NOlLl1d3

Word Pro

The Team Word Processor

EXPLORING WORD PRO

WINDOWS 95



Under the copyright laws, neither the documentation nor software may be copied, photocopied, reproduced, translated,
or reduced to any electronic medium or machine-readable form, in whole or in part without the prior written consent of
Lotus Development Corporation, except in the manner described in the software agreement.

© Copyright 1989, 1995 Lotus Development Corporation, an IBM subsidiary
Word Processing Division
1000 Abernathy Road NE
Building 400, Suite 1700
Atlanta, Georgia 30328 U.S.A.

All rights reserved. Printed in the United States.

Lotus, SmartSuite, Approach, 1-2-3, Ami Pro, and Lotus Notes are registered trademarks and Word Pro, Smarticons,
SmartMaster, TeamConsolidate, TeamMail, TeamReview, LotusScript, and Notes/FX are trademarks of

Lotus Development Corporation. OS/2 and IBM are registered trademarks of International Business Machines
Corporation. Microsoft and Windows are registered trademarks of Microsoft Corporation. Internet is a registered trade-
mark of Internet, Inc. dBASE, dBASE IlI, dBASE Ill+, and dBASE IV are registered trademarks of Borland International,
Inc. Word For Word is a trademark of Mastersoft, Inc.

International Hyphenator © 1994 by INSO Corporation. All rights reserved.
International CorrectSpell™ Spelling Correction System. © 1994 by INSO Corporation. All rights reserved.

CorrecText® Grammar Correction System © 1994 by INSO Corporation. All rights reserved. Underlying technology by
Language Systems, Inc.

Enhanced Roget’s US Electronic Thesaurus © 1994 by INSO Corporation.

Adapted from the Oxford Thesaurus. © 1991 by Oxford University Press and from Roget’s |I: The New Thesaurus,
© 1980 by Houghton Mifflin Company. All Rights Reserved.

ImageStream™ Graphics and Presentation Filters, © 1994-95,

This manual was produced with Ami Pro 3.1.



Contents [E]

Instaling Word Pro  ............... v
Starting the Installation ...................... \%
To get Help while running Install .......... \%
To run the Install program ............... Vi
To install over a previous release ......... Vi
To use automated Install ................. Vi
Toinstallonanetwork ................... Vi
UninstallingWordPro ...................... Vii
Word Profolders ..................ooooi. vii
1 The Right Help at the
Right Time ...................... 1-1
What’s available for help with Lotus
WordPro .........cooociiiiiiii, 1-1
Using thisbook ............................ 1-2
Finding the right Help topic ............. 1-3
TheTour ....... ..o 1-3
Online Help: streamlined and redesigned ... 1-4
UsingHow Do I? ....................... 1-4
UsingSearch ............................ 1-5
Help in a dialog box or the InfoBox ...... 1-6
Ask the Expert: your own questions ........ 1-7
Bubble help: each icon’s action ............. 1-8

Assistants: help with complex procedures .. 1-8

2 WordProtools .............. 2-1
Helping you be a self-reliantuser ........... 2-1
What thetoolsare ....................... 2-1
Word Pro tools are task-sensitive ........ 2-2
The task-sensitive screen ................... 2-2

The menu: predictable and task-sensitive  2-3
What to do if you can’t find the menu
YOUWANt ..ot 2-3
Shortcutmenus ................ ... 2-4
Smartlcons: action at the click of a mouse 2-4
The status bar: for quick changes ........ 2-7

The SmartMaster: more than just a

stylishformat ........................ 2-9
A SmartMaster helps you think through
whatyouwrite ....................... 2-9
Selecting a SmartMaster ................ 2-10
Tabs: for a clean and organized desktop ... 2-11
To see a new set of choices ............. 2-12
Controlling tabs in your documents .... 2-12
The InfoBox: one-stop shopping
for formatting ....................... 2-14
A close look at the InfoBox for text ..... 2-16
An example of using the InfoBox ....... 2-16
Experiment using the InfoBox .......... 2-17
Collapsing the InfoBox ................. 2-17
Closing the InfoBox .................... 2-18
Moving the InfoBox .................... 2-18
The Drag & Drophand .................... 2-19
Illustrating your message: frame and
drawtools ..................oal 2-20

It's simpler to draw than you may think 2-21
The draw tools: your easel, paints,

andbrushes .................. ..., 2-21
Drawing on the computer screen ....... 2-22
Nowaddcolor ......................... 2-23
Groupandsendtotheback ............ 2-24
Finishingtouches ...................... 2-25
Tipsfordrawing ....................... 2-27

3 Getting Started  .............. 3-1
What is Lotus Word Pro? .................. 3-1
StartingWordPro ......................... 3-2
4 WhatsNew? ................ 4-1

Work together with Team Computing tools . 4-1
Work Smart with productivity tools ........ 4-2
Work in harmony with integration tools .... 4-4


SmartSuite 96
Please note that the page numbers listed in the Table of Contents refer to the page numbers that appear in the footers of the printed documentation. To navigate to a specific page, select the chapter and use the scroll buttons in the tool bar to go to the page.


5 Working with Word Pro ... .. 5-1
Writing a letter usingWord Pro ............ 5-1
Editingtheletter ........................... 5-3
Changeafontsize ...................... 5-4
Emphasize a paragraph ................. 5-5
Usingatableintheletter ................... 5-5
Emphasize the table headings ........... 5-7
Proofing and editing the letter .............. 5-8
Viewing your letter ........................ 5-9
Savingtheletter ........................... 5-11
Printing the letter ......................... 5-11
Creatinganenvelope ...................... 5-12
Merging files ......... ... ... .. 5-13
When to create a custom SmartMaster ..... 5-19
6 Getting Productive:
Working with Modeless Bars . 6-1
Types of modelessbars .................... 6-2
Envelope ... 6-3
EXpert ... 6-3
How to Ask the Expert .................. 6-4
Find&Replace .....................oint. 6-5
FormatCheck ...............ccooiiiiint, 6-6
Grammar Check ................. ... ..., 6-6
Index and Table of Contents ................ 6-7
Merge ... 6-8
Review (Marked Edits) ..................... 6-9
SpellCheck .......... ..o 6-10
7 Getting Productive:
Organizing a Document ......... 7-1
Dividertabs ............... ... ..ol 7-2
Divisions ... 7-3
SECLIONS .o\ttt 7-6
Grouping dividertabs ...................... 7-9
Differences between divisions and sections  7-10
When to use divisions or sections .......... 7-11

PageGauge ...........ccoiiiiiiiiiiiiiia.., 7-12

Page Sorter ......... ..., 7-13
8 Team Computing ............ 8-1
Helping you with the shared
document process .................... 8-1
How do editors fit into the shared
document process? ................... 8-2
What are the benefits of using
team computing? .................... 8-2
VErSIONING ...t 8-5
How versioningworks .................. 8-5
What are the benefits of versioning? ..... 8-9
TeamReview ..., 8-10
How TeamReview works .............. 8-10
What are the benefits of TeamReview? .. 8-12
TeamSecurity ..., 8-12
How TeamSecurity works .............. 8-12
What are the benefits of TeamSecurity? . 8-15
TeamMail ........... ... ... 8-15
How TeamMail works ................. 8-15
What are the benefits of TeamMail? . .... 8-18
TeamConsolidate ......................... 8-19
How TeamConsolidate works .......... 8-19
What are the benefits of
TeamConsolidate? .................. 8-22
NoOtes/FX . 8-22
How Notes/FXworks ................. 8-22
What are the benefits of Notes/FX? ..... 8-25
Appendix
Word Pro Menus  ........ Appendix-1
Mainmenus ...................... Appendix-1
Task Sensitive menus ............. Appendix-2
Index ............ ... .. ..., Index-1



Installing Word Pro

Word Pro™ 96 for Windows® 95 is available both as an individual
application, and as part of the Lotus® SmartSuite®. If you are installing
Word Pro as a standalone application, use the installation instructions in
this preface. If you are installing Word Pro as part of the SmartSuite, refer
to Exploring SmartSuite for installation instructions. (The SmartSuite Install

program lets you install all SmartSuite applications at once, or individual
products as you need them.)

Starting the Installation

The Install program transfers the Word Pro application files to your hard
disk or a network file server from disks or a CD-ROM. All installation
information is available online. You can read or print the online information
before you actually install Word Pro. Start the installation, click the Help
button, and print the desired Help topic, then exit the Help window. You

can proceed with the installation or exit the Install program by clicking the
Exit Install button.

To get Help while running Install

While you’re installing Word Pro, Help is available for the options in each
Install dialog box. You can

® Click the Help button to gain access to Help topics
* Print a Help topic by clicking the Print button in the Help window

* Switch between Help and the Install program by clicking the respective

button on the task bar or by pressing ALT+TAB (to display the task bar,
press CTRL+ESC)

* Close the Help window by clicking its Close button



To run the Install program

The Install program can be run only from Windows 95. You need
approximately 456MB of hard disk space to install Word Pro. The following
procedure describes how to install Word Pro from disks or CD-ROM. If you
are installing Word Pro from a network, see your network administrator for
installation instructions.

1. Start Windows 95.

2. Insert Disk 1, or the CD-ROM, in the appropriate drive, and close the
drive door.

Choose Run from the Start menu.

Click OK.

3

4. Type x:install , where x is the appropriate drive.
5

6. Follow the instructions in the Install windowvs.

To install over a previous release

If you have a release of Word Pro for Windows 3.1, Install asks whether
you want to remove the previous release. If you choose to remove it, Install
asks if you want it to create a backup copy of your SmartMaster™ sets, and
if you want the files in the work directory of the previous release moved to
the work directory for the new release.

To use automated Install

If you are a network administrator and want to standardize the installation
for all users in your organization, you can use automated install. To do this,
you define the directory location and install options using a response file.
For information on using and modifying a response file, see README.TXT,
located in the root directory of Disk 1 and the CD-ROM.

To install on a network

Complete information about installing Word Pro on a network is available
in the Network Administrator’s Guide file, READNET.TXT, and the Install
Help screens. READNET.TXT is located in the root directory of Disk 1 and
the CD-ROM.

When you are ready to begin the network installation, make sure you are
logged in as the network supervisor with the correct network access rights.
Then click the “Install on a file server” check box located at the bottom of
the Install Welcome screen.
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Uninstalling Word Pro
You have the option of uninstalling Word Pro from Windows 95.

1. Choose Settings - Control Panel from the Start menu.
2. Select Add/Remove Programs.

3. Choose Word Pro.

4. Click the Add/Remove button.

Complete information about uninstalling Word Pro from a network is
available in both the Network Administrator’s Guide file, READNET.TXT, and
the Uninstall Help screens. READNET.TXT is located in the root directory
of Disk 1 and the CD-ROM.

Network administrators can run an automated Uninstall by using the
Uninstall command line. The name and version of the product must be
exactly as it appears in the Registry location.

Note Only network administrators should view or change the Uninstall
command line. Individual users should run Uninstall from the Start menu.

Word Pro folders
Word Pro uses the following folders for storing files.

=1+ Lotuz
—-{_] backup
] wardpro
] Compnent
] zamples
] wordpro
=I-{__] zrmasters
] wordpro
1 wardpro
] docscrhip
] drawsym
] icons
] =criptz
| tour
] wark
] wordpro

+
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Chapter 1
The Right Help at the Right Time

What's available for help with Lotus Word Pro

Lotus offers you varied and abundant assistance in learning and using
Word Pro—though you may never need to use it. You can learn about
Word Pro features the way that’s most comfortable for you. Here are the
available options:

This book

Overview of features  Tells you the benefits of

For those who like to using a feature and provides

learn from books conceptual information.
Refers you to online Help
when you need specific
how-tos

The Tour

Overview of features ~ Provides an overview for

For those who like to getting started, and tells

learn online how to use Word Pro with
your coworkers and how to

M
H work with long documents

Online Help

Specific instructions  Provides information about

For information all the tasks you may want

organized by task to perform using Word Pro
and provides overviews of

) features
Ask the Expert
SN Specific instructions ~ Recognizes over 2,000 word
[ | For when you want  processing terms and their
\\ _/ to ask a question in  relationship to word
'. %r your own words processing tasks—to take
= you to Help steps
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Bubble help for Smarticons

k. Definitions of Tells you what each icon in
Unda the last Smartlcops the Smartlcons® bar does
For helping you

choose which icon to

command or
action

—— use
Assistants
Step-by-step Provides help for: using
instructions organized Mail Merge, using
by tab TeamReview™, building a
Step 1; Wh Step 22 wh, Step 3 H .
_ For help with table of contents, and
complex tasks building an index

Using this book

This book is not a user’s guide. It’s a book of ideas about how to use
SmartSuite products efficiently. In it you’ll find:

* Introductions to timesaving techniques
* Advice about what is required to get your work done
* Pointers to detailed how-to information in online Help

rfﬂ—ﬂha

This book gives you a frame of reference. If
you need more information, the book tells you
where to look in online Help

Ly

LY
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Finding the right Help topic
This book tells the ways a feature can be helpful, but if you need more
information, look for a reference to online Help, which looks like this:

Instructions for using For more information
Search words to 1. Choose Help - Help Topics and click the Index tab.
find the right Help 2. Type one of these phrases:
divisions
sections
3. Click the index entry you want, then click Display.

The Tour
To view the Tour, use the Help menu.

Help Topics...
Azl the Expert. ..

dAbout Wwrd Pro...

The Tour contains overview demonstrations of the following features in
Word Pro:

* Basic tools

®* SmartMaster™ templates

* Easy ways to organize and navigate through long documents
* Team features: ways to use Word Pro with your coworkers

The Right Help at the Right Time 1-3



Online Help: streamlined and redesigned

Word Pro Help is organized by task. It provides brief procedures rather
than lengthy descriptions. Because it’s concise and oriented toward helping
you complete tasks, Word Pro Help is designed to be a Help system you’ll

like using.
Choose Help - ——
Help TOpiCS Ak the Expert

Tour
then click the Index tab
or

click an icon to see
a list of Help topics

About Wword Pro.

Help Topics: Word Pro Help

Ennlaind }

Click abook, and then click Open. Or click anather tab, such as Indes,

@ Howlol?
@ Demo Catalog

@ Tools for Getting Your work Done
@ LotusSeript

@ word Pro LotusScript

@ Troubleshooting

Open

Pint Cancel

Using How Do 1?

When you click the How do 1?7 icon, you get this list of topics.

Help Topics: Word Pro Help

Contents | Index | Find |

Click the
How Do I? icon

then click a heading
to see a list of
related topics

Click atopic, and then click Display. Or click another tab, such az Index.

@ Getting Started

— g

Wwhork with \Word Pro Basics
e Create a Document
e Edit a Document
e Share Infomation with by Team
e M anage Long Dacuments
e Add Pictures, Tables, and Equations
e Yiew a Document in Different ‘ways
e Finalize and Print a Document
e Autornate Document Production
e Accessing Infarmation on the Internet
e Dema Catalog
e Tools for Getting v'our Wark Done

@ LotusScript

|»

|

Close |

Print... | Cancel |
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Using Search
When you click the Index tab, Word Pro displays a list of Help topics.

Contents  Index IFind |

Click the
|ndeX tab 1 Type the first few letters of the ward you're looking for,

2 Click the index entry you want, and then click Display.

Then type the - [megation] operator il
H - [subtraction] operatar

topic you want 24 directive

Zlnclude directive

ZRem diective

The list scrolls #Rem...%End Rem directives
5 & [shing concatenation) operator

alphabetlca”y * [multiplication) aperator

[dat notation]
/ [division] operator
% [integer division] operatar
* [ewponentiation] operator
~ [lide] escape character
+ [addition] aperator
¢ [less than] operator
<=[less than or equal to) operator
<> [not equal ko] aperator j

Dizplay ‘ Cancel ‘

Help Topics: Word Pro Help EHE

Contents  Index lFind ]

1 Type the firzt Few letters of the word you're loaking far.

|Dutlines, positions

2 LClick the index entry you want, and then click Dizplap.

mode ﬂ

new
rumbering

numbering sequences
numbering style
overview

shyles
Click the index entry t-
renumbering
sequence positions "
sequences Topicz Found [2]
setting up ) ] ] }
shortcuts Click a topic, then click Display.
gt::irr:é_ i:ﬁ:bers Changing ovitlin 0 ctine: b
syles Changing outline levels using the Text menu

Creating a new outline sequence

tewt with numbers Editing an outline sequence uzsing the Text InfoBox

Then click Display o D

Select a topic d giséa}. |> Cancel

Then click Display
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Help in a dialog box or the InfoBox
You can get help immediately on dialog box options.

In the dialog box,
read the information
provided

or

click Help for more
specific instructions

In the InfoBox,
click the ?

SmartComect

SmartCorrect

| Correct common typographical enors automatically as you type.
Az you type the SmartCarrect entiies, \Word Pro replaces them
automatically.

SmartCarrect entries: Replacement test for [c):

(5]

n

1/2

1/4

a4 Add Entry.
shzorbtion

Delete Entry

¥ Change straight quates to smart quates
IV Correct T o IMitial CApitals

SmartCorrect larigua

E Lotus Word Pro

Help Tapics Frint Go Back

SmartCorrect dialog box

SmartCorrectis a feature of Spell
Checkthat automatically corrects
errars as you type them. As long as

errorwords and misspellings (and
their replacements) are in
SmartCorrect, they correct
themselves when you press the
spacebar.

From this dialog box, you can add

sasmprle s Hhoie

prala o nente o

You can get help immediately on InfoBox options.

o [Teut | k8 ﬂ
TN =N B 8\ Mise \ Advanced \ £81%
Bullet style: Other:

Mone|sls [« | = |3 [E lﬂ Font.. [

Murmber style:

Nnne| 1. | A.| a.| I. | i |Dul|ine|Custnm| St
=" Indent from margin; |0 M in  Indent typs:
[*-~|= Space before text: |0 M in = +_§_
[~ Skipbullet!rumber [~ Editonpage [ Right afi
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Help Iopics| Print | Go Back |

Text Bullets properties

The Text Bullets panel allows you to
dothe follawing:

= Insert and change bullets in text.
= Setindents with bullets.

* |nzert and change number styles
in texd

* Edit outline sequences.

Choose atask:

Applying bullets to text

Creating 8 custom bullet button

Dizcontinuing bullets

Insering text around an autline
number using the Text InfoBox

Changing a stating outline
number using the Text InfoBox

Changing indention around a

-

=




Ask the Expert: your own questions

Sometimes Help doesn’t use your language. Now you can type in your own
question and get the answer you need.

Choose Help and Help
click Ask the Expert

Help Topics...
Azk the Expert...

