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Creating a New Ami Pro Document

Before you can create a new document, you must select a style sheet to determine the initial appearance
of the document. The style sheet provides a template into which you type text and insert pictures. The
template includes a page layout that determines the way the pages initially appear and paragraph styles
that provide different types of formatting for text.

To create a new Ami Pro document

1. Choose File/New.

2. Select the style sheet you want to use for the document.
3. Select the desired options.

With contents
Inserts any pre-defined text, frames, pictures, or tables into the document.

Select With contents if you want to use any text, frames, pictures, or tables contained in the style
sheet.

Run macro

Prompts you for default information that is required in this type of document and additional information
that is specific to a particular document. Ami Pro places the information you specify into the
appropriate locations in the document.

Select Run macro if you want Ami Pro to insert information you specify into the appropriate locations
in the document.

Close current file
Closes the current document before opening another document.

If you want to display multiple documents, each in its own window, deselect Close current file.
Ami Pro uses the setting you select the next time you choose File/New or File/Open.

List by description
Displays style sheet descriptions instead of style sheet file names. If a style sheet does not have a
description, Ami Pro displays the style sheet file name followed by the words "No Description."

Ami Pro always lists the style sheets in alphanumeric order according to their file names. File names
beginning with characters that are not alphabetic or numeric, such as symbols, display in the order in
which they appear in the ANSI character set.

Preview

Shows how the document will appear if you select With contents for the style sheet. Ami Pro displays
any text, frames, pictures, or tables included in the selected style sheet in a separate window in Full
Page view.

You can use Preview to help you decide which style sheet to select and whether or not to select With
contents.

4. Choose OK to create the document.

Ami Pro creates an untitled document. If you selected With contents, the style sheet contents appear
in the document. If you selected Run macro, Ami Pro prompts you for information.

5. Type the desired text.

Ami Pro usually defaults to the Body Text paragraph style and uses the formatting information
contained in that paragraph style. However, you can change the appearance of the text by using
another paragraph style.

Ami Pro wraps the text to a new line when it reaches the right margin. Press ENTER only at the end
of a paragraph.

See also:
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Using Run Macro

If you selected Run macro in the New dialog box, Ami Pro prompts you for both default information and
specific information for the document you are creating.

To specify personal information

The first time you create a document and select Run macro, Ami Pro prompts you for personal
information that is required in many different types of documents.

1.
2.

Specify the desired information in each text box.
Choose OK.
Ami Pro saves the information you specify and automatically displays it in the Default Information

dialog box each time you create a document and select Run macro. You can modify personal
information by playing the COLLECT.SMM macro.

To specify default information

Each time you select Run macro in the New dialog box, Ami Pro displays the information you specified in
the Personal Information dialog box.

1.
2.

Edit any information that is incorrect for the document you are creating.
Choose the desired command button.

OK
Saves the default information as contents in the current document.

Save As
Displays the Save as a Style Sheet dialog box so you can save the default information as contents in
a new style sheet.

When you create a new document, select that style sheet, and select With contents, Ami Pro
automatically displays the information instead of displaying the Default Information dialog box.

To specify optional information
Ami Pro prompts you for information that is specific to the document you are creating.

1.
2.

Specify any information that is specific to this document.
Choose OK.
Ami Pro displays the default and optional information in an untitled document.

See also:

Creating, Saving, and Displaying an Ami Pro Document Contents
Creating a New Ami Pro Document

Saving as a Style Sheet

Saving an Untitled Document

Playing a Macro Previously Saved to a File



Assigning Paragraph Styles

Ami Pro requires each paragraph, defined as any text, characters, or spaces between two returns, to
have a paragraph style. However, you do not need to manually assign a paragraph style to every
paragraph. Ami Pro usually defaults to the Body Text paragraph style and continues to use that paragraph
style until you change to another one, such as Bullet 1.

You can assign any of the paragraph styles either while you're typing or after you've typed the document.
If you know the paragraph styles you want to use and the kind of text the document will contain, you can
assign paragraph styles while you type. Alternatively, you can type all the text using a paragraph style
such as Body Text and assign the paragraph styles later.

Ami Pro displays the name of the paragraph style for the current paragraph in the Style Status button in
the status bar. You can use the button to assign paragraph styles to text. You can also use function keys,
the Styles Box, or Fast Format to assign paragraph styles.

See also:
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Assigning a Paragraph Style Using the Style Status Button

You can assign a paragraph style using the Style Status button in the status bar.

To assign a paragraph style using the Style Status button

1. Place the insertion point in the paragraph to which you want to assign a paragraph style, or select the
desired paragraphs.

2. Click the Style Status button in the status bar and select the desired paragraph style.

See also:

Creating, Saving, and Displaying an Ami Pro Document Contents
Using the Status Bar

Assigning a Paragraph Style Using the Styles Box

Assigning a Paragraph Style Using Fast Format



Assigning a Paragraph Style Using the Styles Box

You can assign a paragraph style using the Styles Box.

To assign a paragraph style using the Styles Box

1. Place the insertion point in the paragraph to which you want to assign a paragraph style, or select the
desired paragraphs.

2. Choose Style/Select a Style to display the Styles Box and make it active.
Keyboard: Press CTRL+Y.
3. Use or ! to scroll through the paragraph styles until the desired paragraph style is highlighted.
Shortcut: Press the function key that precedes the paragraph style to assign the paragraph style.
4. Press SPACEBAR or ENTER to assign the paragraph style to the text in the document.
Press ESC to exit the Styles Box without assigning another paragraph style.
If the Styles Box remains on the screen, you can hide it by choosing View/Hide Styles Box.

See also:
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Assigning a Paragraph Style Using Fast Format

You can use Fast Format to extract paragraph style formatting from text and then quickly apply that
formatting to other main document text, table text, or text in a text frame.

You must have a mouse to apply the formatting you extract using Fast Format.
You can also use Fast Format to extract text formatting and apply it to other text.

To assign a paragraph style using Fast Format

1.

Place the insertion point in the paragraph that has the desired formatting.

2. Choose Text/Fast Format.
Keyboard: Press CTRL + T.

3. Select Only paragraph style.
Only text font and attributes
Extracts all text formatting from the word in which the insertion point is located.
Text formatting is any typeface, point size, color, attributes (bold, italic, underline, word underline),
capitalization, or special effect you applied to selected text using either Smarticons, the status bar, or
the Text menu.
Only paragraph style
Extracts all paragraph style formatting from the paragraph in which the insertion point is located.

4. Choose OK.
Ami Pro changes the mouse pointer to a paint brush.

5. Select the paragraphs to which you want to apply the paragraph formatting and release the mouse
button.
Ami Pro assigns the paragraph style to the selected text. The text appears with the paragraph style
formatting you applied. Ami Pro displays the name of the applied paragraph style in the Style Status
button in the status bar.
Ami Pro changes the paragraph style but does not replace any previously applied text formatting and
text enhancements. For example, if you apply paragraph style formatting of Helvetica to text you
previously changed to Palatino, the text appears in Palatino. You can select the text and choose
Text/Normal to use the paragraph style formatting.

6. If you want to apply the extracted paragraph style formatting to other paragraphs, repeat step 5.

7. When you no longer want to apply the paragraph style formatting, choose Text/Fast Format.
Keyboard: Press ESC.
Ami Pro changes the mouse pointer to an I-beam.

See also:
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Saving an Untitled Document

When you save an untitled document, Ami Pro creates a file with the name you specify and stores it in the
drive and directory you specify. You can also save the document to a different file format.

To save an untitled document

1.

Choose File/Save.
Keyboard: Press CTRL+S.

2. In the List Files of type list box, select Ami Pro.

3. In the file name list box, type the document name.

4. Specify the desired drive and directory by specifying them in the list boxes or by typing the path in the
File name list box.

5. Select the desired options.

Ami Pro automatically adds .SAM as the extension to the document name. You can specify the
desired drive and directory by selecting them in the list boxes or by typing the path in the Filename
text box.

Keep format with document

Keeps all the formatting information in the document instead of in a separate style sheet file.
Selecting this option means the document is self-contained--the page layout and paragraph styles are
stored in the document instead of in a style sheet.

If you select Keep format with document, the word None appears in the Styles Box instead of a style
sheet name. All the paragraph style names have bullets (dots) next to them.

If you do not select Keep format with document, Ami Pro uses the formatting information stored in the
style sheet associated with the document.

Password Protect

Prevents someone else from opening the document. There is no Undo function for Password Protect.
Ami Pro 1.2 format

Saves the document as an Ami Pro Version 1.2 formatted file so that it can be edited using Ami Pro
Version 1.2.

Ami Pro Version 1.2 saves graphic files imported with Copy Image selected as separate *.GXX files.
Ami Pro Release 3.x saves these pictures as part of the .SAM file. If you select Ami Pro 1.2 format,
Ami Pro saves the pictures in the document as separate *.GXX files.

6. If you want to store a comment about the document as part of the document information, place the
insertion point in the Document description text box and type the desired information. You can type up
to 119 characters.

When opening a document, Ami Pro displays this comment to help you remember the contents of the
document.

7. Choose OK.

Ami Pro displays "Saving document" in the status bar while it saves the file.

See also:
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Saving Changes to a Titled Document

You can save changes to a titled or previously saved document.
Ami Pro can also automatically save your work if you specify Auto timed save in the User Setup.

To save changes to a titled document
Choose File/Save to save the document.
Keyboard: Press CTRL+S.
Ami Pro saves the changes but does not display the Save As dialog box.

See also:
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Saving a Document Under Another Name or to Another Location

You can save a document under a different name or to a different drive and directory. Use Save As to
save the results of an editing session while preserving the original document.

To save a document under another name or to another location
1. Choose File/Save As.

2. In the List files of type list box, select Ami Pro.

3. In the File name text box, type the document name.

4

. Specify the desired drive and directory by selecting them in the list boxes or by typing the path in the
File name text box.

Select the desired options.
Choose OK.
Ami Pro creates a file with the name you specify and stores it in the drive and directory you specify.

o o

See also:
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Using Password Protect

When you save an untitled document or save a titled document under another name or to another
location, you can protect the document from being opened by someone else.

To password protect an Ami Pro document

1.

I

Choose File/Save.

If you are saving a titled document under another name or to another location, choose File/Save As.
In the List files of type list box, select Ami Pro.

In the File name text box, type the document name.

Select Password protect.

Choose OK.

Type the desired password.

You can type up to 14 characters.

There is no Undo function for Password Protect. You will need to specify the correct password,
including the upper- and lower-case letters specified originally, the next time you open the document.
If you do not know or cannot remember the correct password, you cannot display the document.

Use the same password for all your documents. That way, the password is consistent and easy to
remember.

Choose OK.
Ami Pro prompts you to confirm the password.

See also:
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Closing a Document

You can remove the current document from the screen in several ways.

To close a document using File/Close
Choose File/Close.

If the current document is the only open file, Ami Pro displays the Ami Pro application window. If the
current document is one of several open files, Ami Pro displays another open file.

To close a document using File/New
1. Choose File/New.

2. Select the style sheet you want to use for the new document.
Select Close current file.

Select any other desired options.

Choose OK.

Ami Pro displays an untitled document on the screen.

Sl

To close a document using File/Open
1. Choose File/Open.

Keyboard: Press CTRL+O.
2. Specify the desired options.
3. Select Close current file.
4. Choose OK.
Ami Pro displays the document on the screen.

To close a document using File/Exit
Choose File/Exit.

Ami Pro closes all open documents and returns to the Windows Program Manager. Ami Pro is no longer
an active application.

See also:
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Opening an Ami Pro Document

You can use Open to display up to nine documents.
You can also use Open to import or insert a text or data file stored in another format.

If you specified Recent files in the User Setup dialog box, Ami Pro displays a list of recently opened files
under the File menu. Choose File and the desired file name to open the document.

To open an Ami Pro document

1.

Choose File/Open.
Keyboard: Press CTRL+O.

2. In the List files of type list box, select Ami Pro.

3. In the File name text box, type the document name.

4. Specify the desired drive and directory by selecting them in the list boxes or by typing the path in the
File name text box.
Ami Pro displays file information at the bottom of the dialog box, including the date and time the
document was revised and the file size in kilobytes. Ami Pro also displays a description of the
document if you typed one when you saved it.

5. Select the desired options.
Close current file
Closes the current document before opening another document.
If you want to display multiple documents, each in its own window, deselect Close current file.
Ami Pro uses the Close current file setting you select the next time you choose File/Open or File/New.
Preview
Displays the contents of the selected document in a separate window. You can do the following in the
Preview window:

e Scroll through the document.

e Change view levels and display modes.

e Display the ruler, Styles Box, and power fields.

e Copy selected text to the Clipboard and paste it into another open document.

e Use Go To and Find & Replace to find information.

e  Print the document.
You cannot edit and save changes to the Preview document.

6. Choose OK to open the document.
If you selected Password protect when you saved the document, Ami Pro prompts you to enter the
password.

See also:
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Using the Welcome.SMM Macro

You can select to create a new document or to work on an existing document. You can also choose Start
Tutorial to view the tutorial.

To create a new document
1. Select Create a new document.
2. Choose OK.
Ami Pro displays the New dialog box.

To work on an existing document
1. Select Work on an existing document.
2. Choose OK.
Ami Pro displays the Open dialog box.

See also:

Creating a new Ami Pro document
Opening an Ami Pro document
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Setting User Setup Defaults

You can specify the following User Setup options:

¢ File saving options

e Undo level

¢ Number of recent file names you want to display under the File menu
e Disable options

e Notes options

e Automatic implementation of macros

These options are implemented every time you start Ami Pro.

See also:
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Setting File Saving Options

You can set Auto backup and Auto timed save file saving options.

To set file saving options

1.

Choose Tools/User Setup.

2. Specify the desired File Saving options.

Auto backup
Ami Pro creates and updates a copy of the current document when you save it. The copy is placed in
the document directory specified in the User Setup Paths dialog box.

If you select Auto backup, it is critical that you specify a backup directory that is different from the
directory you work in. Ami Pro creates a backup file with the same name and extension as the original
file. If you do not specify a different backup directory, Ami Pro overwrites your original files.

The backup of any file is a copy of the file as it was prior to the last time you saved. As a result, the
backup file and the displayed file are not identical. To create an exact duplicate of a file, use Save
twice without making any changes to the file between the first and second Save commands.

Auto timed save

Ami Pro saves the titled document when the number of minutes you specify elapses. You can specify
any number between 1 and 99 minutes. Ami Pro displays an hourglass to let you know when the file
is being saved.

Auto timed save is not implemented while you are using Drawing, Charting, Image Processing, or
Equations. When you exit these modes, Ami Pro saves the document.

3. Choose OK.

See also:
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Setting Editing Options

You can set an Undo level and the number of recent file names you want to display under the File menu.

To set editing options
1. Choose Tools/User Setup.

2. Select the desired Undo level. The level you specify determines the number of actions or levels Ami
Pro can reverse. You can select Off, 1, 2, 3, or 4 levels.

The fewer the levels of Undo, the faster Ami Pro operates.

3. Specify the desired number of recent file names you want to display under the File menu. Ami Pro
displays the names of these recently opened files below the other File menu items. You can specify
any number between 0 and 5.

You can open a recent file by choosing File and selecting the desired file name in the list of items.
4. Choose OK.

See also:
Setting Ami Pro Defaults Contents



Setting Disable Options

Specify whether you want to disable warning messages, one-line help, and Drag & Drop.

To set disable options
1. Choose Tools/User Setup.
2. Select the desired Disable options.
Recent files applies only to documents stored on a hard disk.

Disable warning messages

Ami Pro no longer displays a message when you delete text that contains notes, page breaks,
footnotes, page tables, floating headers or footers, inserted page layouts, anchored frames, DDE
links, or power fields.

Ami Pro continues to display other Help messages even if you select Disable warning messages.

Disable one-line help
Ami Pro no longer displays command descriptions in the title bar.

Disable drag & drop
Ami Pro no longer implements Drag & Drop to move or copy text.

Select Disable drag & drop if you do editing that does not require moving or copying text.
3. Choose OK.

See also:

Using Drag and Drop to Move or Copy Text
Setting Ami Pro Defaults Contents



Setting Notes Options

Specify your name, initials, and how you want notes to display in a document.
The Notes options are designed for a multi-user environment.

To set notes options

1.
2.

10.
11.

Choose Tools/User Setup.
Select the desired Notes options.

Name
Type your name to allow other people to add notes to a document, but prevent them from editing the
document.

You must also select Lock for annotations in the Doc Info dialog box.

Initials
Type your initials to distinguish the notes you create from notes that other people create. You can type
up to 6 characters.

Display initials in text
Ami Pro displays your initials and the note numbers in the text when you display notes.

If you want the note numbers to display without your initials, do not type anything in the Initials text
box and select Display initials in text.

Note color
Select the color that you want to use for the notes you create in a document.

If you have a mouse and you want to display additional colors, click the arrow in the color bar.

You can replace a color in the color bar with a color from the color box. Select the color in the color
bar you want to replace. Then select the desired color in the color box. Ami Pro changes the color in
the color bar to the color you selected.

Ami Pro displays the color box.

If you have a mouse and you want to create a custom color, double-click the desired color in the color
bar or box.

If you want to adjust the color, position the mouse pointer in the Custom Colors box and drag the
mouse.

Ami Pro displays the color in the example box as you adjust it.
Release the mouse button to stop adjusting the color.

If you want to adjust the hue, saturation, and luminance, or the amount of red, green, and blue in the
custom color, position the mouse pointer on the Custom Colors color bar and drag the mouse to the
left or right.

You can also specify the desired settings in the Hue, Sat, Lum, Red, Green, and Blue text boxes.
Release the mouse button to stop adjusting the color.

Choose OK to return to the color bar or box.

Ami Pro replaces the previous color with the custom color you created.

If you want to change back to the original colors provided by Ami Pro, hold CTRL and click the mouse
button anywhere in the color bar or box.

If necessary, click the arrow in the color bar to close the color box.
Choose OK.

See also:

Setting Ami Pro Defaults Contents
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Setting Run Macros Options

Specify a macro you want to run automatically when you start or exit Ami Pro.

You can specify the desired path for macros by choosing Tools/User Setup, choosing Paths, and typing
the path in the Macro text box.

To set Run macros options
1. Choose Tools/User Setup.
2. Select the desired Run Macros options.

You can display a list of the macro files in the AMIPRO\MACROS directory or the directory you
specified as the default path for macros by clicking the arrow or pressing | when the insertion point is
in a text box.

Program Load
The macro you specify runs every time you start Ami Pro.

Program Exit
The macro you specify runs every time you exit Ami Pro.

3. Choose OK.

See also:
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Setting Typographic Options

You can specify the typographic options you want to use when you create and edit documents.

You can specify different hyphenation and pair kerning options for each document. Ami Pro uses the
settings you specify for the current document only.

You must select the Hyphenation option for paragraph styles before Ami Pro implements any hyphenation
settings.

To set typographic options

1. Choose Tools/User Setup.

2. Choose Options.

3. Specify the desired Typographic Options.

Hyphenation hot-zone

Sets the minimum number of spaces (including the space for the hyphen) that must be available at
the right margin before Ami Pro hyphenates text instead of wrapping it to the next line. You can
specify any number between 2 and 9.

