGE

This example shows the statement for the setuting ““Automatically computed :
change and when record is saved.”

If an initialization statement exists, either a value or a formula statement mn

be specified.

See Initialize at Create/Save/Any Change under Field Options in Reference |
more information.

VALUE="value™ or FORMULA:formula

These statements give either the initial value or the initial formula for the fie
References to fields included as part of the formula begin with FIELD=. Ot
parts of the formula are character strings, delimited by tildes (7). Carriage r
are shown as CR. The end of a formula is designated by the code FORMUL
followed by a semicolon (;).

Example:

FORMULA:766,000 -~ FIELD=P2F3
FORMIIT.A.END;

See Initial Value and Initial Formula under Field Options in Reference for n

information.

CHECK AT: setting

Gives the setting for validation time. The statement ends with either CHAN
SAVE.

Example:

CHECK.AT:CHANGE
This example shows the setting for “Validated when record is edited.”
If 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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RANGE: “value1~ T0:"value2”
Specifies the range where the first value and the second value are delimited by
tildes (7).

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 (7).

Example:
HELP: "Type the standard two-digit postal abbreviation.”
See Custom Help under Help in Reference for more information.
POSITIVE.TOTAL:n m 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.TOTAL:S 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.
LOOKUP:INDEX:n FIELDS:
Gives the index number and the fields included in the lookup field list for this field.
Example:

LOOKUP:INDEX:1 FIELDS:14 6

This example indicates that fields 1, 4, and 6 should be displayed and sorted
according to Index 1 when a lookup is performed on this field.

See Lookup Field List in Reference for more information.
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DOORWAY.TO.PANEL:n TFIELD:m INDEX:p FIELDS:
The definition tor 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 i
destination panel is field 1, the data link uses the third index in the destinatior
panel, and fields 6 and 7 (in the source panel) are the common fields used in t
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 spec
an option for when a value is entered in the source panel, but that value does
exist in the destination panel. The statement includes one of the following of

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. Al
the fields in the list must have the same field format. When this field is speci

a range or templarte search, all of the other fields in the list are also included i
search. The search is satisfied if any of the fields match the search specificati

Example:
SEARCHLIST: 4710131619 22 25

This example indicates that fields 4, 7, 10, 13, etc. are included in the search
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. T
value is delimited by tildes (7).

Example:
VALUE="1"
In this example, the next record created receives the number | in this field.

See Set Value for Next Created Record under Field Options in Reference for
information.
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Panel Link Descriptions

‘This section contans the specifications tor each panel hnk in a panel. 'The panel
link statements consist of the following:

¢ Panel link number

« Location of panel link

¢ Destination panel
 Target field

* Index for destination panel
* Fields in the link field list
¢ Location of window

Below is a sample of what the panel link statements might look like:

-

13005
=TS

x=49 ¥=3 TO,PANEL:3 TFIKLD:2 INDEX:l F1ZLDS;3
LAY VTOF X=0 ¥=6 WIDTH=57 WEIGHT=6 FIFLDS:2 2 4 >

TAOR: L %=49 v=14 TG.?PANEL:2 TFIELD:4 INDEX:1 FIEWDS:1

Each of these statements can be changed within the specified parameters.

DOOR: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:

* The panel link is the sixth field in the panel’s creation order.

» The panel link is located 71 spaces to the right of the panel’s left edge, a
on the seventh line of the panel (O represents the first line).

The destination panel is panel 3.

The target field in the destination panel is field 2.

The panel link uses the first index in the destination pancl.

Field 4 (in the source panel) is the only common field used in the link fie

e 4 o o

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 pane
TOP or BOTTOM indicates which line in the window is filled first. The X ar
values indicate the location of the upper left corner of the window. The
WITH.BORDER statement (if included) indicates that the window has a borg

Example:

AUTO.DISPLAY.TOP WITH.BORDER X=10 Y=5 WIDTH=25
HEIGHT=6

This example indicates the following:
¢ The records in the window are displayed from the top line of the windov
¢ The window has a border.

* The upper left corner of the window is 10 spaces from the left edge of th
panel, and is on the sixth line of the panel (0 represents the first line).

* 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:

* Index number
» Fields included in the index field list
* 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:
Specities the index number and the fields inciuded 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 EXCEPTION.LIST:11

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:



PANEL.END
Indicates the end of all the descriptions for this panel.

Report Descriptions

The last section of the .STE file contains specifications for each custom repo
defined in this database. The report statements consist of the following:

» Panel on which the report is based
+ Report name

* Report mode

¢ Index used to sort report data

¢ Margins used for printing

¢ Search specifications

» 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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REPORT.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.
NAME:"report name™
Specifies the name given to the report. The report name is delimited by tildes (7).
Example:
NAME: "Variable 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: “filename™
If displayed, specifies the disk filename to which the report should be sent. The

filename is delimited by tildes (7). This statement is followed by either
CREATE.DISK.FILE or APPEND.DISK FILE.

Example:
OUTPUTFILENAME:"CUSTOMER.LAB~
CREATE.DISK.FILE
REPORT.INDEX:n
Specifies which index is used to sort the data in the report.
Example:
REPORT.INDEX:3
This example indicates that the report is sorted according to Index 3.
TEXT.LINES=n TOP.MARGIN-m BOTTOM.MARGIN-p LEFT.MARGIN=r
Specifies the page constraints for each page of the report.
Example:
TEXT.LINES=54 TOP.MARGIN=6 BOTTOM.MARGIN=0 LEFT. MARGIN=0

A LR A N AR ISR A



This example indicates that 54 lines are available for printing, 6 lines will ap
the top of the page before printing begins, and no bottom margin or left mar
set.

Search Gonditions

If search conditions have been defined for the report, the search statements a
displayed next.

Below is a sample of what the search statements might look like within a rej
description:

A: FI1FELI=FLIFE - - "Urzeley”

SEARCH . FNL;

INCLUDE or EXCLUDE
Specifies whether the search includes or excludes records which match the
conditions.

SEARCH:RANGE.ON.FIELD:n “value1™ TO “value2™
Specifies the range of data included in the search. The first value and the se
value are delimited by tildes (7).

Example:
SEARCH:RANGE.ON.FIELD:6 “84601~ TO 84604~

This example indicates a range search on the sixth field in the panel. The r:
searches for a value between 84601 and 84604.

FORMULA:formula

Specifies the formula to be included in the search. References to fields incl
part of the formula begin with FIELD=. Other parts of the formula are cha
strings, delimiled by tildes (7). Cartiage returns are shown as CR. The end

formula is designated by the code FORMULA.END followed by a semicolo
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Example:

FORMULA:"66,000 -~ FIELD=P2F3
FORMULA.END;

TEMPLATE.ON.FIELD: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.FIELD:9 “Johnson~
This example indicates a template search for the word “Johnson” on the ninth field
in the panel.

SEARCH.END;
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.

FIRST.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 code “field format™
Example:
FIELD=P1F5 "N999~
A field selected for a footer, whose value is accumulated from all of the records

covered by that footer, uses the following form:

FIELD=field code ~field format";type
The type can be one of the following: TOTAL, AVERAGE, MAXIMUM, or
MINIMUM.

Example:
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FIELD=P1FS5 "GZZ9~;TOTAL

The statements for each report option are listed alphabetically below. Letter
parentheses denote the sections of the report to which this option applies (se
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 Referel

CONDITIONAL.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 Pane
code.

DELETE.RECORD (RB)
Specifies a Delete Record code.

DO.IN.SUBGROUPS (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.

LABELS=n WIDTH=m NUMBER.OF.LINES=p (RB)
Specifies a Labels code.

NO.BLANK.LINE (All sections)
Specifies an Eliminate Line if Blank code.
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PAGE:"field format™ (All sections)

Specifies the current page number of the report, and uses a G Type numeric field
format.

PROMPT.FOR.VALUE.OF.RV:n USING FORMAT: “field 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: Enter 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
(FF). The statement is followed by the field format used to tally the records. The
field format is delimited by tildes (7).

Example:
RECORD:"GZZZ179"

RV:n “field format™ (All sections)
Specifies a Print Report Variable code. The format of the field being printed is
delimited by tildes (7).

Example:
RV:1 "A15”

SAVE.RECORD.IN.PANEL:n (FPH, RB, FF)

Specifies a Save Record code (only used in conjunction with a Create Record
codc).

SET.RV:n FORMULA: formula (All sections)
Specifies a Stoe Value in Repurt Vaiiable code.

SKIP.IF.TWO.LEVEL.START (OPH)
Specifies a Skip if Start of Two-Level code.

SKIP.RECORD.ON.RV:n (RB})
Specifies a Skip Record if RV is False code.

SKIP.T0.PAGE.BOTTOM (FPH, RB, TLF, PF)
Specifies a Skip to Bottom of Page code.
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STORE.RV:n IN.FIELD:m (RB)
Specifies a Store RV in Field code.

SUBREPORT.THRU.DOOR:n TO.PANEL:m (RB)
Specifies the beginning of a subreport in a report form. The code
END.SUBREPORT.FOR.PANEL:m specifies the end of the subreport. All

statements between 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 dat
and import them into another. This feature is useful if you have several com,
which contain the same database structure.

Important: The darabase from which you export ihe reports musi have e s
structure as the database to which you import the reports.

To export reports from a database and import them to another, you must first
a .STE file for the database from which you want to export the report(s). Yol
do this by following the steps under Exporting a Database Structure at the
heginning of this appendix.

1 Retrieve the .STE file into a text editor (such as WordPerfect Corporatiol
Program Editor).

Next, you need to edit the .STE file to include only the description of the rep
you want to import. Everything else in the .STE file should be deleted.

Important: Editing the .STE in a text editor can damage the structure of vour databe
You should make a backup copy of the database before editing the .STE so that if you

structure file is damaged, you can restore from the backup. WordPerfecr Customer S
is unable 1o fix a structure file damaged by editing.

2 Delete all data prior to the REPORTS: statement. The REPORTS: stater
must be 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. Th
statement REPORT END; (followed by a blank line) designates the end
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:

SASED.ON. PANEL : 1
tomer Ma:ling Labels~

B FORMJJ 1~
LEND;

“F1ELD-PIFE - = &Jreete; -

FORM:

- PAGE .HEADER
E.EEADER
OR™'.HFEADER

I ARFTS=2 WINTH=35 NITMRAR.OF.T.TNRG=A
FIELD=P1F2:~A15;:1~ FIZLD=P1F4;~A15;;T~ ~ ~ FIELD=FlF2;~2320~ CR

F]!-LD DlF“);—AXDN CR

FINAL. FUCTER
REFORT . END:

Important: The report descriptions must include a blank line after each REPORT.END;
statement.

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 o 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
file 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 DPEXP.COM with DPIMP.COM, you will have fo reset your database
passwords.
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Appendix C: Error Messages

The error messages which you may encounter most often while using DataPes
are listed below in alphabetical order. The message which appears on the scre
in bold type. It is followed by a brief explanation about the cause of the mess
Possible remedies for the error are also included under some listings.

Errors which display a number are listed under Numbered Error Messages be!
and are also followed by an explanation. Additional information about errors
available by pressing Help (F3) when the error occurs.