Tour...
About Word Pro...
Then type your question and click OK g #isk the Expert | ok_| History.. | Dore |

Azk the Expert a 'How da | question in your own words:

||H|:|w do | change my table size? |

When you click OK, you see Help on the topic you chose.

g Aizk the Expert || ok | History... | Done | The EH.DBH also_ found these Snswets.
Chanaging the size of a table uzing the InfoBox ﬁ

Azk the Expert a 'How do |..." guestion in your own words: Changing the size of text using the status bar

Haw do | ch table size? Changing the size of text using a Cyclekey
| o H0 1 Enangs my!table sz Channinn the size of test uginn the Test InfaBins

Lotus Word Pro Hi=l

The Expert gives you Help Topics Brint Go Back
the most apparent
answer to your
question...

Changing the size of a table

using the mouse

1. Clickin the table.

2. Move the mouse pointer ta the right
edye of the desired table column ar
bottarm edge of the desired row until an
Arrm appears.

LoH
_l see details

3. Drag the arrow until the column or row
is the size you want.

and provides you
with a list of backup
topics

_I5ee details
_l5ee related topics
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Bubble help: each icon’s action

All you have to do to find out what an icon does is move your cursor over
it.

ﬂ @| Wﬂ%i{;bcaj bri| g m|

Unda the last
command or
action

Assistants: help with complex procedures

Word Pro Assistants appear when you select commands that require you to
complete complex procedures, such as merging mail, setting up a document
review process (TeamReview), creating a table of contents, or creating an
index.

TeamReview Assistant
Tabs show which
step you are on

Who ig to review this document?
Each tabbed V'ou can set up the current document to be reviewed with a group of people. The

Step 1: Wha \, Step 2 ‘what Y\ Step3: How

I has i peaple you list can access and edit the docurnent you share or zend. If pou send
pane _as its own or route this document, you can even re-use the list as E-mail addresses.
instructions

Add the people [editors] who you want to review this document:
Hannah Koch
Jacob Taylor

R achel Louis

Werify editors by:

‘word Pro uger nameﬂ

-

Cancel | Help | | Mext > | Dione |

You can move backward and forward in the tabs without losing track of
where you are.
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Chapter 2
Word Pro tools

Helping you be a self-reliant user

The goal of this chapter is to show you where to find useful tools in
Word Pro and how to use them. Once you know where to go and what to
do, you’ll be a more self-reliant user.

What the tools are
Here, in a desktop view, are most of the tools this chapter deals with:

¥ Lotus Word Pro - [Untitled2]
Menu ———— §3 File Edit ‘iew Create Test ‘window Help 18] x|
- . Er - o - Ba
smarticons ——— g |ed|2s| &0 4% S| B T s C0 lelt)] 20|22 B
Divider tabs Cowver Letter \1.‘-‘ Resources \ Feazability Study \ A5
Tabruler —— =3 X W =
InfoBox
Mi”ennia el o [Text ﬂ] 2. XI
Suite B,
e ZZN =Y BN 8\ Mise \ Advanced | £51Y
Lines around paragraph; —
7| EEE oens.
Tuesdlay, ugust 08, 1335 Line stple: Line width: Line colar:
SmartMaster —— bk here to tpe Recibnt’s N | Nore =] % =]
I hele [0 Type Recinent 5 ameJ Shadow: Shadow depth: Shadow calar:
Tiick here to type Recipient's Address [T Mane ] [Homal |
Line length: Distance from text:
Chick hera to type your Gresting Lengthof text x| 0.1 Hin
Tlick heve to type the text of yvour lstter
L fearge Burdel :
| | [
Status bar ———— iial “ 0% | B | I g| R Address : “I 337PM 9421495 * Pg1
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Word Pro tools are task-sensitive

Tools in Word Pro appear when you need them. For example, if you are
working in a frame for drawn objects as in the example below, the menu,
Smartlcons, InfoBox, and status bar reflect specific options for drawn
objects. When you click outside the drawing frame, the options for drawn
objects disappear.

Compare this desktop with the one on the previous page, where the tools
reflect options for typing in text.

Task-specific menu items

¥ Lotus Word Pio - [Untitled3]

§2f Fle  Edit View _&] x|
] x ] N e oo o N
Task-specific ~  Tpgg—— ——F - ————= Ird
Smartlcons — -
[arc =z x]
"""  Misch
Line style: Arnowheads:
Drawing action __| q = — - =
Icons Line calor:
|
InfoBox
| P
Task-specific | @Defaul Frame F E] #07PM 9421795 THEFa1 &

status bar

The task-sensitive screen

Menus, Smartlcons, and the status bar are task-sensitive parts of every
Word Pro screen.
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The menu: predictable and task-sensitive

Here is the standard Word Pro menu. The broken area indicates where new
task-sensitive menu options always appear.

i_/]" File  Edit “iew Create Window  Help

When you use the Create menu to create a table, the table menu appears as
you see below.

i_/]" File Edit “iew Create Tewt Window Help

i_/f]' File Edit “iew Create Text ﬂindnw Help

What to do if you can’t find the menu you want
You may not be able to find the menu you want for one of two reasons:

* You must create the object (using the Create menu) before you can
work on a task related to the object. For example, you must create a
table before Table appears in the menu.

* You must click the object to select it. Remember, you must be working
in the object you want to change before its menu appears.

Cursor in text

i_ZfE\Ia Edit Wiew Create Window  Help
With text in a table

1 cell selected

i_ifE\Ie Edit Wiew LCreate @xt Tal_n\e)ﬂ\ndnw Help

If the options you want don’t appear in the menu, reposition your cursor
and click.
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Shortcut menus

When you are working on text or an object such as a table or a drawing,
click the right mouse button to see a task-sensitive menu for the text or
object.

When text in a table cell is selected...

click the right mouse button...

\/9\ to display the table
4 N\ shortcut menu
) on your screen.
N g

Text Properties... Al+Enter
Cell Properties...

Lo Cut Clrl+
LCopy Clrl+C
Paste Clrl+
HMormal Clrl+M
Bold Clrl+B
Italic Clrl+l
Underline Cel+Ll
Mamed Styles 3
Insert a Fow Clrl++
Inzert a Column
Delete Row/Column...
Select 3

Smartlcons: action at the click of a mouse

Smartlcons are the small pictures that appear just beneath your menu when
you first start Word Pro—though they can be moved anywhere on your
screen. Click an icon to perform an action—without going through the
menus. Smartlcons provide quick access to features you use most often.
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Smartlcons: universal and task-specific

If you’ve used Smarticons before, you’ll notice that Word Pro Smarticons
are now task-sensitive. The sets below are divided into the universal icon
bar, which displays no matter what task you are performing, and the
task-specific icon bar, which displays Smartlcons appropriate to your task.

Universal icon bar Task specific icon bar

When the cursor is in text...

you get these task specific icons

When the text in a table cell is selected...

you get these

Finding out what an icon does
Pass the cursor over an icon, and bubble help tells you what the icon does.

L= (M I R

Unda the last
command or
action
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How to customize your icon bars

Using the dialog box for Smarticons Setup, you can add and remove icons
so that the icon bar reflects your own pattern of use. For example, suppose
when you work in tables you often want to find and replace every instance
of a number you typed. You'd like to have the Find and Replace icon in the

icon bar that appears with table cells.

An example of adding an icon

First choose File - User Setup, and then choose Smarticons Setup.

The Smartlcons Setup dialog box appears.

Smartlcons Setup

Presviews of bar: Table cell

Choose a

Drag and drop icons fram the list below, drag icons in bar to rearrange. or drag icons out ko remove.

task-specific icon bar | =t @|

R SEE

R

[E ]4]

from the “Bar Name”

list Avallah‘ %lo add), #& &

-

Bar to zetup ‘

-@ Past Bar name:

@ Pasl

R Bar can be displayed when context is:

........ | & table cel
) |5 ) ' A
Drag the icon to the W Bar iz enabled to display during its contest
i d and Feplace

place you _Want |F P Smartl cong preferences
to appear in the icon Check Speling

lcon size:|Regular *

bar

Q Add word to User Dictionany

Barz that will appear in same |ocation:

@ Check Grammar

Check. Format

|Ehart + Dirawing Tool: + Equation + ... M

»| | ¥ Show icon descriptions [bubble help)

Click OK ———— ¢ |

Cancel

Editlcon...| Save Set...| Delete Set...|

Help |
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The Find and
Replace icon placed
next to the Insert
Column icon

Result

Smartlcons Setup

Presviews of bar: Table cel
Drag and drop icons from the list below, drag icons in bar to rearange, or drag icons out to remove.

IS o TR R 3| =rli=rl+—t 1. F

s @|% | %| 1::-| EEE] | |@
Available iconz [drag to add), 2% Bar to setup
_@ Paste the Clipboard contents | | Barname:
@ Paste Special
= J Bar can be displayed when contest iz

i Dekte [ table cel =]
=3 GoTo

¥ Bar iz enabled to display during its contest

% Fird and Replace
Smartlcons preferences

@ Check Spelling lean si;e:lm

Q Add word to User Dictionar Bars that will appear in same location:

@ Check Grammar |Ehart + Drawing Tools + Equation + .. M
Check Format »| | ™ Show icon descriptions (bubble help)

ak | Cancel | Editlcon...| §aveSet...| QeleteSet...| Help |

For more information

1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Smartlcons, overview
3. Click the index entry you want, then click Display.

The status bar: for quick changes

The status bar always appears at the bottom of your Word Pro screen,
providing you with current information on your documents and letting you
quickly change such settings as text fonts, sizes, and attributes.

Text attribute options
You can change the following text characteristics using the status bar.

Fonts Color Italic Strle

Times Mew Foman *| 127 &ue’ |B | T Ql 9 Default Text ~

Size Bold Underline

ne| *

4:59PM 9421795 ~

= | ®Fal &
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The Fonts pop-up
list scrolls to
display many choices

Text format changes

To format text, select it and click one of the pop-up lists to select an option.
Options that don’t display a pop-up list toggle between two types of
information.

Abadi MT Condenzed Light
Arial ]
Arial Marrow

AvantGarde

Bodoni Black

B odoni Book

Book & qua

lace Script Font, size, color,
Palatino and style are pop-up lists

Bold, italic and
underline switch on and off

-

ZapfDingbats
Times Mew Foman | 127 S’ |B | T Q| A Defaul Text *

HEE|

453PM 9421495 °

= | F[Fal [E

Navigating to a specific place in the document

Click the arrows to go
forward or back one page.

&3] '§1 G
Click the Go To
page number Type of document part to go to:
: oK
0 g0 10 [ ok |

any location in
your document

| Page ﬂ| Cancel
| 3 - and a hypertext exploration of |
Help

™ iew alphabetically

% ‘igw by page order in document

" Generate all page listings now
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The SmartMaster: more than just a stylish format

A SmartMaster is a professionally designed template that allows you to
create documents such as memos, letters, reports, and newsletters without
worrying about setting up a format. You can see one of the templates on the
first page of this chapter. Using the SmartMaster, all you have to do is
type—with the confidence that the document will look attractive.

But what makes a SmartMaster really different is that it can actually help
you with the thinking process.

A SmartMaster helps you think through what you write

Business plan tabs
pre-organize your
information into
sections

Some text is already
created for you

Click Here Blocks
tell you what to write

What takes you longer in the writing process, the actual writing, or thinking
through the scope and organization of your words? For most people, it’s
the thinking through that is difficult and takes time.

The SmartMaster below helps you with the difficult part. It is a page of a
business plan template in Full Page View.

Cover Letter \ Table of Contents \, Executive Summary \, Target Market Overview %, Competition \, Business Stategies }, f A

CompanyName  ocloass Wl

Click fo type Address 2, Tuternet/B-Mail Address,
July 11, 1995
rRe\:"a}nlem's Marne,

Recipient's Address 1,
Recipient's Address 2,

Dear j'\.fzzmea
Tlick here fo fype Leffer

Bincerely,
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Selecting a SmartMaster

When you start Word Pro, the first dialog box asks whether you want to
open an existing document or create a new document from a SmartMaster.

To select a SmartMaster
Highlight a SmartMaster from the list that appears on the left side of the
dialog box.

WWelene bl S P

Open n Euit ¥ Dresten

Soloct 8 recanlly yeod Sl osor

A preview of the highlighted
SmartMaster appears on the right

e e Click OK to use the highlighted
‘ SmartMaster or...

Braure farMare Files..
T
L% 1]
/ \ New

Create from Becently Used Smarthd aster " Create from any Smarthaster \

|l. Select a type of SmartMaster |

Click this button to [ TR N
see more available Letter -

SmartMaster Miscellansous =

templates -

| 2. Select a look |

Continue

highlighting looks
until you find one
you like Mema - corparate, with line below header

Click OK

Browse for Mare Files... |

QK | Create a Plain Document | Cancel | Help |

To change a SmartMaster
If after beginning with one SmartMaster you want to choose another, it’s a
simple matter to change:

Choose File - Choose Another SmartMaster.
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For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Click Here Blocks, overview
SmartMaster, overview

3. Click the index entry you want, then click Display.

Tabs: for a clean and organized desktop

Tabs help you navigate quickly. Tabs give you a clean desktop without
eliminating a rich array of options. Here are some of the places you see tabs.

Dialog box tabs—display a new panel of options.

Wiew Preferences

Show \'\Zoom \ Outline \ Clean Screen '\

InfoBox tabs—also display a new panel of options. In the picture below, the
tabs organize your options for formatting text.

j]‘?lxl

\ Misc \ Advanced Y £51%

Assistant tabs—Ilead you through the steps of a procedure.

TeamBeview Assistant

Step 1: Who \, Step 2 'What % Step3: How

Divider tabs for your Word Pro documents—Iet you keep all your related
documents together.

§f File Edit View [Create Test ‘Window Help == =]
o d a0 » 4% B o aEgslo he o] 290 E

Jorts \ Executive summary \ Target Market Overview \ Competition \ Busineszs Strategies \ Rigks \ Business Team | Ful 23] (5
-

L)

L]
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To see a new set of choices
Clicking a tab brings you to a new set of choices.

B -roporcs o EE i i s
. Click the bullet tab
to see the bullet options

j] A E I
1"-, Mizc \"., Advanced \"H::_I\".,
Bullet st_l,lle. Other:
e+ [ [ [E [ o] _ben
Humnber ztyle;
IE| 1, | B, | | | i. |Elut|ine ||:ust|:|m| Set... |

|ndent from marain: |0 J i Indent type:

Space before text: j In = !

[ Skip bullet/number I_ Editonpage [ Right align

*

Controlling tabs in your documents

You can control—by a simple click of the tabs icon—whether you see the
tabs for divisions or sections in a document.

=lg]x|

-
1 X
-

Brl| g aﬁ‘ = §|

tegies \ Rizks "\ Business Team \\ Fur /’:@

Click to hide tabs

E

[l
[T

Brl g m|

J
=
Click again to display tabs

Each tab in your document represents a division or section of your
document. You can subdivide divisions and sections. Both divisions and
sections are easily hidden and expanded.
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Click the plus mark to see the tab expand with tabbed sections.

= 1'\ Rizks * | Business Team "'-l Funding reguest "\

Risks ‘= Business Team & Harnah Koch \&@ Rachel Louis * & Jacob Taylar | \

Click the minus sign to hide the section tabs.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Divider tabs, overview
Divisions, overview
Sections, overview
3. Click the index entry you want, then click Display.
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The InfoBox: one-stop shopping for formatting

If the status bar or icons can't do what you want, then think of the InfoBox
when you want to change the look of text or an object, such as a table or
frame. Like other Word Pro tools, the InfoBox is task-sensitive.

When you are working in text and you choose Text - Text Properties...

you get a text related InfoBox

or: [0 v||'?..|XI

£\ Misc \ Advanced \ £51\
Lines around paragraph:

’_ e s : | | I:l |:| Olptiohs...

Line style: Ling width: Line color:

[ Mare = [ —%et =]

Shadow: Shadow depth: Shadow color:
[ O None =] [Homal =1

Line length: Distance from text:

Length of text | |01 Mm

When you are working in a drawing frame and you choose
Draw - Draw Properties...

you get an InfoBox for
drawn objects

~=Ix I
Line style; Fill color,
i
Lire colar: Pattert:
. -
Pattern color
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The InfoBox helps you get your work done in the following ways:

* It changes panels and options as you make your selection.

* |t's geared to multiple changes. It stays open and on top so you don’t
have to open and close multiple dialog boxes when you are changing
the look of text or an object.

* It works the same way, no matter what you are working on.

To get the InfoBox
Select what you want to change.

Choose the menu option,

then choose Properties Text Properties...  Alt+Enter Draw Properties. ..
Extract Properties

Eorit & Color... i
Font & Color Apply Properties

Bullets & Mumbers. ..
Lines... Import Drawing...
Mamed Styles S&  =Drawing

HMormal
A

To get a different InfoBox

You can click the “Properties for” box to see a list of related document
parts. For example, if you selected text, the “Properties for” box will read
“Text”. But you can click to see a list of document parts containing the
selected text.

v Properties for; |Te:-:t
t

— iy N
Z\I= Page layout
Lines around paragraph;

You can select another document part to display the InfoBox for that
document part. For example, if you select Page layout, the text related
InfoBox changes to an InfoBox for the page layout.
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A close look at the InfoBox for text

You get the InfoBox below when your cursor is in text. The Text InfoBox
has all the tools you need to format text. For example, using the options on
the Bullet panel of the InfoBox below, you can create bullets and numbers in
text. Here is how the InfoBox works:

Here is what you Here is the current

have selected panel of options
¥ Properties for: [T ﬂ] A E I

Tabs let you see

and choose any AN RN - At "'-, Misc ¥ Advanced ¥ £51%

related set of

options for text Bullet style: Other:
m‘*:* : | . |} |E ﬂ Fart...
Click the arrow to
see other bullet Mumber style:
styles W| 1 | B | | | i. |Elut|ine |Eustu:um| Set. |

Change indent
options by clicking
the arrows up or
down

[ndent frarm margin: |0 J i Indent type:

Space befare text: j Iy = !

[ Skip bullet/nurmber I_ Edtonpage [ Right align

*

An example of using the InfoBox

Suppose you have a newsletter that looks like the Before example below. In
the bottom right corner you put an announcement about how to renew a
subscription to the newsletter, but you want to highlight the announcement.

Before After

Subscription information with
lines around the text

2-16 Exploring Word Pro



Here’s how you do it.

1. Select all the text in the announcement.

2. Click the Text InfoBox icon.

#]
abc

3. Click the Lines & Colors tab.

W Froperties for: (NS ﬂl 7. I X I

FZNI=" 5\ &\ Misc \ Advanced \ £51%

Experiment using the InfoBox

It’s easy to experiment using the InfoBox. Click an option. The changes take
place instantly. If you don’t like the change, try another. In the InfoBox you
don’t have to click OK or Cancel to apply the options you selected. You can
always use Edit - Undo to undo any changes you made using the InfoBox.