You can maximize the number of characters on the lines in a document by specifying a smaller
number as the desired hot-zone.

The number of characters you specify determines the amount of space between the right margin and
the last character of text on a line.

Widow/Orphan control
Prevents the first line of a paragraph from printing as a single line at the bottom of a page or column,
and the last line of a paragraph from printing at the top of a page or column.

Widows and orphans are generally considered poor style. If you select Widow/Orphan control, Ami
Pro prevents their occurrence.

Pair kerning
Reduces the amount of space between some characters. Select this option if your printer fonts
support pair kerning.

Pair kerning can decrease printing speed.

Hyphenate last word in paragraph
Allows hyphenation of the last word in a paragraph.

Hyphenate last word in column/page
Allows hyphenation of the last word in a column or on a page.

Select Hyphenate last word in column/page if you need to maximize the amount of text that fits on a
page.

4. Choose OK to return to the User Setup dialog box.

5. Choose OK to return to the document.

See also:
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Setting Speed Options

You can minimize the time it takes for Ami Pro to print or format documents. Ami Pro uses the speed
settings for every document.

To set Speed Options

1.

Choose Tools/User Setup.

2. Choose Options.
3. Select the desired Speed Options.

Print in background
Ami Pro prints a document in the background, allowing you to perform functions and commands while
the document prints.

Flow in background
Ami Pro formats the paragraph styles and pages in a document in the background, allowing you to
perform functions and commands while the document reformats.

Select the desired Graphic display speed option.

Ami Pro creates a screen snapshot file for any picture you display on the screen. These snapshot
files enable Ami Pro to display the pictures in a document more quickly.

If you do not display a particular page in a document, Ami Pro does not create snapshot files for the
pictures on that page.

Save for fast display

Ami Pro creates the screen snapshot files, stores them as temporary ~ISD*.TMP files on the hard
disk while the document is open, and saves them as part of the Ami Pro document when you use the
Save command. This speeds up the screen display, but increases the size of the document.

Save while open

Ami Pro creates the screen snapshot files, stores them as temporary ~ISD*.TMP files on the hard
disk while the document is open, and deletes them when you close the document or exit Ami Pro.
This speeds up the screen display and does not increase the size of the document. However, it does
not conserve disk space while the document is open, since Ami Pro creates the temporary files.

Conserve disk space

Ami Pro creates the screen snapshot files, but stores them only in RAM. Therefore, Ami Pro may
need to re-create the snapshot files the next time you display the page containing the pictures. This
slows down the screen display, but conserves disk space.

Select Conserve disk space if your documents contain numerous pictures and the disk on which the
documents are stored does not have at least 10MB of available space.

5. Choose OK to return to the User Setup dialog box.
6. Choose OK to return to the document.

See also:

Setting Ami Pro Defaults Contents
Printing in the Background



Setting Default Paths

You can specify the default drive and directory for documents, style sheets, backup files, macros, and
Smartlcons. Ami Pro uses this information to access and store files.

You can also indicate whether or not you want Ami Pro to use the last working directory you specified
when you either opened or saved a document.

To set Default Paths

1.
2.
3.

5.
6.

Choose Tools/User Setup.

Choose Paths.

Type the desired default paths.

Document

The drive and directory Ami Pro uses to store and retrieve documents. You should specify a directory
on the hard disk unless you store your documents on floppy disks. This is normally set to C:\AMIPRO\
DOCS

Style sheet

The drive and directory Ami Pro uses to store and retrieve style sheets. You must specify a directory
on the hard disk. This is normally set to CAAMIPRO\STYLES

Backup
The drive and directory Ami Pro uses to store backup files if you select Auto Backup. The directory
you specify must exist before you type its name in the text box.

You must type a different directory name than the one you specified in the Document text box. If you
do not specify a different directory, Ami Pro overwrites the original files with the backups, since it
creates backup files with the same names and extensions as the originals.

Macro
The drive and directory Ami Pro uses to store and retrieve macro files. This is normally set to C:\
AMIPRO\MACROS.

Smarticons
The drive and directory Ami Pro uses to store Smartlcons and sets of Smartlcons. This is normally set
to C:\AMIPRO\ICONS.

If you want Ami Pro to display a list of the .SAM files in the last directory you specified when you
opened or saved a document, select Use working directory.

If you want Ami Pro always to use the default document directory, deselect Use working directory.
Ami Pro continues to use the working directory until you deselect the option or exit the application.
Choose OK to return to the User Setup dialog box.

Choose OK to return to the document.

See also:

Setting Ami Pro Defaults Contents
Setting File Saving Options
Setting Run Macros Options



Setting Load Defaults

You can specify the mode, view, and style sheet you want to use when you load Ami Pro or display a
document in another window. In addition, you can specify whether the following options should take effect
each time you load Ami Pro or display a document in another window.

Clean Screen

Styles Box

Maximize the window

Display style sheet information by description

Ami Pro implements the load defaults when it is first loaded. The changes you specify take effect only
after you exit and reload Ami Pro.

To set Load Defaults

1.

2
3.
4

o o

8.
9.
10.
11.

Choose Tools/User Setup.

. Choose Load.

Select Custom or Standard as the View you want to use as the default.

. Select Clean screen, Styles box, and Maximized if you want these to be defaults.

If you deselect Maximized, Ami Pro displays in the application workspace only.
Select Layout, Outline, or Draft as the Mode you want to use as the default.
Select the Style sheet you want to use as the default.

If you want to display style sheet descriptions instead of style sheet file names when you create a
document or use another style sheet, select List by description.

If a style sheet does not have a description, Ami Pro displays the style sheet file name followed by the
words "No Description."

Choose OK to return to the Load Defaults dialog box.

Choose OK to return to the User Setup dialog box.

Choose OK to return to the document.

Exit and reload Ami Pro to implement the changes you specified.

See also:

Setting Ami Pro Defaults Contents

Using Display Modes

Understanding Outline Mode

Using Clean Screen

Using Custom View

Using Standard View

Creating a New Ami Pro Document

Assigning a Paragraph Style Using the Styles Box



Setting View Preferences

You can determine how the screen appears while you work in a document by specifying view
preferences. Although these preferences are automatically implemented every time you load Ami Pro, you
can change them at any time.

To set View Preferences
1. Choose View/View Preferences.
2. Select the desired options.

Column guides
In Layout mode, displays column margins with a light dotted line.

Margins in color
In Layout mode, displays the margins of the document in color on a color monitor or as a speckled
area on a monochrome monitor.

The margin colors are determined by the application workspace screen element color specified in the
Windows Control Panel.

Pictures
Displays pictures on the screen. If you deselect this option, frames that contain pictures display a thin
X.

Ami Pro operates faster if you deselect Pictures.

Tabs & returns
Displays a symbol for tabs and returns.

Marks
Displays a symbol for each of these functions:

Column Break

Page Break

Inserted Ruler

Inserted Page Layout

Floating Header--all, left, right pages

Floating Footer--all, left, right pages

Ami Pro also displays blue square brackets (on a color monitor) around any DDE text links.

Notes
Displays notes as colored numbered rectangles.

You can specify the initials and color you want to use for the notes you create in a document and
whether or not the initials and note numbers should display in the text.

Outline buttons
In Outline mode, displays outline buttons.

Table gridlines
Displays lines between columns and rows as light gray solid lines that do not print.

Table row/column headings

Displays row and column headings in tables when the insertion point is in a table. Rows are identified
by numbers and appear along the left side of the table. Columns are identified by letters of the
alphabet and appear from left to right across the top of the table.

Vertical ruler
In Layout mode, displays a vertical ruler on the left side of the screen.

Horizontal scroll bar
Displays a horizontal scroll bar at the bottom of the window.



System font in draft mode

In Draft mode, displays all text in the Windows system font, instead of in the font specified in the
paragraph style or applied using the Text menu or status bar.

If you select System font, Ami Pro operates faster in Draft mode.

Display as printed

Displays the document onscreen exactly as it appears when you print it. Ami Pro maintains correct
line endings and uses only the fonts available on the selected printer. If you deselect this option, text
displays based on how it fits on the screen, providing consistent spacing between words. However,

the screen formatting (including line endings and pagination) may not be representative of how the
document will appear when you print it using the selected printer.

If you deselect Display as printed, Ami Pro operates faster.
3. Specify the desired Custom view.
Custom view

Displays a document as a percentage of Standard View. You can specify a percentage between 10
and 400. If you specify 100%, the display is the same as Standard View.

4. Choose OK.

See also:

Setting Ami Pro Defaults Contents
Understanding Links

Setting User Setup Defaults

Understanding How Ami Pro Uses Screen Fonts
Using Different Views



Selecting Clean Screen Options

Ami Pro can hide many parts of the Ami Pro window so that you can maximize the amount of the
document that displays on the screen. These parts include the title bar, menu bar, status bar, vertical and
horizontal scroll bars, and Smartlcons. You can use Clean Screen to hide these parts.

You can select the parts of the Ami Pro window you want to display even when you use Clean Screen.

To select Clean Screen Options

1. Choose View/View Preferences.

2. Choose Clean Screen Options.

3. Select the parts of the Ami Pro window you want to display when you use Clean Screen.

Select Return icon if you want to display an icon in the lower right corner of the Ami Pro window. You
can click the icon to redisplay all the parts of the Ami Pro window.

4. Choose OK to return to the View Preferences dialog box.
5. Choose OK to return to the document.

See also:

Setting Ami Pro Defaults Contents
Using Clean Screen



Understanding Screen Fonts

Windows applications use screen fonts to display text. Certain screen fonts are used for the text inside
dialog boxes, in the menus and title bars. Other screen fonts are used to represent the fonts available to
your printer.

Windows supplies several sets of screen fonts. The screen fonts are either bitmap (raster) or vector
(stroke) fonts.

You can also install third party Windows-compatible screen fonts such as Adobe Type Manager fonts. Ami
Pro can use any fonts recognized by Windows.

Bitmap fonts, such as Tms Rmn, Helv, Courier, and Symbol are composed of a specific pattern of dots
(pixels) for each character. Bitmap fonts are supplied in sizes that can be scaled and stretched to different
sizes.

When bitmap fonts are scaled, there may be some jaggedness in the characters. This is because pixels
must be added or removed to display characters in different sizes.

Vector fonts, such as Modern, Roman, and Script, are generated using a mathematical description of
each character and can be scaled to different sizes rapidly with a minimum of character degradation.

See also:

Setting Ami Pro Defaults Contents



Understanding How Ami Pro Uses Screen Fonts

Whenever you specify a font, Ami Pro asks Windows for a screen font that corresponds to the fonts
available to the printer. If there is no screen font that directly corresponds to a printer font, Windows
calculates a similar font that can be used as a replacement.

Windows then scales the substitute screen font so that it matches the requested font as closely as
possible and provides it to Ami Pro.

If you install Windows screen fonts and matching printer fonts, such as Adobe Type Manager fonts, no
scaling is necessary for those fonts.

There are two factors that influence the way text displays on the screen: the character set (symbol set)
being used and whether you selected Display as printed in View Preferences.

Using Character Sets

The symbol set of a font determines which special characters (such as line draw characters or
Greek/Math symbols) are available. Some of the more popular character sets are ANSI, IBM-PC ASCII,
and Symbol.

Character sets vary from one screen font to another. A character that is available in your printer font may
not be available in the screen font used to display the text on the screen. When you access that character
on the screen, it may display as a different symbol, an underline, or a hyphen. A special character can be
displayed on the screen because it is available in the screen font, but there may not be a corresponding
character in the printer font available to your printer. Therefore, a different character such as a bullet or
space may print.

Using Display as printed
This option determines how Ami Pro uses the screen fonts and whether or not the screen display matches
the printed output.

If you choose View/View Preferences and select Display as printed, Ami Pro keeps the printer driver in
memory and references the printer fonts available to your printer when it displays the text on the screen. It
uses printer font metrics (character widths specified in the printer font) to determine how much text can fit
on a line, and spaces the characters on a line so that correct line endings and word wrap points are
maintained. The way the text formats on the screen is the way the text formats when you print the
document.

In attempting to maintain the correct line endings, however, words on the screen may appear too close
together or too far apart, and the exact placement of the insertion point may be difficult to ascertain when
you use certain large or italic fonts. You can adjust this by:

e Choosing View/Standard to change to Standard View

e Choosing View/View Preferences and adjusting the Custom view level until the screen display is
satisfactory in that View

e Choosing View/View Preferences and deselecting Display as printed

If you deselect Display as printed, Ami Pro does not keep the printer driver loaded in memory. This
reduces the memory requirements and makes the screen display considerably faster. However, the way
the text formats on the screen may not match the way the text formats when you print it because of the
differences in the line endings.

See also:

Setting Ami Pro Defaults Contents
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Using Doc Info

You can use Doc Info to identify the contents of a document and create a cover page that can be printed.
Doc Info also provides revision information about a document.

To use Doc Info

1.

Choose File/Doc Info.
Ami Pro provides information in the following fields:

File name
The file name you specified in the Save As dialog box, when you saved the document.

Directory
The drive and directory in which the document is located.

Style sheet
The style sheet associated with the document.

If you saved the document and selected Keep format with document, the style sheet name appears
as None.

Import files
The names of any files the document depends on as sources for imported pictures and DDE links.

The Import files list does not include either graphic files imported with the Copy image option or
inserted text files.

Date created
The date the document was first created.

Time created
The time the document was first created.

Date last revised
The date the document was last saved.

Time last revised
The time the document was last saved.

Total revisions
The number of times the document was opened, edited, and saved.

Total editing time
The total number of minutes the document was open.

If you want to add or edit a comment about the document and have it display when you choose
File/Open or File/File Management, type the desired text in the Description text box. You can type up
to 119 characters.

If you want to specify keywords that provide information about the contents of the document, type the
desired words in the Keywords text box.

Lock for Annotations is dimmed if no name is specified in the User Setup.

If you want to allow other people to add notes to the document, but you want to prevent them from
editing the document, select Lock for annotations.

Only the person whose name was specified in the User Setup dialog box when the document was
locked can deselect the option.

You must specify your name in User Setup to lock the file.

If you want to allow other people to edit the document but you want to keep track of their changes,
and prevent them from permanently altering the document, select Lock revision marking on.

The next time the document is opened, Ami Pro automatically enables Revision Marking mode. The
status bar displays Rev, and the title bar displays Locked for revisions. Ami Pro marks changes made



9.

10.
11.
12.
13.
14.
15.

to the document as revision insertions and deletions, using the attributes specified in the Revision
Marking Options dialog box.

Only the person whose name was specified in the User Setup dialog box when the document was
locked can deselect the option.

If you want Ami Pro to run any macros assigned to frames in the document, select Run frame macros.

If you want Ami Pro to update the Statistics for the document, including the number of pages, words,
characters, and size of the document, choose Update.

No. of pages
The number of pages in the document.

No. of words
The number of words in the document.

No. of chars
The number of characters in the document.

Size of document (K)
The size of the document in kilobytes.

When you choose Update, Ami Pro updates the information and displays the new statistics.
The statistics are dimmed and may be invalid until you choose Update.
If you want to specify information for up to 8 additional fields, choose Other Fields.

You can use Other Fields if you need to maintain additional information about a document, such as
the originator of the document, any individuals who edit the document, the name of the client the
document pertains to, or the phone number of the client.

Specify the desired information for each field.

If you want to change the names of the fields, choose Rename Fields.

Type the names you want to use. You can type up to 31 characters for each field name.
Choose OK to return to the Doc Info Fields dialog box.

Choose OK to return to the Doc Info dialog box.

Choose OK to return to the document.

Choose File/Save to save the changes.

See also:

Setting User Setup Defaults

Using Revision Marking

Modifying the Type of Frame

Inserting Descriptive Data into a Document



Inserting Descriptive Data into a Document

You can insert document information into the text of the current document by inserting the name of the
field that contains the desired data.

To insert descriptive data into a document

1.

Place the insertion point where you want to insert the document information.

2. Choose Edit/Insert.

3. Choose Doc Info Field.

4. Select the desired Doc Info field.
You can also insert Doc Info fields into the current document using power fields.

5. Choose Insert.
Ami Pro inserts the data contained in the selected field into the document. The Insert Doc Info Field
dialog box remains on the screen.
Keyboard: You can insert all the Doc Info fields at one location by repeating steps 3 - 5, or you can
insert one Doc Info field, choose Cancel, then repeat steps 1 - 5.

6. Place the insertion point where you want to insert the next Doc Info field.

7. Repeat the previous steps until you have inserted as many fields as you want.

8. Choose Cancel to remove the Insert Doc Info Field dialog box from the screen.
Ami Pro automatically updates the data contained in most Doc Info fields you inserted into the
document when you display the page on which the field is located. For Number of words, Number of
characters, and Size of document, Ami Pro only updates the data if you choose File/Doc Info and
choose Update. For Description, Ami Pro only updates the information in the document if you choose
Edit/Power Fields and select Update All.

See also:

Inserting a Power Field
Updating Power Fields
Using Doc Info



Editing a Document Contents

Moving Around in a Document

Selecting Text

Deselecting Text

Specifying a Typing Mode

Deleting Text

Using Drag and Drop to Move or Copy Text
Moving Text

Copying Text

Using Paste

Moving or Copying Text Between Documents
Protecting Text

Inserting the Date or Time into a Document
Undoing One or More Actions

Using Revert to Saved



Moving Around in a Document

When you are editing a document, you want to be able to move quickly through the pages. You can utilize
the scroll bars to display different parts of the document and use keyboard shortcuts to navigate a
document.

To scroll in a document

With a mouse, you can use the vertical scroll arrows, scroll bar, or scroll box on the right side of the
screen to go forward or backward in a document by lines, screens, or pages. You can also use the
horizontal scroll arrows, scroll bar, or scroll box at the bottom of the screen to see the left or right sides of
your wide documents or enlarged views.

Scrolling changes the display but does not move the insertion point. You must click in the document to
place the insertion point at a new location.

To use keyboard shortcuts to navigate a document

Ami Pro provides keyboard shortcuts for navigating a document. To use these shortcuts, hold the first key
and press the second key.

If you hold SHIFT and use these keyboard shortcuts, Ami Pro selects the text.
To perform this action Press this
Move down one line l
Move down one page CTRL+PG DN
Move down one screen PG DN
Move left one character «
Move left one word CTRL+«+
Move right one character —
Move right one word CTRL+—

Move to the beginning of HOME
the line

Move to the beginning of CTRL+HOME
the document

Move to the beginning of CTRL+. (period)
the next sentence

Move to the beginning of CTRL+

the paragraph

Move to the beginning of CTRL+, (comma)
the previous sentence

Move to the end of the  END

line

Move to the end of the = CTRL+END
document

Move to the end of the = CTRL+!
paragraph

Move up one line

Move up one page CTRL+PG UP
Move up one screen PG UP

See also:



Editing a Document Contents
Becoming Familiar with the Ami Pro Window



Selecting Text

You tell Ami Pro that you want to do something to a specific block, paragraph, or word by selecting the
text and then performing an action. You can use either the mouse or the keyboard to select text.