Error Messages

*_ |, or // doesn't have a prior argument.
A leading operand is missing in a formula. Correct the formula before exiting

A: drive is full.

If you are saving a record or performing an import with disk space checking.
message appears when you run out of disk space. If you see this message wh
saving data, the record will not be saved. If you are performing an import. on
those records imported before the message was displayed are saved in the dat
To make more space on the disk, you can do any of the following:

e Delete unwanted records with Remove (Shift-F5).
¢ Export some records to another disk, then remove them from the original

*« Move one or more data files to another drive and change the filename(s) t
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 line where your cursor is
(To check, press the End key.) If 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 EN
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 chara
with a legal operator. For example, a caret () in a formula produces this errc
message.

Dick full—Press any key to continue.

This message is displayed when a report is sent to a file on disk without enou;
disk space for the entire report. A partial report is left on the disk. After pres
any key to continue, you must either cancel the report or insert a disk with en
memory to store the entire report.
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Exit from DataPerfect and add the line FILES=40 to CONFIG.SYS.

Exit DataPerfect and add the line FILES=40 to your CONFIG.SYS file (see Set the
CONFIG.SYS File in Installation). You need to restart your computer after making
the change.

File cannot be 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. If 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 right bracket exists in a formula without a matching left bracket (or vice versa).
Either add the appropriate bracket or delete the single bracket.

lilegal 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).

Iliegal form for number.
A syntax error exists in a formula. Two decimals or a letter exist in a number.
Remove the extraneous character(s).

Incarrect clause hetween 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 x 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 was 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.

If you are at a data link and enter a value that is not found in the other panel. y
are asked if you want to create a new record or look for a record with a diftere
value. The database definer can prevent a user from creating a new record in
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 file (.IND) for this database is not found.

You cannot use the database without this file. Each database must have an ind
(.IND) filc which contains the indcxes for all pancls. When this crror oceurs,
options are displayed on the screen. You can create (regenerate) a new file tor
existing data, or you can enter the pathname if the file is in another drive/direc

The index shows that records are present in the data file, but the file is not tou
When this error occurs, a menu appears. If you know the drive/directory whe
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 Index(es’
to delete the old index.

The program has encountered a problem and is exiting to DOS to avoid possit
damage to your database. It is likely that you will be able to continue if you r
your database. If the DataPerfect program or your machine has a critical prob
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 err
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 Text File (1) to re-create the text file. This op
should not be selected unless you are sure the .TXX file is empry. f the file is not empr
data which was in it will be lost.
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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 (1), 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 field. 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. If 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 about to lose the data in a record you are creating
or editing. Press Cancel (F1) to omit the error message, and then either finish
editing the record and press Save (F10), 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 (F1) 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

102
This error message is the result of corrupt or disordered indexes, and usually
when running reports. Regenerate the indexes (see Index Recovery in Refere

103
This error message is the result of corrupt or disordered indexes, and usually
when running reports. Regenerate the indexes (see Index Recovery in Refere

104

Temporary work space size exceeded. Too many panels with too much
complexity. Simplify panels and formulas. Use the /1 startup option to prov
DataPerfect with more temporary disk space.

13
An error occurred while writing to a file. The disk to which you were trying
save the file may be damaged. Use a different disk.

114

An error occurred while reading a file. The specific file is named. If this occ
for the .TXX file, the .TXX file is probably out of sequence (in other words, |
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
megsages encountered during export can be ignored except to note where the
in the data is located. If a read error occurs in the .IND file, delete the file an
regenerate the indexes. If a read error occurs in a data file, delete the file and
import a backup copy of the data (the backup must be in exported form).

115
Error in extending a file (not enough disk space). Use a disk that has more s
available.

116
Not enough directory blocks on the disk to allocate another file. Back up the
and reformat the disk with more directory blocks, or place the file on another

118

Access denied in network. File is flagged non-shareable. The .IND, .TXX, «
of the dara files is flagged non-shareable and needs to be flagged shareable re
write.

121

The .STR file has become corrupted. First, make a backup of the database.
export all of the data in the database, run DPEXP and DPIMP, and import the
back into 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 (F1) to return to the panel. Regenerate the indexes (see Index
Recovery in Reference).

183

Dllegal 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 file was modified, then the .STR file was
imported.

Formula syntax errors that have not been corrected may also cause this error to
occur.

184

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
not appear (o be corrupled (see Index Recovery in Reference).

55x

Erroneous index block structure. Any error that begins with the nuicrals 55 meains
that the index is out of order. The indexes need to be regenerated (see Index
Recovery in Reference). If the error continues after regenerating, call Customer
Support.

Recalculation

If 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 (F10) 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), come errors
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 Export 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 files you want
delete, change to the appropriate directory (enter cd\directory at the DOS

prompt).
4 Delete the .IND, .TXX, and all data files (enter del filename).
Important: Do not delete the .STR file.
5 Enter DataPerfect and re-create the .IND and . TXX files when prompted.
6 TImport the data for each panel (see Data Import in Reference).

If your database contains totals, be sure to import the data into the panel in w}
the totals are kept before you import data into the source panel (see Keep a To
under Field Options in Reference).

If data is corrupted due to a computer system failure, you can export the data
edit the corrupted files with a text editor (such as the WordPerfect Program Ec
and then import the data file.

If error messages appear which reference the .STR file. you may want to use t
structure export/import program. See Appendix B: Description Language (D
and DPIMP) for more information.

index Recovery

If many records have been added to, edited, or deleted from a database, the in
can become inefficient. Index Recovery is designed to regenerate those index
that disk space is saved and access time is improved. The Index Recovery me
found on the System key (Shift-F9) and has three options:

1 - Create New Indexes for This Panel
2 - Create New Indexes for All Panels
0 - Exit
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Appendix D: 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 DP.SYS) 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, it 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 DataPerfect Reference.

A network database and a single-user database are defined in the same 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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carlier versions from the network environment when upgrading from any prey
version of DataPerfect to DataPerfect 2.3.

Important: Do not use multiple releases (dates) 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 progr
files with DataPerfect 2.3 will not change the data in your databases.

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 shiould expe
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. If you want to run a DataPerfect 2.3 database in DataPerf
2.2, you should export the database with the 2.3 DPEXP, and then import it w
the 2.2 DPIMP. 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 Appendix B: Descripi
Language (DPEXP and DPIMP) in DataPerfect 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 (Pancls) per databasc 80

Report variables per report 255

Reports per database 169
Alphanumeric field size 78 characters
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 1/2” x 11” pages).

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, A10 uses 10 bytes).
Date Field
Two bytes.
Numeric Field
Four bytes, if the number of digits in the format is less than 10; cight 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.
Time 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

The names of files found on the DataPerfect Program diskette, and the files w]
~an ha canaratad h aDarfont ara lictad holaw, A dacerintinn of pach fla ic
Lall vT 5Ullcldlcu Uy Ud ar crieCt arc 1siéa oCiow. A U\.‘Lllyllull Wi Laiii 11iv i3
included.

Program Files

The following three program files needed to run DataPerfect are found on the
DataPerfect Program diskette.

Filename Description
DP.EXE Executable file.
DPSYS System defaults.

Temporary Files

While DataPerfect is running, it may create one or more temporary files. If yc
not exit DataPerfect properly, temporary files may exist on the drive (see Star:
and Exiting DataPerfect in Installation). These temporary files can be delete
the DOS prompt without affecting the database.

Any temporary files which are generated are located on a user’s default drive
the directory indicated with the /d-directory startup option. This means that a |
can be given read-only privileges in the directory where the .STR file is locate
(see Password in Reference).

DP{Innnn. TMP

Contains the second level index used for two-level reports (n represents as
arbitrary number found in the filename).

DP{Snnnn. TMP
The scratch file. Contains intermediate results while in report options. It
saves screen images (n represents an arbitrary number found in the filenar

DP{Tnnnn.TMP
Contains record images while in Create or Edit mode (n represents an arbi
number found in the filename).

Generated Files

When you create a database, three files are generated. The filenames consist ¢

database name vou assign, followed by a period and one of the following thre
letter extensions:

JIND
Contains the indexes for all panels in the database. If there is no data in tl
database, this file is empty.

STR
Contains the structure of all panels, all index specifications, reports. and s
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
file (panel). For example, a database entitled Customer might have the following
filenames for the data files:

Filename Description
CUSTOMER.PER Customer Data
CUSTOMER.INV Invoices

CUSTOMER.ITM Items in Stock
CUSTOMER.PUR Items Purchased
CUSTOMER.PAY Payments

Structure Export/import The following files are used when exporting/importing the structure file of a
Files database. These files are useful for maintaining DataPerfect databases.

DPEXP.COM
Structure export program for DataPerfect files. For more information, see
Appendix B: Description Language (DPEXP and DPIMP).

DPIMP.COM
Structurc import program for DataPerfect files. For more information, see

Appendix D: Description Language (DPEXP and DPIMP).
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Appendix G: Runtime Program

The DataPerfect Runtime program provides a medium through which databas
developers can sell their DataPerfect appiications to users. The Runtime prog
lets users add, modify, or delete records in a database (if the user has been ass
these privileges), and lets them create and run reports. The Runtime program
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 use
package contains the Runtime diskettes and manual, along with templates and
license agreement.

The DataPerfect Runtime Manual provides general information about DataPe
functions and keystrokes.

DataPerfect Runtime program five-packs can he purchased through normal
WordPerfect distribution channels.

Responstbilities of
Datahase Developers

Darabase developers are responsible for supporting the DataPerfect applicati
that they develop and sell. WordPerfect Corporation’s Customer Support doe:
support these third-party applications, and questions about them should be dir
to the database developer. Questions about the Runtime program itself can be
directed to either the database developer or to Customer Support.

Datahase developers are also responsible for installing the DataPerfect Runtir
program and their applications (if necessary). The DataPerfect Runtime Man
does not include installation instructions.

Because the DataFPerfect Kuntime Manual 1ncludes 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 Gerting Started for information about contacting Customer Support.

General Checklist

» If you have used the feature without having a problem before, are you using it
the same way you previously did?

* Have you read the information on the feature in DataPerfect Reference and the
DataPerfect Workbook?

« Did you exit DataPerfect, re-start DataPerfect, and try to use the feature again?

» If you are running a memory-resident (TSR) program with DataPerfect, have
you removed the TSR program and tried using the feature again?

* If 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?

« If you are receiving an error message, have you looked for the error message in
Appendix C: Error Messages?

« 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

* Have you regenerated the indexes for this panel?
* 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.)

» Do the common fields between the two panels have the same field format?
« Does the data in the common fields of the link match exactly?

« 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 d
index regeneration, you need to be in the panei that contains the index for the
and press Shift-F9, option i, then option | again.

Define Panel Ghecklist

* Do you have at least one index defined for the panel? Check by pressing
Define Panel (Cirl-F8). If the Define Index menu appears. an index has t
defined. If the Define Index Key Field List screen appears, an index has
yet been defined.

¢ 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
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 y
cursor is. (To check, press the End key.) If there are extra spaces, delete then

If the database is password-protected, you must know the definer password b
you can use the Definer Banner feature.

Field Checklist

* Are you using the correct field format for the purpose of the field?

* Is the field free of any display mode indicator that hides the field or other
affects it in ways not intended?