Collapsing the InfoBox

When you expect to make multiple changes to the look of a document,
collapse the InfoBox to keep it handy without crowding your desktop.

1. To collapse the InfoBox, double-click the title bar.

GV =" B\ &\ Misc | Advanced \ £51\

T FleEEE o

Line style: Line width; Line calar:

| Maone = [ —%pt =] -]
Shadowy; Shadow depth: Shadow color:

| O Mone | [Marmal ~| I -
Line length: Distance from text:

[Length of test =] |01 Hin
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Result

- Praperties for: [ jl 2. I b I

TV F N\ 8\ Misc \ Advanced \ 251\

~=1x1
G\ =" F\ &\ Misc \ Advanced \ 481\,

jl'?lxl

G\ = =\ \ Misc \ Advanced \ 451

Lines around paragraph:

’_ _|—|:|| |||:|||:I| Options...

Line style: Line width: Line calar:

| Mane > [ —%p > |
Shadow; Shadow depth; Shadow color:

| O Mane | |Homal ~ -
Line length: Diztance from text:

[Length of test =] 0.1 Hin

Closing the InfoBox
Click the Close button.

* Praperties for. [ j] 7. Isg-l

G\ =" B\ &\ Misc \ Advanced \ 481\,

Moving the InfoBox

Click the title bar and drag the box to a different part of the screen.

w F'rl:lperl'-E:E: for: | j] 2. % I
G\ =" B\ £\ Misc | Advanced \ £51\
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The Drag & Drop hand

Moving is much more direct than cutting and pasting, and Word Pro gives
you a special hand for doing it.

1. Select the text you want to move.

It's easier to move...

..than to clean up,

2. Let the cursor hover at the edge of the selected text. The cursor
becomes a hand.

It's easier to move...

clean up ‘QL

3. Press and hold down the mouse button as you move the cursor. The
text does not move until you release the mouse button.

... than to

It's easier to move...

...thanto clean up, @

4. Release the mouse button to drop the text.

It's easier to move... Mkl

Result

It's easier to move..... thanto clean up
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lllustrating your message: frame and draw tools

Add pizzazz to your documents by importing an illustration or by creating
your own simple drawing.

Suppose you want to add the company logo to an interdepartmental memo
you are writing.

M,

[\

millennia

With your document open to the page where you want to add a picture and
your cursor at the desired point in the document, choose File - Import
Picture.

Your picture appears inside a frame.

-]

Frame millE nn ia

Using the InfoBox, you can place the frame on the page, scale its size, set its
margins, or change the lines around the frame.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Frames, overview

Pictures, overview
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3. Click the index entry you want, then click Display.

It's simpler to draw than you may think

Suppose you want to draw attention to an annual breakfast meeting you are
announcing in a newsletter. You think a friendly steaming coffee mug
would get the point across.

(7

CE—
gr—
A preakfast me@\g m‘_@'

-~

The drawing of the mug took 10 minutes to do. It’s made up of one
rectangle, five ovals, some curved and straight lines, and curved text. If you
draw this mug as we show you how in the next few pages, you'll find you
can do much more than draw a straight line with draw tools.

The draw tools: your easel, paints, and brushes

Remember: if you want to see the tools for something, you must create it
first. To create a drawing:

Choose Create - Drawing.
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InfoBox icon for

The drawing tools below appear. In addition to the drawing tools shown on
the second page of this chapter, here are some other tools you use to draw.

drawing tools

The drawing frame
that appears when
you choose
Create - Drawing

¥ Lotus Word Pro - [Untitled3]
i_i]’ File Edit “iew Create Draw Frame ‘window Help 18] x|
AR NG ==
r—d
&
&
&
&
o o
Dl —
il
o |
| »
| EDefault Frame L] #07PM 9/21/95 ‘T E[Fat

Drawing on the computer screen

After you choose Create - Drawing, you always draw inside the frame that
appears. Begin the mug with a rectangle.

1. Click the drawing tool you want to use, in this case the rectangle tool.

El

Click inside the frame.
Drag diagonally and release the mouse when the icon is sized correctly.

T = |
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Now add color
The InfoBox lets you change the drawn objects.

1. Click the select icon.
*®

2. Select the rectangle.

I

Tip Selection handles appear around a selected item.

3. Click the Draw InfoBox icon.
b
Click the Lines & Colors tab.
Set the InfoBox options for:

® Line color - light gray
® Solid Pattern - as you see below
® Pattern color - light gray (same as the line color)

W Properties for: [N ﬂ] 7. I X I

Line stple: Fill colaor:
| i [ E—
ine color: Pattern:

 I— T =

Pattern color:

Result
g = A
o a
b = A
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Group and send to the back
Now you’re ready to draw the curved top and bottom.

1. Click the oval drawing tool.

o

2. Draw an oval and use the InfoBox to color the line black.

r"'_'_'_'_\_—_"‘-\l

3. To make another oval for the bottom of the cup, select the oval (using
the Select icon) and copy and paste the oval by selecting Edit - Copy
and then Edit - Paste.

.= u

2]
="

The pasted oval appears on top of the original oval.
4. Drag this oval to the base of the rectangle.

< =

\
!

:
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With the oval still selected, send it to the back with this icon.

& =

R —
Select all three objects by choosing the select-all icon.
o a
n 1
e
Click the group icon.

Grouping turns several drawn objects into one object.

Finishing touches
Now to add the handles, the coffee, the steam, and the decoration.

1.

Using the oval draw tool, draw two more ovals like these for the
handle:

[©] —

©

_

Using Pattern color in the InfoBox, make the pattern color for the center
oval white.

< =

0

_—
Group the two ovals and send both to the back.
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4. Draw another oval for coffee, and color the pattern dark gray. Use the
curved arc tool for steam.

?fﬁ/
—

D

~—

5. Use the straight line tool for decoration. Choose a line style and color
using the InfoBox.

//—’;

6. Click the text tool and type “A breakfast meeting.”

aan
Ca—

0

N~
A breakfast meeting

7. Select the text and choose Draw - Curved Text. Select the desired
curved text option. Choose OK. Place it over the mug.

T

A preakfast @ﬁng
-
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Tips for drawing
Here are a few handy tips for when you are using draw tools:

* When you are drawing several shapes, place them as you want them,
and position them back or front. Then group them. Grouping assures
you that the objects remain in the correct relationship. If you are
drawing a complex picture, you may want to group the pieces often.

* To edit text you have drawn, select the text icon, then place the cursor
in the text to start your changes.

* Here’s how you resize an object:
® Select the object.
® Click one of the 8 selection handles and drag it.

Tk
®* Remember, you can move an object two different ways:
* One object at a time, using this icon:

*

® All the objects in the frame, using this icon:

¥
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Chapter 3

Getting Started

What is Lotus Word Pro?

Lotus Word Pro is:

A WYSIWYG (What You See Is What You Get) word processor—you
see on the screen how a document will appear when it prints.

A team word processor that allows you and your co-workers to better
collaborate on and share documents.

A smart word processor that provides automated tools such as
SmartMaster templates, SmartCorrect, Assistants, the InfoBox, and
Divider Tabs to use to create business documents.

A word processor that is integrated with other products through
LotusScript™, importing and exporting of files, the Internet®, OLE 2,
and the Lotus User Interface.
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Starting Word Pro
1. On the Windows desktop, click the Start button.
2. Point to the Programs folder.
3. Point to the folder that contains Lotus Word Pro.
4. Click the Lotus Word Pro icon.

iz Latus wWwiord Pro 96

Each time you start Word Pro, you see the Lotus Word Pro Welcome
Screen. From this Welcome Screen, you can open an existing document or
create a new document.

Note The Welcome Screen will not appear if it is disabled in User Setup -
Word Pro Preferences.

‘welcome to Lotus Word Pro

Open an Existing Document © Create a Mew Document from a Smartk aster \

| Select a recently uged SmartMaster |

- Mo Description

Browse for More Files... |

ak. | Cancel | Create a Plain Docurment Take a Tour.. Help

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:
Welcome Screen, overview
3. Click the index entry you want, then click Display.
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Chapter 4
What's New?

Lotus Word Pro has a new name, a new look, and new tools that:

* Completely change the process of producing team documents

* Automate many of the more time-consuming word processing tasks
* Integrate with other Lotus products including Lotus Notes®

Work together with Team Computing tools

The best work is usually done in teams. But when it comes to producing
documents, the logistics can be a nightmare. Word Pro includes tools that
let you concentrate on the information itself instead of worrying about how
to setup, distribute, manage, edit, review, and produce team documents.

You can:

® Use a quick step-by-step method to set up the Who, What, and How of
sharing a document. Specify the team members, the editing rights and
markup tools (including electronic sticky notes and highlighter pens)
for each member, and the method of distribution.

TeamReview Assistant
Step1: who ° StepZ What '\ Step2 How

What can each perzon do to the document?
“You can chooze what editing rights or options each person has for the document. ;
Additionally, you can provide a greeting that displays when they open the file and

suggests ways that they may edit the document. M

(™ Set options for all people to Review and Comment I Display Gresting with this text:

(* Set specific options for all people sharing the document

Editz are: |Al\owad i cument version or new vergion ¥ |

Lirited tor [(ro limits) |
Greeting will suggest: ‘[nothing] M

" Set specific options for specific people: I Request Editor's remark on close
Cancel | Help | << Back | Neut > | |

e Distribute an entire document to your team members using your
electronic mail system and include a message with editing instructions.



* Combine the input from several reviewers into one file. You can review
the edits of all the reviewers in one place and then select from different
edits to create the best document.

* Keep track of shared documents by storing edited versions of a
document in a single file.

For more information, see| Chapter 8: Team Computing.|

Work Smart with productivity tools

Word Pro is Smart word processing. Word Pro provides you with
SmartMaster templates, SmartControls, SmartSense, and Smart
Assistance—automated tools you can use to produce all your documents
faster and easier than ever before.

Work with SmartMaster templates

SmartMaster templates are like document blueprints you use to
automatically create professional looking documents. Many of the Word
Pro SmartMaster templates use Click Here Blocks which guide you through
inserting information in the document.

For more information, see [The SmartMaster: more than just a stylish|
in Chapter 2: Word Pro tools.

CompanyName =5l LT

TnternetB-Mal Address

Memorandum

From: Ulick here fo fype your Name, Tifle,
To:  Tlidk here fo fype Recipiont's Name |
Date: Thursday, June 15, 1995

Re: Tlick here fo fype Subject,

Tlid here fo type pour Memo,

Work with SmartControls

SmartControls enable you to easily view, organize, rearrange, and move
through a document. You can:
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Drag and drop
divider tabs to

quickly rearrange

information

Organize your document into divisions with divider tabs, then quickly
rearrange and move through a document using the divider tabs.

Cowver Letter "\ Title Page mmpany Profile * | Products & Services "'-l

Display your document in groups of miniature pages which you can
edit. You can reorganize the document by dragging a group of pages to
a new location.

Display the current division name, section, and page number as part of
the scroll bar.

View and edit your document using several different views at once.
You can show different parts of your document in each view, and you
can drag and drop data between the views. You can also split the
document windows and manually customize the view.

For more information, sed Chapter 7: Getting Productive: Organizing a|

Document.

Work with SmartSense

SmartSense technology provides you with the tools you need when you
need them and removes unnecessary tools, thus freeing your screen from
clutter. You can:

Use a special dialog box (called an InfoBox) to change the properties of
your document and instantly see the results of your changes in your
document without exiting the InfoBox.

Spell check and edit your document at the same time. Word Pro
highlights all the misspelled words at once, so you can easily skip past
highlighted words you want to ignore (for example, names and
addresses).

Let Word Pro’s SmartCorrect feature automatically correct common
typing mistakes as you type. For example, Word Pro replaces teh with
the.

Quickly format and move text using Smart Editing features. For
example, you can bold an entire word by placing the insertion point
anywhere inside the word and clicking the Bold icon.

Let Word Pro automatically clean up common formatting mistakes and
inconsistencies in your documents. For example, Word Pro ensures
consistent use of spaces between sentences and removes double spaces
between words.
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Let Word Pro automatically add sequences of data in a table. For
example, type Monday, and Word Pro automatically adds the
remaining days of the week.

Select text and cycle through a predefined or custom list of attributes by
pressing a key or clicking an icon. For example, the Alignment

CycleKey cycles through the left, center, right, and full alignment
settings.

Work with Smart Assistance

Smart Assistance helps you complete your work in whatever way is most
useful to you. You can see online demonstrations, examples, procedures, or
details. You can also:

Ask for help by typing a question using your own words and the Word
Pro Expert displays the steps you need to complete the task.

Use special dialog boxes that walk you step-by-step through a complex
task.

Quickly get online help from anywhere in Word Pro. Word Pro online
help is organized by task and provides step-by-step instructions rather
than long descriptions.

For more information, see| Chapter 1: The Right Help at the Right Time.|

Work in harmony with integration tools

Why spend all your time learning how to use software? If you know how to
draw lines around text in Word Pro, not only can you draw lines around a
frame, but you can change line settings for a field in Lotus Approach® and
set properties throughout the entire Lotus SmartSuite. When you work with
products in the Lotus SmartSuite, you use common tools and see a common
look. You can also:
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Use files from other word processors in Word Pro or use Word Pro files
in other word processors.

Customize Word Pro for your specific needs using an object-oriented
BASIC scripting language that is common across the Lotus products.

Import and export files through the Internet.

Link data from other products into Word Pro. Word Pro fully supports
OLE 2.0 automation for cross-application scripting.



Chapter 5

Working with Word Pro

You can use Word Pro tools to quickly create any document. First, you can
select from several templates (each template is called a SmartMaster) and
choose one that fits the desired type of document. Every SmartMaster
already contains a layout, format, and styles.

Once you choose a SmartMaster, you can edit the document, import
graphics or other files into it, set attributes, create frames and tables, copy
material, change text direction, use grids, and do all types of formatting.
You can even create your own SmartMaster templates so you always have
your commonly-used layouts, formats, and styles readily available.

Writing a letter using Word Pro

Start with a SmartMaster

Select “Letter” as
the type of
SmartMaster

Select a look - for
example, “letterl”

The letter format

Let’s start by writing a letter, using a SmartMaster and other Word Pro
tools.

1. Choose File - New Document.
Word Pro lets you select from a list of available SmartMaster templates.
2. Click the Create from any SmartMaster tab.

New

Create from Becently Used Smarthdazter " Create from any Smarttdaster \

|l. Select a type of SmartMaster |

Index -

Memo -

|g_ Select a look |

letters
letter3
perlettr

Letter - corporate, with line below header

on the right shows
the look you'll get

Browse for More Files... |

Ok | Create a Plain Document Cancel Help




3.

Click OK.

A blank document appears in the letter format. Now you can start
writing, using another Word Pro tool called Click Here Blocks.

Use the Click Here Blocks

Click Here Blocks are placeholders that prompt you where to type and
what to enter.

1.

Click inside the
blocks for the

Cligke fo type Co. Name,  Phowe Number,

gﬂmﬂaﬂyﬂaﬂ’g ek to type Address I, Fax Number |

CTick fo e Address 2 Tuternet/B-Ial Address

Tuesday, June 13, 19935

Recipient's Name,
Recipient's Address | |
Recipiants Address 2,

Dear Mame:,
Thick here fo fype Letffar

Sineerely,

Tlick heve fo fype Your Name,
Tlice heve fo fype pour Title, Company Name,

Click inside the first Click Here Block and type the requested
information.

Tip You can press TAB to move from one Click Here Block to another,
or click directly into the next block.

company address
and other heading
information and
type the
information

Click inside the
blocks for the
recipient’'s name
and address and
type the
information

2.
3.

5-2 Exploring Word Pro

= = Millennia Corpdration 404 5551212
MI“EI'II'IIEI 1050 Main Steeet 4045551234 - BAX
Atlanta, Ga 30330 michael evanston@erd millennia com

Tuesday, June 13, 19935

Elaine Williars
Software Cleating House
Recipiants Address 2,

Dear Mame:,
Thick here fo fype Letffar

Sineerely,

Tlick heve fo fype Your Name,
Tlice heve fo fype pour Title, Company Name,

Type the body of the letter where it says, “Click here to type letter”.

Click in the last Click Here Blocks and type the requested information.



Note If you don’t fill in all the Click Here Blocks, don’t worry. The

prompt text will not appear when you print the letter unless you
specifically select to print it.

Editing the letter

As you reread your letter, you decide that you want to vary its look by
highlighting one paragraph, changing a font size, and adding a table for

statistics. You can do all of this using another Word Pro tool called the
InfoBox.

Make changes to text
First, you decide to make changes in the body of the letter.

1. Click the right mouse button anywhere in the letter.
2. Choose Text Properties.

Word Pro displays
the Text InfoBox

W Properties for: [ ﬂ] 2. Ix I
FTN =\ =\ 5\ Misc | Advanced § 2813

Font name: Size: Attributes:

-9 = Bald -
10 | halic

Fockwel Light 11 Underline
Symbol = - Wword Underline
Times Dbl Underline
Times Mew Foman — Jul RIF 3 Superscript ¥ |
Test color,  Backaround:
W Transparent

Tip You can choose the “Properties for” list at the top of the InfoBox
and choose “Page layout” to display the Page layout InfoBox.

z \' 1=l \ lapout
Font name: Size: Attributes:
Phatina «| 3 «|[ Beod -

Fiockwel 10 | halic j

Fockwel Light 11 Underline

Symbol = - Wword Underline

Times Dbl Underline

i Times Mew Boman ﬂ IT 3 Superscript j

Test color.  Background:

W Transparent

Using the Page layout InfoBox, you can take advantage of the following
features:

* Left, right, top, and bottom margin options

* Left, right, center, numeric, and leader tab options

* Page size and orientation (landscape or portrait)

Placement and style of lines around a page and lines between columns
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® Columns and varying space between columns (gutter width)

* Margins and page settings for headers and footers

* Tab settings, grid settings, alignment, and text direction on a page
® Page styles

Each SmartMaster already contains a default page layout which determines
the way the pages initially appear. You can modify the page layout for the
entire document or for a specific area.

You can insert a new page layout anywhere in a document. If you insert a
new page layout, Word Pro uses the new layout for the pages after the
insertion.

Change a font size
1. Click the Font tab on the Text InfoBox to bring the panel forward.