When text is selected, you can type over it, delete it, move it, copy it, and modify its appearance by

changing the font, alignment, indention, spacing, and attributes.

To select text using a mouse

1. Move the mouse pointer until the I-beam is at the beginning of the text you want to select.
2. Drag the mouse until you reach the end of the text you want to select, and then release the mouse

button.

Ami Pro deletes selected text if you type new text or press BACKSPACE, DEL, or ENTER while the
text appears highlighted. If this is not what you intended, you may be able to use Undo to retrieve the

text.

To use mouse shortcuts to select text

Ami Pro provides additional mouse shortcuts for selecting text.

To perform this
action

Select a paragraph
Select a sentence
Select a word

Select multiple
paragraphs

Select multiple
sentences

Select multiple
words

To select text using the keyboard

1. Place the insertion point in the desired position at the beginning or end of the text you want to select.

2. Hold SHIFT and press , i, —, or «.

You can also hold SHIFT and use keyboard shortcuts to select text. For example, SHIFT+CTRL+END
selects all text from the location of the insertion point to the end of the document.

Ami Pro deletes selected text if you type new text or press BACKSPACE, DEL, or ENTER while the
text appears highlighted. If this is not what you intended, you may be able to use Undo to retrieve the

text.

See also:

Editing a Document Contents

Do this

Hold CTRL
and double-
click.

Hold CTRL
and click.
Double-click
the word.
Hold CTRL,
double-click,
and drag.

Hold CTRL,
click, and
drag.
Double-click
and drag.

Understanding Text Formatting and Text Enhancements

Moving Around in a Document
Undoing One or More Actions



Using Revert to Saved



Deselecting Text

To deselect text, you can:
¢ Click elsewhere in the text.
¢ Move the insertion point using either , |, —, or <, or a navigational keyboard shortcut.

e Press ESC.

See also:

Editing a Document Contents
Moving Around in a Document



Specifying a Typing Mode

Ami Pro provides three modes for typing text. In Insert mode, you insert text at the position of the insertion
point and any existing text automatically moves. In Typeover mode, you type over existing text within a
paragraph. In Revision marking mode, the editing changes you make appear with attributes and colors so
that you can keep track of revisions you make to the document.

To specify a typing mode
1. Press INS to change to Typeover mode.

Mouse: Click the Typing mode button in the status bar to change to another mode. The Typing mode
button is a toggle. If you click the button, you can switch between Insert, Typeover, and Revision
Marking modes.

In Typeover mode, you can only add a new paragraph to the existing text at the end of a document.
Otherwise, you type over existing text.

2. Press INS to change back to Insert mode.

See also:

Editing a Document Contents
Using Revision Marking



Deleting Text

You can delete individual characters or a block of text using DEL or BACKSPACE.

Deleting individual characters

Press BACKSPACE to delete characters to the left of the insertion point, or press DEL to delete
characters to the right of the insertion point.

Deleting a block of text

Select the text and press BACKSPACE or DEL, or type new text.

If you press BACKSPACE, Ami Pro deletes the selected text and one character to the left of the selected
text.

Keyboard: Press CTRL+DEL to delete the next word.
Press CTRL+BACKSPACE to delete the previous word.

See also:

Editing a Document Contents
Selecting Text

Undoing One or More Actions
Using Revert to Saved



Using Drag & Drop to Move or Copy Text

If you have a mouse, you can quickly Move or Copy main document text.

To use Drag & Drop to move or copy text
1. Select the text you want to move or copy.

2. If you want to move the text, position the mouse pointer anywhere in the selected text and drag the
mouse until the insertion point is in the desired location.

Ami Pro changes the mouse pointer to the move arrow and changes the color of the insertion point.

3. If you want to copy the text, position the mouse pointer anywhere in the selected text and hold CTRL
and drag the mouse until the insertion point is in the desired location.

Ami Pro changes the mouse pointer to the copy arrow and changes the color of the insertion point.
4. When the insertion point is in the desired location, release the mouse button.
Ami Pro places the text in the desired location.

Because Ami Pro does not place text you move or copy using Drag & Drop on the Clipboard, you
cannot paste the text.

See also:

Editing a Document Contents
Setting User Setup Defaults
Selecting Text

Undoing One or More Actions
Using Revert to Saved



Moving Text

You can move text using Smartlcons, the menus, or the keyboard.
Text you move remains on the Clipboard until you copy or cut other text, data, or a picture.

To move text

1.
2.

Select the text you want to move.

Choose Edit/Cut.

Keyboard: Press SHIFT+DEL or CTRL+X.

Ami Pro places the text on the Clipboard.

When you cut text, the original text is deleted from the document.
Place the insertion point where you want to move the text.
Choose Edit/Paste.

Keyboard: Press SHIFT+INS or CTRL+V.

The contents of the Clipboard appear in the desired location.

To move text using keyboard shortcuts

1.
2.

Place the insertion point in the text you want to move.

If you want to exchange the paragraph where the insertion point is located with the paragraph above
it, press ALT+.

. If you want to exchange the paragraph where the insertion point is located with the paragraph below

it, press ALT+!.
Ami Pro moves the text to the desired location.

Because Ami Pro does not place text you move or copy using keyboard shortcuts on the Clipboard,
you cannot paste the text.

See also:

Editing a Document Contents

Selecting Text

Moving or Copying Text Between Documents
Undoing One or More Actions

Using Revert to Saved

Copying Text



Copying Text

You can copy text using Smarticons, the menus, or the keyboard.
Text you copy remains on the Clipboard until you copy or cut other text, data, or a picture.

To copy text

1. Select the text you want to copy.

2. Choose Edit/Copy.
Keyboard: Press CTRL+INS or CTRL+C.
Ami Pro places the text on the Clipboard. The original text remains in the document.

3. Place the insertion point where you want to copy the text.

4. Choose Edit/Paste.
Keyboard: Press SHIFT+INS or CTRL+V.
The contents of the Clipboard appear in the desired location.

See also:

Editing a Document Contents
Selecting Text

Undoing One or More Actions
Using Revert to Saved
Moving Text



Using Paste

You can paste text, data, or a picture that you previously cut or copied to the Clipboard using Smartlcons,
the menus, or the keyboard.

To use Paste

1. Select the desired text, data, or picture.

2. Choose Edit/Cut or Edit/Copy to place the selected information on the Clipboard.
Keyboard: Press SHIFT+DEL or CTRL+X to cut the information.
Press CTRL+INS or CTRL+C to copy the information.

3. Place the insertion point where you want to insert the contents of the Clipboard.

4. Choose Edit/Paste.
Keyboard: Press SHIFT+INS or CTRL+V.
The contents of the Clipboard appear in the desired location.

See also:

Editing a Document Contents
Selecting Text

Selecting One or More Frames
Copying Text

Moving Text
Selecting Cells in a Table



Moving or Copying Text Between Documents

You can move or copy text from one Ami Pro document to another document.

To move or copy text between documents
1. Select the text you want to move or copy.

2. Choose Edit/Cut or Edit/Copy to place the selected text on the Clipboard.
Keyboard: Press SHIFT+DEL or CTRL+X to cut the text.
Press CTRL+INS or CTRL+C to copy the text.

3. Choose File/Open.
Keyboard: Press CTRL+O.

4. In the List files of type list box, select the type of file.

5. Select the name of the document into which you want to paste the text.

6. If you want to close the current document before opening the other document, select Close current
file. If you want to display multiple documents, each in its own window, deselect Close current file.

7. Choose OK.

If the document into which you want to paste the text is already open, you can switch to that window
by clicking in it or by choosing the Window menu and selecting the desired document.

8. Place the insertion point where you want to insert the text in the document.
9. Choose Edit/Paste.

Keyboard: Press SHIFT+INS or CTRL+V.

The contents of the Clipboard appear in the desired location.

See also:

Editing a Document Contents
Selecting Text

Opening an Ami Pro Document
Undoing One or More Actions
Using Revert to Saved



Protecting Text

You can protect selected text from being accessed when you press , 1, —, and <, or click the mouse in
Layout mode. This makes it difficult to edit certain text, thereby reducing the possibility that the text will be
deleted or modified.

Ami Pro prevents you from placing the insertion point in protected text using the mouse or arrow keys.
However, you can press BACKSPACE or DEL to delete the text or press SHIFT+, |, —, or « to select the

text.

To protect text
1. Select the text you want to protect.
2. Choose Edit/Mark Text.
3. Choose Protected Text.
To unprotect text, use the keyboard to select the text and repeat steps 2 - 3.

See also:

Editing a Document Contents
Selecting Text

Undoing One or More Actions
Using Revert to Saved



Inserting the Date or Time into a Document

You can insert today's date, the date the current document was created or last revised, or a date or time
that reflects the current system date and time into a document.

To insert the date or time into a document

1.

Place the insertion point where you want to insert a date.

2. Choose Edit/Insert.
Shortcut: Click the Insert date/time icon and select the desired options in the dialog box.
3. Choose Date/Time.
4. Select the date or time you want to insert.
5. Select the desired style for the date.
Today's date
Permanently inserts the current system date. The document always displays the date on which you
inserted it.
System date
Inserts a date that is updated to the current system date each time you open the document and
display that page.
System time
Inserts a time that is updated to the current system time each time you open the document and
display that page.
The way the system time appears is determined by the time format specified in the Windows Control
Panel. For information, refer to the Microsoft Windows User's Guide.
Date of last revision
Inserts the date you last saved the current document.
Date created
Permanently inserts the date the current document was created.
6. Choose OK.
Ami Pro automatically uses the same date/time and style settings the next time you insert the date or
time into a document.
See also:

Editing a Document Contents



Undoing One or More Actions

You can cancel editing changes you make to a document. If you want to reverse up to four actions, you
can use Undo.

Undo does not reverse any action once editing changes have been saved using File/Save, CTRL+S, or
Auto Timed Save. Only editing done after the save can be reversed. In addition, Undo cannot cancel
Revert to Saved, Printer Setup, Sort, column/row deletions in a table, and file management and equation
operations.

You can use Undo to reverse actions in Ami Pro if the Undo Level in User Setup is set to one or more
levels.

To undo one or more actions

1.
2.

Choose Tools/User Setup.

Select the desired Undo level. The level you specify determines the number of actions or levels Ami
Pro can reverse. You can select Off, 1, 2, 3, or 4 levels.

Choose OK.

When you want to reverse an action, choose Edit/Undo.

Keyboard: Press ALT+BACKSPACE or CTRL+Z.

Ami Pro automatically undoes the most recent action, without any prompt.

See also:

Editing a Document Contents
Setting File Saving Options
Using Revert to Saved



Using Revert to Saved

You can use Revert to Saved to cancel the editing changes you made to a document and return to the
last saved version of the document.

Revert does not reverse any action once editing changes have been saved using File/Save, CTRL+S, or
Auto Timed Save. Only editing done after the save can be reversed. In addition, Undo cannot cancel
Printer Setup, Sort, column/row deletions in a table, and file management and equation operations.

To revert to the last saved version of a document

Choose File/Revert to Saved to use revert.

If you used File/Save, CTRL+S, or specified Auto Timed Save, you can only revert to the last time the
Save command was given or automatically executed.

See also:

Editing a Document Contents
Undoing One or More Actions
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Using Go To

You can use Go To to quickly move the insertion point to a desired location in the document such as a
specific page or a particular item.

To use Go To

1.

Choose Edit/Go To.
Mouse: Click the Page Status button in the status bar.

Shortcut: Press CTRL+G to display the Go To dialog box. To activate the option specified in the Go
To dialog box without displaying the dialog box, press CTRL+H.

Select the item you want to Go To.

Page number
Moves the insertion point to the top of the page you specify.

First page

Moves the insertion point to the top of the first page.
Last page

Moves the insertion point to the top of the last page.
Page options are available only in Layout mode.

Next item
Moves the insertion point to the next occurrence of the item you select in the list box.

If you select Next item, select the desired item in the list box.

Bookmark
Places the insertion point at the location of the next text bookmark in the document.

Floating Header/Footer Mark
Places the insertion point at the location of the next floating header or footer mark in the document.

Footer
Places the insertion point in the footer on the current page.

Footnote Mark
Places the insertion point on the next footnote reference number in the document.

Footer, Footnote Text, Frame, Header and Ruler are only available in Layout mode.

Footnote Text
Places the insertion point on the first character of the footnote text, if the insertion point was
previously on the matching footnote reference number.

Frame
Selects one frame at a time on the current page.

Hard Pg Break
Places the insertion point at the location of the next inserted page break mark in the document.

Header
Places the insertion point in the header on the current page.

Layout Change
Places the insertion point at the location of the next inserted page layout mark in the document.

Next Field
Places the insertion point at the location of the next merge or power field in the document.

Note
Displays the next note in the document.

Ruler
Places the insertion point in the ruler at the top of the screen, if the ruler is displayed.



Ruler Mark
Places the insertion point at the location of the next inserted ruler mark in the document.

4. Choose Go To *H.
Ami Pro moves the insertion point to the item you selected.
Shortcut: After Go To finds the first occurrence of the item you selected, you can press CTRL+H to
Go To the next location of that item without displaying the dialog box.

See also:

Finding Information Contents



Understanding Find & Replace

You can use Find & Replace to find and replace text or paragraph styles in a document and specify the
range and direction for the search. When you use this function for text, you can provide precise
instructions for which text should be found and how that text should be replaced.

Understanding text streams

Ami Pro organizes a document into portions of connected text called text streams. A document can
contain one or several text streams. Ami Pro considers the following as separate text streams and
prioritizes them in the order in which they are listed:

Main document text

Text in fixed frames (frames that have the Frame Type in the Modify Frame Layout dialog box set to
Where placed)

Footnote text

Text in floating frames (frames that have the Frame Type in the Modify Frame Layout dialog box set to
With para above or Flow with text) and text in page tables

Floating header and footer text

Fixed header and footer text and text in repeating frames (frames that have the Frame Type in the
Modify Frame Layout dialog box set to repeat)

When you use Find & Replace, you can indicate the text Ami Pro should search by placing the insertion
point in the desired text stream.

If the insertion point is in main document text, you can specify whether Find & Replace should start at
the beginning of the document and whether lower priority text streams should be included.

To quickly search one or more paragraphs, select the text before choosing Edit/Find & Replace. Ami
Pro searches just the selected text.

If the insertion point is in any text stream other than main document text, Ami Pro automatically
searches that text stream and any lower priority text streams.

When Ami Pro searches the lower priority text streams, it automatically starts searching at the
beginning of the document, regardless of the location of the insertion point when you started Find &
Replace.

See also:

Finding Information Contents

Finding and Replacing Text

Finding and Replacing a Paragraph Style
Modifying the Type of Frame



Finding and Replacing Text

You can find and replace text in a document

To specify Find & Replace options
1. Place the insertion point where you want to begin the search.
2. Choose Edit/Find & Replace.
Keyboard: Press CTRL+F.
3. Specify the text you want to find.
4. Specify the text you want to use as a replacement.

You can specify ANSI and ASCII characters in the Find and Replace with text boxes. If the character
is one Ami Pro uses as a display character (such as a return, [), type angle braces, < >, around it in
the text boxes.

5. Choose Find or Replace All.

See also:

Finding Information Contents
Deleting Tabs Using Find & Replace
Finding and Replacing a Paragraph Style



Specifying Find & Replace Attributes

You can find and replace text in a document that has been enhanced

To specify Find & Replace attributes
1. Place the insertion point where you want to begin the search.
2. Choose Edit/Find & Replace.
Keyboard: Press CTRL+F.
Specify the text you want to find.
Specify the text you want to use as a replacement.
Choose Attributes.
Select the desired Find Attributes.
Select the desired Replace Attributes.

Ami Pro disregards the attributes you specify unless you choose Options in the Find & Replace dialog
box, and select Find Exact attributes and Replace Exact attributes in the Find & Replace Options
dialog box.

8. Choose OK to return to the Find & Replace dialog box.
9. Choose Find or Replace All.
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See also:

Finding Information Contents
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Understanding Find & Replace

Specifying Find & Replace Attributes
Specifying Find & Replace Options

Finding and Replacing Occurrences of Text



Specifying Find & Replace Options

You can specify additional options, the range, direction, and type fo search

To specify Find & Replace options

1.
2.
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8.
9.

Place the insertion point where you want to begin the search.
Choose Edit/Find & Replace.

Keyboard: Press CTRL+F.

Specify the text you want to find.

Specify the text you want to use as a replacement.

Choose Options.

Select the desired Find Options and Replace Options.

Whole word only
Finds text that is preceded and followed by a space instead of being part of a word.

Some words are composed of letters that are part of other words. For example, the letters in the word
the are embedded in many other words, such as theater and thesis. If you want Ami Pro to find the
word the without finding the letters t-h-e in other words, select Whole word only.

Exact case
Finds text that matches the case of the text in the Find text box, or replaces text using the case of the
text in the Replace with text box.

Ami Pro disregards the capitalization of the text you specify in the Find and Replace with text boxes
unless you select Find Exact case and Replace Exact case. It finds all occurrences of the text,
regardless of the capitalization, and replaces all occurrences of the text using the same capitalization
as the original text in the document.

Exact attributes
Finds text using the same attributes as those you selected for the text in the Find text box, or replaces
text using the same attributes you selected for the text in the Replace with text box.

Select the desired Range & direction options.

Beginning of document

Ami Pro searches all the text from the beginning of the document, regardless of where in the main
document text the insertion point is located when you choose Edit/Find & Replace. If you deselect this
option, Find & Replace starts at the location of the insertion point.

If the insertion point is in any text stream other than main document text, Ami Pro automatically
deselects and dims Beginning of document.

Include other text streams

Ami Pro searches text in the text stream in which the insertion point is located and text in all lower
priority text streams. If you deselect this option, Ami Pro searches only the text in the text stream in
which the insertion point is located.

If the insertion point is in any text stream other than main document text, Ami Pro automatically
selects and dims Include other text streams.

Find backwards

If the insertion point is in the main document text, Ami Pro searches the text backwards from the
location of the insertion point to the beginning of the document. If the insertion point is in any other
text stream, Ami Pro searches only the current footnote, frame, header, footer, or table cell.

Select Text or Style as the Find & replace type.
Choose OK to return to the Find & Replace dialog box.

10. Choose Find or Replace Al



Find

Finds the next occurrence of the text.

Replace All

Finds and replaces all occurrences of the text automatically.

If you select Find, Ami Pro selects the next occurrence of the text or paragraph style in the document.
See also:

Finding Information Contents

Finding and Replacing a Paragraph Style
Understanding Find & Replace

Specifying Find & Replace Attributes
Finding and Replacing Occurrences of Text



Finding and Replacing Occurrences of Text

If Ami Pro finds an occurrence, you can specify whether you want to skip or replace the selected
occurrence, or replace all remaining occurrences in the document.

To find and replace occurrences of text
1. Choose the desired option.

Replace & Find Next
Replaces the selected occurrence and continues to search the document.

Replace Remaining
Replaces the selected occurrence and all remaining occurrences in the document.

Find Next
Skips the selected occurrence and continues to search the document.