Field Tips
Look at the field format by pressing Define Field (Shift-F8) while the cursor
the field, or by pressing Reveal (Alt-F3), to check whether the format is valic

If you are uncertain, read Field Formats in Reference to check whether the fi
formats are valid and whether they serve the intended purpose of their design

Use the reference, appendix, and index sections of this manual. The informa
you need may be in one of those sections.

Formula Checklist

* Have you made sure that all the function names are spelled correctly?

* Have you made sure that all the functions have the proper number of
arguments?

* Have you made sure that the formula returns a type of value that the fielc
format can accept?

* [f the formula is placed on a G or H field, have you made sure the field h:
enough places to accomadate the numbers generated by the formula?
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* Do you have an ENDIF statement for every IF statement?
* Do you have an ENDOF statement for every case in a case statement?
+ Did you select field codes by pressing Select (F4) rather than typing them in?

* 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-F8), 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

« Is each record unique within every index? (For example, havc you included a
Customer # or other distinguishing field in the index in case two records have
matching first, middle, and last name fields?)

* Do you have at least one index for each panel?
* 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

* Have you made sure the field where the total is being kept has a G or H field
format?

* Is the field where the total is being kept free of formulas and initial values?

» Is the ficld where you want to keep the total nor in the key ficld for a data or
panel link?

* Have you made sure the field where you are keeping a total does not have a ::C
display mode indicator?

¢ [s the data or panel link defined correctly (in other words, is the key field list a
subset of the target index)?

Keep a Total Tips
Try deleting and remaking the keep a toial, then see if the problem occurs again.
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The destination field cannot use the Shift-F8 (Define Field) option 4 Initialize
an “Automatically Computed...” message appears at the bottom of your scree
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
(I'has can happen if records have been exported and imported improperly.) T
check for negative numbers, edit the field format to include a minus sign (suc
G-$7.,779.99),s0 that any negative numbers will display with a minus sign.
find negative numbers, you then need to export the records from the source p:
Then, delete all the records from the source panel (See Delete Multiple Recor
under Record, Delete in Reference), making sure you choose the option to del
records with no totaling. Atter that, go to the target panel and edit the record:
that the target field for the keep a total has a zero in it. Finally, import the rec
back into the source panel and have them re-total during import.

Use the reference, appendix, and index sections of this manual. The informa
you need may be in one of those sections.

Lookup List Checklist

+ When defining the lookup list, did you select all the fields you want displ
« 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.
lookup list because DataPerfect provides a default lookup list based on the p
first index. However, the default lookup list may not provide all the informa
they want.

After you have defined the lookup list and press Exit (F7), make sure you sel
index 1o sort the lookup. Pressing Cancel (F1) before you select the index ca
the 1ookup list.

Use the reference, appendix, and index sections of this manual. The informa
you need may be in one of those sections.

Printer Checklist

* If you are using DPPrint, have you selected a printer?
« Is the paper properly inserted?

* Has the printer been turned off and, after at least a 15-second pause, turn
back on?

» When the printer is turned on, does it indicate that it is ready to receive d
(for example, the On-Line or Ready light is on)?

¢ Is the correct printer selected?
« Tas the correct printer port been sclected?

» Is the cable connected tightly to the printer and the computer? (Before n
adjustments to the cable, turn off all equipment.)
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* If your printer manual recommended special switch or menu panel settings
specific to your printer, have you made the correct settings?

* Does the printer print at DOS level?

+ If 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?

« If 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. 1t it has pins (male), choose a parallel port
(probably LPT1). If it has sockets (female), choose a serial port (probably COM1).

Check 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

 Have you used the correct print mode indicators for your purposes?
« Have you selected the correct printer port?

+ If 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 set up correctly, try
regenerating the indexes.

If only one record is printing and no search conditions 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.

If 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.

If 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 databa
diskettes, a hard drive, or a network drive. DPBackup locks other users out
database being backed up, so all files backed up are synchronous. DPBacku
you split a database hackup file across diskettes. DPBackup will use the DO
Label command to name the diskettes and then will ask for the diskettes in
sequence when you restore the database.

You can use DPBackup in either of two ways. You can use it interactively.
selecting options from menus as you go (such as source, destination, and so
you can decide selections beforehand and add them as startup options. The s
options method was designed to run on its own, not requiring any interactior
you once you give the command (unless you are backing up to diskettes), an
especially suited for periodic database backups.

You can start either method for using DPBackup from the DOS prompt or fr
Shell. To set up DPBackup to start from Shell, use the information in this se
and in Setup in Shell Features. To start DPBackup from Shell, see Using Sh
Shell Installation and Operation.

Interactive Method

The DPBackup interactive method lets you select options from menus as yo

When you use the interactive backup method, keep in mind that the followin
function keys are available.

Key Function
F1 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 (tor
example, c:\backup).

2 Type dpbackup and /v if you want DOS verify turned on (for example.
dpbackup /v).

The swilch /v is the only startup option available for the interactive method.

3  Press Enter.
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The main DPBackup screen is displayed.

DrSackup 1.8
Dperation: Options:
From:
Ta:
Butabuo i Databacc @iz = o Pileas

Usc the up and down arrow keys to highlight
the desired option amd prees ENTER.

Press the first letter of the desired operation.

Hack up BatsPerfect Batabase]

D erfect Datal
List Contents of Backup File
Bxit

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 Method 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:\dp23\learn\client].str).

or

Enter the path to the directory that contains the database you want (for
example, c:\dp23\learn). 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 ECnter 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 Entery if you want 1o 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 log, a prompt gives you the option of saving
clearing the transaction log. If the database you are backing up has no transa
log, skip to the sentence before step 9.

8 Entery 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
of deleting the existing files on the diskette before starting the backup. If yor
not backing up to a diskette or if the diskette you are backing up to is empty,
the paragraph after step 10.

10 Entery 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 diskette. If ye
enter n, a message asks you to insert a new diskette.

If you are backing up o diskelics, DPBackup uses the DOS Label command
name each diskette by the name of the database being backed up. The files ¢
diskettes are named DPBACKUP.001, 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
a prompt gives you the option of replacing the backup file that already exists
backup file already exists, or if you are backing up to diskettes, skip to the se
before step 12.

11 Enter y if you want to replace the existing backup file.
or

Enter n if you don’t want to replace the existing backup file. Enter a ney
for the new backup file.

A message is displayed when the backup is complete. (If you have used an ex
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, us
another location. This file must be restored before you can use it as a databa

You cannot restore a database to diskettes.
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To restore 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\clientl.bup).

ar

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 does not exist, a prompt gives you the vption to create
the directory.

4 Press y to create the directory.
or
Press n if you do not want to create the directory.
or

If 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 the index. However, if the index is large, you
can save time by backing up and restoring the index instead of re-creating it.

5 Pressy to restore the index.
or
If you do not want to restore the index, press n.
or

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 Entery 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 database with the sai
name, a prompt gives you the option of replacing the existing files.

7

Enter y to replace the existing files.
or

Enter n if you don’t want to replace the existing files. Enter a new path f
restored database files.

or

If no database with the same name exists in the same directory, this prom
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,

1

If you are listing contents of a backup file split across more than one disk
make sure the first diskette is in the diskette drive.

Select List Contents of Backup File.

Enter the path and filename (including extension) of the backup file 1o be
(for example, c:\backup\client!.bup).

ar

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
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 returne
the main screen) or press Cancel (F1) to move backward through the scr
until you reach the main screen.

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 CLIENT database, overwrite any existing files, clear
the DataPerfect transaction log, and exclude the index from the backup, you would
enter something similar to the following:

dpbackup c:\dp23\learn\client1 c:\backup\client1.bup /o/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
CLIENT.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\LEARN\CLIENT1.STR C:\BACKUP\CLIENT1.BUP
/O >C:\BACKUP\OUTPUT.TXT

REM Test for not successful

IF NOT ERRORLEVEL 0 GOTO ERRORS
REM Test for not successful

[F ERRORLEVEL 1 GOTO ERRORS
REM Test for successful completion

IF ERRORLEVEL 0 GOTO SUCCESS



REM 0 CONDITION (SUCCESS) IS THE ONLY OPTION LEFT

ECHO Backup completed successfully.
GOTO END

:ERRORS
ECHO Error occurred. Erased the invalid backup file.
ERASE C:\BACKUP\CLIENT|.BUP

:END
When the backup terminates, either ot the following messages will be displa
Backup completed successtully.

or
Error occurred. Erased the invalid backup file.

Ior more information on crror messages, see DPBackup Messages below.

Startup Options
If, before starting DPBackup, you want to review the startup options availabl
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.

BPBackup 2.3 WordPerfect Corporation  All Rights Rescrved.  6A/25-92
DPBackup can be rum from DOS Interactiwcly or as a Command Line entry.

DPBackup Interactive
To start DPBackup, eatcr at the DOS prompt:

DPFBackup Command Line
Ta run DPBackup as a comsand )line use the following format:

DPBACHUP Source Destimatlon Optlons

whcre the optloms can be:
/B = (» Bockup a Databese )
/S = (~ Save Log )
71 = (= IncClude Index J
A0 = ( Dwerwrite Files )
A = ( Turn DOS Uerify On )

( % means default option)

( Regtore a Database )

C Clear Log )

( Biuae nacx )

(= Do mot OQuerwrite Files )

PR

Bample: (BACHUIP) BPRACKUF C:\DPFILES\CLIENT1.SYR C:\BACKUPCLIENT1.BUF ~B -0

Example: (RESTORE) DPBACKUP C:\BACKUP\CLIENT1.BUP C:~DFFILEN /R -0

The help screen is displayed.

The startup options you can use with DPBackup are described below. If you
DPRackup withont any startup options, the database you specify will be bac]
including the index, saving the DataPerfect transaction log (if any), and will
overwrite any existing backup files.
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/e
Use the /¢ 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.

fe
Use the /e option to exclude the index when backing up or restoring a database.

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.

Use the /h option for command line help.

/o
Use the /o option to overwrite files when backing up or restoring a database.

v

Use the /v option to turn DOS VERIFY 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.

Iy
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

Database in use

DPBackup Will Not Back up Databases from Floppy Diskettes
Error Deleting Files on Diskette

Invalid Drive Specification

Invalid Database File

No such file or directory

No DataPerfect Databases Exist

Not a DataPerfect Database

Path Not Found

Unable to Read Disk Information
Unable to Create Backup File

Unable to Clear the Transaction Log File



Restore Messages
« 'DPBACKUP.001' File Does Not Exist
« Backup File is Not Complete
» DPBackup Will Not Restore Databases to Floppy Diskettes
o Incorrect Format in the DataPerfect Backup File
« Invalid Drive Specification
¢ No Backup Files Exist
+ No such file or directory
+ Not Enough Disk Space Available to Restore Database
* Path Not Found
¢ Restoration is Not Complete
« Restore File is Not a DataPerfect Backup
¢ Unable to Create .....
« Unable to Remove Existing Database Files
« Unable to Open Backup File
» Unable to Open Source File
« Unable to Remove Existing Database Files

Error Messages
» DPBACKUP.001" File Does Not Exist
» Backup File is Not Complete
* Incorrect Format in the DataPerfect Backup File
+ Invalid Drive Specification
* No Backup Files Exist
¢ No such file or directory
 Path Not Found
» Restore File is Not a DataPerfect Backup
+ Unable to Open Backup File

Startup Option Error Values
¢ 0 Success
1 Invalid Source
» 2 Invalid Destination
3 Database In Use
+ 4 Unable to Create Backup File
* 10 Unable to Clear Transaction Log
* |7 Unable to Restore Database
» 13 Not Enough Disk Space
14 Backup was Canceled
¢ 15 Restore was Canceled
* 20 Disk Access Error
s 21 Critical Error
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Appendix J: Utilities—DPDiagnostics
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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
your database.