2. Select the desired text in the letter.

Select the desired Dear Ils. Williaras
font size from the
“Qima It was a pleasure speaking with you and wem ﬂ] A S I
Size” box on the : -
exrited about our new products and serv AT & - il
Font panel heneficial to both companies. \ 1=\ & ¢\ Misc \ Advanced \ £51Y
Font narne: Size: Attributes:

Photina |3 =] Bod -

Rockwel 0 g Italic j
- - . . Rockwell Light 11 Undeline

M”le“m Corpora_t}on offirs avariety o Sumnbiol ’ hd Word Underline
industries. In addltpn to mAnaging the. Times =i Dbl Underline hag
Careers menY of its authors.. SIS ST e [y Floman ﬂ 12 3 Superscript ﬂ s
and th;].r wotk. We can provide all the : Text color:  Background:
prpport - T~V Tensp

Published Products
Millenria Corporation publishes a variety of'titles, from classic literatupe” to business suides to entertainm
Select any other profiles. We classify titles based on the medinm n which they are digtribated - Bound and Electronis T,

desired option in the ] ] e ] ) )
“Attributes” box *+ Bound Titles - Everything from the classic titles to the newest in business “How to™ books are publishe
such as “Bold” ! Millermia. We continne to publish existing classics and encourage the work from new authors.

You can also change the font, font size, text color, and attributes of the
selected text by clicking on the status bar at the bottom of the screen.

4]
Times Mew Roman | 127 7w |B| T |L
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Emphasize a paragraph
1. Click the Lines & Colors tab on the Text InfoBox to bring the panel
forward.
2. Select the desired paragraph in the body of the letter.

Note You can select the text in the letter while leaving the InfoBox up
in the workspace.

Click a Lines Dear Ms. Williams,

around paragraph

button paragrap It was a pleasure speaking with you and w‘f‘e@t ﬂ] 7. I £ I
exrited about our new products and serv =% == e - reill
beneficial to both cotpardss. %\ =" B\ 8\ Misc \ Advanced \ £51\

The Change Lines around paragraph:

happens instantly wﬁw, | i | e | 2= || | RS Dptions...
Iillennia Corporation offers avariety o -Line style: =Line: width: -Line calor: il
medustries. In addition to managing the | = [—%p =] ]| b
careers of mary of ite authors. Ilillenni: ) ) ) L &
and {heir work, We can provide all the « Shadow: Shadow depth: Shadow colar: -
support. [ O Mare =] [Homal = I -

=Line length: =Digtance fram texk:

Published Products Length of text =] 01 3 in

Millennia Corporation publishes a variety 0T THES, TI0IT CHESST METATIE 0 OIS IESS SOICES [0 EIMETTEl N
profilss. We claseify titles based on the medin in which they are distribated - Bound and Electronic T

*+ Bound Titles - Fversrthing from the classic titles to the newest in business “How to™ books are publishe
Millermia. We continue to publish existing classics and encourage the work from nevw authors.

If you don’t like the result, click another Lines around paragraph
button. You can also choose a different line style from the “Line style”
box.

Tip To intensify the highlight, choose a shadow color that contrasts
with the paragraph line color.

Using a table in the letter

You can change the appearance of the letter by putting text in a table. You
can also change the size and appearance of the table itself.

You can create a table in document text, in a frame, in columns, in headers
and footers, and so on. Word Pro lets you adjust table size, depending on
where you want the table to appear.

Let’s assume the letter you are writing contains statistics that are best in
table form.
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Place the insertion point in the letter where you want the table.
Choose Create - Table.

Create Table
Tahle shyle:
s Cancel
D escription:
Default Table Style Help

2.
Select the desired
number of columns
and rows for the
table
3.
4,

You can use the

Mumber of columns: IZ]
Murnber of raws: 4 IZ Size & Place Table Manually...

Tip You can also use the Table Grid icon to create a table.

1222

*

Click OK.

Word Pro places the table at the location of the insertion point and
anchors it to any text immediately above it.

Tip You can also click Size & Place Table Manually and draw the table
to the desired size.

Type the statistics in the table.

Millennia Cotporation publishes a variety of titles, from classic literature to business guides to entertainmen
profiles. We classify titles baged on the medium ih which they are distributed - Bound and Electronic Title

Publications
Bound Titlesi

Description

Ewetything from the classie titles to the newest in business “How to”
&

mouse to shrink,
enlarge, or move the
table cells to
accommodate the
information
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hiooks ate published by Millennda. We continue to publish existing
clagsice and encourage the wotk from new authors.

Manufactured on CD EOM, our electronic publications include the
traditional titles but dlso include world newspapers, magazines and
multimedia information. Cur sales of multimedia CD-ROM reference
works is forecasted to bring in healthy revenues for Millennia in 1905,
With a recovering and increasingly technology-enabled global
economy, we predict that sales will continue to experience growth
throughout the nexd five years.

Electronic Titles

Manufac turing & Distribution Services

O manmafacturing plant, located in London serves as the production and clearing house for not only our tit]

o, owmin £ el 11 P

Pl I T} A 1 1




Emphasize the table headings
You now decide that you want to put lines around the heading information

at the top of the table.

1. Click the right mouse button inside one of the table cells.

2. Choose Cell Properties.

Word Pro displays the Table Cell InfoBox.

3. Click the Lines & Colors tab on the Table Cell InfoBox to bring the
panel options forward (if it does not display).

4. Select the table cells that you want to emphasize.

T =T =
of matry of its authors. Millennia provides marketing. public relations and sales sumnort for our authors
it work, We can provide all the services an autho: E.}F'r.:.pe |Table Cell ﬂ] 7. I x I
L
S\ # O\ Misc L £31\
Click fth hed Products Lines around cells:
ick one of the roduc = .
Lines around cells hia Cotporation publishes a variety of titles, from ¢ I%D @ =il E III]] _Options...
buttons . We classify titles based on the medivm in which Line style: Line width: Line color:
I Jd [ M R
The Change | Outline line style: Outling ine width: — Outline line color:
i Mame | | —2Zpt. =
happens instantly EBound Titles Evetything from the clas: ! = =
. Background color. — Pattermr: Pattern color:
v lect books ate published by M
= [
Ol," can se (?C clagsics and encourage th L I |;’.'.‘.’.'.‘.5 j _Z|
options for: line P
. Electronic Titles | Manufactured on CD ROmr oo ereerrommg Aroome amors o rome e
Style’_ width, and traditional titles but also include woild fewspapers, magazines and
color; background multimedia information. Our sales of multimedia CD-ROM reference
color, pattern, and works is forecasted to bring in healthy revenues for Millennia in 1995

pattern color

You can also choose Table from the drop down list at the top of the InfoBox
to bring up the Table InfoBox where you can set options relating to the
entire table, not just cells. For example, you can put a shadow around the
entire table.

ies far: | Table

j]‘?lxl

E\ 1=\ Flacement \, Misc \ £5/\

Lines around table: Designer borders:

e | B E| &) [ e -]

Line style: Line width: Line color:
Moe =) [—%p =] ]
Background color. — Pattem: Pattern colar:

| I A [ R

Shadow: Shadow depth: Shadow color:

[ O Mone =] [Nomal | -Z|
Show lines: Carners:

[Mone ¥] [ Mone 4
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Proofing and editing the letter

When you finish adding information to the letter, you can check it for
misspellings and errors.

Click Replace,
Replace All, Skip,
or Skip All, as
necessary

1.

Choose Edit - Check Spelling.

The Spell Check bar appears over the document and, because it is
modeless, lets you make corrections right in the letter during the Spell
Check process.

When you open the Spell Check bar, all questionable words in the letter
will highlight. You can skip over the highlighted words, replace errors
using the Spell Check command buttons, or edit words right in the
letter while leaving the bar active.

Review the misspellings in the “Word in question” box.

‘¥ Lotus Word Pro - [Untitled1]
$7 Fle Edt Miew [Ceats Tet Window Help TS|

o2 &0 » £ 8| cEga U filelG

_ substarttial ] ] dto Lise Dictionary | e +_ Click Done to

Wl ey s - remove the Spell

[_stioan || skip || smatconect.| gptons. | @ | Check bar from
Caver letter \, Title Page \, Company Frofile \, Froducts & Seefices '\ Pl the screen

profiles. We classify titles based on the medium in which they are distributed -- Bound and Electronic Titles =

* Eound Titles - Everything from the classic
Millennia. We continue to publish existy

es Lo the newest in business “How to” books are published by
classics and encourage the work from new authors.

* Electronic Titles - Manufactured o€D ROM, our electronic publications include the traditional titles but
also inclade world newspapers, pfegazines and mullimedia information. Our sales of mullimedia CD-ROM
seference works is forecasted #6 bring in healthy revenues for Millennia in 1995, With a recovering and
increasingly lechnology-enabled global economy, we predict that sales will continue to experience grawth
throughout the next five years.

Manufac turing & Disiribution Services

Our manufacturing plant, located in London serves as the production and clearing house for not only our titles,
bt for products fro. t cotpanies as well. Our equipment is the most technologically advanced and we
are able to make a g ekl amount of revenue from printing of titles other than our own.

Agait it was a pleasure meeting with you and [ look forward to ow next meeting, held in our offices in New

York. =
< | b
Times Mew Foman | 127 %an| B| 7 |U] 9 Default Test =R ERIEEES TEPal

Another Word Pro tool—SmartCorrect—instantly corrects errors as you
type them, when you hit the spacebar. For more information, see
[Chapter 6. “Getting Productive: Working with Modeless Bars.”|

Tip If you still want to add text to the letter (and SmartCorrect is
turned on in File - User Setup - Word Pro Preferences), common typing
errors will be automatically corrected as you type.
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Viewing your letter

You can use different views to look at the letter before printing it. You can
also edit in any Word Pro view.

Choose View - Zoom to Full Page.

E Lotus Word Pro - [Untitled1]

$7 Fle Edit View Create

o2& &0 »

Text

Atlanta, GA

Elaine Williams
Software Clearing House
500 hain Street

Atlanta, GA 30333

Dear Ms. Wittiams,
It was apleasute speaking with you and your board

excited shout our new procusts and services and thing
beneficial tn both companies

1050 Main St

Eim] sttt 1 o] ETi0E

profiles. We classify thles based on the mediam ia ]

+ Bound Titles - Everything from ths classic titlss t
Wfillennie. We continue to publish existing cless: |

* Electronic Titles - Manufactured on CD ROM, o
include world newspapers, magazines and multin
wotks is forecasted to bring in healthy revenus i
technology-enabled global economy, we predict tt
five yeurs.

+ Manufaciuring & Distribution Services

Our mamafacturing plant, located in London serves
for products from other companies as well. Our eg
make asubstantial amount of revenus from printing

Again, it was a pleasure mesting with you and 1 fac

Sincerely,

Iichael Evanston

27PM 9/22/95
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Choose View - Clear All Splits. Then choose View - Split Top-Bottom.

¥ Lotus Word Pro - [Untitled1:2]
Tent

Create

Window  Help

| B| o] e

Millentia Corporation
1050 Main Street

o |4

o] B

404.555.1212
404.555 1234 FAX

Atlanta, G4 30339

michael_evanston@erd.millennia.com

May 27, 1993

Elaine Williams

4]

mE

]

>
wotks is forecasted bo bring in healthy reverues for Millennia in 1995, With a rscoveting and increasingly
technology-enabled global sconomy, we predict that sales will continue to experience growih throughout the nex |

|

five yoats

Manufac turing & Distribution Services

Our manufacturing plant, located in London serves as the produstion and clearing house for not only our titles, tu
for produsts from ather companies as well Cur equipment is the most technologically advanced and we are able ¢
make a substantial amount of revemae from printing of titles other than our own.

Again, it was a pleasure meeting with you and I lock forward to our next meeling, held in our offices in New Vork

r

TEFal |5

1 [l
Times New Floman | 12 @i B[ 7 [UJ 9 Defauk Text

T ETTm18aM 5/25/55

Choose View - Special Views, select “PageWalker,” and click OK.

¥ Lotus Word Pro - [Untitled1:2]

$7 Fle Edt View Crests Text Window Help
veElen] > 4% O m i@
N il N
= = Millennia Corporation a4, | —
mnlﬂ““la 1030 Main Strest a04;
Atlanta, GA 30339 hict
Elaine Williams
Software Clearing House
500 Main Streer M
Atlanta, GA 30339
Dear Ms. Williams,
It was a pleasurs speaking with you and your board of directors at our e
excited about our new products and services and think the partnership wi
beneficial 1o both companies
Times New Roman“| 12°] @i | B | I [U ] 9 Defaul Test 1T:308M 8/25/95 dEF &

Choose View - Special Views, select “Clear all splits and Special Views,”
and click OK.
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Saving the letter

1. Choose File - Save As.

Save As H
Save i | — wardpra
b <1 readme. lwp
!ﬁ test. lwp
Lf\]’ testl.wp
File name: [ lwip] Save |
Save az type: |Lotus wiord Pro j Cancel
Help
[ escription:
Fratect File...

2. Type an easily identified name for the letter in the “File name” box.

You can also add a description in the “Description” box.

3. Click Save to save the letter.

Printing the letter

Choose File - Print.

Print
Mame: HP Lasenlet 4 /404 Properties Cancel
Status: Default printer; Ready Egias
Type: HF Laser)et 444440V PastSeript —
where:  \\Chaos\doc_prn Help
Camment: [ Print ta file:

Print range Copies
& Al 3 pages MNurnber of copies: |1 3:
" Current page

U [ Collate
" Pages from |1_L0:|3_|Z]

Frint
[ Limit pages to:

" Current division:

(" Selected pages on Select Pages
Including: |Both odd and even pages ¥

Working with Word Pro 5-11

Select the desired
print settings and
click Print



Creating an envelope

You can create an envelope from inside the letter. Word Pro places the

envelope in a separate
1.

division with its own divider tab.

From inside the letter, choose Create - Envelope.

Word Pro displays an envelope at the end of the letter in a new

division.

$7 Fle Edit View

j0 3] &0

_|F] X!

=181 x|

Frame  Window Help

L B et el ool @ @] 2] FIEE

Click in the address blacks
b type the address, or click.
Address, then click Print.

@) Ervelons

addess | [[ERC ] size [Com10Eny Done_|

=)

Fostal Code.. |

Jim Cax

The envelope
contains two frames,
one for the sender
address and one for
the recipient
address

=

Times New Roman“| 12°] @i | B I [U ] 9 Defaul Test

FE T z2seM s/25/95 TEPz &

If you already typed the recipient name and address in the letter, it will

display in the recipient frame. Otherwise, click the frame and type the

desired name and
The name and add

address, or make any necessary corrections.
ress (if any) that is already in File - User Setup -

Word Pro Preferences, appears in the sender frame. If it does not, or is
in error, click the frame and make any necessary corrections.

bar.
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Print the envelope

1. Select the paper source in the “Bin” box on the Envelope bar.

2. Click Print to display the Print dialog box.

Print
Mame: HP Laserlet 44/4h% PostScript Properties Cancel
Status: Default printer; Ready Egias
Type: HF Laser)et 444440V PastSeript —
where:  \\Chaos\doc_prn Help
Camment: [ Print ta file:

Print range Copies
& Al 3 pages MNurnber of copies: |1 3:
" Current page
U [ Collate
" Pages from I‘I_LO:II}_IZ]
Frint
[ Limit pages to:

" Current division:

(" Selected pages on Select Pages
Including: |Both odd and even pages ¥

Select the desired
options and click
Print

Tip  When you print an envelope using the Envelope bar, you print
only the envelope. To print other parts of the document, use the Print

icon or the File menu.

Merging files

If you want to send the same letter to many people, you can create a file
containing the names and addresses of the people you want to send the
letter to, and then you can merge your letter with the file to automatically
produce a personalized copy of the letter for each person in the name and

address file (called the data file).

Word Pro’s Merge feature lets you combine information in one file (such as
names and addresses) with text in your letter file. Most preparation for a
merge occurs prior to activating and using the Merge bar, since you must

first set up a data file with field names and records.

You can complete a merge using three steps:

1. Select or create a data file. This file will contain field names (such as
first name and last name) and field data (such as specific first and last

names).

2. Select a merge document. This file contains data that stays the same

(such as the body of a letter).
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3. Merge the data file and merge document together.

Create a data file

Before you use the Merge bar, you must first create or select a data file. You
can create a data file in Word Pro format. You can also use data stored in
another application as a data file, but you cannot edit the data. A data file
lists the types of information you want to include (such as last name, first
name, and address) and the information itself (such as specific names and
addresses).

The data in a data file is arranged into records. A record contains the
complete data for a single item, subject, or person. A record is similar to
one card in an index card file.

5-14 Exploring Word Pro



First name and last
name fields

Michael Evanston
Millennia Corporation
1050 Main Street

Company field

Atlanta, GA 30339

Address field

City, State, and Zip
fields

Phone number field

? (404) 555-1234

' S

One record

Other records

Each record is divided into fields. Each field contains one type of data
corresponding to a field name. For example, if you specify company, first
name, last name, and address as field names, each record contains
company, first name, last name, and address data for one person.

Merge Assistant dialog box
First, use the Merge Assistant dialog box to create the data file. To reach

this dialog box, choose Text - Merge.

Merge Assistant

Step1: DataFile \ Step 2 Merge Document Y Step 3 Wiew and Print %

Step 1: Select a data file
Select or create a data file containing the records and fields you want
to merge. The data file can be any type of document. You can view

and edit recards in data files of type Word Pro by clicking Edit Data

D ata file:

Edit Data File.. |

Browse... |

Cancel Help | Nest > |

ﬁjly
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Type a field
name or select a
commonly

To create a data file, click New Data File on the Step 1: Data File panel.

Create Data File

Type the name of fields to create in pour new data file: oK

Field name:

1 _Coned |
Fields for new data file: Commonly used fields: DOptians...

Help

used field.

Type the
information fora ——
record...

Bemove

COMPANY
COUNTRY
COUNTY

i

Click Add for each
field name you
want.

When you click OK in the Create Data File dialog box, the Edit Data File
dialog box displays. You use the Edit Data File dialog box to enter the

information for each record that you want to add.

Edit Data File
Enter data into fields below and then click Add Record to create a 5
new record or click Update Record to update the modified record. =
YA

FIRST_NAME [Michael
LAST_NAME |Evansl0n
ADDRESST |Mi||ennia Corporatian

Update Record

ADDRESS2 |1DSD Main Street Mew Record
oy |
STATE |
Sort...
POST_CODE |

GoTo..

Jad

Field kgt...

Help | Closs File |

Add Record _|_—

...click Add
Record...