2. Repeat step 1 for each occurrence.

When Find & Replace is complete, or when you cancel it, Ami Pro displays a message in the status bar
indicating the number of times the text was found and the number of replacements that were made. If you
selected Find, the insertion point is at the location of the last word Ami Pro found, even if you replaced or
skipped the word.

If you start Find & Replace in Draft mode, it will end in Draft mode. The insertion point may be in a fixed
frame, footnote, header, or footer, if that was where Ami Pro found the last word. If the insertion point is in
one of these text streams, only the text for that text stream appears on the screen. Change to Layout
mode to determine exactly where in the document the insertion point is located, and then place the
insertion point in the desired main document text.

See also:

Finding Information Contents

Finding and Replacing a Paragraph Style
Understanding Find & Replace
Specifying Find & Replace Attributes
Specifying Find & Replace Options



Finding and Replacing a Paragraph Style

You can use Find & Replace for a paragraph style when you want to change text to either a paragraph
style you created or to an existing paragraph style you renamed but did not yet delete. You can also use
Find & Replace to find all text using a paragraph style that does not exist in the current style sheet and
change that text to a paragraph style that is available in the style sheet or document.

To find and replace a paragraph style
1. Place the insertion point where you want to begin the search.
2. Choose Edit/Find & Replace.
Keyboard: Press CTRL+F.
3. Specify the paragraph style you want to find.
4. Specify the paragraph style you want to use as a replacement.

If you press a function key to specify the paragraph style name, Ami Pro automatically selects Style
as the Find & replace type in the Find & Replace Options dialog box.

You must type the paragraph style name as it appears in either the Style Status button in the status
bar or the Styles Box.

5. If you typed the paragraph style name, or you want to specify the range and direction for the search,
choose Options.

Select the desired Range & direction options.

Select Style.

Choose OK to return to the Find & Replace dialog box.
Choose Find or Replace All.

Find

Finds the next occurrence of the paragraph style.
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Replace All
Finds and replaces all occurrences of the paragraph style.

If you select Find, Ami Pro selects the next occurrence of the paragraph style and displays the Find &
Replace dialog box.

10. Choose the desired option.

Replace & Find Next
Replaces the selected occurrence and continues to search the document.

Replace Remaining
Replaces the selected occurrence and all remaining occurrences in the document.

Find Next
Skips the selected occurrence and continues to search the document.

When Find & Replace is complete, or when you cancel it, Ami Pro displays a message in the status bar
indicating the number of times the paragraph style was found and the number of replacements that were
made.

If you start Find & Replace in Draft mode, it ends in Draft mode. The insertion point may be in a fixed
frame, footnote, header, or footer, if that was where Ami Pro found the last paragraph style. If the insertion
point is in one of these text streams, only the text for that text stream appears on the screen. You can
change to Layout mode to determine exactly where in the document the insertion point is located, and
then place the insertion point in the desired main document text.

See also:

Finding Information Contents



Removing a Paragraph Style

Finding & Replacing Text

Understanding Find & Replace
Specifying Find & Replace Options

Finding and Replacing Occurrences of Text



Deleting Text Using Find & Replace

You can delete text using Find & Replace.

To delete text using Find & Replace

Choose Edit/Find & Replace.

Type the text you want to delete in the Find text box.

If necessary, delete the contents of the Replace with text box.

Specify any desired options.

Choose Find.

Choose Replace & Find Next or Replace Remaining when Ami Pro finds the text.
Ami Pro deletes the text.

AR

See also:

Finding Information Contents
Understanding Find & Replace
Finding and Replacing Text



Deleting Tabs Using Find & Replace

You can delete tabs using Find & Replace.

To delete tabs using Find & Replace

1. Choose Edit/Find & Replace.

Press CTRL+TAB when the insertion point is in the Find text box.

Delete any contents in the Replace with text box.

Choose Find.

Choose Replace & Find Next or Replace Remaining when Ami Pro finds a tab you want to delete.
Ami Pro deletes the tab and reformats any text immediately after the tab.
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See also:

Finding Information Contents
Understanding Find & Replace
Finding and Replacing Text



Deleting Returns Using Find & Replace

You can delete returns using Find & Replace.

To delete returns using Find & Replace

1. Choose Edit/Find & Replace.

2. Press CTRL+ENTER when the insertion point is in the Find text box.

Delete any contents in the Replace with text box.

Choose Find.

Choose Replace & Find Next or Replace Remaining when Ami Pro finds a return you want to delete.
Ami Pro deletes the return and reformats text after the return.
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See also:

Finding Information Contents
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Finding and Replacing Text



Using Wildcard Characters in Find & Replace

If you are not certain of the spelling for the text you want to find and replace, you can type wildcard
characters in the Find and Replace with text boxes. You can use one or more asterisks (*) or question
marks (?), or you can use a combination of both in the same text box.

When you use an asterisk in the Find or Replace with text box, you must choose Options and deselect
Whole word only in the Find & Replace Options dialog box.

Use the asterisk to tell Ami Pro to find and replace occurrences of the text typed in the text boxes plus
one or more additional characters that precede or follow the specified text.

Ami Pro only finds occurrences in the document if the asterisk matches at least one character in the text.

Use a question mark to represent a single character within the text in the text boxes. You can type
multiple question marks to represent multiple characters.

When Ami Pro finds a match for the text and any wildcards in the Find text box, it does not replace the
characters represented by the wildcards in the Replace with text box. They are appended to, or
incorporated into, the text specified in the Replace with text box. In general, you should specify the same
number and type of wildcards in both the Find and Replace with text boxes.

If you specify an asterisk in the Find text box, but you do not specify an asterisk in the Replace with text
box, Ami Pro replaces occurrences in the document with the text specified in the Replace with text box.

Be careful when you specify wildcards. Text that ends with a vowel or contains suffixes may not be found
and replaced as you anticipate. For example, if you type organize* in the Find text box, Ami Pro does not
find organize or organizing in the document because the wildcard does not match any characters in those
occurrences. If you type organiz*, Ami Pro finds organize, organized, organizes, and organizing. In
addition, if you type multiple asterisks in the Find text box and a single asterisk in the Replace with text
box, Ami Pro may incorrectly incorporate the characters represented by a wildcard into occurrences in the
document. For example, if you type *eet* in the Find text box and meet* in the Replace with text box, Ami
Pro finds meeting and replaces it with meetm, and it finds sheets and replaces it with meetsh.

To use wildcard literals

You can search for and replace * and ? as text rather than as wildcard characters. To find the actual *
and ? characters, type angle braces around them in the Find and Replace with text boxes.

To find Type this in the text box
* <*>

? <?>

See also:

Finding Information Contents
Finding and Replacing Text



Using Bookmarks

You can use Bookmarks to mark a frame, text, one or more table cells, or a specific location in the
document. You can then quickly select the contents of the bookmark, or move the insertion point to that
location in the document.

Once Ami Pro selects the contents of the bookmark, you can edit, copy, or move the contents.
You can use bookmarks as power fields, or include bookmarks in other power fields.

You can create bookmarks in main document text, in headers and footers, in frames, and in tables.
Bookmarks do not appear on the screen and do not print when you print the document.

To add a bookmark

1. Place the insertion point in the text where you want to add the bookmark, or select the desired frame,
text, or table cells.

2. Choose Edit/Bookmarks.
3. Type a name for the bookmark. You can type up to 17 characters.

Bookmark names can contain letters and numbers, but they can neither start with numbers nor
consist only of numbers.

4. Choose Add.

Ami Pro marks the location in the document, or adds the selected frame, text, or table cells as a
bookmark.

To go to the next text bookmark

If you want to move the insertion point to the location of the next text bookmark, you can use Go To. A text
bookmark is either text or a specific location in the main document text or a header or footer.

1. Choose Edit/Go To.
Mouse: Click the Page Status button in the status bar.

Shortcut: Press CTRL+G to display the Go To dialog box. To activate the option specified in the Go
To dialog box without displaying the dialog box, press CTRL+H.

2. Select Bookmark in the Next item list box.
3. Choose Go To H.
Ami Pro moves the insertion point to the location of the next text bookmark in the document.

To go to a particular bookmark

If you want to select the frame, text, or table cells you added as a bookmark, or you want to move the
insertion point to a particular bookmark, you can use the Bookmark Go To function.

1. Choose Edit/Bookmarks.
2. Specify the name of the desired bookmark.
3. Choose Go To.
Ami Pro selects the contents of the specified bookmark.

To remove a bookmark
1. Choose Edit/Bookmarks.
2. Specify the name of the bookmark you want to delete.
3. Choose Remove.
Ami Pro removes only the bookmark. The text, frame, or table cells are unchanged.

See also:
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Using Line Numbering

You can use Line Numbering to number the lines of the pages in a document. You can number all lines in
the document including blank lines, or number only those lines that contain text. Ami Pro displays and
prints the line numbers in the left margin of every page in the document.

To guarantee that the line numbers align properly with the text in a document, you should specify the
same font and line spacing for all the paragraph styles used in the main document text. In addition, you
should set the paragraph spacing above and below options to zero for all paragraph styles used in the
main document text.

To number lines

1. Choose Page/Line Numbering.

2. Select Number all lines or Number text lines as the desired type of numbering.
3. Select the desired Options.

4. Select the paragraph style on which you want the line numbering based.

You should base the line numbering on the paragraph style you use for the majority of the main
document text. If you select Number all lines, Ami Pro uses the font specified for the paragraph style
you select. If you select Number text lines, Ami Pro numbers uses the font specified for Body Text.
Every line

Numbers every line in the document.

Every other line

Numbers one line, then skips the next line.

Every fifth line

Numbers every fifth line starting with line 5.

Every nth lines

Numbers every line that is a multiple of the number you specify.

Reset each page
Counts the first line on each page as line number 1.

5. Choose OK.

See also:

Finding Information Contents
Modifying a Paragraph Style
Numbering Pages Automatically
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Understanding Frames

When you produce a document, you may want to type text in an indention area or margin, include
pictures in the main document text or a header, footer, or table cell, or create a title that spans a multi-
column page. The frame feature in Ami Pro makes these formatting tasks simple and allows you to create
multiple layouts on the same page.

Because Ami Pro allows you to position frames in the top, bottom, right, and left margins, you can add
text or pictures without impacting the main document text.

A frame is a mini-document within the main document. You can place text or a picture inside it. The frame
is not affected by the formatting of the main document. Main document text can wrap around the frame,
flow behind the frame, or flow above and below the frame.

You must use frames to include pictures in a document. You can also use frames to create special effects
with text. The frames can be transparent or opaque, have a line around them or a shadow effect.

A page can contain multiple frames and the frames can overlap. You can use the commands under the

Edit menu to move and copy frames, and you can use the commands under the Style menu to create and
modify paragraph styles within the frames, just as you do in the main document text.

See also:

Frame Contents

Creating a Frame Manually
Creating a Frame of a Desired Size and Position



Creating a Frame Manually

You can create a frame manually using the mouse or keyboard.

To create a frame manually

1.
2.

In Layout mode, choose Frame/Create Frame.

Choose Manual.

Ami Pro changes the mouse pointer to a square frame.
Move the square frame to the desired position on the page.

Keyboard: Press , |, —, or — to move the square frame to the desired position. You can press
CTRL+, |, —, or < to move in larger increments.

Drag the mouse to create the frame.

Keyboard: Press SPACEBAR+, |, —, or < to create the frame. You can press CTRL+SPACEBAR+,
1, —, or < to size in larger increments.

Ami Pro moves a dotted outline of the frame to indicate the size of the frame.
Release the mouse button when the frame is the desired size.
Keyboard: Release the SPACEBAR.

The first time you create a frame, Ami Pro draws a thin line with a .10 inch margin and a shadow
around the frame. You can change these using Modify Frame Layout.

Ami Pro displays the frame with black handles to indicate that it is selected.

See also:

Frame Contents

Understanding Frames
Creating a Frame of a Desired Size and Position



Creating a Frame of a Desired Size and Position

You can specify the size and position for the frame and let Ami Pro create it for you.

To create a frame of a desired size and position

1.

oD

In Layout mode, Choose Frame/Create Frame.

Select inches, centimeters, picas, or points as the unit of measurement.
Specify the desired Width and Height for the frame.

Specify the desired Position for the frame.

Make sure you do not position the frame in a printer's "no print" area.

Down from top
Positions the frame down from the top edge of the page by the amount you specify.

In from left
Positions the frame in from the left edge of the page by the amount you specify.

Choose OK.
Ami Pro creates the frame you specified.
Ami Pro uses these settings the next time you create a frame, unless you specify other settings.

See also:

Frame Contents

Creating a Frame Manually
Understanding Frames
Modifying the Size or Position of a Frame



Selecting One or More Frames

You must select a frame before you can move, copy, size, delete, or modify it. You can select multiple
frames and move, copy, delete, or group them. The frames do not need to be adjacent to each other, but
they must be on the same page.

To select a frame
You can select a frame using the mouse or the keyboard.

To select a frame using the mouse
In Layout mode, click anywhere inside the frame.

Ami Pro displays the frame with black handles to indicate that it is selected.

If you want to select a frame that has a macro assigned to it, press SHIFT or CTRL and click inside the
frame.

To select a frame using the keyboard
1. In Layout mode, place the insertion point on the page that contains the frame.

2. Press CTRL+G.
3. Select Frame in the Next item list box.
4. Choose Go To "H.
Ami Pro selects a frame on the page.
5. Press CTRL+H to select another frame on the page.
Ami Pro selects another frame on the page without displaying the Go To dialog box.
6. Repeat step 5 until the desired frame is selected.

To select a layered frame

Layered frames are frames that either partially or completely overlap one another.

1. Select the frame on top of the other frames.

2. Press CTRL and click to select a frame underneath the currently selected frame.

If you are using the keyboard, or if the frame underneath the currently selected frame is an anchored
frame (Placement in the Modify Frame Layout dialog box is set to With para above or Flow with text),
you must use Go To instead of CTRL and click.

3. Repeat step 2 until the desired frame is selected.

To select multiple frames

Once you select multiple frames, you can move, copy, or delete the frames in one action.
If you want to maintain the selected frames as one unit, you can group the frames.

1. Select a frame.

Ami Pro does not allow you to select multiple frames if any of the frames are anchored (Placement in
the Modify Frame Layout dialog box is set to With para above or Flow with text).

2. Hold SHIFT and select the next frame.

Keyboard: Press CTRL+, |, —, or — to move the pointer inside the next frame. Press
CTRL+SHIFT+SPACEBAR to select both frames. Ami Pro displays two frames with black handles to
indicate that they are both selected.

3. Repeat step 2 until you select all the frames.
If you lift your finger from SHIFT while selecting any frame, only the last frame is selected.

4. To select multiple layered frames, hold SHIFT, press CTRL, and either click the mouse or press
SPACEBAR when the pointer is in the area where the frames overlap.



See also:

Frame Contents
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Deselecting a Frame

To move the insertion point back into the main document text, you must deselect a frame. You can either
click outside the frame or press ESC to remove the black handles.

Ami Pro removes the black handles to indicate that the frame is no longer selected. If multiple frames
were selected, Ami Pro deselects all the frames.

See also:
Frame Contents

Selecting One or More Frames



Moving or Copying a Frame on the Same Page

You can move or copy a frame from one position on a page to another position on the same page.

To move a frame on the same page

1.
2.

Select the frame you want to move.
Position the mouse pointer inside the frame.

Keyboard: Press , |, —, or — to move the pointer inside the frame. You can press CTRL+, |, —, or «
to move in larger increments.

Drag the frame to the desired position.
Keyboard: Press SPACEBAR+, |, —, or — to move the frame.

To move multiple selected frames at one time, hold SHIFT while you drag the mouse or use the
keyboard.

If the position where you want to move the frame is on the page but not on the screen, drag the frame
off the edge of the Ami Pro window until the screen scrolls.

Ami Pro moves the dotted outline of the frame to indicate the position of the frame.
Release the mouse button when the frame is in the desired position.
Keyboard: Release the SPACEBAR.

To copy a frame on the same page

1.

Select the frame you want to copy.

2. Choose Edit/Copy.

3. Choose Edit/Paste.
Ami Pro pastes the frame and its contents on the page. The frame is automatically selected and the
Placement in the Modify Frame Layout dialog box is set to Where placed.
If you copy a frame that has its Type in the Modify Frame Layout dialog box set to With para above
and No wrap beside, Ami Pro pastes the frame and its contents above and to the right of the original
frame. If the Placement is set to Where placed or Flow with text, Ami Pro pastes the frame and its
contents overlapping and to the right of the original frame.

4. Move the frame to the desired position on the page.

See also:

Frame Contents
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Moving or Copying a Frame to Another Page

You can move or copy a frame from one page to another page in the same document or to another
document.

To move or copy a frame to another page

1. Select the frame you want to move or copy.

2. Choose Edit/Cut or Edit/Copy.

3. Place the insertion point on the page where you want to move or copy the frame.
4. Choose Edit/Paste.

Ami Pro places the frame and its contents in the same position on this page as they were on the
original page.
5. Move the frame to the desired position on the page.

See also:

Frame Contents
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Moving or Copying a Frame on the Same Page



Sizing a Frame

You can adjust the size of a selected frame after you create it. Only one frame can be sized at a time.
You can also specify the size of a frame in the Modify Frame dialog box.

To size a frame
1. Select the frame you want to size.
2. Position the mouse pointer on a frame handle. The frame handle can be black or gray.
Keyboard: Press , |, —, or < to place the pointer on the desired handle.
Ami Pro changes the mouse pointer to a double arrow.
3. Drag the handle until the frame is the desired size.
Keyboard: Press SPACEBAR+ , |, —, or « to size the frame.
Ami Pro moves the dotted outline of the frame to indicate the size of the frame.
4. Release the mouse button.
Keyboard: Release the SPACEBAR.

See also:]

Frame Contents

Selecting One or More Frames
Modifying the Size or Position of a Frame



Deleting a Frame

To delete a frame
Select the frame you want to delete and press DEL. Ami Pro deletes both the frame and its contents.
To delete just the contents of the frame, select the frame, press ENTER, and press DEL.
Mouse: Double-click the frame and press DEL.
If you selected an Undo level greater than None, you can restore a frame you deleted.

See also:
Frame Contents

Selecting One or More Frames

Creating a Frame Manually

Creating a Frame of a Desired Size and Position
Undoing One or More Actions



Grouping Frames

When you group frames, Ami Pro treats multiple frames as one unit. This saves you time when you need
to move, copy, or delete multiple frames.

You cannot place a picture into any frame that is part of a group. Also, the Frame/Modify Frame Layout
and Frame/Bring to Front and Send to Back commands are dimmed if you select a frame that is part of a
group. You can ungroup the frames to edit them.

If you delete one frame in a group, Ami Pro deletes all other frames in the group. If you selected an Undo
level greater than none, you can restore the frames.

Frame/Group is a toggle. You can switch between grouping and ungrouping multiple selected frames by
choosing Frame/Group.

You must select at least two frames before this command becomes available.

To group frames
1. Select a frame.
2. Hold SHIFT and select the next frame.

To select multiple layered frames, hold SHIFT, press CTRL, and either click the mouse or press
SPACEBAR when the pointer is in the area where the frames overlap.