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 1s displayed.

The startup options you can use with DPDiagnostics are listed below.

/f-outputname Specify output filename (no spaces). The default is
databasename.fix, placed in the current database
directory.

fi-# Specify the maximum field count for index
optimization. The default is 5.
i List only the panel number and panel name.
/n Do not create an output file.
/o Suppress optimization messages.
lq-# DPPrint printer port (1=LPT1, 2=LPT2, 3=COM]1,
4=COM2). (DPPrint must be resident for this option
to work.)
Iw 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 followed by the database path (if you are not in the same
directory as the database) and name, followed by any necessary startup op
in this format:

DPDIAG path\[database name] [option]
or, if you are in the same directory as the database:
DPDIAG [database name] [option]

Your command might look like the example below if you want to analyze
database called Mailing and use the /t option to send output to a file callec
MAILDIAG.FIX in a directory called TEST.

dpdiag mailing /f-c:\test\maildiag
3 Press Enter.

DPDiagnostics displays a screen similar to the following.

Panel 3

Ficlds. ..... 2 Fields...... ]
Pancla 3 Errars ? Indexes. . ... [ Indexes. . ... 4
Reparts : varninge 4 Lioks....... Sul

opt s 1 0 Farmulas 8

Lookups. .. .. 1 Report
Completed 10682 Search List. 6 Variables. ©
— ErroraMarnings

Errara-darni imizations Exist
(Plagnostic Information in MAILING.FIN)

Press any key to Exit

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
explanations in NDPDiagnostics Messages later in this section ta understand
messages and to find suggestions on how to resolve problems and errors, as w
suggestions on how to optimize your database.

The message report you retrieve into a text editor will often reter to the locati
the error (for example, P2F13, which is field 13 in panel 2). To locate the pro
field, go to the correct panel (in this example, you would access panel 2), and
Alt+F3 twice. Locate the field with the number that DPDiag reported (in this
field 13). Press Exit (F7) to

return to browsing the panel, press Define Panel (Alt-F8) to edit the panel, an
make the necessary changes 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 Warning
Messages, Panel Optimization Messages, and Report Error and Warning
Messages.

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
definition. Using 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:
Pi#F#P4...

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 field -- 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 Cade:
PH#F#P#F# ...

Either the panel link or data link tonger 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: P#F#
The link that the selected field is using in the formula goes to a difterent 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 is defi
the database definer must specify the index and the field(s) to be used. This er
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 helow do NOT exist -- Field(s): #, #, #, # ...
This error occurs when a field that 1s specified as part of a lookup list does not
exist. If the lookup list contains more than one field that doesn't exist in the ps
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 be
changes were made to the panel. Redefine the lookup list.

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 se
field number indicates which field in the lookup list is actually a panel link. D
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 #) LInk's Target Field # in panel # does NOT 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
the destination panel (the “target” field). From the Define Panel/Data Link scr
choose Edit Target Field/Target 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 |
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
link definition. This index must contain the same field formats for the link fiel
being passed through.

Error: (Field #) Link's field list and index list are NOT the same size -- Redefine the lii
You have selected more fields in the Key Field list than are in the index. Delel
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 field formats hetween a list field and its counterpart index
field

-- Field List Field (P#F#) : A/G/N/D/T

-- Index Field  (PifF#) : A/G/N/D/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 (AS), LAST_NAME (A10), BIRTHDATE (D99/99/99)

INDEX: AS 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 AS. 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
exist If the exception list in the index contains more than one field that does 1
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Any field(s) listed do not exist because of changes made to the panel. To corr
this problem, redefine the exception list for this index to include the correct fic

Error: Field # is possibly corrupt
This message accurs when NDPDiagnostics attempts to examine a field in the ¢
panel and cannot.

This error is usually the result of some type of corruption. Redefine all aspect
the field, such as look-up lists, search lists, and formulas. You may have to de
and redefine the field to correct the problem.

Error: (Field #) lllegal Formula
The specified formula contains an error. Find the error and correct it or redefi
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
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 m
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 totz

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 tt
display moude indicator from the destination field formar.
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Panel Warning

DPDiagnostics warning messages inform you of database problems that may affect

Messages 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 formats between a list field and its counterpart
index field
-- Field List Field (P#F#) : (Field format)
-- Index Field  (P#F#) : (Field format)
For example, the field list field might have a format of HZZZS while the index field
might have a format of GZZZ9. Field formats should be identical.
Warning: (Field #) No fields have heen 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 DPDiagnostics optimization messages inform you of database inefficiencies that
Messages can slow database operation.

Optimization 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 linking

Usc the fewest possible fields in a link to avoid slowing database operation.
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Optimize: Panel # Index # is not used in a lookup, link, or report
This index serves no purpose and may slow database operation. Remove the
from the specified panel.

Report Error and
Warning Messages

DPDiagnostics error messages inform you of report problems that probably w
affect the integrity of the database, but can affect the efficiency of reports.

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 (subre

The following errors can occur in any section of the report. The first portion
message shows the report section affected (for example, Final Footer), and wi
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 Code: P#F#P#F#_..

The link the panel goes through to access the field is no longer there. Delete |
field in the formula and reselect.

[report section): Error in Store Value in Report Variable # Code -- lilegal Formula
Formula in report variable has an error in it. Correct the error or redetine the
formula.

[repart section]: Errar in Store Value in Report Variahle # 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.
the link has changed. Reselect the field in the formula.

[report sectian]: Error in Store Value in Report Variable # Code

-- Panel/Field Code References a non-existent field

-- Field Code: PH#FHP#F#...

You have selected a field through a link. The target field no longer exists. De
the specified field reference in the formula and reselect the field.

[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 delete
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]: Ervor with the field to be printed -- Reselect the desired fleld -- Fleld: #
The field to be printed has an error. Reselect the field.

[report section]: Error within Skip if RV is False Code -- Report Variahle # 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 Variahle # 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]JRepart if RV is False Code -- Report Variable #
tioes 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.

[report section): Error within Store Report Variahle in Field Code -- Report Variable # does
not exist

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]: Errar within Subrepart Link/Panel: # #-- Link's Destination 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 Cod
formula at position #

Formulas should not contain bold or underline codes. Delete the bold or unde
code or redefine the formula.

[report section): Error Report Index # does not exist in panel #
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 |
before creating the report. This error will occur when the panel that the repor
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 arder of reports in a 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
DP23 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.

It Fix damaged panels

/h Access a help screen that lists available startup options.

/nb Automatic overwrite of backup file

/g-x DPPRINT printer port, 1=LPT1, 2=LPT2, 3=COM|1, 4=COM2
fr 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 want 1o select from a list of databases, type only dpo. A list of databases in the
current directory is displayed. Change directories or select a database as you would when
you are accessing a database in DataPerfect.
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The main DPOrder screen is displayed unless you used the /r startup option to
immediately access the reorder reports screen.

The information displayed on your screen may differ from that shown.

DPORDER 3.8 861592

Datohaoe: C:\DFZACLIDIT2 STR

Fasssord Levcla: Mone Pancla: S Reporta: 7 Mewu: Mo

BP Path: ¥:\.\DP.COMl TP Version Bate:

Diak Space nsed by DP database: 26,624 Disk Space Free: 64,794,624

L Use t and ! to moue through the panel 1ist.

PANEL INFUNATION Exit-F7 Print-Shit+F7 Relrder Menu-F8 Help-
Filcname Coutent #Indsxm Rec Size SRecards Filesize Date Time
CLIENT2 .STR Structurc 13312 @969 16:2%
CLIENTZ .IMD  fndex 7680 11-27/91 12:08a
CLIEMTZ .TXX Text 2048 11,27/91 12:68a
CLIENTZ .BAT Panel 1 7 File Mot Foumd
CLIENTZ .IfW Panc) 2 2 26 13 512 1LZ7/91 12:8a
CLIENTZ .M Panel 3 z 41 3 153 1127/91 12:86a
CLIENTZ .1TM Pancl 4 1 29 28 1824 1L27-91 12:08a
CLIEMTZ .PAY Pancl 5 z 19 13 512 112791 12:88a

For information on how to interpret this screen, see Understanding the DPOr
3.0 Panel Information Screen in the next section.

If a Supervisor password exists, you must enter the password when prompted

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 informati
while the lower portion of the screen displays information about each file
associated with the database.

DPORDER 3.8 861592
i C:\BP2ZINCLIEMT2.STR
Levels: fone Pancls: S Reparts: 7 Merw: Mo
BP Path: ¥:\_\DF.CON DP Uersion Date:
Pisk Space used by DP databasc: 26,624 Diak Space Frec: 64,791,621
Use T and § to move through the pancl 1ist.
L paesl. IMFURMATION Exit—F7 Print-ShiteF7 ReGrder Mesu-F8 Help-~]
Filcaane Contemt SIndxa Rec Sizz SRecurdas Fllesize  Date Tine
CLIENTZ .STR Structure 13312 892  18:2%
CLIENTZ .IND Index 7680 11-27/91 12:68e
CLIENTZ .Y Text 2048 11,27/91 12:68a
CLIENTZ .BAT Panel 1 7 File Hot Fouw
CLIINTZ .In  Panel 2 2 26 13 512 11,Z7/91 12:68a
CLIENIZ .PUR Pancl 3 F4 11 n 1536 11/Z7/91 12:66a
CLIENT2 .ITH Pancl 4 1 29 28 1624 11,27/91 12:66a
CLIENTZ .PAY Pancl S 2 10 13 512 11/Z27/91 12:686a
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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
free disk space are displayed.

The lower part of the screen displays information about files associated with the
selected DataPerfect datahase. Filename, contents, file size, 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.

If 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).

RIMORDER 3.8 86 1592
Batabase: C:\BPZINCLIENTZ.STR
Password Leveln: Mone Pamels: S5 Reports: 7 Bevm: Mo
BP Path: ¥:\.\RF.COM B Uergion Date:
Pisk Space used by BP databawe: 26,624 Piek Space Free: 64,794,624
Uoe T and { to move through the pancl iiat.
IFOWATION  Bxlt-F7 1 L7 HeIp-—!
Fillewane Conteat SIndks Rec Size Shecords Filesize Date Tine
CLIENTZ .STR 13312 16:2%a
CLIENTZ .INB Imdex Print Screen Information 7688 11,27/91 12:68a
CLIENTZ2 .TRX Text Priuter Control Screen 2008 11/27-91 12:88a
CLIENT2 .DAT Pamel 1 Exit le Mot Found
CLIENTZ .IM) Pamecl 2 512 11/27.91 12:88a
CLIBNT: .FUR  Paa=) 3 a3 41 21 1S3 14,77/ 412'00s
CLIENT2 .ITH Famel 4 1 23 28 1824 11,2791 12:98a
CLIEMTZ .PAY Pamel 5 2 18 13 512 1v/Z7-91 12:88a

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. LPT1 will be
used unless another port has been selected on the command line. See Starting
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 C
Screen option from the Print menu. You can examine the print queue, halt pr
restart the current print job, pause printing after the current print job, select a
definition, delete a print job(s), or change the path to .PRD files. For details «
using the DPPrint Printer Control Screen, see Appendix L: Utilities—DPPrin

Reordering Database
Reports

If you reorder reports, remember to make the necessary changes to any macre
are dependent upon the report order.