...then click New
Record to add
another record

When you finish adding records, click Close File and save the file.
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Select a merge document

Merge Assistant

Step 1. DataFile  Step 2 Merge Document \ Step 3: View and Print

Step 2: Select a merge document and insert merge fields
‘Y'ou can uze a document of any twpe ta merge with vour data file. The =
document must have fields in it that match the figlds in the data file. To 4
inzert fields in the selected document, click Insert Merge Fields.

hich b

data:
£

Insert Merge Fields... m
Cancel | Help | <« Back | Mext > ‘ Done |

To perform the second step of a merge, click Next to specify the document
that you want to merge with your data file (for example, your letter that
you created). You can delete the current specific name and address
information in your letter, and then use the Merge bar to insert fields into
the document that match the data file fields.

Tip If you want to use your letter as the merge document, you can insert a
merge field into your letter so that the salutation reads:
Dear <FIRST_NAME>.

Note Word Pro does not recognize regular information typed into the
document as merge information. For example, typing “<FIRST_NAME>" is
not the same as inserting a merge field.

Click Insert Merge Fields on the Merge Assistant dialog box to display the
Merge bar.

The Merge bar

2- Step 2 Toingert fields into the document, select

a data file field from the list and click Insert Field.
Click Dane ta return ta the Merge Assistant.

LAST_NAME
ADDRESS
ADDRESSZ

Inzert Field I Done |

The Merge bar lets you insert the fields from your data file into your merge
document. For example, use the Merge bar to insert fields so that the
beginning of your letter resembles the following:

<FIRST_NAME> <LAST NAME>

<ADDRESS1>
<CITY>, <STATE> <ZIP>

Dear <FIRST_NAME>:

Place the insertion point at the desired location and select the desired field
name in the Merge bar list box. Then click Insert Field.
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Repeat for each field you want to insert.

Inserting and formatting field names

You can insert spaces and punctuation between field names and insert one
or more field names on a line. For example, insert the City field name, type
a comma and a space, and then insert the State field name.

You can insert the same field name in more than one location.

Merging together
To perform the final step of a merge, click Done on the Merge bar, then
click Next on the Merge Assistant dialog box to select the desired viewing
and printing options.

Merge Assistant

Gtep1: DataFile \ Step 2 Merge Document " Step 3 View and Print \

Step 3: Select data records and direct the results

“t'ou can merge with all ar only selected records in the data file. when =
you click Done, each resulting document can be viewed and then __J
printed, or all resulting documents can be sent directly to the printer.

i Limit to Selected Records.... |

Ww'hat to do with rezulting documents:
&+ Wigw or-screen before printing
" Send directly ta the printer

Print Optionz for Results. .. |

Cancel | Help | << Back | | [Dione |

You can include or exclude specific records in the data file by specifying
conditions. For example, you can send a letter to people who live only in
Georgia and exclude anyone who lives in other southern states from the
mailing.

You can merge all the records, or only specific records, or only records that
meet certain conditions. You can also select desired print options.

You can use multiple sets of conditions to more precisely specify the
records you want to merge.

After selecting the desired options, click Done to view and or print the
finished documents.

For more information

1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Merge, documents
3. Click the index entry you want, then click Display.
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When to create a custom SmartMaster

If you are frequently creating a certain type of document, you may want to
create a custom SmartMaster.

For example, every month you create and publish a 4-page newsletter.
Standards for the newsletter include:

* Article titles must use the Arial font in 14 points

® Regular text must use the Times New Roman font in 10 points

* The page layout must have 3 columns

* The first page must contain, in the bottom right corner, a 2" x 4" table of
what to find inside

* The newsletter title, publishing information, and logo must remain
constant from issue to issue

You can customize the styles, contents, and scripts so that the document is a
model for each newsletter. By setting up styles, you can determine the page
layout for the newsletter as well as the formatting information for
paragraphs, characters, frames, tables, and so on. In addition, you can
specify any contents you want included in each newsletter document, such
as text, graphics, OLE objects, tables, frames, and Click Here Blocks. You
can also create scripts that you want to run each time you begin a new
newsletter.

After you customize the look of the newsletter, you can save the document
as a SmartMaster by choosing File - Save As, selecting “Lotus Word Pro
SmartMaster” in the “Save as type” box, and typing the file name. All
SmartMaster templates use the file extension .MWP.

Each time you want to publish a new issue of the newsletter, simply create
a new document using this SmartMaster and start writing. Customized
SmartMasters are also great for proposals, contracts, expense reports,
annual reports, meeting agendas and minutes, and so on.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Click here blocks
SmartMaster, overview
Styles, defined
3. Click the index entry you want, then click Display.
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Chapter 6
Getting Productive: Working with Modeless Bars

One of Word Pro’s new features is the modeless bar which you can use to
perform tasks such as checking your spelling, merging a document, or
inserting index entries.

A modeless bar is a tool that lets you go back and forth between a function
and a document without opening and closing a dialog box. The modeless
bar contains the same components as a dialog box: list boxes, text boxes,
command buttons, and so on, while appearing at the top of the workspace
in bar form.

The difference is that you can leave the bar active and use it while you are
working.

¥ Lotus Word Pro - [Untitled1]
$7 Fle Edt View Crests Test Window Help TS|

" I} |?—’ @j‘r&‘ﬂﬂéu{a}bc{}j B;!&m| zf‘:z‘g’:‘ ’E‘

Spell Check %d- Replace &l || Replacs || AddtolserDictionay | [ Done |
modeless bar =ea [ o | smngorect. | gpdone. | _ @ |
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For example, if you are checking spelling with the Spell Check bar
displayed and want to edit text in the document, you can edit it, and then
resume checking using the Spell Check command buttons. You don’t have
to close the Spell Check bar.

You can also display more than one modeless bar at a time. For example,
you can have the Find & Replace and Index/TOC bars open on the
workspace at the same time. That way, you can use the Find & Replace bar
to find the text you want to mark and the Index/TOC bar to mark the entry.



You can also display the modeless bar in multiple windows. If you are
working in two documents, you may want to run Spell Check on both at the
same time. You can display the Spell Check bar in each window.

Note The exception to this type of display is the Expert bar which spans
across the top of the workspace but is not document specific. Only one
Expert bar can display at a time.

Each modeless bar has a set of command buttons that perform a specific
Word Pro function when clicked.

Types of modeless bars

There are several modeless bars in Word Pro, each with its own set of
command buttons. They are:

®* The Envelope

* The Expert

* Find & Replace

* Format Check

e Grammar Check

* Index and Table of Contents

* Merge
* Review (Marked Edits)
® Spell Check

Each bar is pictured on the following pages with a brief explanation of its
functionality.
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Envelope

You can create and print an envelope from within any Word Pro document
using the Envelope bar.

Note You can also print using the Print icon or the File menu.
Choose Create - Envelope to display the Envelope bar.

ﬂ Ervelope | Click in the address blocks Address... | : Size: | Com-10 Ere ﬂ| Done
to bype the addrgss, or click
| Address, then click Frint. Pastal Code. . | Bin: |AutDSelect Trap ﬂ|

You can use the Envelope bar to:

* Create and print various size envelopes

* Automatically address envelopes using your own list of commonly
used names and addresses

* Insert a bar code on an envelope
* Print multiple envelopes using merge

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:
Envelope, overview

3. Click the index entry you want, then click Display.

Expert

The Expert is a tool that lets you ask questions in your own words about
Word Pro functions and how to use them. You can “Ask the Expert” a
guestion without worrying about using the right terminology. The Expert
points you toward the right answer.

Choose Help - Ask the Expert to display the Expert bar.

g Ask the Expert || I History... | e | Far help on uzing the Expert, chooze one of these and click OF.
= = 1 sing the Expert
Agk the Expert 3 'How do |..." guestion in your own words: Suggestions for asking questions

You can leave the Expert bar up while you work in Word Pro. When you
have a question, you can readily ask the Expert for help.
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When the Expert finds the answer to your question, it displays the
information in a Help window which can also be left up on the screen while
you work in the document.

If the Expert cannot find the exact answer, it displays a list of possible
answers to help you. You can select one of the answers and click OK to get
to the Help topic, or you can rephrase the question.

How to Ask the Expert
Here are some helpful hints about what and how to ask the Expert:

Ask task-oriented questions. (How do 1...?)

Make your questions direct and concise. The clearer the questions, the
easier it is for the Expert to find the answer.

Make your location in the document relevant to your question. For
example, if you ask the Expert how to “draw a line around this” when
you have the insertion point in a table cell, the Expert will recognize the
cell as the object around which you want to draw a line.

Ask only one question at a time.

Type only necessary information. Extra information can cause the
Expert to get confused and find the wrong answer or no answer.

If the Expert cannot find an answer to your question, rephrase it or ask
about a related task.

Review the spelling in your question before asking.

For example:

Instead of... Type this... Explanation...

What is a cell? How do | The first question is asking for a
insert text into  definition. Ask task-oriented
atable? questions about doing something.

How do | open a How do | open When you ask two questions, the

document and bold a document? Expert tries to find answers to each

text? or How do | part of the question, so the answers
bold text? may be less accurate. Ask one
guestion at a time.

How do I install a How do | The Expert does not reference

Windows driver? select a printer information about installing or using

for Word Pro? Microsoft Windows. Ask questions
only about Word Pro.
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Instead of... Type this... Explanation...

How do | change the How do | The Expert knows you are trying to
color of this line of text  change the change the color, but it is not clear
in the cell of my table on color of text? about what: the text, the cell, the
the second page of my table, the page, or the document?
document? Ask clear and concise questions.
How do | create a tabel? How do | The Expert does not check the

create a table?  spelling of your question. You must
check spelling yourself.

For more information

1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Expert
3. Click the index entry you want, then click Display.

Find & Replace

You can find information in a document quickly using the Find & Replace
bar. You can also find and replace text, text properties, paragraph styles, or
special characters.

Choose Edit - Find & Replace Text to display the Find & Replace bar.

© R 1 =] |—ee
Fleplaceyith:l ﬂ| | | Options...

You can use the Find & Replace bar to:

e Specify attributes, properties, and paragraph styles for text you want to
find and replace

Specify the direction for searching in the document
Set options and parameters for finding and replacing

Use special characters such as ~p to find specific text in a paragraph

For more information

1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Find and replace, overview
3. Click the index entry you want, then click Display.
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Format Check

You can edit a document quickly using the Format Check bar. Format
Check scrolls through your document and, using common typing
conventions, quickly finds and corrects basic errors, common typing
mistakes, and inconsistency in presentation.

You can check your document for consistent use of spacing between
sentences, correct bulleted lists, and the appearance of acronyms in a
paragraph. Format Check also replaces incorrect characters and common
typing mistakes.

Choose Edit - Check Format to display the Format Check bar.

_ Rule; Space bebween sentences. |?H,§ﬁliiﬁ_i§_‘§| Feplace all of Hule| Replace All.. | Daone
Suggestion: Use consistent sentence space. Skip | Skip All of Rule | Options...

You can use the Format Check bar to:

* Remove double spaces between words

® Replace dashes and asterisks with true bullets

® Set proper indention for bulleted lists

* Replace characters such as (r) with the correct symbol ®

Format Check finds and highlights errors and inconsistencies in the
document and provides suggestions for correcting each one. You decide
whether or not you want to use each suggestion.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:
Format check, overview
3. Click the index entry you want, then click Display.

Grammar Check

Grammar Check is a grammatical proofing tool that displays as a bar at the
top of the workspace. Grammar Check analyzes your document for possible
errors and offers suggestions for replacing them. It also shows examples of
incorrect sentences.
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Choose Edit - Check Grammar to display the Grammar Check bar.

a9 Mumber of zpaces following [« . .

Possible efrar thiz zertence daes nat match Q Buestionable item: Dong

B Hor. the setting in the Grammar Skip || [Spaces Explain.. |  Options... |
Error 1 of 1 ﬂ Options dialog box, - | — —

You can use the Grammar Check bar to:

* Proofread and edit a document for grammar, style, and mechanics

* Display document and readability statistics

Word Pro highlights and displays the number of errors associated with the
current sentence. You can review each highlighted item and replace the

item with Word Pro’s suggestion, skip the item, or click in the document to
edit the item yourself.

If there is more than one error associated with a sentence, you can select the
error you want to correct in the “Possible error” box.

For more information

1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Checking, grammar

3. Click the index entry you want, then click Display.

Index and Table of Contents

Select which type of
entries you want to
mark

The Mark Text bar is a Word Pro tool that lets you mark index and table of
contents entries in a document. You must mark the entries before you can
create the index or table of contents.

Choose Text - Mark Text As, and then choose Index Entry or TOC Entry to
display the appropriate bar.

_ Brirnary: [ | et Mark | “—| | Done |
Mark text as: Secondary: - | | Femove Al | Options... |
[ And wice verza [ Show Index Marks

You can switch back and forth from the Table of Contents bar to the Index
bar by selecting Index Entry or TOC Entry in the “Mark text as” box.
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You can use the Mark Text bar to:

* Mark (identify) selected text as a primary or secondary index entry

* Create an index entry with primary and secondary text (for example,
Dog, Poodle)

* Reverse an index entry (for example, Poodle, Dog)
* Display index and table of contents marks in the document

* Mark text and assign it a TOC level from level 1 (main headings) to
level 9 (lowest headings)

* Remove TOC marks in the document

Tip If you want to mark TOC entries by paragraph style, choose Create -
Other Document Part, and then choose Table of Contents. Refer to online
Help for information.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Index, creating

Table of contents, creating
3. Click the index entry you want, then click Display.

Merge

Word Pro’s Merge feature lets you combine information in one file (such as
names and addresses) with text in another file. Most preparation for a
merge occurs prior to activating and using the Merge bar, since you must
first set up a data file with field names and records.

The Merge bar allows you to insert the fields from your data file into your
merge document. For example, if your data file contains names and

addresses and your merge document is a letter, you can use the Merge bar
to insert fields so that the beginning of your letter resembles the following:

<FIRST_NAME> <LAST_NAME>
<ADDRESS1>
<CITY>, <STATE> <ZIP>

Dear <FIRST_NAME>

Before you use the Merge bar, you must first choose or create a data file. A
data file lists the types of information you want to include (such as last
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name, first name, and address) and the information itself (such as specific
names and addresses).

Choose Text - Insert Other and choose Merge Field to display the Merge

bar.
9 - Step 2 Toingert fields into the document, select FIEST HAME n Dione
5 data file field from the st and click Insert Field. _ Irset Field | o |
Click Dane ta return ta the Merge Assistant. ADDRESST
ADDRESS2

You can use the Merge bar to insert the fields from your data file into your
merge document.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:
Merge, create
3. Click the index entry you want, then click Display.

Review (Marked Edits)

One of Word Pro’s features is marking up edits, which allows one or more
editors to make revisions to a document that are marked as insertions or
deletions for later review.

You can change how the marked edits will look. When you insert or delete
text, a frame, or a table cell, Word Pro marks it as either an insertion or a
deletion, using the markup options for the current editor.

Word Pro provides an editing tool called the Review (Marked Edits) bar
from which you can find and review marked edits.

Choose Edit - Review Marked Edits to display the Review bar.

M Edit by: Michael Evanzston Find Mest | Accept Edit | Accept all Edits... Done
Original Yersion Previous | Reject Edit | Reject All Edits... Clear Tags

You can use the Review bar to:

® Accept or reject edits
* See who made edits
® Select a previous version of the document to view

* Create a new version of the document in which you accept or reject
edits
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For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:
Review Marked Edits bar, overview

3. Click the index entry you want, then click Display.

Spell Check

Spell Check is a Word Pro proofing tool that checks a document for
misspelled words and highlights them for correction.

You can activate Spell Check before you start typing text, while you are
typing, or when you finish typing a document. If you activate Spell Check
before or while you are typing, you can use a feature called SmartCorrect to
highlight and correct errors as you go along. If you wait until you finish
typing to activate Spell Check, Word Pro highlights errors all at once.

Choose Edit - Check Spelling to display the Spell Check bar.

%! PEGUITENES | | Add to User Dictionany | Dione |
Whord in question:
Skip All | Skip | SmartCorrect... | Options... | (¢4 |

You can use the Spell Check bar to:

Select from a word list and replace a word in error.
Edit your own errors.

e Establish one or more user dictionaries for a document.
®* Add to a user dictionary as you go along.
* Choose a language in which to check for errors.

* Add words to SmartCorrect, the Word Pro feature that instantly
corrects errors as you type.

One way to immediately highlight words in error without using the Spell
Check bar is to choose View - Show/Hide, and then choose Misspelled
Words.

Tip SmartCorrect instantly corrects errors as you type them. As long as
error words and misspellings (and their replacements) are in the
SmartCorrect dictionary, they correct themselves when you press the
spacebar.
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For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Spell Check, overview
SmartCorrect
3. Click the index entry you want, then click Display.
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Chapter 7
Getting Productive: Organizing a Document

This chapter explains Word Pro’s features which you can immediately use
to create dynamic, effective documents. There are several new features in
Word Pro as well as some that will be familiar to current Ami Pro® 3.1
users.

Divider tabs, similar to file tabs, are a new feature that let you visibly
organize a document into divisions and sections. You can instantly access a
page, no matter how far down in the document. You can name the divider
tabs, rearrange, move, and combine them, nest them within each other, and
use them to structure your document.

Divisions and sections are parts of a document that you can use to manage
documents. Divisions can contain text, external files, graphics, and so on;
sections can be multiple, even on one page. Both divisions and sections can
be represented by divider tabs.

You can use one or more page layouts to vary the look of your documents
and mark each of them for easy reference. You can even use more than one
page layout on a page.

Visible guides such as the page gauge and page sorter let you maneuver
through documents and act as organizers for editing.

Word Pro provides several new features which you can use to structure,
organize, and navigate through documents:

* Divider tabs
* Divisions

® Sections

* Page gauge
* Page sorter
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Divider tabs

Divider tabs represent divisions and sections in a document. They can be
used to structure a document and reveal its organization at a glance.
Similar to Worksheet tabs in Lotus 1-2-3 for Windows, divider tabs can
correspond to parts of a document, such as a Table of Contents, Chapter 1,
Chapter 2, Index, and so on.

7 )
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Some divider tabs are created automatically when you use Word Pro
features such as a table of contents, an index, and an envelope. Each
SmartMaster contains at least one default divider tab, named Body.

| [Body \

You can always create any number of divisions and sections, each with its
own divider tab.

Divider tab features and how you can use them

You can display or hide divider tabs by clicking in the upper right
corner of the workspace, right above the scroll up arrow.
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Divider tab feature... What it does...

Dragging a divider tab Reorganizes a document by moving divider tabs (with their
corresponding text) anywhere you want.

Clicking a divider tab Immediately brings that division or section forward, no
matter how far down in the document.