Keyboard: Press CTRL+, |, —, or « to move the pointer inside the next frame. Press
CTRL+SHIFT+SPACEBAR to select both frames.

3. Repeat step 2 until you select all the desired frames.
Ami Pro displays all the selected frames with black handles.
4. Choose Frame/Group.

A check appears next to Group under the Frame menu if the selected frames are grouped. Frames
remain grouped, even when they are not selected, until you ungroup them by choosing Frame/Group.
When you select any frame that is part of a group, Ami Pro automatically selects all the frames in the

group.
See also:

Frame Contents

Selecting One or More Frames
Using Layered Frames



Using Layered Frames

You can layer frames on top of each other to create visual effects. The Bring to Front and Send to Back
commands allow you to determine the order of the layering so you can adjust the sizes and positions of
the frames.

To change the order of layered frames
1. Select a layered frame.
2. Choose Frame/Bring to Front or Frame/Send to Back.

Bring to Front
Places the selected frame on top of all the other frames at that location.

Send to Back
Places the selected frame underneath all the other frames at that location.

See also:

Frame Contents

Selecting One or More Frames
Grouping Frames



Using Text in a Frame

You must move the insertion point inside a selected frame to place text in the selected frame. You can
then type and edit the text or insert a text file.

To move the insertion point inside a frame

1. Select the frame.
Shortcut: Double-click the frame and type the text.

2. Press ENTER.
Ami Pro changes frame handles from black to gray to indicate that the contents of the frame are
selected.

3. Type the text.

Ami Pro uses the Body Text paragraph style. You can change the paragraph style and edit the text
just as you do in the main document text. If you type more text than will fit within the frame, the text
does not appear until you make the frame larger. You can enlarge the frame by moving a frame
handle.

To move the insertion point outside a frame
Click outside the frame or press ESC twice to return to the main document text.

See also:

Frame Contents

Selecting One or More Frames

Importing a Text or Data File

Creating a Frame Manually

Creating a Frame of a Desired Size and Position



Modifying Frame Layout

You can use Modify Frame Layout to specify the type of frame, the size and position of a frame, and the
frame lines, shadow, columns and tabs. The example box in the Modify Frame Layout box displays the
frame as it will appear in the document.

To modify frame layout

1.
2.

Select the desired frame.

Choose Frame/Modify Frame Layout.
Mouse: Click the right mouse button.
Select the desired Frame option.
Choose the desired command button.

OK
Saves the frame settings for the selected frame and closes the Modify Frame Layout dialog box.

Make Default
Saves the frame settings for the selected frame and sets the default for any future frames you create
without closing the Modify Frame Layout dialog box.

Ami Pro uses Where placed as the Placement default whenever you create a frame. If you let Ami Pro
create the frame, the Placement is automatically set to Flow with text.

See also:

Frame Contents

Selecting One or More Frames

Modifying the Type of Frame

Modifying the Size or Position of a Frame
Modifying Frame Lines and Shadows
Modifying Frame Columns

Modifying Frame Tabs



Modifying the Type of Frame

You can specify how text should wrap around the frame, whether the frame should be transparent or
opaque, whether the frame should have square or rounded corners, where the frame should be placed on
the page, and any macro you want Ami Pro to run when you select the frame.

To modify the type of frame
1. Select the frame.
2. Choose Frame/Modify Frame Layout.
Mouse: Click the right mouse button.
3. Select the desired Text Wrap Around option.
The available Text Wrap Around options depend upon the Placement you select.

Wrap around
Displays text above, below, to the left, and to the right of the frame. The text flows down the left side
of the frame, then to the top right side of the frame and down the right side of the frame.

If you want the document text to appear only to the right or left of the frame, you can position the
frame on the left or right margin and select Wrap around.

No wrap around
Flows text behind the frame and through the frame. If the frame is transparent, the text appears as if it
were inside the frame. If the frame is opaque, the text behind the frame is obscured.

No wrap beside
Displays text above and below the frame, but not to the left and right of the frame.

4. Specify the desired Display options.

Transparent
Displays any text or picture behind the frame.

Opaque
Hides any text or picture behind the frame.

Square corners
Displays any lines you specify in Lines & shadows with square corners.

Rounded corners
Displays any lines you specify in Lines & shadows with rounded corners. You can specify any number
between 0 and 100 as the degree of rounding.

Ami Pro rounds the corners within the dimensions of the frame. If the width and height of the frame
are equal and you specify 100 as the degree of rounding, the frame lines display as a circle. If the
width and height are unequal and you specify 100 as the degree of rounding, the frame lines display
as an ellipse.

This does not change the actual shape of the frame, which is still square or rectangular.
5. Select the desired Placement for the frame.

Where placed

Displays the frame in its current position on the page, regardless of editing changes you make to the
document. A frame set to Where placed always stays in the position where it was placed on the page,
even if the text with which it was originally associated moves to another location. For this type of
frame, you must either manually move the frame to the new location on the page, or cut and paste it
on another page.

With para above (anchors the frame)

Displays the frame anchored to a return at the end of a paragraph of text in the main document,
regardless of editing changes and page breaks. Ami Pro moves the frame only when sufficient text is
inserted or deleted to cause the text to wrap differently. This type of frame can be set to No wrap



around or No wrap beside.

You can move a frame anchored to a paragraph horizontally (left and right) within the margins of the
column or page. You cannot move it vertically.

Flow with text (anchors the frame)

Displays the frame anchored to the last character within a paragraph of main document text,
regardless of editing changes and page breaks. Ami Pro moves the frame as you insert and delete
text within the paragraph.

Ami Pro automatically flows text around the frame and dims the Text Wrap Around options. You can
move a frame anchored to a character vertically (up and down) by an amount equal to the height of
the frame. You cannot move it horizontally.

If you select With para above or Flow with text, the frame can be no wider than the column width of
the text to which it is anchored, and no longer than the amount of space remaining in the column or
on the page on which it is placed. If you change the Number of columns using Page/Modify Page
Layout, Ami Pro automatically adjusts the size of each anchored frame so that it fits within the
column.

Repeat all pages
Displays the frame and its contents in the same position on every page in the document.

You can place a repeating frame anywhere on a page, including the margins of the document.

Repeat right/left
Displays the frame and its contents on alternating pages in the document. Right pages are odd, left
pages are even.

6. If you want Ami Pro to run a macro each time you select the frame, select Run macro.

In order for Ami Pro to run the macro, you must choose File/Doc Info and select Run frame macros. If
you want to stop running any macros associated with any selected frames, choose File/Doc Info and
deselect Run frame macros.

7. Specify the desired macro in the text box.

You can either click the arrow or press | when the insertion point is in the text box to display a list of
the macro files in the AMIPRO\MACROS directory or the directory you specified as the default path
for macros in the User Setup.

You can specify the desired path for macros by choosing Tools/User Setup, choosing Paths, and
typing the path in the Macro text box.

If Run frame macro is selected, the frame acts as a button. When you click inside it, Ami Pro runs the
assigned macro. If you press SHIFT or CTRL and click inside the frame, or you deselect Run frame
macro, Ami Pro treats the macro as the contents of the frame. You can then select, copy, move, size,
modify, and group the frame the same as other frames.

8. Choose OK.

See also:

Frame Contents

Using Doc Info

Recording a Macro

Playing a Macro Previously Saved to a File
Setting Default Paths

Modifying Frame Layout

Modifying the Size or Position of a Frame
Modifying Frame Lines and Shadows
Modifying Frame Columns

Modifying Frame Tabs



Modifying the Size or Position of a Frame

You can specify the width, height, position on the page, and margins for a frame. Ami Pro displays an
example page showing the size and position of the frame.

Margins control the amount of white space between the text or picture inside the frame and the outside
edges of the frame. You can also use margins to control the amount of white space between the contents
of the frame and the text around or above and below the frame.

To modify the size or position of a frame

1. Select the frame.

2. Choose Frame/Modify Frame Layout.

Mouse: Click the right mouse button.

Select Size & position.

Select inches, centimeters, picas, or points as the unit of measurement.
Specify the desired Width and Height.

Specify the desired Position on Page.

Specify the desired Margins.

The displayed position on page settings indicate the current size and position of the frame. If you
move or size the frame, Ami Pro changes these settings. The displayed left and right margin settings
indicate the current margins specified in the frame ruler in the columns & tabs options.

A pica equals 1/6 of an inch. A point equals 1/72 of an inch.
8. If you want to set all frame margins to zero, choose clear margins.
9. Choose OK.

No oo

See also:

Frame Contents

Selecting One or More Frames
Sizing a Frame

Modifying Frame Layout

Modifying the Type of Frame
Modifying Frame Lines and Shadows
Modifying Frame Columns

Modifying Frame Tabs



Modifying Frame Lines and Shadows

You can create lines and shadows around a frame.

To modify frame lines and shadows

1.
2.
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10.

11.

12.

Select the frame.

Choose Frame/Modify Frame Layout.

Mouse: Click the right mouse button.

Select Lines & shadows.

Select All, Left, Right, Top, or Bottom for the Lines option.

Select the desired Style for the lines.

Specify the desired Shadow options.

If you do not want any lines to display around the frame, deselect all the Lines check boxes.

If you want to specify the position for the lines relative to the margins for the frame, select the desired
position.

Inside
Displays the lines on the margins.

Close to inside
Displays the lines just outside the margins.

Middle
Displays the lines halfway between the margins and the outside edges of the frame.

Close to outside
Displays the lines just inside the outside edges of the frame.

Outside
Displays the lines on the outside edges of the frame.

If you want to create a shadow effect on two sides of the frame, select None, Shallow, Normal, or
Deep as the desired type of Shadow.

If you want to specify a custom measurement for the shadow, select Custom and specify the desired
depth in the text box.

Ami Pro uses the unit of measurement you specified in the Size & position options.
Select an arrow to specify the two sides of the frame where you want the shadow to display.
Ami Pro displays the shadow on the appropriate sides of the example frame.

If you want the lines, shadow, or frame background to display in different colors within the frame's
borders, specify the desired colors.

If you specify a background color other than white, Ami Pro makes the frame opaque.
Choose OK.

See also:

Frame Contents

Setting User Setup Defaults

Selecting One or More Frames

Modifying Frame Layout

Modifying the Type of Frame

Modifying the Size or Position of a Frame
Modifying Frame Columns

Modifying Frame Tabs



Modifying Frame Columns

You can specify the number of columns and the space between the columns.

To modify frame columns

1.

Select the frame.

2. Choose Frame/Modify Frame Layout.
Mouse: Click the right mouse button.

3. Select Columns & tabs.

4. Selectinches, centimeters, picas, or points as the unit of measurement.

5. Select the desired Number of columns.

Keyboard: To change the unit of measurement, press TAB until the unit of measurement button is
selected. Press SPACEBAR to select inches, centimeters, picas, or points.

Ami Pro displays the specified number of columns in the example frame. The shaded area in the
example frame represents where the text can appear within the frame.

6. If you want the lengths of the columns to be horizontally aligned to as great an extent as possible,
select Column Balance.

Ami Pro automatically attempts to put equal amounts of text in all columns on complete pages of text,
whether or not Column balance is selected. Use this option for horizontally aligning text on pages that
are only partially full.

7. If you want to modify the amount of space between all the columns, specify the desired Gutter width.
Column balance and Gutter width are dimmed unless you specify more than one column.

If you want different gutter widths between multiple columns, specify the desired widths by moving the
column margin indicators in the ruler.

8. If you want to modify the gutter width between two adjacent columns while maintaining the column
widths for those columns, position the mouse pointer in the bottom half of the ruler between the left
and right margin indicators for the same column and drag the mouse in the desired direction. Release
the mouse button when the gutter width is the desired size.

9. If you want to modify the widths of two adjacent columns, position the mouse pointer in the bottom
half of the ruler between the right margin indicator for one column and the left margin indicator for the
adjacent column, and drag the mouse in the desired direction. Release the mouse button when the
columns are the desired widths.

10. If you want a line to display between the columns, select Line between columns.

11. Select the desired Style for the Line between columns.

12. Specify the desired Color for the Line between columns.

13. Choose OK.

See also:

Frame Contents

Modifying Frame Tabs
Understanding Tabs and Rulers
Setting User Setup Defaults



Modifying Frame Tabs

You can set left, right, numeric, center, and leader tabs for a text frame. You can create up to 22 tabs.

If you select multiple columns, Ami Pro automatically creates and uses the same tabs in all columns,
although it only displays the tabs in the first column. Any modifications you make to tabs in the first
column affect the tabs in all the columns.

To modify frame tabs

1.
2.
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Select the frame.

Choose Frame/Modify Frame Layout.

Mouse: Click the right mouse button.

Select Columns & tabs.

Select inches, centimeters, picas, or points as the unit of measurement.
If you want to remove all existing tabs, choose Clear Tabs.

Specify the desired tabs.

Keyboard: To change the unit of measurement, press TAB until the unit of measurement button is
selected. Press SPACEBAR to select inches, centimeters, picas, or points.

If you want to create a tab, select the desired Tab button in the tab bar.

Keyboard: Press TAB until the first Tab button is selected. Press — or « to select the desired Tab
button.

Left

Left aligns the text after the tab. Places the first character typed after pressing TAB at the position of
the tab setting and displays subsequently typed characters to the right of the tab setting.

Right

Right aligns the text after the tab. Places the first character typed after pressing TAB at the position of
the tab setting and displays subsequently typed characters to the left of the tab setting. When another
tab setting, other text, a column boundary, or the left margin is encountered, the characters display to
the right.

Numeric

Places the first character typed after pressing TAB at the position of the tab setting and displays
subsequently typed characters to the left of the tab setting. After a numeric separator is typed, the
characters display to the right of the tab setting.

The numeric separator is determined by the Number Format specified in the Windows Control Panel.

Center
Evenly positions text to the left and right of the tab setting.

If you want tabular text to be separated by a character instead of spaces, click the Leader Character
button in the tab bar until the desired leader character displays on the Tab button.

Keyboard: Press TAB to move to the Leader Character button. Press — or < until the desired leader
character displays on the Tab button.

Underline

Dash ==-----

Period ...

None

In the top half of the ruler above the number or unit indicator, position the mouse pointer where you
want to add the tab and click the mouse button.

Keyboard: Press SHIFT + TAB until the insertion point moves to the ruler. Press — or < to move the
solid black line to the desired position. Press SPACEBAR to add the tab. You can press CTRL+— or
CTRL+« to move in larger increments.



If you need to create a tab in a precise location, you can also specify the desired location for the tab
in the tab bar text box and choose Set Tab.

10. If you want to move a tab, position the mouse pointer on the tab indicator you want to move and drag
it to the desired position in the ruler.
You cannot move a tab indicator beyond another tab indicator. You can delete the existing tab and
then create the desired tab.

Keyboard: Press TAB to move the insertion point to the ruler. Press — or < to move the solid black
line to the tab indicator you want to move. Press SPACEBAR+— or SPACEBAR+« to move the tab
indicator to the desired position.
Ami Pro automatically aligns the tab to the closest unit indicator in the ruler.

11. If you want to delete a tab, position the mouse pointer on the tab indicator you want to delete and
drag it up or down off the ruler.
Keyboard: Press TAB to move the insertion point to the ruler. Press — or < to move the solid black
line to the tab indicator you want to delete and press DEL.

12. Choose OK.

See also:

Frame Contents

Modifying Frame Columns
Understanding Tabs and Rulers
Setting User Setup Defaults



Understanding Graphics

Graphics are generally of two types: bitmap (raster) and vector (object-oriented). Bitmap graphics are
stored as pixels or groups of dots. Vector graphics are stored as a series of instructions or vectors, that
direct the computer to draw a line from point to point or to draw a particular sized object at a certain
position.

Bitmap graphics

Bitmap graphics are made up of individual points. The screen is divided into a rectangular array of points
called pixels (picture elements) and the computer is told which color each pixel should be. Most dot matrix
and laser printers operate in this manner when printing graphics.

Because bitmap graphics work like the screen does, they display more quickly than vector graphics.

Ami Pro can import the following types of bitmap graphics into a frame: PC Paintbrush (.PCX), Tagged
Image File Format (.TIF), and Windows Bitmap (.BMP).

Ami Pro supports a fixed color set. When you import a color bitmap graphic, Ami Pro displays the picture
using the closest available colors, even if your display adapter supports 256 colors. If you want to view
the true colors in the picture, double-click inside the frame. When you exit the frame, Ami Pro reverts to
the closest colors.

Vector graphics

Vector graphics are made up of lines and geometric shapes. With vector graphics, the computer is told to
put a "pen" in a particular position and then draw a line or curve a certain distance in a certain direction
(or draw a line to another specific point). This is how most PostScript® printers and plotters work.

Vector graphic files take up less disk space. This is because it takes less space for a vector "command" to
draw an object than it does for a bitmap file to store each point that makes up the object.

Ami Pro can import the following types of vector graphics into a frame: AmiDraw (.SDW), Computer
Graphic Metafile® (.CGM), DrawPerfect (.WPG), Encapsulated PostScript (.EPS), Freelance® (.DRW),
HPGL, Lotus 1-2-3® Graphics (.PIC), and Windows Metafile (.WMF).

EPS (Encapsulated PostScript) files are vector graphic files made up of PostScript commands. Since
PostScript is a language for describing objects to a printer, there is typically a header (a separate portion
of the EPS file) used to display a graphic on the screen. This header is normally in TIFF format. If the EPS
file does not have a header, the picture does not display but prints correctly to a PostScript printer. If the
EPS file contains a header, even if you do not have a PostScript printer, the picture displays and prints. If
the EPS file does not contain a header and you try to print the file to a printer that is not PostScript, the
picture does not print.

See also:

Frame Contents

Using a Picture in a Frame

Importing a Picture

Specifying Computer Graphics Metafile Options

Specifying Hewlett-Packard Graphics L anguage File Options
Pasting a Picture from Another Windows Application

Deleting a Picture Inside a Frame



Using a Picture in a Frame

You can place a picture into a frame by:

¢ Importing a graphic file

e Pasting a picture using the Windows Clipboard
¢ Creating a picture using Drawing

e Paste linking a picture from another Windows application if the other application supports DDE or
OLE

Once a picture is inside a frame, you can generally scale it, rotate it, or crop it. If the picture is a gray
scale .TIF file, you can also use Image Processing.

Ami Pro can directly import the following types of graphic files:
e AmiDraw (.SDW)

e AmiEquation (.TEX)

e Computer Graphics Metafile (.CGM)

e DrawPerfect (WPG)

e Encapsulated PostScript (.EPS)

e Freelance GraphicsTM (.DRW)

e Hewlett-Packard® Graphics Language (.PLT)

e 1-2-3 Graphics (.PIC)

e PC Paintbrush (.PCX)

e Tagged Image File Format (.TIF) versions 4.2 - 5.0
¢ Windows Bitmap (.BMP)

¢ Windows Metafile (WMF)

Ami Pro converts Computer Graphics Metafile and Hewlett-Packard Graphics Language files to Windows
Metafiles. It converts DrawPerfect, Freelance Graphics, and 1-2-3 Graphics files to AmiDraw files.