To reorder reports,

1 Start from the DPOrder 3.0 Panel Information screen.

2  Prcss Reorder Menu (F8) to display the Reorder 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 CLIENT?2 database. The inform
on your screen may be different.

DPORDER 3.8 86/15-92
Databusc: €:N\DFZINCLIENTZ.2TR Roporte: T

Mailing Labels
Customers by State
VardPerfect Nerge
Print Invoices
Past Bue Accounts Billing
and Sales

Record Update

NON SN -

F1 Caactl Changes F3 Help Swft+F7 Print F? Save 2 Exit

The reports are listed in numerical order.
5 Chauge the urder by typing the new order number and then pressing Ent

For example, suppose you wanted to change the order of the reports listed in
screen example above so that the third report (WordPerfect Merge) would he
the first report, Mailing Labels would become the second report, and Custom
State would become the third report. You would place the cursor on WordPe
Merge, type 1, and then press Enter.

6 Press Exit (F7).

If you have made no changes, you are returned to the DPOrder 3.0 Informatic
screen. If you have made changes, you are prompted to save changes.
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7 Typey 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 Typey wouverwtite the previvus .BKK file,

or

Type n if you do not want to overwrite the previous .BKK file.
9 Typey 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 DPOrder

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 L: Utilities—DPPrint

The DataPerfect Printer Program (DPPrint) allows you to print reports while
performing other tasks in DataPerfect. DPPrint lets you select a printer defir
that is specifically tailored to your printer. This printer definition includes th
proper control strings for bolding, underlining, and producing POSTNET ba
codes.

DPPrint is included on the Shell/Utilities diskette. DPPrint is a TSR (Termir
and Stay Resident) program separate from DataPerfect. This program uses t
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 POS’
bar codes by exporting your data into WordPerfect.

If you want to use one or more international characters while DPPrint is acti
must first edit a copy of the appropriate printer driver (.PRD file) to include |
international character(s) you want to use. For information on how to do thi
WordPerfect Office Printer Program (WPOPTR) later in this appendix.

If you prefer not to edit the .PRD file, do not run DPPrint when you are usin
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. DPP:
NOT networkable. In other words, two or more people should not run DPPy

from the same network directory. It is suggested that DPPrint only be run fr
local directory.

However, if you have purchased DataPerfect for use on a network, you can |
DPPrint on those machines for which you have purchased DataPerfect. For
example, if you have purchased ten licenses for DataPerfect for ten network:
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 DataPerfect.

The easiest way to install these files is with the Install program included. Tc
this program, insert the program diskette that contains INSTALL.EXE into ¢
go to a DOS prompt, type install and press Enter.

If you want to install the printer files without using the Install program, begi
DOS prompt. Then,

1 Create a directory on your local drive for the DPPrint files.

2  Copy the files on the DPPrint disk to the directory you created. If you !
WordPertect Office, you do not need to copy the .PRD files.

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).

For information on how to create a directory and copy files at a DOS prompt, see your DOS
manual.

If the path for .PRD drivers listed at the bottom of the screen is not correct, press ¢
and enter the correct path (for example, c:\office).

5 Press s to access the Printer Selection menu.
6 Use the Up or Down Arrow key to move to the correct port.
7  Enter the number that corresponds to the printer attached to the selected port.

If your printer is not listed, select OTHERDM if you have a dot matrix printer, or
select OTHERLAQ if you have a letter quality printer.

8 If necessary, repeat steps 6 and 7 for the remaining printer ports.

When you exit the Printer Selection menu, the names of the printer drivers you just
selected are displayed in the lower left corner of the screen.

9  After selecting the printer(s), press Exit (F7) or e 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 load 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: If vou are printing to a serial port (such as COM1 - 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
DOS MODE command. For information about using the DOS MODE conumand, see your
DOS manual.

DPPrint should be loaded before any other programs. You cannot use the TSR
Manager shipped with WordPertect Otfice to load or unload DPPrint. 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. If you want to remove it from memory without restarting your computer,

enter dpprint /r at the DOS prompt.

Note: You cannot load multiple copies of DPPrint into memory.
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Append DPPrint to
the AUTOEXEC.BAT File

To save loading time, you can place DPPrint in your AUTOEXEC.BAT file,
contains commands that DOS executes each time the computer is turned on.
selected this option while running the Install program, you do not need to fol
these steps.

Editing the AUTOEXEC.BAT File Under DOS
If you are not using WordPerfect Shell, follow the steps below 1o add the DP

command to your AUTOEXEC.BAT file. If you are using WordPerfect Shel
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 ¢: at the DOS prompt anc
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 yc
AUTOEXEC.BAT file is located (for example, enter cd\at).

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
steps 5 through 8.

5 Type copy autoexec.bat+con autoexec.bat and press Enter 1o append t
existing AUTOEXEC.BAT file.

6 Type e:\data\dpprint to add the DPPrint command to the AUTOEXEC.
file. In this example the “data” directory contains the DataPerfect progr:
files. This directory name may be different for your system.

7 Press F6 to include the code that ends the AUTOEXEC.BAT file (2Z). tt
press Enter. You will see a message telling you that one file has been c«

8 Turn off the computer, then turn it on again for the edited AUTOEXEC.]
take effect. When you turn your computer back on, you will see this me
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 i
don’t use your AUTOEXEC.BAT file.

If your AUTOEXEC.BAT does not contain a PATH= command, you must e
file (press F6) and follow the steps below.

It is suggested that you use a text editor to modify the AUTOEXEC.BAT fil
you don’t have a text editor, you can use WordPerfect and save the changes
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make as DOS text with Ctrl-F5. See DOS and WordPerfect in Reference in the
WordPerfect Reference manual for more information.)

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
AUTOEXCEC.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. [t simply displays the DPPrint options to use if you
don’t use your AUTOEXEC.BAT file.

Editing the AUTOEXEC.BAT File Under Shell
1f 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 LetterPerfect manual for more

information.)

1 Access your text editor.

Be sure the screen is blank.

2 Retrieve the AUTOEXEC BAT file.

3 Position the cursor at the beginning of a line in the file. Be sure the line is just
before the Shell command at the end of the file.

4 Type c: and press Enter. Type cd\path and press Enter (path here represents
the path in which your DataPerfect Printer Program is located).
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5
6

7

Type dpprint and press Enter.

Save the file under the same name so that it replaces the old
AUTOEXEC.BAT, then exit the text editor.

Turn off the computer, then turn it on again for the edited AUTOEXEC.B.
file to take effect. When you turn your computer back on. you will see thi
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
don’t use your AUTOEXEC.BAT file.

Using DPPrint

Once DPPrint is loaded, you will notice a difference in the DataPertect progrz
only when you press Report/Export (Shift-F7).

To print a report with DPPrint,

1
2
3

Be sure the cursor is in the panel you want to print.
Press Report/Export (Shift-F7) to access the report list.
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. Se
Report, Custom in Reference for more information about Printer On/Off. (Se:
Reports in Reference for more information on creating reports.)

REPORT: Mailing Labels

Deotination: Screen Only
1 - Printer OnAOff Using DP Print Driver
2 - Diak File OnOff Press P to go to Printer Contral Screen
3 Indcx Mumber 1
4 - Search Conditions Mo Search
S - Sart Direction Forward
6 - Disk File Mode WP/DOS Mo Disk File
7 - Print Margine Top Botton  Left Text Lines
[ [ 0 [

8 - Edit Report Form
9 - Edit Report Mame

Selection: (Press Shift-F7 to begin the report) 6
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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 Gontrol 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 it you halt printing, then remove DPPrint or turn ott 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.

Printer Cantrol Memu

Printer queue

Print queue 18 empty

Def inition for LPT1: EPSON wwsesere CONtinuous Printing s
Def inibiun Fuy LITZ: GENERIC Tlelt Triwti

Def injtion for COM1: GENERIC Restart Current Report

Def inition for CON2: GEMERIC Pause After Current Report

Path for .PRD drivers: C:\DATA

Select printer, Change path for .PRD files, Exit printer control: €

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
helpful if you need to turn off your computer in the middle 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
the report is finished printing. This option is helpful if you need o change the
paper between reports.
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The Printer Control menu also displays the current printer driver for each port
the lower left corner 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.

Printer Selectlon Femu

Printer drivera:

1 - camm Z - DIAHLO 3 ~ DIABLODY 4 - DIAHLOFM
5 — BIARLOFR 6 - DIABLOGR 7 ~ DIRBLOMR 8 — DIRELOSF
9 - DIABLOSW - 11 ~ DPHPTLUS 12 -

- 14 - GEMERIC 15 ~ HP_LJ 16 — HP_LJL
17 - HP_FLIS 18 — HP_PLUSL 19 ~ IEM819 2h - IR
21 - IBNPROXL ZzZz - 1BNrs1 23 ~ MECPIN 24 - DTHERDM
25 - onE) - ToSHIBA

Def Inition fFor LFT1: GENERIC
Def inition for LPT2: GEMERIC
Def inition for COM1: GEMERIC
Def inition for COMZ: GEMERIC

Selection for LPT1: 0

From the Printer Selection menu, you can change the setting for the printer dri
in the current directory. The printer driver currently selected for LPT1 is
highlighted. You must first enter the desired printer driver for LPT1.

3 Enter the number that corresponds to the type of printer connected to LPT
default setting is GENERIC). For example, in the illustration above, since
Epsou printer is connected 10 LPT1, you would enter an 11.

If the menu does not list a driver for your printer, select OTHERDM if you ha
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
computer. If you need to turn off your computer while DPPrint is still printing
the Halt Printing command (see Printer Control Menu above). This way the p
Jjob you were on will start over when you resume printing, and any remaining j
in the queue will still be there.

If you want to remove DPPrint from memory without restarting your computes
enter dpprint /R at the DOS prompt. DPPrint may be removed from memory ¢
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 \
DPPrint is finished with the report. For example, you should not try to print fr
WordPerfect while DPPrint is printing.

If you are using a laser printer, it is recommended that you set the bottom marg
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.

WordPertect 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 the WPOPTR program 1o create a printer definition if none 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.
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Appendix M: Utilities—DPLinks

You can run DPLinks to create a diagram of how a specific database’s panels

R J RN PR i e s b sarar oA

linked and a list of link descriptions. You can print the diagram and list or ser
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 understan
database that is new to you. DPLinks also shows if any links are attempting t
connect to a deleted panel. This information can alert you to potential databa:
errors that should be corrected or links that should be re-defined.