Double-clicking a Expands a divider tab so you can edit the name.

divider tab

Clicking the right Brings up a shortcut menu for a division from which you
mouse button on a can choose division functions.

division divider tab

Clicking the right Brings up a shortcut menu for a section from which you
mouse button on a can choose section functions.
section divider tab

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:
Divider tabs, overview

3. Click the index entry you want, then click Display.

Divisions
One of the best ways to understand and use divisions is to show their

divider tabs. Divider tabs are an easy way to visually identify where
divisions begin in a document.

Cowver letter \# Company Profile Y= Products & Services Fublished products \ Marufacturing \ \# 1934 lwp \

Divisions are parts of a document and can contain:
* Text, frames, and tables
® Sections

* Other divisions having different properties from the original division
(for example, formatting, styles, and layout)

e External files that are linked to the document
®* OLE objects

Features such as page numbering, table of contents, and index can be
specific to a division or span across all divisions.
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External division
divider tab

Naming or renaming divisions
You can name or rename a division’s divider tab to help in organizing and
partitioning the document.

wProfile Y= Products & Services | Ny \, Manufacturing

When you create page numbering, numbered lists, and bookmarks, you can
reference the division name where they reside.

Using styles in a division
You can apply a SmartMaster template to one division, to an entire
document, or to all divisions in a document.

If you use more than one type of division (SmartMaster category) in a
document, each can use its own SmartMaster. For example, you use a
“memo” SmartMaster for one division and a “letter” SmartMaster in
another division.

Styles can be shared between divisions or limited to a particular division
using the InfoBox Style panel and the Create/Redefine Style options.

® Froperties for: TR ﬂ] 2. I X I
N =Y BN ) Misc \ Advanced ' &l\‘-.
Shyle:
Bady Singls | Click on a style to apply
Body Test the style settings to the
Bullet 1 curment selection.
Bullet 2
Default Text
First Line Indent R4 ResettoSle. |
Create Style. .. | Fedefine Style... | Manage Styles. .. |

You can separate styles (such as page layout, text attributes, table and table
cell options, frames, headers, footers, new numbering) in one division from
another. If you create or redefine a style in one division, Word Pro can
apply it to all other divisions.

Divisions and external files

When you import or link an external file into a document, that file becomes
a division in the original document (with its own SmartMaster), and, if you
linked to an external file, the host document becomes a master document.

Word Pro automatically creates a division divider tab for the external file in
the master document, on which the file name appears.

Compary Profile  \& Products & Services  \& 1994.0wp
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You can change the name of this divider tab (or any other divider tab).

Creating a division using a divider tab
The simplest way to create a division is to click the right mouse button on
an existing division divider tab and choose Quick Division.

Cower jster \.ﬁ. Pamnami Profils V= Products & Services Puhlished nrndiurts N bamfachring s \4"’ 1t

Division Properties. ..

Choose Quick Quick Division

Division L
Mewa Djvizion, ..

LCambing Divizions. ..

Delete Division

| Group Tabs

Word Pro creates the new division immediately to the right of the division
on which you clicked, with properties copied from the division on which
you clicked.

Cover letter ¥ | Division "-ﬁ‘r' Company Profile  \= Products & Services  py Hisked nrndic
Word Pro zhe -k

automatically
creates a divider tab
for the new division,

with the default
name, “Division”

Using the Division divider tab shortcut menu

The shortcut menu expands your options when working with divisions. If
you click the right mouse on a division divider tab and choose New
Division, you can create the division from the Create Division dialog box,
similar to the way you create a new document in Word Pro.

Create Division

Create a Divigion from an E xigting Document \, Create a Division Uzing a Smarthd azter \

| Select a recent document to insert |

readme o

dAlotuswordprotdemnol
dAlotus wordprotletter
dih letter

- Mo Dezcription

Browse for More Files... | Internet... |

Ok, I Cancel | Create Plain Division... | Create OLE Divigion... | Help |
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Tip You can also choose Create - Division.

Once you create a division, the shortcut menu lets you delete, combine, and
group divisions, and set division properties using the Division Properties
dialog box.

Division Properties
Divizion name:
Cancel
Page style far divizion:
| [ Default Page j| Save as File..
Start divigion: Help
| On next page ﬂ|

¥ Show divider tab
Diivider tab color:

For more information, see[‘Differences Between Divisions and Sections”|
and ["‘When To Use Divisions and Sections™|in this chapter.

For more information

1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Documents, divisions
3. Click the index entry you want, then click Display.

Sections

Sections are areas of a document that reside within divisions. Sections can
start anywhere in a document, even in the middle of a page.

Sections have their own divider tabs. You can use a section to restart page
numbering, use new headers and footers, and build a table of contents. Just
as with divisions, it is recommended that you use divider tabs to represent
sections for ease in organizing and structuring a document.

Creating a section
You can create a section by choosing Create - Section to display the Create

Section dialog box.
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Section divider tab

Create Section

Create a new section

‘You can create a section that starts within
a page, on the next page, on an odd or
even page. ou can also choose the initial
paae layout style for the section.

oK |
Cancel

Hep |

Start section:

|nitial page layout shyle:

W Show divider tab
W Usze header text from previous page

W Use fonter test from previous page

Unlike creating a Division divider tab, you must use the Create menu when

you first create a section.

Once a Section divider tab exists in the document, then you can click the
right mouse button on it and choose Quick Section.

After you set the desired options and click OK, Word Pro inserts a section
mark on the page (depending on the section placement option) and
automatically creates a Section divider tab within the current division.

= Company profile o Sectinn"\l \'-l

You can always change the name of a section divider tab.
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You can use sections to start a new page layout on the same page. For
example, you can use two columns on a page and then return to a single
column on the same page, or use a table in the upper half of a page and

halfway down the page, begin columns.
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many of its authors. Millennia provides marketing, public relations and sales
support for our authors and their work. We can provide all the services an author
needs — from marketing a title to production and sales support.
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Distribution Services
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When you create a section, a section mark displays in the document (if
“Section marks” is selected in the “Show marks” box in the View
Preferences dialog box).

Using the Section divider tab shortcut menu
The shortcut menu expands your options when working with sections.

If you choose Quick Section, Word Pro automatically creates another
section immediately to the right of the section on which you clicked and
inserts another section mark in the document.

= Company profile o gg-v-- 4 \
Section Properties. ..

Paszte Chrl+

Guick Section

Mew Section...

Select Section
Delete Section Mark

Remember that you must first have a Section divider tab in the document to
choose Quick Section.
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Once you create a section, the shortcut menu allows you to cut, copy, paste,
delete, combine, and select sections, and set section properties using the
Section Properties dialog box.

Section Properties

Section name: oK

S ection

Cancel
Page style for section;

| O Default Page j Help

Start section:
| On nest page ﬂ|

W Show divider tab.
Divider tab color:

i

For more information, see|“Differences Between Divisions and Sections|and
When T Divisions an ions™ in this chapter.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:
Sections, creating
3. Click the index entry you want, then click Display.

Grouping divider tabs
You can use the grouping feature for divider tabs as follows:

* When you click the right mouse button on a Division divider tab and
choose Group Tabs, the divider tab on which you clicked becomes a
child in the group.

Parent division ——+ = Divizian Company F'“Z'f“E""l ‘llll

Child division

* You can group sections, other divisions, or imported files under a
parent Division divider tab.

o q . . . .
r*=|Company Profile ‘o niaduction \© Business urits \& Management profile \e

Section divider tabs |
within a Division
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* \When you create sections, they always group under their parent
division.
* When you drag a parent Division divider tab to a new location, all child

division and section divider tabs move with it and group under it at
their new location.

* \When you drag a section, only that section moves to its new location.
Word Pro places the section at the beginning of the division. After the
section is in the desired division, you can position it before or after a
specific section in that division.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Grouping, divider tabs
3. Click the index entry you want, then click Display.

Differences between divisions and sections

Divisions... Sections...

Always start on a new page after a Can start anywhere on a page, with more
page break than one on a page

Are parts of a document with Are parts of a division

properties similar to a document

Are substantial areas of a document;  Are areas of text whose page layout can
use their own SmartMaster templates  change, even on the same page

Can contain other divisions or text Contain text and Word Pro objects, such
including sections as a frame, table, and so on.

Can use different SmartMaster Allow a new page layout for the specific
templates section but do not affect the document’s

overall SmartMaster

Can be other external files linked toa  Are always within a document, within a
document, creating a master division
document out of the host document

If your document contains external files, the editing rights for the external
files can be different from the rights for the main document. For more
information about setting access and editing rights, see [*TeamSecurity”|in
Chapter 8.
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When to use divisions or sections

If you want to...

Why it’s better to use
divisions...

Why it’s better to use
sections...

Add to a long, complex
document

Change SmartMaster
templates for various large
areas of text

Organize text into major
areas

Customize a SmartMaster
for text or another external
file

Create a master document
that links to other external
files

Group different areas of
text on a page

Identify a small area of
text on a page for a
different format

Use divider tabs primarily
for navigation rather than
reorganization

Have more than one
section on a page

Change to a different page
layout or reset paragraph
numbering, either on the
same page or in the same
area

Divisions contain either
internal text or use outside
files. Each division retains its
own properties.

Each division retains its own
SmartMaster and operates as
a self-contained unit.

Divisions always start at a
page break and truly divide a
document.

Divisions retain the
customized SmartMaster for
the specific division and do
not carry over properties to
other divisions.

Each external file becomes a
division in the master
document.

You can use different page
layouts on one page.

You can use a different page
layout for a small area
without affecting other areas
in the document.

Sections are usually smaller
than divisions and cannot be
nested.

Sections do not require page
breaks.

You can use different page
layouts on one page.
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If you want to... Why it’s better to use Why it’s better to use

divisions... sections...
Change the number of You can use different page
columns or page margins layouts on one page.
all on the same page
Restart paragraph You can use different page
numbering, page layouts on one page.

numbering, and change
headers and footers

Page Gauge

Word Pro’s page gauge is another tool that lets you move through a
document quickly to find a desired location.

The page gauge appears when you drag the page indicator on the vertical
scroll bar.

|r:| Compary Profile * [ 2 |44§

As you drag the page indicator, the page gauge displays the division or
section and page number at the current location of the indicator. Release the
mouse when you are at the desired location.

|Ill Published products + [43 |

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:
Moving, through documents

3. Click the index entry you want, then click Display.
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Page Sorter

Each page
displays a plus or
minus sign and its
page number at
the top.

To move pages,

Page Sorter organizes your document into groups of pages, based on where
the page breaks, divisions, or sections reside in the document. You can
quickly see the organization of the entire document.

You can collapse and expand groups of pages to see more or less of your
document. You can also rearrange the document by collapsing a group of
pages and then dragging the group to a new location in the document.

Choose View - Page Sorter to see this view.

¥ Lotus Word Pro - [Untitled2]
§.7 Fle Edit Yiew Creste Test

I | 2
m\ Title Fage\ Ca

& Pages 45

Company Profile

click the page bar
and drag it to the
new location.

& Page b

Producis & Services

Tlmes Naw Roman “| 12° @' |B | I |U Default Test

For more information

1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Viewing documents, page sorter
3. Click the index entry you want, then click Display.
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Chapter 8

Team Computing

Word Pro can help you with the document sharing process. You can create,
review, edit, and distribute collaborative documents using the Team
Computing features:

Versioning
TeamReview
TeamSecurity
TeamConsolidate
TeamMail
Notes/FX™

Helping you with the shared document process

You have probably worked as part of a team or served on a committee
where you were expected to write a report or some other type of document.
However, working on a document as a group is not easy.

You most likely work on a document alone—writing and rewriting until
you are ready to share it with your colleagues. You then make printed
copies and pass them out to the other team members to review. However,
reviewers don’t always give back their comments in a timely manner, or
they don’t edit the document the way you would like. This process of
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writing, distributing, editing, and consolidating repeats until time runs out,
or until everyone on the team is satisfied. There just isn’t an easy and
efficient way to produce a collaborative document.

Word Pro makes sharing documents easier. Each member of the team can
contribute to the group effort without the hassle. You can work online with
all the editing tools readily available.

Even if you don’t work as part of a team, Word Pro’s team computing
features can help you become more organized and more efficient.

How do editors fit into the shared document process?

Editors are authors and reviewers of Word Pro documents. Word Pro uses
editors in every phase of the team computing process.

® Assoon as you create a document, Word Pro recognizes you as an
editor.

* If you give your document to someone else to review, you can quickly
see his comments because they are clearly marked and attributed to
him.

®* You can assign editing and access rights to the editors of your
document.

* If your team creates multiple versions of a document, each version
includes the initials of the person who created that version, and the
initials of all those who edited it.

* When you consolidate files, the comments of all the reviewers are
tagged so you can incorporate their edits appropriately.

Knowing who an editor is and what changes he or she is making helps the
team recognize the contributions of every team member.

You don’t have to be on a network for Word Pro to identify the editor. As
long as your computer is set up to use a unique Word Pro user name,
Word Pro can identify who is opening and editing files. Word Pro can also
identify the editor using an e-mail or Operating System login.

What are the benefits of using team computing?

Word Pro’s team computing features make it easier to share documents and
gather comments by automating the process.
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You can set editing rights for specific people.

Features used...

How you use it... Example of benefit...

You can set up the For example, set up the document so
rights the same John can copy and save the

way for all document as a new file, but Carol

reviewers, or set cannot. You also want all the

up different rights  reviewers to make their edits in a
for specific new version of the document, not
reviewers. the current version.

Versioning
TeamSecurity
TeamReview

You can assign markup options for each reviewer.

How you use it... Example of benefit... Features used...
You can assign a For example, five people are Versioning
specific color to each  reviewing your document. You TeamSecurity
reviewer, so his or can assign each reviewer his or her TeamReview

her edits are own color—red for Bryan, blue for TeamConsolidate
distinctive. The Kathleen, green for John, yellow

author can also set for Dawn, and pink for Kelli.

up the documentso ~ When you get back all of the edits

the reviewer’s initials and consolidate them into one file,

are included with his  you can quickly see who made

or her comments. which edit. If three reviewers
rewrote one paragraph, each
version of the paragraph displays

in the consolidated document. One

paragraph might be in green, one
in pink, and one yellow.

You can save the team computing information in a SmartMaster.

How you use it... Example of benefit...

Features used...

You only need to For example, as the lead writer, you
set up the editing know you will send drafts of a
rights and options  document to the same reviewers
one time. during each phase of a project. You
setup the editing rights and options
for the document one time and then

save the document as a SmartMaster.

When you create a new document
using that SmartMaster, Word Pro
retains the information.

TeamSecurity
TeamReview
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You can display a greeting when a reviewer opens the document.

How you use it... Example of benefit... Features used...
You can let each For example, you want your Versioning
reviewer know managers to check the data in some  TeamSecurity
what his or her role  spreadsheets. You write the TeamReview

is in the review
process.

following greeting: “Please verify the
expense figures for your
department.”

You can display the
the document.

tools the reviewer needs when he or she opens

How you use it...

Example of benefit... Features used...

You can set up the
document so the
reviewer’s edits are
marked or the
Review & Comment
Tools display when
a reviewer opens
the document.

For example, you want John to make TeamSecurity
corrections or add suggestions TeamReview
directly in the document. You can

set up the document so that when he

opens it, Word Pro displays the

Marked Edits bar. That way, he can

begin the review process

immediately. He doesn’t have to

figure out how to display the bar.

You can send or route the document through the network.

How you use it...

Example of benefit... Features used...

You can distribute a

For example, you want to send TeamMail

document through the out a proposal to 12 reviewers.
company’s e-mail system. You can route it so it goes to
You can either send the John, and then John sends it to
document to everyone at one Carol, and so on. Word Pro
time, or route it to a list of prompts the reviewer to send
reviewers. it to the next person on the list.
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You can track who made revisions and weigh the value of those

contributions.

How you use it... Example of benefit... Features used...
You can assign a For example, the edits of two Versioning
specific color to reviewers conflict. One of the TeamSecurity
each reviewer, so  reviewers is a technical support TeamReview

his or her edits are representative and the other is the TeamConsolidate

distinctive. You
can also set up the
document so the
reviewer’s initials
are included with
his or her
comments.

president of the company. You might
weigh the technical support
representative’s comments more
heavily because he or she deals
directly with the customer. Or, you
might weigh the president’s
comments more heavily because he
signs your paycheck.

Versioning

Versioning lets you create several versions of a document without having to

save multiple files.

How versioning works

You can create a single document that contains multiple versions. For
example, letter.lwp can contain the Original Version, Version 2, Version 3,

and so on.

Vi

Original
version

January 15

—

Version 3

January 19

[

Version 2

January 17

—
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For example, Tom is a branch manager at a local bank. The bank is
instituting a new warranty program for NoName appliances. So, Tom
writes a form letter to send out to customers who own these appliances.

Below is an example of the review process this letter may go through before

itis final.

Task...

Letter.lwp contains...

Tom creates a letter.lwp file. Tom forwards letter.lwp to
Mary and asks for her input.

Mary creates a new version (Version 2) of letter.lwp and
makes her edits in that version. Mary sends letter.lwp to
Chris, who also needs to edit the document.

Chris creates a new version (Version 3) of the document.

The version Chris creates contains Tom’s original
information, plus Mary’s edits. Chris adds some new
information to his new version and sends it to Tom.

Tom reviews letter.lwp by viewing Chris and Mary’s
versions and saving them as separate files.

Tom then uses TeamConsolidate to compare and
consolidate the versions (separate files).

Word Pro creates a new version (Markup version) of the
document that contains the edits from Mary and Chris.
Tom accepts or rejects their edits.

Tom creates a final version (Version 5) that incorporates
the edits from Mary and Chris.

Original version

Original version
Version 2

Original version
Version 2
Version 3

Original version
Version 2
Version 3

Original version
Version 2
Version 3
Markup version

Original version
Version 2
Version 3
Markup version
Version 5

For information about comparing and consolidating documents, see

|“TeamConsolidate”|in this chapter.

You save disk space because Word Pro saves the differences between

versions, not an entire copy of the document. For example, if Mary creates a
new version of letter.lwp and changes the text in one paragraph and adds a
frame, Word Pro only saves the new text and the frame in the new version.

Versioning also lets you track the history of the document through the
Versions for file dialog box. This dialog box displays the name of the
version, the names of the people who edited the version, the date and time
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Each version is

the version was last edited, and any remarks entered about the version,
including the date and time each version was created.

Versions for file: letter lwp
Pick a version ta view [you can edit the version at top of list, all others are read-only):
Werzion name  Editor(s) Last edited R emark.

5 TC Cancel
b arkup wergion TG E/27/95, &20PM  Version created while co...
ersion 3 CP B/27/95, 1:36PM Create Version. ..
ersion 2 kL B/27/95, 11:054M —
Original Wersion  SM, [TC) B/27/95, 9344
Rename Yersion...
Save Az File...