For most types of graphic files, you can import only one picture into a single frame. However, if a frame
contains a picture that you can edit using Drawing, you can import multiple AmiDraw files, Windows
Bitmap files, and Windows Metafiles into the frame while in Draw mode. You can also use Drawing to
convert .CGM and .PLT files to Ami Draw files.

Pictures in an Ami Pro document require considerable disk space. Each picture is stored in a graphic file.
When you open a document containing pictures, Ami Pro creates a temporary file for each

picture you display in the document. In addition, Ami Pro creates screen snapshot files for the pictures
you display.

You can specify whether or not these snapshot files should be stored on the disk.

See also:

Frame Contents
Importing a Drawing
Importing a Picture
Setting Speed Options



Importing a Picture

A picture must be inside a frame. You can create a frame of the desired size before importing the picture
or choose File/Import Picture and let Ami Pro create the frame using the current settings in the Create
Frame dialog box.

To import a picture

1.

Make the Ami Pro document that you want to contain the picture the active window.

2. If you want the frame to be a particular size, create or select an empty frame of the desired size in the
location where you want the picture to appear.

3. Choose File/Import Picture.

4. Select the desired type of file.

5. Select the drive that contains the source picture.

6. Select the directory that contains the source picture.

7. Specify the File name.
Ami Pro automatically uses the directory you specify the next time you import this file type.

8. If you want Ami Pro to create and use a copy of the original graphic file instead of the original file,
select Copy image.
If you choose Copy image, Ami Pro copies the picture file to a document image file that is saved as
part of the document. Changes made to the original picture file are not reflected in the Ami Pro
document. Ami Pro accesses the document image file instead of the original graphic file each time
you display or print a page containing the picture.
If you choose Copy image, the pictures display faster on the screen because Ami Pro does not need
to import them each time.
If you do not choose Copy image, Ami Pro accesses the original graphic file from the drive and
directory you specified.
If you do not select Copy image, make sure you use the Ami Pro File Management function to copy or
move the document containing the picture to ensure that the graphic file is also copied or moved.

9. Choose OK.
Ami Pro places the picture into the frame. The image is sized to fit in the frame and the aspect ratio is
maintained.
Once the pictures are in a document, you can display and print the document without them.

See also:

Frame Contents

Specifying Hewlett-Packard Graphics Language File Options
Specifying Computer Graphics Metafile Options

Moving a Picture in a Frame

Using Image Processing

Copying or Moving a File

Setting View Preferences

Printing the Current Document



Specifying Computer Graphics Metafile Options

When you import a Computer Graphics Metafile, Ami Pro provides several options.

To specify Computer Graphics Metafile options

1.

Select the desired options.

Ignore background
The picture is transparent. The background rectangle on which the picture was drawn is discarded.

Force vector fonts
Raster fonts are converted to vector fonts. Vector fonts can be infinitely scaled--raster fonts are
restricted to the font styles and sizes available to your printer.

For the most accurate scaling of any text or numbers in the .CGM file, select Force vector fonts.

Dot lines
Dotted lines are maintained. If you do not select this option, dotted lines are converted to solid lines.

Dotted lines cannot be wider than 1 pixel and they may not print well on some printers.

Default color table
Colors in a Harvard Graphics® .CGM file are converted correctly.

Choose OK.
Ami Pro converts the .CGM files to a Windows Metafile.

See also:

Frame Contents

Understanding Graphics
Importing a Picture



Specifying Hewlett-Packard Graphics Language File Options

When you import a Hewlett-Packard Graphics Language (.PLT) file, Ami Pro provides several options.

To specify Hewlett-Packard Graphics Language file options
1. Select the Paper Size option that corresponds to the size of the paper used for the picture.
2. Select Portrait or Landscape as the desired Orientation.

Portrait
The picture displays across the width of the page.

Landscape
The picture displays down the length of the page.

3. Select the number of each pen to which you want to assign a color.
4. Select the color you want to assign to each pen.
5. Choose OK.

Ami Pro converts the .PLT file to a Windows Metafile.

See also:

Frame Contents

Understanding Graphics
Importing a Picture



Pasting a Picture From Another Windows Application

You can paste a picture from another Windows application instead of importing the picture.

To paste a picture from another Windows application

1. Make the application that contains the picture the active window.

2. Select the picture.
Choose Edit/Copy to copy the picture to the Clipboard.

Make the Ami Pro document that you want to contain the picture the active window.

If you want the frame to be a particular size, create or select an empty frame of the desired size in the
location where you want the picture to appear.

6. Choose Edit/Paste.
If you want to choose the format for the pasted picture, you can choose Edit/Paste Special.
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See also:

Frame Contents

Using Paste Special
Importing a Picture



Deleting a Picture Inside a Frame

You can delete a picture inside a frame or delete both a frame and its contents.

To delete a picture inside a frame
1. Select the frame.
Shortcut: Double-click the frame and press DEL to delete the picture.
2. Press ENTER.
3. Press DEL.
If the picture is a drawing, you must select all the objects before you press DEL.
Ami Pro deletes the picture inside the frame.
If you selected an Undo level greater than None, you can restore a picture you deleted.

To delete a frame and its contents
1. Select the frame.
2. Press DEL.

See also:

Frame Contents

Deleting an Object or a Drawing
Setting User Setup Defaults
Undoing One or More Actions
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Understanding Headers and Footers

A header is information that displays in the top margin of a document. A footer is information that displays
in the bottom margin.

There are two ways to create headers and footers in Ami Pro. You can have the same "fixed" header or
footer on each page of your document, or you can create multiple headers and footers in the same
document using floating headers and footers. You must be in Layout mode to create a header or footer.

You can format and edit all header and footer text. You can assign paragraph styles and use any of the
Text menu commands. In addition, you can set margins, tabs, and columns specifically for the header and
footer using Modify Page Layout.

See also:

Headers and Footers and Page Numbers Contents
Using Page Layout Options for a Header and Footer
Creating a Fixed Header or Footer

Creating an Alternating Fixed Header or Footer



Using a Fixed Header or Footer

If you want one header or footer that displays on all pages, all pages except page one, all right pages, or
all left pages in the document, you can create a fixed header or footer.

A fixed header or footer is part of the page layout. If you select All Pages in the page layout, Ami Pro
displays the header or footer on every page in the document. If you select Right or Left Pages in the page
layout, you can specify different header or footer information for the odd and even pages in the document.

You can also create different fixed headers and footers in a document by inserting a page layout.
Although Ami Pro continues to display the original header or footer, you can change the information on
the pages using the inserted page layout without modifying the original fixed header or footer.

See also:

Headers and Footers and Page Numbers Contents
Creating a Fixed Header or Footer

Creating an Alternating Fixed Header or Footer
Specifying Which Pages Use the Layout

Inserting a Page Layout



Creating a Fixed Header or Footer

If you want one header or footer that displays on all pages, all pages except page one, all right pages, or
all left pages in the document, you can create a fixed header or footer.

To create a fixed header or footer

1.

In Layout mode, place the insertion point on the page where you want to create a header or footer.

Shortcut: Click in the top or bottom margin on the desired page and go to step 4. You can determine
where the top and bottom margins are by choosing View/View Preferences and selecting Margins in
color.

If you selected Begin on second page for the Header or Footer in the page layout, place the insertion
point on the second or subsequent page.

Choose Page/Header/Footer.

Select Header or Footer.

Choose OK.

Ami Pro places the insertion point in the top or bottom margin.
Type the desired text or create the desired picture frame.

You can place a picture in a fixed header or footer. If you want the picture to display on more than one
page, you must specify Repeat all pages as the Placement in the Modify Frame Layout dialog box.
The frame then becomes part of the page layout and displays on every page in the document.

Press ESC to return to the main document text.
Mouse: Click anywhere in the main document text.
Ami Pro displays the header and footer on every page, regardless of the page on which it was typed.

See also:

Using a Fixed Header or Footer

Headers and Footers and Page Numbers Contents
Creating an Alternating Fixed Header or Footer
Removing a Header or Footer

Creating a Frame Manually

Modifying Frame Layout

Specifying Which Pages Use the Layout



Creating an Alternating Fixed Header or Footer

You can create an alternating fixed header or footer that displays different information on the odd and
even pages in a document. The odd pages are right pages, the even pages are left pages.

To create an alternating fixed header or footer
1. In Layout mode, choose Page/Modify Page Layout.
Select Right Pages.
Choose OK.
Place the insertion point on any odd page.
Shortcut: Click in the top or bottom margin on the desired page and go to step 6.
Choose Page/Header/Footer.
Select Header or Footer.
Choose OK.
Type the desired text or create the desired picture frame for the odd pages.

You can place a picture in an alternating fixed header or footer. If you want the picture to display on
alternating pages, you must specify Repeat right/left as the Placement in the Modify Frame Layout
dialog box. The frame then becomes part of the page layout and repeats throughout the document.

9. Press ESC to return to the main document text.
Mouse: Click anywhere in the main document text.
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10. Place the insertion point on any even page.
Shortcut: Click in the top or bottom margin on any even page and repeat steps 8 - 9.
11. Repeat steps 5 - 9.

Ami Pro displays the left page header or footer on all even pages and the right page header or footer

on all odd pages in the document.

See also:

Headers and Footers and Page Numbers Contents
Creating a Fixed Header or Footer

Removing a Header or Footer

Creating a Frame Manually

Modifying Frame Layout

Specifying Which Pages Use the Layout



Removing a Header or Footer

You can remove fixed header or footer if you no longer want the information to appear in the top or bottom
margin of a document.

To remove a fixed header or footer

1. In Layout mode, place the insertion point on any page that contains a header or footer.
Shortcut: Click in the top or bottom margin on the desired page and go to step 5.

2. Choose Page/Header/Footer.

3. Select Header or Footer.

4. Choose OK.
Ami Pro places the insertion point in the top or bottom margin.

5. Delete the text or picture in the top or bottom margin.

6. Press ESC to return to the main document text.
Mouse: Click anywhere in the main document text.

If you need to remove an alternating header or footer, repeat steps 2 - 6 for the header or footer that
appears on the alternate pages.

See also:

Headers and Footers and Page Numbers Contents
Creating a Fixed Header or Footer
Creating an Alternating Fixed Header or Footer



Understanding Floating Headers and Footers

If you want multiple headers or footers in the same document, you can insert floating headers or footers.
Floating headers and footers allow you to place different header or footer text on the pages in a
document. Ami Pro repeats the header or footer text until it encounters either another floating header or
footer or an inserted page layout in the document.

Since a frame in the top or bottom margin is part of the page layout, inserting a floating header or footer
does not prevent the contents of the frame from displaying throughout the document. Floating headers
and footers allow you to modify only the header or footer text.

You must complete two steps to create a floating header or footer:
¢ Indicate the location where the header or footer should begin.
e Type the text in the top or bottom margin of the correct page.

Indicating the location

When you create a floating header or footer, Ami Pro places a mark at the location of the insertion point.
This mark stays with the line of main document text on which it was inserted. You can see the floating
header and footer mark by choosing View/View Preferences and selecting Marks.

If editing changes cause the main document text to move to a different location on the page, the mark
also moves to the new location. This may cause the header or footer text to start on a different page. That
is why the header or footer is called a "floating" header or footer--it may move from one location to
another in a document.

Typing the text

Once you create the mark for the floating header or footer, you must type the text in the top or bottom
margin of the correct page. If the mark is on the first line of the page, you type the text in the appropriate
margin on the current page. If the mark is on any line other than the first line of the page, you type the text
in the appropriate margin on the subsequent page.

You can stop floating header or footer text from displaying by inserting a new floating header or footer
mark and not typing any text in the top or bottom margin, thereby creating a blank header or footer.

See also:

Headers and Footers and Page Numbers Contents
Removing a Floating Header or Footer
Editing Text that Contains a Floating Header or Footer Mark



Creating a Floating Header or Footer

You must insert the floating header or footer on the first line of a page for it to take effect on that page.

To create a floating header or footer

1.

In Layout mode, place the insertion point in the text to which you want to tie the floating header or
footer, or on the first line of the page that should contain the header or footer.

If editing changes might move a floating header or footer mark to the second or subsequent line on a
page, you can insert the floating header or footer one page before the page on which you want the
header or footer to display. Place the header or footer mark anywhere below the first line of text on
that page.

2. Choose Page/Header/Footer.

3. Choose Floating Header/Footer.

4. Select Insert.

5. Select Floating header or Floating footer.

6. Select the pages on which the header or footer should display.
All pages
Displays the header or footer on every page after (and including if the mark is on the first line) the
page containing the mark.
Right pages
Displays the header or footer on all odd pages after (and including if the mark is on the first line) the
page containing the mark.
Left pages
Displays the header or footer on all even pages after (and including if the mark is on the first line) the
page containing the mark.

7. Choose OK.
Ami Pro places the insertion point in the top margin of the current page if you selected floating
header, or in the bottom margin of the current page if you selected floating footer.
If you insert the floating header or footer on any line other than the first line of a page, Ami Pro places
the insertion point in the top or bottom margin of the subsequent page.

8. Type the desired text.

9. Press ESC to return to the main document text.
Mouse: Click anywhere in the main document text.

See also:

Headers and Footers and Page Numbers Contents
Creating an Alternating Floating Header or Footer
Removing a Floating Header or Footer

Editing Text that Contains a Floating Header or Footer Mark



Creating an Alternating Floating Header or Footer

You can create alternating floating headers and footers for the odd and even pages in each section of a
document.

To create an alternating floating header or footer

1.
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In Layout mode, place the insertion point at the beginning of the text to which the floating header or
footer should be tied, or on the first line of the page that should contain the header or footer.

Choose Page/Header/Footer.

Choose Floating Header/Footer.

Select Insert.

Select Floating header or Floating footer.
Select Right pages or Left pages.

You can insert both the right and left page floating header and footer on the first line of the page on
which they should take effect. This lets you keep the corresponding headers and footers together as
you edit the document.

Choose OK.

If you select Right pages, Ami Pro places the insertion point in the desired margin on the current or
next odd page. If you select Left pages, Ami Pro places the insertion point in the desired margin on
the current or next even page.

Type the desired text.
Press ESC to return to the main document text.
Mouse: Click anywhere in the main document text.

See also:

Headers and Footers and Page Numbers Contents
Creating a Floating Header or Footer

Removing a Floating Header or Footer

Editing Text that Contains a Floating Header or Footer Mark



Removing a Floating Header or Footer

You can remove a floating header or footer if you no longer want the information to appear in the top or
bottom margin of a document. You can quickly move the insertion point to the location of a floating header
or footer using Go To.

To go to a floating header or footer mark

If you want Ami Pro to check the entire document for floating header or footer marks, place the insertion
point at the beginning of the document.

1.

In Layout mode, choose Edit/Go To.
Mouse: Click the Page Status button in the status bar.
Select Floating Header/Footer Mark in the Next item list box.

If there are no floating header or footer marks in the document, Floating Header/Footer Mark is
dimmed.

Choose Go To *H.
Ami Pro moves the insertion point to the next floating header or footer mark in the document.

To remove a floating header or footer
1. In Layout mode, place the insertion point on the floating header or footer mark.
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Choose Page/Header/Footer.

Choose Floating Header/Footer.

Select Remove.

Select Floating header or Floating footer.

Choose OK.

Ami Pro deletes the floating header or footer mark and the floating header or footer text.

See also:

Headers and Footers and Page Numbers Contents
Creating a Floating Header or Footer

Creating an Alternating Floating Header or Footer

Editing Text that Contains a Floating Header or Footer Mark



Editing Text that Contains a Floating Header or Footer Mark

When you copy text that contains a floating header or footer mark, Ami Pro also copies the mark. When
you paste the text, Ami Pro pastes the header or footer mark with the text and displays the header or
footer text in the top or bottom margin. You can then modify or delete the header or footer text.

When you cut text that includes a header or footer mark, Ami Pro displays a message. If you selected
Disable warning messages in the User Setup, Ami Pro does not display the message.

See also:

Headers and Footers and Page Numbers Contents
Creating a Floating Header or Footer

Creating an Alternating Floating Header or Footer
Removing a Floating Header or Footer



Using Page Layout Options for a Header and Footer

When you create either a fixed or floating header or footer, Ami Pro uses the Header and Footer settings
in the current page layout. These are the settings from the style sheet associated with the document,
unless you modified them or inserted a page layout. You can use the same margin, tab, and column
settings as those used for the main document text or specify different settings.

You can tell Ami Pro not to display a fixed header or footer on the first page of a document.

To start a fixed header or footer on page two
1. Choose Page/Modify Page Layout.

2. Select Header or Footer.

3. Select Begin on second page.

4. Choose OK.

If you select Begin on second page and then try to create a fixed header or footer on page one, Ami Pro
displays a message reminding you about the Begin on second page option and does not allow you to
place the insertion point in the top or bottom margin on the first page. If you create the header or footer
and then select Begin on second page, Ami Pro no longer displays the header and footer on the first
page, but does display it on the second and subsequent pages.

See also:

Headers and Footers and Page Numbers Contents
Modifying the Header and Footer Format



Numbering Pages Automatically

You can automatically number the pages in a document and specify the style of the numbers, the page on
which you want the numbering to start, the number you want to start numbering with, and any leading text
you want to precede the page numbers. You can choose Page Numbering from any page in the
document. You can use leading text to create page numbers such as Page 1, Page 2, and so on.

Since you usually want page numbers to display throughout a document, you should place the numbers
in the top or bottom margin as apart of a header or footer. If you created an alternating header or footer,
or you inserted floating headers and footers in the document, you may need to place page numbers on
multiple pages.

To number pages automatically

1.

In Layout mode, place the insertion point in the top or bottom margin on any page in the document.

2. Choose Page/Page Numbering.

3. Select 1, 1,i, A, or a as the Style for the page numbers

4. Select Start on page and specify the desired number to start the page numbering on a page other
than the first page.

5. Select Start with number and specify the desired page number to start the page numbering with a
number other than one.

6. Type the desired text and spaces in the Leading text box if you want text to precede the page
numbers.
Ami Pro places text you type in the Leading text box in the Table of Contents and Index when you use
these functions.
When you insert a page number into a header or footer, the number becomes part of the page layout.

7. Choose OK.
If you want spaces or text after the page number, type them as part of the header or footer after Ami
Pro inserts the number. You can apply text formatting and enhancements using Smarticons, the
status bar, or the Text menu, or assign a paragraph style to the text and the page number.

See also:

Headers and Footers and Page Numbers Contents
Creating a Fixed Header or Footer

Creating a Fixed Header or Footer

Creating an Alternating Fixed Header or Footer

Changing the Page Numbers

Understanding Text Formatting and Text Enhancements
Assigning a Paragraph Style Using the Style Status Button



Changing the Page Numbers

You can modify the page numbers in a document.