If, before starting DPLinks, you want to review the startup options available t
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 (fo
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 defau
databasename .Ink, placed in the current databas
directory.

/1-# Specify number of lines per page (default is 59 |
per page).
/n Do not create an output file.
lq-# DPPrint printer port (1=LPT1, 2=LPT2, 3=CON
4=COM?2). (DPPrint must be resident for this o
to work.)
Iw-# Specify number of characters per line (default i

characters per line).

Starting DPLinks
Before using DPLinks, you should decide the startup option you will use. Se
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 DPPr
resident. For more information on using DPPrint, see Appendix L:
Utilities—DPPrint.

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

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]
or, if you are in the same directory 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:\test\mailing.Ink

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 LPT1 instead of to a file, your command might look like this:

dplinks mailing /g-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 LPT1.

Press Enter.

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). If 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

If you sent the diagram and list to the printer, view the printed output. If 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.



Understanding a
DPLinks Diagram

Yy PANEL
W PANEL FILE NAME

w LINK

An understanding of the elements of a DPLinks diagram helps you interpret th
diagram.

The example screen below shows a DPLinks diagram that has been retrieved i
text editor.

> FAMILY.PER (Pergomal Information of famlly members)
g FAMILY.EUN (Events)

FAMILY.SAC (Sources)

Panel
Panels are represented by rectangles. The number inside the panel rectangle i
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 pane
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”
the right of the panel rectangle instead of the panel file name. If you see that |
go to a deleted panel, you should look to see which existing panel is connectes
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 inc
a DPLinks diagram and a link description list. The list appears on the page
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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W LINK DESCRIPTION
7 LINK FIELDS COLUMN

Y& TARGET INDEX FIELDS COLUMN

The example screen below shows a DPLinks list that has been retricved into a text
editor.

P1F11 Ys panel link to pnnel 1 larmvmld 1 unlnn index 4 4

Link Ficlds: Target Index Ficld
PIF18 Marriage ® GZz229 ~—- P1Fi4 Child of rhrrng Gm

P1IF1 Family Mame

P1FZ Firat Mame ais

PIF3 Second Mame n1s

PiF13 Persan 1D n999-999: : 1
P1F12 is panel link to pancl 2 target Fleld 1 using index 1
Link Filelds: Terget Index Fields:

P1F13 Person 1D M939-999::IN -~ P2F1G Peraon 1D  N999-999
raF

1 ut
PZF6  Event Month NZ9::E
P2F7 Event Day MZ9::E
PZF8 Event Year M9999

P1F14 is data llnk to panel 1 target field 1 using index 3

Link Fields: Target Index Fields:
F1lFl% Chiid of marriag GZZzz3 ~-- PIF18 Marriage 8 622229
PiF1  Family Mame U38
P1FZ2 First Mane A15
P1F3 Second Mane A1S
PiF13 Person 1D  N999-999::IN

P2F18 i date link to pancl 1 target ficld 1 using index S

Each field description in the Link Fields Column or Target Index Fields Column
includes the panel field number, field alias, and the field format. If 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 destination panel and target field, and the 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.
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Appendix N: ASCII and IBM Extended Characters

These ASCII and IBM extended characters are available in panels, text fields,
custom help, definer banners, and the Edit Menu Text screen. Characters 179-
are especially useful for drawing lines and boxes. Characters 219, 220, and 22
useful for creating backshadowing.

DataPerfect has special keystroke mappings that let you access certain box-dra
characters quickly. Hold down Alt and type the corresponding letter, as illustr:
on the keyhoard below. The character will not appear until you release the Alt

If you want to use these Alt-letter characters in a new database. you should tak
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-createc
database will have the mappings of the existing database.

In an existing database that has keystroke mappings other than the default, you
change the mappings (see Character Map in DataPerfect Reference), or you c.
use the Alt-number method of entering the ASCII and IBM extended characte

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 databases and ¢
them using DPEXP. Using a DOS text editor, replace the ALT.MAP and
CTRL.MAP sections in the .STE file of the old datahase with the Al T-MAP 2
CTRL-MAP sections from the .STE of the new database, then save the modifi
STE file. Finally, use DPIMP to import the old database. You will be asked t
regenerafte the indexes the next fime yon enfer the database

Important: Editing the .STE in a text editor can damage the structure of vour
database. You should make a backup copy of the database before editing the .
so that if your structure file is damaged, you can restore from the backup.

WordPerfect Customer Support is unable to fix a structure file damaged by edi

If you don’t have a character mapped to a certain keystroke, you can still acce
available ASCII and IBM extended characters (shown in the table below) witt
Alt-number method. Hold down Alt and type the screen position number on t
number pad (do not use the numbers at the top of the keyboard). The characte
not appear until you release the Alt key.
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Screen ASCII Screen ASCl1

Position Character Position Character
1 © 30 .
2 ® 31 v
3 v 32 (space)
4 L/ 33 !
5 & 34

6 ® 35 #
7 . 36

8 - | 37 %
9 o 38 &
10 ] 39 '
11 d 40 (
12 ? 41 )
13 b 42 *
14 A 43 +
15 % 44

16 > 45 -
17 “ 46

18 1 47 /
19 I 48 0
20 q 49 1
21 § 50 2
22 - 51 3
23 i 52 4
24 T 53 5
25 l 54 6
26 — 55 7
27 « 56 8
28 . 57 9
29 “ 58
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Screen ASCII Screen ASCII

Position Character Position Character
59 ; 88 X
60 < 89 Y
61 = 90 z
62 > 91 [
63 ? 92 \
64 @ 93 1
65 A 94 A
66 B 95 _
67 C 96

68 D 97 a
69 E 98 b
70 F 99 c
71 G 100 d
72 H 101 e
73 | 102 f
74 J 103 g
75 K 104 h
76 L 105 1
77 M 106 j
78 N 107 k
79 0 108 1
80 P 109 m
81 Q 110 n
82 R 111 0
83 S 112 p
84 T 113 q
85 U 114 r
86 \'% 115 S
87 W 116 t
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Screen
Position

117
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
133
134
135
136
137
138
139
140
141
142
143
144
145

ASCII
Character

u

v

= oy DO

B

(¢ " o}

[T S

o’

B8 T e 2

Screen
Position

146
147
148
149
150
151
152
153
154
155
156
157
158
159
160
161
162
163
164
165
166
167
168
169
170
171
172
173
174

ASCII
Character

i

(@3 >

IS -Y

N L N e e =

2 St S O ™

»



Screen ASCII Screen ASCII

Position Character Position Character
175 » 204

176 205

177 : 206

178 207

179 ; 208

180 ‘ 209

181 210

182 211

183 : 212

184 , 213

185 : 214

186 215

187 2106

188 ‘ 217

189 218

190 219 |
191 220 -
192 221 1
193 222 ]
194 223 -
195 224 o
196 225 B
197 226 r
198 227 b
199 ; 228 2
200 229 o
201 230 "
202 231 T
203 232 )}

APPENDIX N: ASCI AND IBN EXTENDED CHARACTERS



Screen ASCII

Position Character
233 <)
234 Q
235 5
236 0o
237 )
238 €
239 o
240 =
241 +
242 >
243 <
244 {
245 J
246 +
247 =
248 °
249

250

251 v
252 n
253 2
254 u
255

482 APPENDIX N: ASCII AND 1BM EXTENUED CHAKAC [EKS



Appendix 0: WordPerfect International Affiliates

If you purchased this product within the U.S. or Canada and want to register y
license outside the U.S. and Canada with the WordPerfect Corporation

International Affiliate Office in your area, entitling you to local customer supp
and update notices, you will be charged a maximum of 25% of the local retail |

International
WordPerfect Offices

Asia (Covers Hong Kong, Indonesia, Malaysia,

Philippines, Singapore and Taiwan)
WordPerfect Asia, Regional Office
75 Science Park Drive,

CINTECH 1I, #02-04,

Singapore 0511

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 651042

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 Luxembo
‘WordPerfect Belgium
Manbhattan Office Tower
Bolwerklaan 21 bte 9
Avenue du Boulevard 21 bte
1210 Brussels

Belgium

Tel: (322)217 48 54
Fax: (322)2188353

Brazil

WordPerfect Brasil

R. Dr. Luiz Migliano
1110, Conj. 601/602
05711 - Sao Paulo - SP
Brasil

Tel: (5511) 844 4938
Fax: (55 11) 844 4257

Chile

WordPerfect Chile

Avda Pedro de Valdivia 176
Providencia

Santiago

Chile

Tel: (56 2) 233 6898
Fax: (567) 2332611

Denmark

WordPerfect Danmark
Helsinggrsgade 52
3400 Hillergd
Denmark

Tel: (45)42 251199
Fax: (45) 422500 58
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Europe

WordPerfect Europe, Regional Office

Barbizonlaan 25
2908 MB Capelle a/d Ijssel
Netherlands

Tel: (31) 1040 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, avenue de la Norvege

Z.A. de Courtaboeuf

B.P. 353

91959 Les ULIS cedex

France

Tel: (331)6929 1010
Fax: (33 1)69 2901 10

Germany (Also covers Austria)
WordPerfect Software GmbH
Frankfurter Strale 21-25
6236 Eschborn

Germany

Tel: (49 6196) 9 04 01
Fax: (49 6196) 9 04 250

Italy

WordPerfect lialia
Corso Sempione, 2
20154 Milano
Ttaly

Tel: (39 2) 33106200
Fax: (392) 33106190
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Japan

WordPerfect Japan
Kawakami Building 4F
2-6-11 Ebisu Nishi
Shibuya-ku, Tokyo 150
Japan

Tel: (81 3)37800515
Fax: (81 3) 5489 7349

Latin America

WordPerfect América Latina,
Regional Office

1555 North Technology Way
Orem, Utah 84057

U.S.A.

Tel: (801) 228 4217
Fax: (801) 222 4277

Mexico

‘WordPerfect México
Rio de la Plata #32
Col. Cuauhtémoc
México D.F. 06500
México

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) 104070 100
Fax: (31) 10 45 66 255

Norway
WordPerfect Norge
Postboks 6779
Rodelgkka

0503 Oslo 5
Norway

Tel: (472)377052
Fax: (472)37 1461



Portugal

‘WordPerfect Portugal
Edificio Aviz

Reéa Latino Coelho 1
Bloco A3, 9 1/2 Direito
100 Lisboa

Portugal

Tel: (351 1) 31526 66
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 Ibérica

Dr. Joaquin Albarrén, 13-15
08034 Barcelona

Spain

Tel: (34 3) 280 00 20
Fax: (34 3) 28060 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 Bolligen
Switzerland

Tel: (41 31)9220770
Fax: (41 31) 92204 82

United Kingdom
WordPerfect U.K., Region:
Unit 9, Weybridge Busines:
Addlestone Road
Addlestone

Surrey, KT15 2UU

United Kingdom

Tel: (44 932) 850500
Fax: (44 932) 843497
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International
Distributor Offices

Argentina

SoftMart

Florida 686

3 Piso, Dept. B
1005 Buenos Aires
Argentina

Tel: (54 1) 322 3828
Fax: (54 1) 3224617

Caribbean

Merisel Latin America
2010 N.W. 84th Avenue
Miami, Florida 33122
US.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) 4770777
Fax: (305) 599 7015

CIS

Merisel - C.A.T. Ltd.
Section 2nd

3, Kroutitskiy Val St.
Moscow 109044
Russia

Tel: (7095) 276 4714
Fax: (7095) 274 0097

Colombia

L.ASC.