J MHew Remark. ..
Help

™ Auto versioning:

|

Editaors' remark,(z] for: Yerzion 5

To display the Versions for file dialog box, choose File - Versions.

There are four main tasks you can perform from the Versions for file dialog
box:

* Create a new version

® Delete a version

® Change a version’s name

® Save a version as a separate file

Creating a new version

You can create a new version whenever you want to preserve the current
document. For example, you can instruct reviewers to create a new version

of the document before they make their edits. You can then compare the
reviewer’s versions to the original version (your version).

You can also specify that Word Pro create a new version at specified
intervals such as every day or every week.
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Specify a name for
the new version or
use the default
name Word Pro
assigns to the
version

Type a new name
for the version

To create a new version, display the document for which you want to create
a new version, choose File - Versions, and click Create Version.

Create Document Yersion

Creating multiple versions of a document in a single file ak |
Creating a new version of your document preserves its current state as

an old wergion. Al new edits are made in your new version. Cancel
When pou zave this document, your nev version of this document,

along with all itz old versions are saved in the current file. Help

Old versions are read-only
You can view, print, and even save old wersions inta their own files
[where you can edit them or compare them with other documents).

Werzioh name:

Editor'z remark: JC 4:20Pr 3/25/95

Add a remark

describing the
contents of the
new version

Word Pro preserves the current document in its current state and creates a
new version. You can only edit in the new version. When you save the file,
the new version, along with the old versions, are saved in the current file.

Deleting a version

You can delete a version that you no longer need to keep with the
document. For example, the letter.lwp document contains a Markup
version. You have already consolidated the edits in another version, so you
can delete this unnecessary version.

To delete a version, display the document containing the version you want
to delete, choose File - Versions, select the version you want to delete, and
click Delete Version.

Changing a version’s name

You can rename a version. For example, you sent a document out for
review and all the reviewers used the names Word Pro assigns to each
version (Version 2, Version 3, and so on). However, you want to rename the
versions so you can quickly tell which version belongs to which editor.

To change the version’s name, display the document containing the version
you want to rename, choose File - Versions, select the version you want to
rename, and click Rename Version.

Rename Yersion

Ok

Mew name faor: Original Wersion

Cancel

i,

Help
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Saving a version as a separate file
You can save a version as a separate file so you can use TeamConsolidate to
compare and consolidate the versions of a document.

To save a version as a file, display the document containing the version you
want to save, choose File - Versions, select the version you want to save,
and click Save As File.

Save As H
Save in: | — wordpra ﬂ 5 ’E_
l'j' data.lwp
!ﬁ' readme. lwp
test. lwp
Specify a name L st
and folder for the
file
File: narme: [F.Iwp] Save |
Save as ype: |L0tus wiord Pro ﬂ Eeriea]
Help
D escription:
Protect File...

Word Pro saves the version as a new file. All earlier versions are also
copied to that file. For example, if you save Version 4 as a separate file, the
original version and versions 2 and 3 are also saved as part of Version 4.

What are the benefits of versioning?
* Versioning tracks the lifecycle of a document.

* Versioning lets you easily manage and share documents because you
store edited versions of a document in a single file, not in separate
copies of the document.

® Versioning saves hard drive space by storing only the changes made to
the document, not the entire document.

* Versioning protects the original document.
® Versioning saves paper because you don’t have to print review copies.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:
Versions for file dialog box
3. Click the index entry you want, then click Display.
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TeamReview

TeamReview lets you set up a document for editing and distribute it to the
reviewers.

How TeamReview works

TeamReview provides a step-by-step method for assigning reviewers to a
document, assigning editing rights to a reviewer, and distributing a
document to reviewers.

There are three panels in the TeamReview Assistant dialog box:

® Step 1: Who

e Step 2: What

e Step 3: How

Who panel

You can assign who you want to review the current document. For

example, if several people worked together on a proposal to a client, you
can send a copy of the proposal to each person who worked on it.

TeamReview Assistant

Step 1: Wha \, Step 2 what % Step 3 How Y

Who is to review this document?
“Y'ou can get up the current document to be reviewed with a group of people. The
people vou lizt can access and edit the document you share or send. IF you send
of route this document, you can even re-uze the list as E-mail addresses.
Add the people [editors] who you want to review this document:
George Bailey
Henry F. Patter ; Add or remove the
Mary Hatch names of editors
Michael Evanston
Sam Wainwright
Werify editors by:
whord Pro user nameﬂ
-
Cancel Help | Mest > | Done
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Select the editing
options forall —
reviewers or for
specific people

Select the method
for distributing this
document

What panel
You can set up what an editor can and cannot do in a document. You can

set options for the editing rights for each reviewer, such as whether or not a
reviewer can edit in the current version or in a new version.

TeamReview Assistant

Step1: who ' Step 2 what \Stepg: How \

What can each person do to the document?
“Y'ou can choose what editing rights or options each perzon haz for the document. ;
Additionally, pou can provide a greeting that displayz when they open the file and

suggests ways that they may edit the document. M

{+ :5et options for all people to Review and Comment: ™ Display Greeting with this text:

" Set specific options for all people sharing the document If you want to
Edits are: | | display a greeting,
Limited to: | u type it here
Greeting will suggest: | u

" Set specific options for specific people: I™ Fequest Editor's remark on close

Cancel | Help | << Back | Mest > | Done |

You can also type a greeting that Word Pro displays when the reviewer
opens the shared document. The greeting can explain exactly what you
want the reviewer to edit, for example, “Check the salary figures for your
department.”

For more information about setting editing rights, see[“Team rity”lin
this chapter.

How panel
You can select how you want to distribute the document. You can save the

document to a file, to an Internet file, or send it through e-mail.

TeamReview Assistant

Step1: who % Step2 what * Step 3 How \

How to distribute this document? |
Y'ou can choose how you want to digtribute this document to the people who are :_I,

reviewing it. The E-mail options use your existing E-mail system and will attach thiz _J
docurnert. H

Distribute document by:

S aving document bo file

Brings up the Save As dialog box so that you can zave thiz document to a file. Y'ou can place
the file on a floppy disk for “sneaker-net’ distibution, on a network. drive for network. access, or
zimply on your hard drive for later distribution. All document sharing settings will be stored with

the documert.

Cancel Help << Back | Done |

Team Computing 8-11



If you distribute the document through e-mail, Word Pro displays the
TeamMail dialog box. For more information, see in this
chapter.

What are the benefits of TeamReview?

* TeamReview lets you set editing rights for an individual reviewer or
the entire team.

e TeamReview lets you setup the document so it displays with a greeting.
The greeting can suggest a specific editing method.

e TeamReview lets you distribute the document in a variety of ways.

For more information

1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Preparing a document for TeamReview
3. Click the index entry you want, then click Display.

TeamSecurity

TeamSecurity lets you share a single Word Pro file with coworkers, writers,
and editors who can enter and save their edits in one file.

How TeamSecurity works

You (the document author) can assign document access, editing rights,
password protection, and colors that show the editor’s insertions and
deletions. Private sections of a document can also be restricted and
protected from edits.

There are three panels in the TeamSecurity dialog box:
* Access

e Editing Rights

® Other Protection

Access panel
You can assign two types of access rights: access to the document itself and
access to the TeamSecurity dialog box.

Document access provides another layer of security, in addition to security
provided by your network or electronic mail systems.
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Specify the settings

Access to the TeamSecurity dialog box allows control
can alter the document protection settings.

Team5ecurity

Access \, Editing Rights \ Other Protection Y,

Setup document access. editing rights. and protect parts of this document
Y'ou can get up access both for the file and thiz dialog box. “Word Pra can alzo control access
withaut the use of passwords, letting only current editors or just you inta the file and dialog box.
Y'ou can alzo uge thiz dislog box to et editing rights and pratect parts of this document,

‘Who can open [access] this file

for document
access

Select the method
for verifying the
editor's access

Add or delete an
editor

Select the editing
options for the
selected editor

{* hnpone [unprotected " Current gditars arly

" Original author anly

‘who can open this dialog, and change access, editing rights, and other pratection options

* Anyone [unprotected) € Only: J
™ Arnwone with this password:
Werify editors uzing:
|W0rd Pro user name ﬂ
-
0k | Cancel | Help

over which editors

| Specify the settings
for access to the
TeamSecurity dialog
box

You can select one of three ways to verify the editor’s
operating system login, or Word Pro user name.

Editing Rights panel
You can assign editing rights using the Editing Rights
TeamSecurity dialog box.

Team5ecurity

focegs * Editing Rights \, Other Pratection %,
Editors are people who can edit this document, or who have already edited the document. You
can add people to the document so you can azzign them access and editing rights.
Aryone not listed below is added with the rights azsighed to 'All Others' when they edit the
document. The greeting option displays the Greeting dialog when the file iz opened.

Editor's name How they can edit this document

Al Others In cument or new version Mew Editar...

George Bailey In new version only, limited tof&ll edits marked wp). ...

Henry F. Potter I new version only, limited tofall edits marked up). ...

Mz Hatch In nievs version only. limiked talA edits marked up).

#ichael Evarztan 2 It ] Markus

S am W ainwright P

‘wihen this document iz being edited by
Michael Evanston

For all editors opening this document:
I Dizplay Greeting with this text:

Edits are: |Allowed in current version ar new version ¥

Limited te: (o fimis)

Greeting will suggest: |[n0thing]
™ Request Editar's remark on cloze

o]

Cancel | Help |

identity: e-mail login,

panel in the

If you want to
— display a greeting,
type it here

The editing options you can set include specifying where the editors are
allowed to edit the document, the types of changes an editor can make, and
what type of greeting appears every time the document is opened.
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Select the markup
options for
insertions

Select the
highlighter and
comment notes
color

Select the protection
options for a division

Select the protection
options for team
computing

You can also set the markup options for an editor from this panel. You can
set the attributes for insertions and deletions and the color for the
highlighter and comment notes.

Markup Options for Michael Evanston

!

Display options for marked up edits ok
Choose a look for insertions, deletions, and highlighter edits by thiz editor.
‘Y'ou can change these zettings at anptime to view the edits differently.

Cancel

_ MakeDefault
o

arkup far ihzertions:

W Test color:

Markup for deletions:
| Strikethrough

™ Same colorz as insertions

!

{* Different colors for deletions
Select the
markup options
for deletions

¥ Test color:

-

[ Background colar:

[ [

[ Background colar:

J

Highlighter and comment ican:
Highlighter/camment colar:

I

Other Protection panel
The TeamSecurity Other Protection panel lets you hide parts of the
document from editors and protect parts of the document from edits.

Team5ecurity

Access \ Ediing Bights * Other Protestion '}

Y'ou can uge the options below to protect what the document's editors can see or edit. These
optiong are uzeful when creating documents in which some of the contents need to be protected
aof hidden when other editars are using the document. Far example, when a document has more
than one divizion, you can hide entire divisions. This prevents anyone from seeing the divisions or
the division contents, unless they have access to this dialog.

Diivision protection
[~ Display all division tabs in document

Pratection settings for division: | Body -

[~ Hide entire division

[V Allow editing of protected text

¥ Honor pratection on frames and table cells v Show hidden text

Team protection options
[~ Disable version review

[ Dizable Motes/F of TeamSecurity fields

™ Require running of startup scripts

™ Edit Click Here Block prompts on-screen

o]

You can set protection options for a division such as displaying all sections
and divisions with divider tabs, hiding an entire division you don’t want an
editor to see, or preventing editors from making changes to certain

Word Pro objects (protected frames and table cells) in a division.

Cancel | Help |

You can also set protection options for a team such as preventing editors
from seeing any version other than the current one or preventing Word Pro
from exchanging data in TeamSecurity fields.
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What are the benefits of TeamSecurity?

TeamSecurity lets you control who has access to a document.

TeamSecurity lets you control the editing rights for a document. You
can specify where they can make the edits and what type of edits they
can make.

TeamSecurity lets you set the markup options for an editor. For
example, if several people are reviewing your document, you can
assign different colors to each—red to one, blue to another, and so on.
That way, when you consolidate the edits, you can see which edits
belong to which editor.

TeamMaill

TeamMail lets you send a document to other team members or route it to a
list of people.

How TeamMail works

You can use your company’s e-mail system to send mail. The recipients will
see the messages in their e-mail Inbox (not in Word Pro).

TeamMail

‘Y'ou can route documents sent as attachments through a list of Cancel

Teambd aill uzes your existing E-mail zystem to send a meszage. You 0k
cah alza zend a meszage with the curmrent document a3 an attachment.

addresses, and then have it returned to pou,

Select how you
want to send a
message

i

Help
Send
=4

~

" Cunent document, as an attachment

Create a simple text-only message and distribute it to one or more
people

You can create a simple text message and send it by itself or with part of a
document to one person or a group of people. You can also attach the
current document to a message and send it to all recipients at the same time
(broadcast) or route it from one recipient to the next.

If

you often route messages to the same people, you can save the

information that you enter in the TeamMail Properties dialog box and later
reuse it to quickly complete the dialog box fields. This is very useful if you
often send messages to a long list of people.

Team Computing 8-15



There are three panels in the TeamMail properties dialog box:

® Basics

* Tracking
® Options
Basics panel

On this panel, you can specify the recipients of the document and how to
distribute the document.

TeamMail
Basics \ % Tracking \ Optiohs \‘

Originator: Michael Evanston

Document: C:wordprotdocshletter. lwp

. # Fecipient | Individual Message
SpECIfy at least 1 I om Curningham =
one name
2 Mary Long
3 Chris Peterson
Select hOW YOU Send mode: Drefivery priority: SeIQCt the .
want to distribute 4|‘Houte from one address to the next ﬂ Marmal = desired mail
the document message
Subject: priority

Send the message

|Ietter to review

General meszage:

Please make edits to this document and send them back to me 454P1

Rioute informatior

Send | Cancel | Help | LClear | Open... | Save | Savegs...|

You can send a routed or broadcast message. When you send a routed
message, Word Pro sends the message from one recipient to the next. When
you send a broadcast message, Word Pro sends the message to all the
recipients at the same time.

You can type an individual message for each recipient of the document. For
example, if you want Mary to review the budget figures and Joe to review
the job descriptions, you can type unique messages beside their names.

You can also include a message for all the recipients of your document. For
example, “Please make your edits and send this document back to me
ASAP.”

If you are using TeamReview to distribute a document, some of the fields
on the Basics panel are filled in for you. For example, all of the reviewers
you list in the TeamReview dialog box display in the Recipient column. If
you type a greeting in the TeamReview dialog box, Word Pro displays that
message in the "General message" box.
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Tracking panel
On this panel, you can choose a method for tracking the progress of your
document.

TeamMail

Basics} !

To track document pragress:

[ Send message to originator when document is forwarded

Select the [ Send message to altemate when document is forwarded
document tracking — | =
options

[ Include routed document with tracking messages

To natify sender of message receipt:

[T Send return mail receipt when mail message iz opened

Rioute informatior

Send | Cancel | Help | LClear | Open... | Save | Savegs...|

You can let your mail system notify you (or another team member) each
time a recipient forwards the document. For example, if you are routing a
list to 12 people, your mail system will notify you as the document moves
from one person on the list to the next.

You can also let your mail system notify you when a recipient opens the
forwarded mail message with the attached document.
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Options panel
On this panel, you can specify whether you want the document returned
and whether you want to allow recipients to modify the route.

TeamM ail

£\

Basics\ L Tracking § 1

Select additional _|:|— Return document ta ariginator when done
routed mail [ Allovs recipients to modify route

options

You can specify that the document is returned to you after all the recipients
have reviewed it. This provides an easy way for the last recipient to return
the document without logging into the mail system.

You can also let recipients add, delete, or modify names for succeeding
stops on a route. This lets you account for the unexpected situations that
occur in a group environment. For example, you send a document to 12
people. Mary is the third person in the route. She knows that the next
recipient, John, is out sick. If this option is selected, she can send the
document to Chris instead of John so the progress of the document is not
held up until John returns to the office.

What are the benefits of TeamMail?
* TeamMail distributes information quickly.

®* TeamMail works with your current electronic mail system to allow you
to send mail messages from within Word Pro.

e TeamMail lets you route a document to a list of reviewers and prompt
each reviewer to send it to the next person on the list.

* TeamMail tracks the progress of a routed message by having a mail
message sent to you each time a recipient forwards your document to
the next recipient.

®* TeamMail used in tandem with TeamReview lets you distribute an
entire document to members of a workgroup.

e TeamMail lets you save a distribution route and use it to quickly send
messages to commonly used names and addresses.
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For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
TeamMail dialog box
TeamMail Properties dialog box
3. Click the index entry you want, then click Display.

TeamConsolidate
TeamConsolidate lets you combine the input from multiple reviewers into
one file.

How TeamConsolidate works
There are three steps to consolidating a document:
* Consolidating the files
* Reviewing the edits
® Creating the final document

Consolidating the files
TeamConsolidate combines several files into one markup file.

You can only consolidate files, not versions. If you have created multiple
versions of a document, you must first save each version as a separate file.
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You can then use TeamConsolidate to compare the versions.

TeamConsolidate

Compare and consolidate multiple copies of a document

Wwhen you have several copies of a document, you can uze
Cancel

TeamConsolidate to gather all the copies, compare their textual edits, and
Help
Select the files

have their differences displayed far your review.
you want to

consolidate
Intemet. ..
2. Protect cumrent version of this document?

{* ‘Yes, conzolidate and markup into a news version of this document.

1. Select the files to compare to your cument file:

™ Mo, consolidate and markup into the cument wersion of this document.

3. What do you want to do with the conzolidated document?
 |eave the conzolidated docurnent in this file.

" Put the consolidated document into a copy of this fils (the copy will be named 'Untitled!).

To consolidate the files, display the file (original file) to which you want to
compare the other files. Then select the files you want to compare to the
displayed file. (If you select a file from the Internet, Word Pro copies the file
to a local temporary file.)

You can select whether or not you want to consolidate and markup the files
in the current version of the displayed document or in a new version. You
can also select whether to leave the consolidated document in the displayed
file or copy it to a new file.

Reviewing the edits

You can edit a markup file. A markup file combines all text edits from all
files used in Word Pro’s TeamConsolidate process. The markup document
is the result of comparing and consolidating the files.