To change the page numbers

1. Delete the page number you want to change.
2. Choose Page/Page Numbering.

3. Specify the desired options.

4. Choose OK.

See also:

Headers and Footers and Page Numbers Contents
Numbering Pages Automatically
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File Menu Smarticons
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File Menu Smarticons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

Create a New File

Open an existing File

Close a File

Save the current File

Import a Picture
File Management

Send Mail

Merge

Print Envelope

Print

Printer Setup
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Exit Ami Pro
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Erame Menu Smartlcons

Tools Menu Smartlcons
Table Menu Smartlcons
Window Menu Smartlcons

Help Menu Smartlcons



Edit Menu Smarticons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

Undo last command or action

Cut to the Clipboard

Copy to the Clipboard

Paste Clipboard Contents

Find & Replace

Go To

Insert Bullet
@ Insert Date/Time

Insert Today's Date
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=§ Insert Glossary Record

Insert Power Fields
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EI Delete
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TJools Menu Smarticons
Table Menu Smarticons
Window Menu Smartlcons

Help Menu Smartlcons



View Menu Smarticons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

Toggle Full Page/Previous Layout View

Toggle Outline/Layout View

Toggle Draft/Layout View

Show/Hide Ruler

Show/Hide Clean Screen

Show/Hide Power Fields

Show/Hide Column Guides

Show/Hide Margins in Color
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Show/Hide Pictures
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Show/Hide Tabs & Returns

Show/Hide Marks
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Show/Hide Notes




E Show/Hide Vertical Ruler
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View Preferences
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Text Menu Smarticons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

Change font, point size, and color of text

Left Align Selected Text

Center Selected Text

Right Align Selected Text

Justify Selected Text

Indent all Lines of Paragraph

Indent First Line of Paragraph

Indent All but First Line of Paragraph

Normal Text

Bold Text

Italicize Text

Underline Text
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Superscript Text
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Double Underline Text
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Toggle Fast Format
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TJools Menu Smarticons
Table Menu Smarticons
Window Menu Smartlcons

Help Menu Smartlcons



Style Menu Smarticons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

Modify a Paragraph Style
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Page Menu Smarticons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

Insert a Header/Footer

Modify Page Layout

Insert a Page Number

Insert a Page Break

See also:
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Frame Menu Smarticons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

Add a Frame

Add a Frame Using Previous Size and Position Settings

ﬁ' Modify Frame Layout
1

L2 Scale a Picture

Toggle Group/Ungroup Frames

Bring Frame to Front

Send Frame to Back
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Tools Menu Smarticons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

Spell Check
Grammar Check
Thesaurus
Create a Table

Create a Drawing

Charting

Equations

Insert Footnote

Revision Marking

Document Compare

Sort in ascending order

Generate TOC, Index
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Floating Smarticons
Customize Smartlcons

Switch Smartlcon Sets
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Toggle Start/Stop Recording a Quick Macro

Play Back a Quick Macro

Toggle Start/Stop Recording a Macro
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Play Back a Macro
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Erame Menu Smartlcons

Table Menu Smartlcons
Window Menu Smartlcons
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Table Menu Smarticons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

Modify Table Layout

Modify Lines & Colors

Insert Column or Row

Insert Column After Current Column

Insert Row After Current Row

Delete Column or Row
Delete Selected Columns
Delete Selected Rows

Delete an Entire Table
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Size Columns & Rows

Connect Selected Cells
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Edit Formula

See also:

Using Smartlcons
Smartlcons Shortcuts Contents

File Menu Smartlcons
Edit Menu Smartlcons
View Menu Smartlcons
Text Menu Smartlcons
Style Menu Smartlcons

Page Menu Smartlcons
Erame Menu Smartlcons

Tools Menu Smarticons
Window Menu Smartlcons

Help Menu Smartlcons



Window Menu Smarticons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

Tile Windows

Cascade Windows
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Help Menu Smartilcons

You can display Help about the functions or commands the Smartlcons represent by clicking the icons.
Keyboard: Press TAB to select the desired icon and then press ENTER.

@ Tutorial
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Understanding Import and Export File Filters

You can use the Ami Pro text and data file import filters to convert documents created in other
applications to Ami Pro documents and to convert Ami Pro documents to other text file formats. Ami Pro
supports the following formats:

Import file filters Export file filters

1-2-3® releases 1, 1A, 2.0,
and 2.01 (WKS and .WK1)

1-2-3 releases 3.0, 3.1,
and 1-2-3 for Windows
(\WK3 and .WK4)

Advance Write Advance Write
Ami Pro Ami Pro
ASCII ASCII

dBase I1l®, dBase I11+®,
and dBase IV®

DCA/FFT (Final Form Text)DCA/FFT (Final

Form Text)
DCA/RFT (Revisable Form DCA/RFT
Text) (Revisable
Form Text)
DIF®
DisplayWrite® 4 and 5 DisplayWrite 4
and 5
E-Mail E-Mail
Enable® versions 1-5 Enable versions
through 2.5 1-5 through 2.5
Executive MemoMaker Executive
MemoMaker

Lotus Manuscript®
releases 2.0 and 2.1

Microsoft Excel version 4.0
and prior versions

Microsoft Word versions  Microsoft Word

4.0,5.0,5.1,and 5.5 versions 4.0,
5.0,5.1,and 5.5

MultiMate® versions 3.3  MultiMate

and 4.0, version 3.3 and

and MultiMate Advantage MultiMate

I Advantage I

Navy DIF Navy DIF

Office Writer 6.2 Office Writer 6.2

Organizer release 1.x

Paradox® versions up to
3.5 (.DB)

Peach TextTM version 2.11Peach Text
and prior versions version 2.11



See also:

and prior
versions

Professional Write versionsProfessional

2.1and 2.2

Rich Text Format

Samna® Word
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Using Import and Export File Filters

Applications support different levels of functionality. For this reason, Ami Pro may be unable to implement
certain formatting information when you import a text or data file or export a text file.

Ami Pro normally imports and exports the following formatting information:

Alignment--center, justify, left, right

When importing, Ami Pro converts these to text formatting and text enhancements.
Capitalization--initial caps, lower case, small caps, upper case

When importing, Ami Pro converts these to text formatting and text enhancements.

Dates--When importing and exporting, if the file format does not support a date function, Ami Pro
converts the dates to text.

Font--typeface, point size, color
When importing, Ami Pro converts these to text formatting and text enhancements.

Footnotes--When exporting, if the file format does not support footnotes, Ami Pro places the footnotes
in the main document text at the end of the document.

Headers and footers

International characters

Line spacing

Page layout--margins, page breaks, rulers, tabs

When importing, if the filter does not support page layout formatting information, Ami Pro places an
inserted ruler with the correct tab settings at the beginning of each paragraph of text. If the filter
supports page layout formatting information, the first ruler is incorporated into either the standard
page layout or an inserted page layout, depending upon whether or not the insertion point is at the
beginning of the document when you import the file.

For all filters except ASCII and E-mail, if the file does not have a default ruler, the inserted ruler
contains tabs set every .5 inches. For ASCII and E-mail files, Ami Pro uses the ruler in effect at the
location of the insertion point when you import the file.

When exporting, if the filter does not support center, numeric, or right tabs, Ami Pro changes these
tabs to left tabs and sets the default ruler to a tab every .5 inches. If the filter supports center,
numeric, and right tabs, they are used.

Page numbering

When importing and exporting, if the file format does not support a page numbering function, Ami Pro
converts the page numbers to text.

Paragraph styles
Special formatting--hard hyphens, non-breaking spaces

Text attributes--bold, double underline, italic, overstrike, strikethrough, superscript, subscript,
underline, word underline

When importing, Ami Pro converts these attributes to text formatting and text enhancements.
Text frames

When exporting, text in anchored frames appears in the file at the location where the frame is
anchored. Text in non-anchored frames appears at the end of the page layout or at the end of the
document.

In some filters, Ami Pro can import and export formatting information in several ways. You can specify
how you want the text or data to appear when it is converted.

See also:
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Importing a Text or Data File

You can use Open to open a text or data file as an untitied document. You can use Insert to insert a text
or data file at a particular location in an existing document. You can insert a text or data file into main
document text, a selected text frame, or a table.

If you insert a text file into a table, Ami Pro places the entire file into the current cell. If you insert a data
file into a table, Ami Pro places the data into the appropriate cells. If you insert a data file into an empty
selected frame, Ami Pro creates and places the data into a table with the correct number of columns and
rows.

To import a text or data file

1.

If you want to insert the file at a particular location, place the insertion point at that location.

2. Choose File/Open.

Keyboard: Press CTRL+O.

Select the desired type of file. The type of file you select tells Ami Pro which import filter to use.
Shortcut: For certain types of files, you can perform a Quick Import by specifying the file name in the
text box and choosing OK or Insert. These file types are: dBase, DCA/RFT, DIF, DisplayWrite, Excel,
Lotus 1-2-3, Manuscript, Microsoft Word, Rich Text Format, Samna Word, SmartWare, SuperCalc,
Windows Write, Word for Windows, WordPerfect 5.x, WordStar 2000. Ami Pro imports the document
even though you do not select the type of file.

If you want to quick import a file that has no extension, type a period after the file name. If you do not
add the period, Ami Pro attempts to find an Ami Pro document with that name, instead of importing
the file.

When you specify a type of file, Ami Pro places the default extension for files generated in that
application in the File name text box, and changes the file names in the Files list box.

For example, if you specify Rich Text Format, the File name text box displays *.RTF and the Files list
box displays a list of *.RTF files. This makes it easier to find the files that match the filter type.

Specify the name of the file you want to import.

You can also specify the extension for a particular type of file by typing it in the File name text box. If
you specify a path for the file, Ami Pro automatically uses that directory the next time you select that
type of file in the Open dialog box.

If necessary, specify the desired drive and directory by selecting them in the list boxes or by typing
them in the File name text box.

Select any other desired options.
Choose the desired command button.

OK
Displays the contents of the file as an untitled document. If the file is an ASCII file, Ami Pro displays
the file name in the title bar.

You can edit and save changes to an ASCII file using Save. You do not need to export it using Save
As.

Insert
Inserts the contents of the file into the current document, starting at the location of the insertion point.
The insertion point remains where you placed it prior to inserting the file.

If the filter does not support paragraph style formatting information, Ami Pro converts all text to the
paragraph style assigned to the paragraph in which the insertion point is located.

Ami Pro may display a dialog box providing import options.

See also:
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Exporting a Text File

You can use Save As to export the current document to a different file format.

To export a text file

1.

Choose File/Save As.

2. Select the desired type of file.
The type of file you select tells Ami Pro which export filter to use.

3. Type the document name.

4. If necessary, specify the desired drive and directory by selecting them in the list boxes or by typing
them in the File name text box.
If you specify a path for the file, Ami Pro automatically uses that directory the next time you select that
type of file in the Open or Save As dialog box.

5. Choose OK.
Ami Pro saves the document to the file name you specified but leaves the current document on the
screen. If you exported to an ASCII file, the current document is now an ASCII file, not an Ami Pro
document.
Ami Pro may display a dialog box providing export options.

See also:
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Understanding Import and Export Options

In some filters, Ami Pro can import and export formatting information in several ways. You can specify
how you want the text or the data to appear when it is converted.

For all filters, Ami Pro defines text formatting as any typeface, point size, color, attribute (bold, italic,
underline, word underline), capitalization, or special effect you apply to selected text using either
Smartlcons, the status bar, or the Text menu. Ami Pro defines text enhancements as any alignment,
indention, or spacing you apply to selected text using either Smartlcons or the Text menu. Other
applications refer to these as text attributes or text formatting.

See also:
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Using Text File Import Options

For some text file filters, Ami Pro displays an Import Options dialog box.

Select the desired Paragraph Styles option to determine how the text should be formatted when it is

converted.

Some Import Options dialog boxes provide slightly different options.

Option
Convert styles

Apply styles

Keep style
names

Formatting Information

Ami Pro creates paragraph
styles to match the
paragraph style names and
formatting information
contained in the original
file. Ami Pro imports all text
attributes as text formatting
and text enhancements.

Caution If paragraph styles
with the same names
already exist, Ami Pro
modifies them so that they
use the same formatting
information as the original
file.

Ami Pro converts all
formatting information,
including paragraph style
formatting information, to
text formatting and text
enhancements. All
paragraphs use the
paragraph style of the line
on which the insertion point
is located when you import
the file.

Ami Pro imports all
paragraph style names. If
there are paragraph style
names available to the Ami
Pro document that exactly
match the paragraph style
names in the original file,
Ami Pro formats the text
using the settings in the
Ami Pro paragraph styles.
Otherwise, Ami Pro formats
the text using the settings
in the Body Text paragraph
style and displays the
paragraph style name in
red in the status bar. You
can assign another
paragraph style or create a



Ignore styles

See also:
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paragraph style with the
original style name.

Ami Pro would not
recognize Head1 and head
1 as matching paragraph
style names.

Ami Pro imports the text
formatting information as
text formatting and text
enhancements. Ami Pro
does not import paragraph
style formatting information.

All paragraphs use the
paragraph style of the line
on which the insertion point
is located when you import
the file.

Understanding Text Formatting and Text Enhancements

Using Import and Export File Filters
Assigning Paragraph Styles
Creating a New Paragraph Style



Using Text File Export Options

For some text file filters, Ami Pro displays an Export Options dialog box.

Select the desired Paragraph Styles option to determine how the text should be formatted when it is
converted.

Some Export Options dialog boxes provide slightly different options.
Option  Formatting Information

Convert Ami Pro creates

styles paragraph style names
to match the paragraph
style names in the
document and exports
all paragraph style
formatting information.
Ami Pro also exports all
text formatting and text
enhancements.

Apply Ami Pro exports all

styles  formatting information,
including paragraph
style formatting
information, as text
formatting and text
enhancements.

Ignore  Ami Pro exports text

styles  formatting and text
enhancements. Ami
Pro does not export
paragraph style
formatting information.

See also:
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Using ASCII File Import Options

When you import a file and select ASCII as the type of file, Ami Pro displays an ASCII Options command
button.

To use ASCII file import options

1. Choose ASCII Options.

2. Select the desired ASCII File Options.
3. Select the desired ASCII File Type.

4. Choose OK.
Option Formatting Information
CR/LF at  Ami Pro combines the
lines lines into single

paragraphs. Choose this
option if the ASCII file is
formatted with a
Carriage Return/Line
Feed at the end of every
line and two Carriage
Returns/Line Feeds at
the end of every
paragraph.

CR/LF at  Ami Pro imports each

paragraph line as a separate

ends only paragraph. Choose this
option if the ASCII file is
formatted with a
Carriage Return/Line
Feed at the end of each
paragraph.

Keep style Ami Pro imports all

names paragraph style names.
If there are paragraph
style names available to
the Ami Pro document
that exactly match the
paragraph style names
in the original file, Ami
Pro formats the text
using the settings in the
Ami Pro paragraph
styles.
Each paragraph in the
ASCI! file must be
preceded by the
paragraph style name
enclosed in angle
brackets, <Style Name>.
Otherwise, Ami Pro
formats the text using
the settings in the Body



7 bit ASCII

8 bit PC-
ASCII

8 bit ANSI

See also:
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Text paragraph style and
displays the paragraph
style name in red in the
status bar. You can
assign another
paragraph style or create
a paragraph style with
the original style name.
Ami Pro would not
recognize Head1 and
head 1 as matching
paragraph style names.

The 7 bit ASCII
character set contains
only the first 128
characters of the IBM
PC-ASCII character set
and does not contain
any foreign characters.
Ami Pro converts any
characters that are not
part of this range into
one of the 128
characters.

The 8 bit PC-ASCII
character set contains
characters from the
complete IBM PC-ASCII
character set, including
foreign accented
characters and Greek
and math symbols. Ami
Pro converts PC-ASCII
characters that have
ANSI equivalents to
those equivalents. ASCII
characters that do not
have ANSI equivalents
are replaced with
characters such as _ or
+. Choose this option for
files created in non-
Windows applications.

Ami Pro imports all
Windows ANSI
characters. Choose this
option for files created in
Windows applications.
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Using ASCII File Export Options

When you export a file and select ASCII as the type of file, Ami Pro displays an ASCII Options command
button.

To use ASCII file export options
1. Choose ASCII Options.
2. Select the desired ASCII File Options.
3. Select the desired ASCII File Type.
4. Choose OK.
Option  Formatting Information

CR/LF at Ami Pro places a

lines Carriage Return/Line
Feed at the end of
every line (a maximum
of 64 characters, not
the width of the text in
Ami Pro) and two
Carriage Returns/Line
Feeds at the end of
every paragraph.

CR/LF at Ami Pro places a
paragrap Carriage Return/Line
hends Feed at the end of each
only paragraph.

Keep Ami Pro places

style paragraph style names

names at the beginning of
each paragraph. Ami
Pro encloses each
paragraph style name
in angle brackets,
<Style Name>. The
paragraph style names
are part of the text in
the ASCII file.

If the application
receiving the ASCII file
recognizes this format
for paragraph style
names, and its style
sheet has identically
named paragraph
styles, the ASCII file
created in Ami Pro is
formatted according to
the paragraph styles in
the other application.

7 bit The 7 bit ASCII
ASCII character set contains



only the first 128
characters of the IBM
PC-ASCII character set
and does not contain
any foreign characters.
Ami Pro converts any
characters that are not
part of this range into
one of the 128

characters.
8 bit PC- The 8 bit PC-ASCII
ASCII character set contains

characters from the
complete IBM PC-
ASCI| character set,
including foreign
accented characters
and Greek and math
symbols. Ami Pro
converts ANSI
characters to their PC-
ASCII equivalents.
Choose this option for
non-Windows
applications.

8 bit Ami Pro exports all

ANSI Windows ANSI
characters. Choose this
option for Windows
applications.

Exporting table information
Ami Pro exports table data as text. Column data is separated by tabs, and rows are separated by returns.
If there are multiple paragraphs in a cell, the returns between the paragraphs are changed to spaces.

The data in page tables or anchored frames appears in the exported file at the location where the page
table or frame is anchored. Data in non-anchored frame tables appears at the end of the document.

Only the results of formulas are exported, instead of the formulas.
Data in protected cells is exported. Connected cells are exported as individual cells.

See also:
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Importing and Exporting a DCA/RFT File

Importing additional formatting information
Ami Pro imports RFT system page numbers as automatic page numbers starting with page 1.

Ami Pro imports footnote options.

If the first page in an RFT file contains a top margin that is larger than the top margin on subsequent
pages, Ami Pro inserts a blank line equal to the size of the additional margin space at the beginning of
page one.

If attributes were applied to the header or footer text in a RFT file, Ami Pro imports the header or footer
text as normal text, without attributes.

Line draw, Greek, and other ASCII characters are converted to appropriate characters in the
LotusLineDraw font. If you are using Windows 3.0, you must install Adobe Type Manager to access the
font.

Although Ami Pro does not import graphics in RFT files, it creates frames where the graphics are located.
You can replace the message that appears in each frame with the desired picture by double-clicking the
frame, pressing DEL, and importing the file that contains the picture.

Using export options

Option Formatting Information

Apply Ami Pro exports all

styles formatting information,
including paragraph
style formatting
information, as text
formatting and text
enhancements.

Ignore Ami Pro exports text

styles formatting and text
enhancements. Ami
Pro does not export
paragraph style
formatting information.

Exporting additional formatting information

There may not be an exact font match in all cases.

Double underline is converted to single underline.

Ami Pro exports centered alignment as a ruler with a centered tab.
Ami Pro exports footnote options.

All headers and footers are exported. Ami Pro inserts a page break and a page layout before any floating
header/footer marks.