Carrera 18 No. 79-37
A.A. 8692 Bogota
Colombia

Tel: (57 1) 2184511
Fax: (57 1) 611 0151
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Croatia

Perpetuum d.o.o.

Integralni Informacijski Sistemi
Kucerina 5

41000 Zagreb

Croatia

Tel: (38 41) 317 020
Fax: (38 41) 328 999

Czechoslovakia
DCC (CSFR) Ltd.
Anglicka 19

120 00 Prague 2
Czechoslovakia

Tel: (422)250778
Fax: (42 2) 256723

Egypt

Phoenix

P.O. Box 92
11341 Heliopolis
Cairo

Egypt

Tel: (202) 3020771
Fax: (202) 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
Miiszertechnika
Computer Rt.
1075 Budapest
Kira'ly U. 1/D
Hungary

Tel: (36 1) 1476 590
Fax: (36 1) 1570418



Iceland

Einar J. Skdlason hf.
P.O. Box 8324

128 Reykjavik
Iceland

Tel: (354 1)63 3000
Fax: (354 1) 68 84 87

India

Pertech Computers Limited
E-46/10

Okhla Industrial Area Phase 11
New Delhi 110020

India

Tel: (91 11) 681 9105
Fax: (91 11) 681 7841

Israel

Aztek Systems Ltd.

7 Derech Hashalom
P.O. Box 36528
61364 Tel Aviv, Israel

Tel: (972 3) 695 2406
Fax: (972 3) 691 8771

Kenya

SYSCOM (Kenya Ltd.)
P.O. Box 18523

Rank Xerox House
Westlands, Nairobi
Kenya

Tel: (254 2) 741735
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: (822) 522 1491
Fax: (822) 522 1495

New Zealand

Number One Software Com

P.O. Box 28-349
Remuera
Auckland 5
New Zealand

Tel: (649) 5220522
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 32619
Fax: (234 1) 26 35 409

Poland

Pro-Test Spdlka z v.0.
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Glossary

ASCHl

American Standard Code for Information Interchange. One of the standard
formats for representing characters so that files can be shared between progran
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 pressing Select (

browse mode
Lets you look through the records in a panel without making any changes to th
records. See also create mode, define panel mode, and edit mode.

case sensitive
A program or feature that distinguishes between uppercase and lowercase lette
DataPerfect is case sensitive only when reading passwords.

cliphoard

An area of memory, also called a buffer. where text and commands can be stor
await further action. The item remains on the clipboard until you cut or copy a
additional item or until you turn off the computer. If you are using WordPerfec
Office Shell, the Shell Clipboard can be used to cut and paste information fror
program into another.

concatenate
To join together in a series or chain. For example, if you concatenate her and
the result is herring.

create mode
Lets you make a new record in a panel by pressing Create (F9). See also bron
mode, define panel mode, and edit mode.

data

Information that makes up a database.

data checking
When you enter data in a ficld that contains a data link, this feature checks to s
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 coftware 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 programming commands to let the user perform complex tacks.

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.

database supervisor
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 1/0, video support, keyboard
control, and internal commands. A computer needs a disk operating system to
function.

edit mode
I .ets you edit existing records in a panel by pressing Edit (F6). See also hrowse
mode, create mode, and define panel mode.



edit order
The order in which the cursor moves from field to tield 1n a panel.

exception list

A list of designated fields that DataPerfect checks whenever a record is create
edited. If all of the fields in the list are empty when you save the record, the r
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 o
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 inforn
in a record. For example, a person’s first, middle, and last names could be thr
separate fields. Fields can be formatted to accept alphanumeric characters, d
times, and numbers.

field code

A code comprised of a field’s creation order number and the panel in which t
field is found. For example, P3F12 is a field code which represents the twelf
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
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 fiel
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 list used to locate 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 (1),
and each successive day is one number higher than the previous day.

key
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 appear 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
WordPerfect Shell macros, and Shell macros can record DataPerfect keystrokes and

play them back.



match any/all conditions
A search option which specifies whether to search for all of the given conditior
to search for any one of the given conditions.

menu

A list of choices. Built-in menus provide features necessary for database creat
navigation, reporting, and other functions. You may also see user-defined men
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
accept only vne fixed-length line. The ficld can be defined to contain from 1
characters (depending on field type), and when the maximum number of chara
has been typed, no more characters will be displayed or accepted. See also tex
field.

operand
The object of a mathematical operation or computer instruction. For example,
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 examp
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 ¢
a time.

panel link
A feature that lets you interact with more than one panel a time. A panel link
represented on the screen by a rectangle ().

panel list
A list which displays the names of all the panels in a database. You can access
panels from it.

path/pathname

A full pathname includes the drive. root directory. and any subdirectory names
Each name is separated by a backslash (\). For example, C:\DATA refers to the
DATA directory on the C drive. The pathname CADATA\CUSTOMER refers
the CUSTOMER file (or the Customer subdirectory) in the DATA directory or
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 connection device hetween a compnter and another component <ich as a 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 file.

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.



report variahle
Used to store a value in a report. It can perform calculations, create running to!
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 feal
when you start an application.

structure file
A file (.STR) which contains 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. Used only in
databases which contain linked panels.

syntax

The rules for organizing elements in an operation. For example, square bracke
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 curser appears after you have moved through a data link ot
panel link.

text field

An alphanumeric field format that is defined to have one or more variable-leng
lines. The field can be defined to display 1 to 78 characters and 1 to 15 lines.
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 t
scrolling through it. See also non-text field.

togale
A feature which can be turned on and off with the same key. For example. to't
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 t
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.

wildeard

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.
Datalcrfect wraps in a text ficld, but does not wrap in a report form.
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A

abs (function) 133
Age, calculating 124
Alphanumeric field 81

capacity 432

converting to numeric 131

fixed length 82

text field 82

variable length 82
Alt keys

defaule 477

map 51
ALT-SHIFT-E (macro) 343
Append to Clipboard 317
apply.format (function) 133
Archive report sample 246
ASCII characters 51,477
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 213
AUTOEXEC.BAT file 336

add DPPrint to 467

Backup 47
Banner, detiner 73
BANNER.SHM 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
BOXES.SHM 347
Browse mode 209
Built-in report/export menu 62, 231

H

Calculate fields during import 71
Cancel 351
report 242
Shell macro 362
Capacity, program 432
cat.c (function) 134
cat.t (function) 134
Character
Alt-letter 477
Alt-number 477
ASCII 51
backshadow 477
box 477
data link 161
international 51
map 51
panel link 168
unwanted 161
uppercase 54
Choose next Record Using Lookup
204
Clear Clipboard 316
Clipboard 341, 351
append with filename 353
clear 316
clear/append with each put 317
filename 373
get field 351
getrecord 351
memory management 354
put field 351
put panel 351
put record 351
retrieve from 317
screen copy 352
text/WordPerfect merge 316
use for report/import 317
view contents 354

Color 55

change 212

menu 56

panel 55,212

report 56

Shell 355

standardizing 347
COLORS.SHM 347
Computed field 90

importing 70
Concatenation 122
Conditional page eject 292
CONFIG.SYS file 335
contains (function) 135
Convert 395

function 135

quick convert 396
CONVERT.EXE 395
Copy

to Clipboard 351, 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 111

help message 145

index 151

line 477

lookup field list 177

menu 189

password, definer 217

password, read/write 219

password. read-only 219

password, supervisor 218

record 176, 221

report form 289

report variable 300

running totals 304

subreport 273
Create mode 209, 221
Create record from panel list 2!



Cursor movement 22, 58
Backspace 23
Cancel 23
in create mode 222
in database list 58
Delete 23
Down Arrow (1) 76
Down Panel (F5) 76
in edit mode 226
End 23
Enter 23,77
Escape 23,77
Exit 23.77
field to field 59
Help 23
Insert 24
in lookup list 177
panc! to panel 58
record to record 59
scroll lock 24
scrolling through list 61
Shell 341
Shift-Tab 23
TabL 23.323
Up Arrow 177
within field 61
within non-text fields 61
within text field 61
Custom help 142, 145
Customer support 25

Data
evaluation in report 291
file 434
using Seleee 315
Data checking 165
no-create 165
an/off 167
prompt-create 166
Data export 62, 65
disk file mode 64
disk file on/off 63
export format 64
fields to be included 64
index number 63
options 62
printer on/off 63
scarch conditions 63
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 71
import filename 66
import type 66
initialization settings 71
options 66
search conditions 67
troubleshooting 72
Data link 161
Database
concepts 29
copying 39
defining 38
deleting 43
designing 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
exiting 19
installation 13
on network 430
operational state 318
Runtime 435
starting 18
startup options 16
DataPerfect Menu 185
Date 73
calculating 125
display 73
in report form 296
Date field 83
capacity 432
date (function) 135
Date order 109

day (function) 136
day.of.week (function) 136
Decimal field 81, 85
Decimal point character 109
Decimal values 320
Define
database 38
field 78
index 133
link 159
hnk field list 1/0
lookup field list 180
menu 189
panel 173, 203
panel link 169, 171
panel, mode 208
search field list 104
Shell macro 360
window 173
Definer banner 73
Definer password 217
Definition 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 315
submcnu 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 100
link definition 107
shell state 318
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 ({Panel) 76
DP.COM file 9
DP.EXE file 9,433
DP.SYS file 433
DPBackup
exiting 448
interactive method 441
messages 448
startup options method 446
DPDiagnostics 450, 473
messages 452
output text 451
panel errors 152
panel optimization 456
panel warnings 456
report errors 457
report warnings 457
starting 450
startup options 450
DPEXP 397,421
DPEXP.COM file 434

DPIMP 398, 421
DPIMP.COM file 434
DPLinks

link descriptions 475
start 473
startup options 473

DPOrder 460

Lackup 464

exit 464

panel information 461
print 462

start 460

startup options 460

DPPrint 465

in AUTOEXEC.BAT file 467
on network 472
troubleshooting 471

DPPRINT.COM 465
DPPRINT.QUE 465

Edit

Edit an existing entry (menu) 199

change aorder 714

data link 164
exception list 152
field format 93

field format in report 241
field list 172

filename 211

formula 111

help message 145
index field list 152
lookup field list 183
menu entry 199

panel 207

panel name 215
program information 367
recalculate formula 227
record 176, 226

report form 241, 289
report name 241

report variable 301
scarch ficld list 315
target field 172

target index 172

Edit mode 210

change edit order 214
keystrokes 226

Eliminate line if blank 293

Enter 77

Error messages
DataPerfect 423
DPDiagnostics 452
Escape 77
Exception list
create 152
edit 152
Exit 77
exp (function) 135
Export 249 see also Data expc
data to other programs 253
database structure 397
program files 434
report 243,421
report format 235
EXPORT.SHM 344
Expression 111