When you compare more than two copies of a document, the paragraphs
that contain edits are copied and display below the original paragraph. (See
the picture on the following page.) The paragraphs are identified by
paragraph tags. The paragraph tags contain initials that identify who made
the edits in each paragraph.
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For example:

¥ Lotus Word Pro - [Untitled1]
§F Fie  Edit View Creste Test indow Help TS|
5 i o [ =@
=== HE OERLU a0 e E
O[S ity Tom Cunningham FindMewt | hoceptEdt || AcceptAlEdis. | Done |
Version 3 Previous | RejectEdt || Aeject#lEdis. | Clear Tags |
=
Dear Is. Williams, = |
Tom’s original text EEEEERER was a pleasurs speaking with you and your bosrd of ditsctors st our mesting last week in Mew =
-1I oy 1 aking with dyout board of dir 1 k i Blave Vork- Edits for paragraph 1
, f L twas & pleasuts speaking with you andyour board of directors at our mesting last wee
Mary's edits oy
Ciriginaldexsited about our new products and services and think the partnership with Softwars Clearing
House will be beneficial to both companies. We are both have the same goal—to produce one-of-a-kind
interactive hooks for schools, families, and businesses
CP:2 excited about our new products and services and think the partnership with Software Clearing House — Edits for paragraph 2
will hie henefisial to hoth companies sempaniss— Loth-haveth eal—tapead £ atind
3 e booke for pehoole familiss and busi
- .
Chris’s edits Ciiginala Enclosed please find a copy of the bisiness plan for Millennia Corporation. | think this plan can
serve as a bluepsint for qur venture together.
CP:3 Enclosed please find a copy of the business plan for Millenmia Corporafion. [frou have any questions — EdltS for paragraph 3
or coneerns, please do not hesitate fo call Casg It st ol Tl s 1
s dagehos
4 o »
Times Mew Roman | 127 2w’ [B | Z[U [ 9 Defaul Text P T 445PM 9/2598 TEFa1 R

This tag Qeiginal:l | means this is the original paragraph with which the
other revisions are compared.

Thistag CF:Z  represents the initials of the person who made the first
edits to the paragraph.

Other insertions or deletions San Francisea Los-Sugelss in the paragraph
might belong to other editors whose names display in the Marked Edits
review bar. The way the edits appear are determined through markup
options in TeamSecurity.

Note Paragraph tags do not appear when you compare only one copy to
its original.

Creating the final document

You can use the review bar to consolidate the marked edits. You can accept
or reject edits individually or all at once. If you accept them all at once,
Word Pro can also delete the duplicate paragraphs.

Accept
M Edit by: Michael Evanston Find Mest | Accept Edit | Accept all Edits... Done
Original Yersion Previous | Reject Edit | Reject All Edits... Clear Tags
Reject

You can also hide the Edit review bar and manually edit a file. A markup
file is a normal text file that can be changed and saved just as any other
Word Pro document. If you decide to edit the file at a later time, you can
then open the file and make any edits to the document.
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After you have reviewed all the edits, you can save the document as a new
file or overwrite the current file.

What are the benefits of TeamConsolidate?

* TeamConsolidate marks differences in the compared documents so you
can see what changed from the original document.

* TeamConsolidate eliminates paper trails and the errors commonly
made when deciphering handwritten edits.

e TeamConsolidate lets you view all the edits on one screen instead of
opening multiple documents.

®* TeamConsolidate shortens the editing time of collaborative documents.

Notes/FX

When a Word Pro document is embedded into a Notes document, Notes
Field Exchange (Notes/FX) lets you share data between Notes and
Word Pro.

How Notes/FX works

You can export data fields such as text (bookmarks), document fields, Doc
Info fields, Click Here Blocks, and Word Pro named objects (characters,
paragraphs, pages, frames, tables, and table cells) to Notes documents. You
can also import data from a Notes document into a Word Pro document.

Name rMmhael Evansmn_]
Michael Evanston -

. . . Company: Millennia Corporation
Millennia Corporation <::'> . |
1050 Main Street Addresst: | 1050 Main sueet |
Atlanta, GA 30339 !

Address2: Atlanta, GA 3033ﬂ

N

Shared fields

Word Pro document Notes form

For example, you can create a Notes form for contract agreements and
embed a Word Pro document object in the form. When you compose a new
contract, Notes inserts the contract information in the Word Pro document.

When you complete the contract and close Word Pro, you can update the
document object embedded in the Notes form. Information from the
contract agreement document, such as the name and address of the
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company, now appears in the Notes document or in the Notes view. The
contract agreement is centrally stored in a Notes database with other
contract agreements.

To use Notes/FX with Word Pro, you:

Define fields to exchange
Embed a Word Pro object in a Notes document

Create new Notes documents that exchange data with embedded Word
Pro objects

Update fields in a Notes document from Word Pro
Update information in Word Pro from a Notes document

Defining fields to exchange
You can exchange the following types of data between Word Pro and
Notes:

Bookmarked text—You can select text and define a Word Pro bookmark
as a Notes/FX field.

For example, you can select the text that sums a contract’s total price
and create a bookmark called “TotalPrice” as a Notes/FX field. You can
then display the total price data in Notes and update the data in either
direction.

Doc Info fields supplied by Word Pro—Word Pro supplies Doc Info fields
with predefined names that contain information about a document,
such as its size and number of pages. You can use any of these fields for
exchange with Notes.

Custom-defined Doc fields—You can define your own Doc fields for
storing information about a Word Pro document and use them for
two-way exchange with Notes.

For example, you can include the sales manager’s name in a
custom-defined Doc field that lets you store the name with a contract
document in Notes, but not display it in the Word Pro contract
document itself.

Click Here Blocks—You can name any Click Here Block in Word Pro as a
Notes/FX field and exchange the text with Notes. You can have the
embedded Word Pro document display the initial text for a named
Click Here Block from the contents of the corresponding Notes field.

Named Word Pro object—You can use any Word Pro object for Notes/FX,
except named styles or named tables. Named objects you can use with
Notes/FX include page layouts, frames, table cells, and parallel-column
blocks.
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® Predefined LotusScript fields—You can exchange the values of predefined
LotusScript fields _ FXPARAM1 through _ FXPARAMS between
Word Pro and Notes. (Two underline characters precede the name.) For
more information, see the Notes application developer’s
documentation.

® Document-level LotusScript variables—The LotusScript commands
SetDocVar and GetDocVar allow you to work with document-level
variables that begin with @ (at sign). You can define an unlimited
number of document-level variables. Word Pro stores these variables
with the document. For more information, see the Notes application
developer’s documentation.

Embedding a Word Pro object in a Notes document or Notes Form
You can embed a Word Pro object in any Rich Text field in an existing

Notes document and update the Notes/FX fields from the Word Pro
document.

By embedding a Word Pro object in an existing Notes document, you can:
® Use Notes to store Word Pro documents of different types
® Collect Doc Info data for a group of otherwise unrelated documents

* Use Notes mail routing to distribute Word Pro documents to members
of your work group

e Use Notes dial-in features to allow remote users to work on Word Pro
documents

® Use Notes to view and sort the Word Pro documents according to
contents of Notes/FX fields

You can embed a Word Pro object anywhere in a Notes form. New
documents composed with this form automatically include the embedded
Word Pro document.

You can also set Notes to activate the embedded Word Pro object each time
you open or edit the form in Notes.

By embedding a Word Pro object in a Notes form, you can:
* Use a common template for all documents
® Include a consistent set of fields in all documents

* Provide a consistent document style for a group of users who share the
same Notes database

® Use Notes security features to protect Word Pro documents from
unauthorized reading or editing
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® Use Notes views to organize and categorize Word Pro documents for
tracking and reporting. For example, you can see which documents
were created in a particular month or on which projects each writer
worked.

® Use Notes formulas to track a project’s tasks. For example, you could
track the number of days spent editing a group of Word Pro documents
in a project.

Creating new Notes documents

You can create a new Notes document by choosing a Notes form that
contains an embedded Word Pro object, launching Word Pro, entering the
new text into the document, and updating Notes with the new information.

If a Notes form contains an embedded Word Pro object, Notes embeds a
new copy of the object in each new document you compose.

Updating fields in a Notes document from Word Pro
You can update Notes with any changes in Word Pro fields you have
defined for use with Notes/FX.

Updating information in Word Pro from a Notes document
When the Word Pro document contains editable fields defined for use with
Notes/FX, you can update these fields from the Notes form.

What are the benefits of Notes/FX?

* Notes/FX lets you embed fields in Word Pro documents that are
exported to Notes forms.

* You can combine Notes/FX with LotusScript to develop powerful
business applications. For example, you can create business forms and
status reports in Notes that launch Word Pro documents.

®* You can easily remember where to complete custom tasks because the
NotesFlow menu (Actions) is the menu for custom tasks in both Notes
and Word Pro.

* NotesFlow lets you customize items on the Actions menu in Notes and
Word Pro. For example, you could create a menu item called “Get data
from 1-2-3 spreadsheet.”

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Notes/FX
3. Click the index entry you want, then click Display.
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Appendix

Word Pro Menus

Main menus

Bun...
Record Script

Show Script Editor

Set Startup Scripts

New Custom Dialog

m Margin Width
+ Layout Page Width
Draft 5%
Page Sorter 150%
Zoom to Full Page 200%
VZoom to 100% Custom Level [9124)
Zoom To »—| Other...
+ Show(Hide ¥ — [~ Smartlcons Ctrl+Q
Set View Preferences... Ruler
Special Views... + Headers & Footers
Split Left-Right Clean Screen
Split Top-Bottom Qutline Tools
Clear All Splits Review & Comment Tools

Misspelled Words
Power Field Formulas

Mew Document... Undo -
Open... Ctrl+0 UndofRedo Special...
Close cut Ctrl+x
Save Ctrl+S Copy Ctrl+C
Save As... Paste Ctrl+¥
ImporyExport... Paste Special...
Import Picture... Open from Internet... Go To... Ctrl+G
- Save to Internet... Find & Replace Text... Ctrl+F
Teambail... Internet Options Check Spelli Ctrl+F2
TeamPeview... - [ eck spelling... trl+
. Check Thesaurus...
TeamConsolidate... Check G
TeamSecurity... ecx larammar...
| Check Format...
nternet » Document...
. . SmartCorrect...
Versions... Division...
Section Glossary... Ctri+K
Print... Ctrl+P = Markup Edi
Choose Another SmartMaster... Ea.ge... RarTup M “i d Edi
Document Properties » Print Setup... eview Marke its...
User Setup Y~ | Word Pro Preferences... Manage Links...
N Object
Exit Word P =
Xt ¥ord Fro Smartlcons Setup... Script & Macros | —
CycleKey Setup...
SmartEill Setup...

 Creatc

Frame...

Table...

Parallel Columns...
Chart...

Drawing

Equation

Division...
Section...
Envelope...

Other Document Part | —
Master Document...

Table of Contents...
Index...
Tahle of Authorities...

Footnotef/Endnote...
Comment Note
Bookmark...

Click Here Block...
Yersion...

Object...
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New Window
Close Window
Close All Windows
Tile Left-Right

Tile Top-Bottom
Cascade

v 1 Untitled1

Help Topics...
Ask the Expert...

Tour...
About Word Pro...

Task Sensitive menus

Text

Text Properties... Alt+Enter

Font & Color...
Bullets & Numbers...
Lines...

Named Styles

Normal Ctrl+N
Attributes
Fast Format...

+ Alignment

Ctri+T

>

>

Create...
Redefine...
Apply
Manage...

Reset to Style

Bold Cul+B
ltalic Ctrl+l
Underline Ctrl+U v Left Ctrl+L
Other. Center Ctrl+E
—— Right  Cul:R
Enlarge Text ~  F4 Full Justify Ctrl+J
Beduce Text Shift+F4
Indent F7
Outdent Shift+F7

Qutline

>

Insert Page Break Ctrl+Enter
Insert Page Number...
Insert Page Layout...

Insert Other »
Mark Text As »
Merge...

Sort...

Select »

Erame Properties...

Lines Around Frame...
Background Color...
Graphics Scaling...

Delete Frame

Group

DatefTime...

Merge Field...
Column Break

Power{Doc. Field...

TOC Entry...
Index Entry...

Word
Sentence
Paragraph
Entire Division

Named Styles >
+ Alignment »
Priority y—

Bring to Front
Bring Forward One
Send to Back
Send Back One
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Promote Alt+Left
Demote Alt+Right 1 Al
Move Up Alt+Up 2 Alt+2
Move Down Alt+ Down 3 A3
4 Alt+4
Expand Alt+PgDn 5 AluE
Collapse ﬁflt+PgUp 6 Alt+E
Expand All AIt+Sh!ﬂ+PgDn 7 Alt+7
Collapse All Alt+Shift+PgUp 8 Alt+8
Collapse to Level p— 9 Alt+9
Outline Styles... None Alt+0
Cell Properties...
Table Properties...
Lines & Fill Color...
Size Row{Column...
+ Alignment » Row Ctrl++
Named Styles » Column
Insert y»/— | RowfColumn...
Delete M— | Row Ctrl+-
Connect Bow Column
Split Cell... RowfColumn...
Split Entire Table Entire Table
Mark as Repeated Heading
Insert SmartSum ' — | BRow
Insert Formula... Column
Select »




Columns

Column Block Properties...

Size Columns...
Lines & Fill Color...

Goto Next Column Block Ctrl+Enter

Draw Properties...
Extract Properties
Apply Properties

Import Drawing...
Save As Drawing...

[ imogc H

Image Properties...
BRevert

Auto Contrast on Import

Hide Matrix Lines
Hide Input Box Lines

Show Marks

Halftone Printing

+ Fastest Printing
Best Quality
Automatic
Use Printer Driver

Posterize

Insert »
Delete » Botate
Split Column Block Align ’
Connect Across Row Ell_p i i’ Top to bottom
Mark as Repeated Heading Priority ’ Side to side
Select » Group
Turn Off Columns Ungroup
Curved Text...
Select All
Insert Symbol » Greek Character
Insert Math Form Y — [ Fraction -1 Binary Operator
Import Equation... Radical "2 Binary Relation
Save As Egquation... Superscript 3 Negative Binary Relation
. Subscript ~4 Arrow
Revise... - Corner
Text Mode T Big Operator... Accented Character
- Brackets... Misc. Svmbol
Greek Keyboard G Function... HUSC. Oy
Symbol Keyboard Y Decoration...
Global Settings... Matrix...
View Preferences » Space...
Binomial...
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Index [E]

How to use this index

This index refers you to information in this book and in Online Help.

To find information in Help
1. Start Word Pro.

2. Choose Help - Help Topic.
3. Click the Index tab.
4

Type the entry as it appears in the index. The alphabetical list of online index
entries scrolls as you type.

o

Click Display.

Select the word or phrase you want to know about in the lower list box.

In some cases, a Topics Found dialog box appears. Click the topic you want to
know about, then click Display.

Help displays detailed information on the topic.

A

Accelerator keys, see Online Help*
Access rights, 8-12

See also Online Help*
Adding mail recipients, 8-18

See also Online Help*
Addressing envelopes, 5-12, 6-3

See also Online Help*
Alignment, 4-4, 5-4

See also Online Help*
Alphabetizing, see Online Help*
Anchoring frames, see Online Help*
Annotating help, see Online Help*
Answer Wizard, see Expert
ASCII, see Online Help*
Asking questions, see Expert
Assistants, 1-1, 1-8, 2-11

See also Online Help*

Attributes, 2-7, 4-4, 5-4, 6-5
See also Online Help*
Automated installation, vi
Automatic backups, see Online Help*
Automatic correcting, see
SmartCorrect

B

Background colors, 2-23

See also Online Help*
Background printing, see Online

Help*

Backup files, see Online Help*
Bars, 6-1

See also Online Help*
Blank pages, see Online Help*
Boilerplate, see Glossary
Bolding, 2-7

See also Online Help*

Bookmarks, 7-3, 8-23

See also Online Help*
Borders, see Online Help*
Boxes, see Online Help*
Breaks, 7-6

See also Online Help*
Bring to front, see Online Help*
Bubble help, 1-1, 1-8

See also Online Help*
Bullets, 6-6

See also Online Help*

C

Capitalizing, see Online Help*
Cells, see Online Help*
Centering, see Online Help*
Charts, see Online Help*
Checking format, 4-3, 6-6

See also Online Help*

* From the Word Pro 96 menu, choose Help - Help Topics,
click the Index tab, and type the index entry.
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Checking grammar, 6-6

See also Online Help*
Checking spelling, 4-3, 5-8, 6-10

See also Online Help*
Clean screen, see Online Help*
Click Here Blocks, 4-2, 5-2, 5-19, 8-22

See also Online Help*
Clipboard, see Online Help*
Closing documents, see Online Help*
Collapsing InfoBoxes, 2-17

See also Online Help*
Collating pages, see Online Help*
Colors, 2-7, 8-3

See also Online Help*
Column breaks, see Online Help*
Columns, see Online Help*
Columns InfoBox, see Online Help*
Comment notes, 8-14

See also Online Help*
Comparing versions, 8-5

See also Online Help*
Copying, 2-19, 7-9

See also Online Help*
Cropping drawings, see Online Help*
Currency, see Online Help*
Custom views, see Online Help*
Cutting, 2-19, 7-9

See also Online Help*
CycleKeys, 4-4

See also Online Help*

D

Data files, 5-14, 6-8

See also Online Help*
Date, see Online Help*
Defaults, see Online Help*
Deleting, see Online Help*
Deleting mail recipients, 8-18

See also Online Help*
Demoting outline levels, see Online

Help*

Desktop, 2-1
Dialog boxes, 1-6, 2-11

See also Online Help*
Dictionaries, 6-10

See also Online Help*
Directories, vii
Distribution, 4-1, 8-15

See also Online Help*

Divider tabs, 2-11, 4-3, 5-12, 7-2, 7-9

See also Online Help*
Divisions, 2-12, 4-3, 5-12, 7-1, 7-3

See also Online Help*
Doc info fields, 8-22

See also Online Help*
Doc Skimmer view, see Online Help*
Document compare, see

TeamConsolidate

Document control, see TeamSecurity
Document fields, 8-22

See also Online Help*
Document properties, see Online

Help*

Document protection, 8-12

See also Online Help*
Document sharing, 8-1

See also Online Help*
Document tracking, 8-5

See also Online Help*
Draft view, see Online Help*
Drag & drop, 2-19, 4-3

See also Online Help*
Drawing InfoBox, see Online Help*
Drawings, 2-20

See also Online Help*

E

E-mail, 2-7, 8-2, 8-15

See also Online Help*
Editing, 4-3, 8-1

See also Online Help*
Editing rights, 4-1, 8-2, 8-12

See also Online Help*
Editors, 8-2, 8-10

See also Online Help*
Electronic mail, 8-15

See also Online Help*
Embedded objects, 8-22

See also Online Help*
Embedding, 8-22

See also Online Help*
Endnotes, see Online Help*
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