F

Feature help 144

Field 30, 78
auto-enter 91
auto-incrementing 92
auto-incrementing, importing
blocking 48
calculated. importing 71
capacity 432
color 212
computed 90
computed. importing 70
copy to Clipboard 351
create 78
cursor movement between 5
cursor movement within 61
date 81
define 78
delete 80
editing color 212
exporting 64
fixed-length 82
floating decimal 8!
hidden 91
insert using Select 310
multiple indicators 93
must update 92
named 79, 98. 249
non-updatable 93
numeric 81
on formula 112
order indicators 88
put 351



retrieve from Clipboard 351
select report field 296
.STE file descriptions 407
store report variable in 303
target 170
text 81.89
unnamcd 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 106
editing 93. 241
numeric 81, 86, 87
order indicators 88
print modc indicators 94, 97
in report 89
specifications 82
text field 82
time 82, 88
type 81
Field list 97
creating 174
editing 164,172,174
editindex 152
index 98
link 98, 170
lookup 98. 100
search 98, 104,314
window 98
Field offsets, recompute 215
Field options 99
code display 106
define search field list 104
format display 106
initial formula 100
initial value 101
initialize at create/savefany
change 102
keep atotal 104
link display 107
lookup field list 100
range check 103
remove last total 105
set valiue for next record 105
validation time 103
Field type
A (alphanumeric) 81

D (date) 81
F (floating decimal) 81
G (decimal or right aligned) 81
H (decimal or right aiigned) 8i
N (left aligned) 81
T (time) 82
U (alphanumeric uppercasc) 82
Fields, included in report 237
File 31
dara 434
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 fieid 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 109
Formula 110
blocking 47
calculation order 120
concatenation 122
creating 111

editing 111
expression 111
field, on 112
in a search 371
initial 100
literal item 114
operand 110, 113
operator 110, 114
parentheses 120
recalculate with Edit 227
report variable as operand 305
report variable in 111
rounding 112
searchin 111
spacesin 112
statement 116
terms 110

Formula samples 123
alphanumeric to numeric 131
automatic word 130
calculating age 124
calculating dates 125
calculating elapsed time 127
capitalizing first letter 130
converting 24-hour time 128
custom rounding 131
disjoint range check 127
leap year calculator 132
year digits 129
ZIP code 129

Functions
catc 134
catt 134
contains 135
convert 135
date 135
day 136
day.of.week 136
exp 135
first.nday 136
future value 136
interest rate 139
last.day 137
last.nday 137
length 138
logarithm 137
max 138
min 138
month 139
now 139
payment 138
power 139



present value 139
sqrt 139
subfieid 139
substring 140
term 140
today 140
truncate 140
year 140

fv (function) 136

G

Get fieldfrecord 351

Go To Panel 193

Go To Panel List 197

Go To Report List, menu 197

Header
first page, in1cputt futim 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
HELP.SHM 348
Help message
creating 145
customizing border 145
editing 145
scrolling 146
size 146
Help, auto 142
Hexadecimal values 320
Hidden field 91
Hotkey assignments 385

Import see also Data Import
database structure 398
list 68
program files 434
report 243,421

transaction log 328
use Clipboard 317
Import menu 66
Include after last record 293
Inciude 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
file specifications 150
key field list 149
for lookup field list 181
recovery 154
regenerate 154
select 170
selecting 163
.STE file descriptions 414
uniquc 149
Index field list 98
Index options 151
create index 151
create/edit exception list 152
delete index 153
edit index field list 152
IND file
Information, program 366
Initial formula 100
Inival value 101

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

Keep a total 104
Key 149
Key field list 149
Keyboard template 21
Keycals 21
Keystroke conventions 22
Keystrokes see also Cursor
movement
cancel 51
defining field lists 98
deletion 74
in create mode 222

L

Labels
report aption 295
sample mailing 259, 261
Launch shcll Macro, mcnu 1
last.day (function) 137
last.nday (function) 137
length (function) 138
Letter, sample form 255
Line, create 477
Link 32,156
defining 159
designing 159
destination panel 156
dingram 473
and index 150
lookup on 150, 178
nearest 161
number of levels 160
source panel 156
source panel colors 160
virtual 278
Link definition, display 107
Link field list 98, 163, 170
Link, data 32, 156, 161
auto-create 165
characteristics 161
data checking 165. 167
defining 162
destination panel 163
display mode indicators 167
editing 164, 168, 172
enter information 168
link field list 163
no-create 165
options 164



prompt-create 166
remove 163
selecting field (62
selecting index 163
target field 163
Link. panel 32. 156, 16¥
churacteristics 168
defining 169
delete window 174
deleting (75
destination panel 170
displaying 175
hiding 175
labeling 169
link field list 170
sclectindex 170
STE field descriptions 412
target field 170
use 10 creaie record 176
use to edit record 176
windaw 172
window label 175
window problems 174
List
exception 152
key field 149
tink field 170
search field 314
List, link descriptions 475
In (function) 137
Log. ransacnon 324
importing
log format
multi-remove
samples
Lookup 177
on link 150
sub-field 178
Lookup field list 98, 100, 179
default 180
defining 180
deleting 184
editing 183
selecting 18)
Lookup tist 177
cursor movement 177
on link {78
retrieving record 178

Macro 360 see also Shell macros
international prompts 362
location 334
not found 361

Mail merge 396

Many-to-many refationship 35, 158

Many-to-one relatioship 35, 156

Map
Alt and Ctrl keys 51
character to printer 53
characiers 51
memory 364
uppercase characters 54

Map, DPLinks 473

Margins, in report 242

Memory management 362
Clipboard 354

Memory map 341, 364

Menu 185
color 191
concepts 185
define 189
define data link for field 164
definition screen 186
delete entry 199
description, in Shefl 372
edit entry 199
Go To Panel 193, 195
item type, in Shell 372
launch Shell macro 198
letter, in Shell 372
pane} access 195
pane) access option 193
panel list access 197
plan 187
prorapt field 193
remove 200
report list access 197
run report 197
security 201
submenu 198
text screen 185

Menu color 56

MENU.SHM 348

Merge 249
convert format 395
format 316
with Shell macro 345
WordPerfect 316

Merge field
named 249
unnamed 249
Merge file
custom WP file 249
custom, editing field format 251
Merge options 395
convert spreadsheet 396
convert to other format 395
mail merge 396
WordPerfect secondary merge
396
MERGE.SHM 395
Military time to standard time 109
min (function) 138
Mude
browse 209
create 209, 221
define panel 208
edit 210
Modem 75
Maonth abbreviations 110
Move 202
panel 207
Multiple field indicators 93
Multipte Remove 80, 224, 327
Multiple state values 320
Must Enter field 92, 167

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 165
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 (decumal or lett aligned) 87
N (left aligned) 81
Numeric field options in footers
menu 242

Offsets, recompute field 215
One-to-many relationship 34, 158
One-to-one relationship 34, 158
Operand 110, 113

report variable as 305
Operational state 318
Operator 110

logical 115

mathematical 114
Optimization, database 450, 473
Options

field 99

panel 211

report 291
Order indicators 88
Other page header 290

P

Page eject 295
Page footer 290
Page number in report 297
Pancl 31, 203
color 212
copy 48
copy to Clipboard 351
defining 203
deleting 206
designing 206
destination 156
editing 207
moving 207
put 351
search, trial 313
selecting 208
size 207
source 156
STE file descriptions 404

Pancl color selection menu 55
Panel Information, DPOrder 461
Panel mode 208
browse mode 209
create mode 209
define panel mode 208
edit mode 210
Panel options 211
auto-display record 213
auto-edit/auto-create/menu 215
auto-save 213
change color 212
change edit order 214
edit filename 211
edit panel name 215
recompute field offsets 215
Panel options menu 211
Panel security 193, 197
Panel text 216
Panel, destination, selecting 163
Paralle] subreports 230
Password 217
and report 229
definer 217
menu and 201
read-only 219
read/write user 219
supervisor 218
Pause 373
Phone number, dial 75
Plan menu 187
pmt (function) 138
POSTNET bar codes 96, 261, 465
power (funcuon) 139
Primary file 249
Print
DPOrder 462
record 227
report variable 297, 301
Print margins, in report 234
Print mode indicators 94
5 1-9 (truncate blanks, leave
spaces) 96
;;B (truncate leading, trailing
blanks) 94
;;C (center characters) 94
;D (delete all blanks) 94
1iE (delete zero subfields) 95
1:G (transaction log) 95
=1 (left adjust characters) 95
3N (new occurrence of field) 95
1P (POSTNET bar code) 96

+3Q (alphanumeric ficlds in
quotes) 95
;:R (right adjust characters)
::S (suppress leading hlank:
::T (truncate trailing blanks
combined with display indi
90
in different field formats 9
Printer
drivers 465, 468
load program 465
map character to 53
network information 472
Printer control menu 470
Printer control string 298
Printer program. WP Office
(WPOPTR) 465.472
Printer selection menu 471
Program
add to Shell menu 368
printer 405
start resident 378
Program capacity 432
Program file 433
export/import 434
IND 433
.STR 433
temporary 433
TXX 434
Program help 143
Program information 366
editing 367
for menu item types 367
Program information options
allow switch anytime 378
Clipboard filename 373
default directory 373
macro names 373
menu description 372
menu item type 372
menu letter 372
pause 373
program name 373
prompt for startup options .
start resident 378
startup options 376
swap Shell our 377
Program name 373
Prompt for report variable 29
Prompt-create 166
Put field/record/panel 351
pv (function) 139



Startup options 376. 387
DataPertect 16
DPDiagnostics 450
DPLinks 473
DPOrder 460
prompt for 377

State 318
decimal values 320
hexadecimal values 320
multiple values 321

Statement 116
CASE 117
IF 110

STE file
creation macro 343
database descriptions 398
description fanguage 397
field descriptions 407
index descriptions 414
panel descriptions 404
panel link descriptions 412
report descriptions 415

.STM file, creation macro 343

STR file 433

Stop |subj report if RV 15 false 294

Store value in report variable 297

Sub-field lookup 178

subfield (function) 139

Submenu 108
for Shell 369
remove 200

Subreport 275
virtual link and 278

Subreports and records creation

menu 276

substring (function) 140

Supervisor password 218

Supplemental Shell macros 342
ALT-SHIFT-E 343
BANNER.SHM 347
BOXES.SHM 347
COLOR.SHM 347
EXPORT.SHM 344
HELP.SHM 348
MENU.SHM 348
MERGE.SHM 345
SPELL.SHM 347

Support. customer 25. 436

Swap Shell out 377

Switch program 340, 378, 390
display problems 391

System operations 322

T

Target ficld 170
edit 164,172
selecting 163
Telephone, dial 75
Telephone support 25, 436
Template
Help 143
keyboard 21
search 310
Temporary file 433
term (function) 140
Text
deleting 74
ficld 81, 89
moving 202
panel 216
Text field R2
blocking 48
bold 50
capacity 432
cursor movement 61
in report 89, 244
parallel 244
Text screen (menu) 185
create 191
delete 201
Thousands separator character 110
Time 323
calculating elapsed 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
win file off/on 298
turn print off/fon 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
Llcer screen options 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, report 299

View Clipboard contents 354

Virtual link 278

w

Wildcards 310
changing 311
Window 172
creating field list 174
defining 173
deleting 174
edit field hist 174
labeling 175
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

4
ZIP code, extracting digits 129
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