Ami Pro exports indentions as margin changes.

Exporting table information
Ami Pro exports table data as text. Column data is separated by tabs, and rows are separated by returns.
If there are multiple paragraphs in a cell, the returns between the paragraphs are changed to spaces.

See also:
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Understanding Import and Export Options
Importing a Picture



Importing a DisplayWrite File

Importing additional formatting information
Ami Pro imports local margin and indent tab changes as Text menu indentions.

Primary and Alternate page layouts are imported as inserted page layouts.
Ami Pro imports format changes as revert to standard page layouts.

Line draw characters are converted to appropriate characters in the LotusLineDraw font. If you are using
Windows 3.0, you must install Adobe Type Manager to access the font.

You can specify the desired font mappings in the WINDOWS\AMIDW.INI file.

Importing table information
Ami Pro imports DisplayWrite columns as single row tables with the equivalent number of columns.

See also:
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Exporting a Text File
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Exporting a DisplayWrite File

Using export options
Option Formatting Information

Apply Ami Pro exports all

styles formatting information,
including paragraph
style formatting
information, as text
formatting and text
enhancements.

Ignore Ami Pro exports text
styles formatting and text
enhancements. Ami
Pro does not export
paragraph style
formatting information.
Exporting additional formatting information
You must repaginate the document after you import it into DisplayWrite.

Ami Pro exports centered alignment as a ruler with a centered tab.

All headers and footers are exported. Ami Pro inserts a page break and a page layout before any floating
header/footer marks.

Ami Pro exports indentions as margin changes.

Since DisplayWrite only supports line spacing of 1/2 inch to 3 inches, Ami Pro changes the line spacing to
the closest original setting.

Ami Pro exports only the standard page layout.
There may not be an exact font match in all cases.

Exporting table information
Ami Pro exports table data as text. Column data is separated by tabs, and rows are separated by returns.
If there are multiple paragraphs in a cell, the returns between the paragraphs are changed to spaces.

See also:
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Importing an E-Mail File

Importing additional formatting information
Ami Pro automatically imports the file using the ASCII filter's 8 Bit PC-ASCII and CR/LF at paragraph
ends only options.

Ami Pro imports daggers and stars.
Ami Pro converts bullets to asterisks.

Ami Pro automatically generates outline numbers. These numbers are not cumulative. Roman numerals
are converted to Arabic numerals.

Ami Pro imports the left margin at the first text position. There is a maximum of 79 characters on any line
regardless of the page layout settings.

Importing table information
Ami Pro imports multiline cells in a table.

See also:
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Exporting an E-Mail File

Exporting additional formatting information
Ami Pro attempts to create an ASCII file that closely matches the Ami Pro document, including text
wrapping and table information.

Ami Pro exports the document using the ASCII filter's 8 bit PC-ASCII and CR/LF at lines options, but does
not place two Carriage Return/Line Feeds at the end of every paragraph.

You may want to specify a 10 pitch fixed font in the Ami Pro document since Ami Pro exports the text with
a maximum of 80 characters, 79 characters plus a CR/LF.

Ami Pro retains tabs, indentions, and alignments by adding spaces, based upon 10 characters per inch.
Line spacing is rounded to the nearest whole number.

All Footnotes appear at the end of the document.

Double underline is converted to single underline.

Word underline is converted to regular underline.

Exporting table information
Ami Pro exports table data as text. Column data is separated by tabs, and rows are separated by returns.
If there are multiple paragraphs in a cell, the returns between the paragraphs are changed to spaces.

The data in page tables or anchored frames appears in the exported file at the location where the page
table or frame is anchored. Data in non-anchored frame tables appears at the end of the document.

Only the results of formulas are exported, instead of the formulas.
Data in protected cells is exported. Connected cells are exported as individual cells.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File

Understanding Import and Export Options
Importing an E-Mail File



Importing a Lotus Manuscript File

Using import options
Option Formatting

Information
Conver Ami Pro converts all
t levels in a Manuscript
levels structured document
into into paragraph styles,

styles or all global settings
in a Manuscript
unstructured
document into an MS
Global and an MS
Text paragraph style.

Ami Pro imports fonts,
attributes, alignments,
indentions, tabs, and
line spacing set in
global, levels, blocks,
columns, and text as
paragraph style
settings. Leading text
in a level is imported
as Special effects
text. Outline levels
are imported.

Apply  Ami Pro converts the

levels attributes in the
Manuscript document
to text formatting and
text enhancements in
the current document.
All paragraphs use
the paragraph style of
the line on which the
insertion point is
located when you
import the file.

Ami Pro imports fonts,
attributes, alignments,
indentions, tabs, and
line spacings set in
global levels, blocks,
columns, and text as
text formatting and
text enhancements.

Importing additional formatting information
Ami Pro imports title, first, odd, and even page layouts and floating headers and footers.

Keycaps are imported as text surrounded by brackets.
Multiple columns are imported if the entire document has the same number of columns. Columns are



imported as a page table.

Ami Pro does not import an index, table of contents, or equations.

You can import .CGM, .EPS and .PIC files.

If a graphic file contained in a Manuscript document cannot be located, Ami Pro prompts you for the path
to the file. If you choose Cancel, Ami Pro imports the document without the picture.

See also:
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Importing a Microsoft Word File

Using import options

Option Formatting Information

Conve Ami Pro creates

rt
styles

Apply
styles

Keep
style

paragraph styles to
match the paragraph
style names and
formatting information
contained in the
original file. Ami Pro
imports all text
attributes as text
formatting and text
enhancements.

Caution If paragraph
styles with the same
names already exist,
Ami Pro modifies them
so that they use the
same formatting
information as the
original file.

Ami Pro converts all
formatting information,
including paragraph
style formatting
information, to text
formatting and text
enhancements.

All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Ami Pro imports all
paragraph style

names names. If there are

paragraph style names
available to the Ami
Pro document that
exactly match the
paragraph style names
in the original file, Ami
Pro formats the text
using the settings in
the Ami Pro paragraph
styles. Otherwise, Ami
Pro formats the text
using the settings in



the Body Text
paragraph style and
displays the paragraph
style name in red in the
status bar. You can
assign another
paragraph style or
create a paragraph
style with the original
style name.

Ami Pro would not
recognize Head1 and
head 1 as matching
paragraph style
names.

Ignore Ami Pro imports the

styles text formatting
information as text
formatting and text
enhancements. Ami
Pro does not import
paragraph style
formatting information.
All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Importing additional formatting information
Certain formatting information is not imported, including box lines, shading, and shading color.

Ami Pro converts a normal line to a 2 point line, a bold line to a 4 point line, and a double line to a 2 point
double line.

If the Microsoft Word style for footnotes is named anything other than Footnote, the footnote numbers in
the footnote text are not imported.

If a Microsoft Word 5.x document does not contain remarks, Ami Pro automatically imports the text using
the Ignore styles option.

If the style sheet associated with the Microsoft Word (PC) document cannot be located, Ami Pro prompts
you for the path to the file. If you choose Cancel or Ignore Fonts, Ami Pro imports the document but
ignores the paragraph style information.

If a Microsoft Word graphic file contained in the document cannot be located, Ami Pro prompts you for the
path to the file. If you choose Cancel, Ami Pro imports the document without the picture.

Word Underline is converted to regular underline.
Overstrike and strikethrough are the same.

Importing table information
Ami Pro imports table data as text. Column data is separated by tabs, and rows are separated by returns.

See also:
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Exporting a Microsoft Word File

Using export options
Option Formatting Information

Convert Ami Pro creates

styles paragraph style names
to match the paragraph
style names in the
document and exports
the following paragraph
style and page
formatting information.

Font: face, size, color,
bold, italic, underline,
word underline, double
underline, all caps are
exported. Initial caps
and first line bold are
not exported. Ami Pro
does not export font
names. A font is
selected based on the
face and size settings.

Alignment: left, center,
right, justify, indent all,
indent first, indent rest,
style tabs are exported.
Indent both and hanging
indent are not exported.
Spacing: line spacing,
paragraph spacing
above and below are
exported. Add In and
text tightness settings
are not exported. Ami
Pro exports all spacing
settings except single
spacing as custom
amounts. The custom
spacing value is based
on the size of the font.
Single spacing is
exported as Auto
spacing.

Breaks: before
paragraph, after
paragraph, allow break
within paragraph, keep
with previous
paragraph, keep with
next paragraph are



exported.

Lines: line above, line
below, line style are
exported. Line spacing,
length, and color are not
exported. Ami Pro
converts a 2 point line
style to a normal line in
Microsoft Word. It
converts 4 and 6 point
styles to a bold line, 8
and 12 point styles to a
thick line, and the
remaining styles to a
double line.

Page Layout: right
page layout settings are
exported. Left page
layout settings are not
exported.

Margins & Columns:
left, right, top, bottom
margins, tabs, and
number of columns are
exported.

Page settings: length
and width are exported.

Page layout lines are
not exported.

Ignore Ami Pro exports text

styles formatting and text
enhancements. Ami Pro
does not export
paragraph style
formatting information.

Exporting additional formatting information

Regardless of the option you select, Ami Pro prompts you for the location of the Word printer file and
whether or not you want to ignore the fonts in the printer file. Ami Pro retains font faces, sizes, colors, and
lower case and initial caps applied using the Text menu. If you choose Cancel or Ignore Fonts, Ami Pro
exports the document but ignores the font information.

Text in an Ami Pro frame appears with lines around it in Microsoft Word.

Ami Pro exports floating headers and footers as regular headers and footers.
Word Underline is converted to regular underline.

Overstrike and strikethrough are the same.

Exporting table information
Ami Pro exports table data as text. Column data is separated by tabs, and rows are separated by returns.
If there are multiple paragraphs in a cell, the returns between the paragraphs are changed to spaces.

See also:
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Exporting a Text File
Understanding Import and Export Options
Importing a Microsoft Word File



Importing and Exporting a MultiMate File

Importing additional formatting information

If there are footnotes in a MultiMate file and Ami Pro cannot locate the footnote file associated with the
document, a dialog box appears asking for the path of the footnote file. If you do not know the path for the
footnote file, choose Ignore Footnotes. Ami Pro imports the document without footnotes.

Ami Pro adds a page break when the number of characters on a page nears the MultiMate limit of 64,000
characters.

Ami Pro inserts a new page layout when it encounters multiple columns in a MultiMate document.

If a MultiMate document has not been printed or previewed before you import it, MultiMate does not retain
the margins. MultiMate defaults to a top and bottom margin of .30 inches. Because .30 inches is too small
to display header or footer text, you should enlarge the top and bottom margins.

MultiMate does not retain manual page breaks you inserted into a document when you export a MultiMate
file. MultiMate does not import page breaks.

Ami Pro does not import balanced columns because MultiMate inserts a soft column break for balanced
columns and automatic wrap around in columns.

Overstrike and strikethrough are the same.
Word underline is converted to regular underline.
Ami Pro imports bounded columns as tables.

Exporting additional formatting information
Frame text is exported, but frames are not.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File

Understanding Import and Export Options



Importing and Exporting a Navy DIF File

Importing additional formatting information
Footnotes are gathered at the end of the document.

Double underline is converted to single underline.

Exporting additional formatting information
Ami Pro exports a maximum of 150 characters in a header or footer. Ami Pro exports regular text in
headers and footers, but does not export special characters in headers and footers.

Frame text is exported, but frames are not.
Word underline is converted to regular underline.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File
Understanding Import and Export Options



Importing and Exporting an Office Writer File

Importing additional formatting information
Ami Pro imports initial caps.

Office Writer fonts are printer dependent. You can specify the desired font mapping in the WINDOWS\
AMIOW.INI file.

Exporting additional formatting information

Frame text is exported, but frames are not.

Only the page layout used for the first page is exported.
Word underline is converted to regular underline.
Exporting table information

Ami Pro exports table data as text. Column data is separated by tabs, and rows are separated by returns.
If there are multiple paragraphs in a cell, the returns between the paragraphs are changed to spaces.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File

Understanding Import and Export Options



Importing and Exporting a Professional Write File

Importing additional formatting information
Double underline is converted to single underline.

Word underline is converted to regular underline.
Leading spaces are converted to text indentions.

Exporting additional formatting information

You can assign only one attribute to the header or footer text in a Professional Write document. If an
attribute is assigned to the first character of the header or footer text in Ami Pro, that attribute is assigned
to all the header or footer text when the document is exported to a Professional Write file.

Frame text is exported, but frames are not.
Double underline is converted to single underline.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File

Understanding Import and Export Options



Importing a Rich Text Format File

Using import options
Option

Formatting Information

Convert Ami Pro creates

styles

Apply
styles

Keep
style
names

paragraph styles to
match the paragraph
style names and
formatting information
contained in the
original file. Ami Pro
imports all text
attributes as text
formatting and text
enhancements.

Caution If paragraph
styles with the same
names already exist,
Ami Pro modifies them
so that they use the
same formatting
information as the
original file.

Ami Pro converts all
formatting information,
including paragraph
style formatting
information, to text
formatting and text
enhancements.

All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Ami Pro imports all
paragraph style names.
If there are paragraph
style names available
to the Ami Pro
document that exactly
match the paragraph
style names in the
original file, Ami Pro
formats the text using
the settings in the Ami
Pro paragraph styles.
Otherwise, Ami Pro
formats the text using
the settings in the Body



Text paragraph style
and displays the
paragraph style name
in red in the status bar.
You can assign another
paragraph style or
create a paragraph
style with the original
style name.

Ami Pro would not
recognize Head1 and
head 1 as matching
paragraph style names.

Ignore  Ami Pro imports the

styles  text formatting
information as text
formatting and text
enhancements. Ami
Pro does not import
paragraph style
formatting information.
All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Importing additional formatting information
Ami Pro imports page layout formatting information, and tables and graphics contained in the original
document.

Outline, hidden, and shadow text are imported as regular text.

Tables of contents, indexes, fields, annotations, line numbers, bookmarks, side-by-side spacing, vertical
tabs, left and right lines, and formulas are not imported.

If a bullet mark is used in a Rich Text Format document, Ami Pro creates a new paragraph style with the
bullet specified in the Bullets & Numbers option. The name of the paragraph style is the current style
name plus B#, where # represents a number. If necessary, Ami Pro creates additional bullet paragraph
styles by incrementing the # in the style name.

If the paragraph style spacing above and below is set to 0 for the paragraph style in a Rich Text Format
document, Ami Pro imports the paragraph style with .05 inches as the default spacing above and below.

Importing table information
Ami Pro imports table data as text. Column data is separated by tabs, and rows are separated by returns.

Ami Pro applies the gutter width of the first cell in a Rich Text Format table to the entire table.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File

Understanding Import and Export Options
Exporting a Rich Text Format File
Assigning Paragraph Styles

Creating a New Paragraph Style






Exporting a Rich Text Format File

Exporting additional formatting information

Ami Pro automatically exports the style sheet with the Ami Pro document. All paragraph styles appear in
the style sheet of a Windows application that supports Rich Text Format. All paragraphs display with the
correct paragraph style.

Paragraph Style Formatting Information

Option

Font Face, size, color, bold,
italic, underline, word
underline, double
underline and all caps
are exported.

Initial caps and first line
bold are not exported.

Alignment Left, center, right,
justify, indent all, indent
right, indent first, indent
rest, indent both sides,
and style tabs are
exported.

Hanging indent is not
exported.

Spacing Line spacing, text
tightness, and
paragraph spacing
above and below are
exported.

Paragraph Spacing
Add In settings are not
exported.

Breaks Before paragraph,
allow break within
paragraph, keep with
next paragraph, and
next style are exported.

Page break after
paragraph and keep
with previous
paragraph settings are
not exported.

Bullets & The text before
Numbers paragraph, including all
attributes, is exported.

A bullet is converted to
a bullet field. If you
frequently import and
export Rich Text
Format files, you
should name the Ami



Pro paragraph styles
that use bullets with B#
as the last two
characters.

No numbers are
exported.

The space for setting is
exported as a single

space.

Lines Line above, line below,
and line style are
exported.

The line style is
exported to the closest
available Rich Text
Format line style. Line
spacing, length, and
color are not exported.

Rich Text Format does
not support both line
above and line below
in a paragraph style.
When both are
specified in an Ami Pro
paragraph style, only
the line above setting
is exported.

Ami Pro exports the page numbering style, the start with number setting, and any leading text. The start
on page setting is not exported.

Ami Pro retains typefaces, sizes, and colors applied using the Text menu.

Exporting table information
Ami Pro exports table data as text. Column data is separated by tabs, and rows are separated by returns.
If there are multiple paragraphs in a cell, the returns between the paragraphs are changed to spaces.

Ami Pro does not export table line styles and colors, formulas, cell protection, connected cells, absolute
table height, and absolute column width.

Ami Pro applies the gutter width of the first cell in a Rich Text Format table to the entire table.
See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File

Understanding Import and Export Options
Importing a Rich Text Format File



Importing and Exporting a Wang (IWP) File

Importing additional formatting information
Ami Pro imports initial headers and footers and indentions.

Ami Pro imports bold, double underline, underline, superscript and subscript.

You can specify the desired font mapping in the WINDOWS\AMIIWP.INI file.

Ami Pro does not import right alignment, initial caps, lower case, small caps, upper case, footnotes,
frames, or paragraph styles.

Exporting additional formatting information
Ami Pro exports initial headers and footers and indentions.

Ami Pro exports bold, double underline, underline, superscript and subscript.

Ami Pro does not export fonts, right alignment, initial caps, lower case, small caps, upper case, or
paragraph styles.

Frame text is exported, but frames are not.
Exporting table information

Ami Pro exports table data as text. Column data is separated by tabs, and rows are separated by returns.
If there are multiple paragraphs in a cell, the returns between the paragraphs are changed to spaces.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File
Understanding Import and Export Options



Importing and Exporting a Windows Write File

Importing additional formatting information
Footnotes are gathered at the end of the document.

Double underline is converted to single underline.
Word underline is converted to regular underline.

Exporting additional formatting information
Ami Pro changes the line spacing to 1, 1.5, or 2 lines, whichever is closest to the original setting.

Frame text is exported, but frames are not.
See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File
Understanding Import and Export Options



Importing and Exporting a WordPerfect 4.2 File

Importing additional formatting information
Some limitations to the Internal character set exists.

Overstrike and strikethrough are the same.

Exporting additional formatting information
If a paragraph is centered, Ami Pro removes the tabs.

Frame text is exported, but frames are not.
Word underline is converted to regular underline.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File
Understanding Import and Export Options



Importing a WordPerfect 5.x File

Using import options
Option Formatting Information

Apply Ami Pro converts all

styles formatting information,
including paragraph
style formatting
information, to text
formatting and text
enhancements.

All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Ignore Ami Pro imports the

styles text formatting
information as text
formatting and text
enhancements. Ami
Pro does not import
paragraph style
formatting information.
All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Import Ami Pro creates

style paragraph styles that

sheet match the paragraph
style names and
formatting information
of the styles in the
WordPerfect document.

Ami Pro converts
WordPerfect style
attributes to text
formatting and text
enhancements.

All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Save Ami Pro saves the
style styles option you select



option as the default and no

as longer displays the

default Import Options dialog
box when you import a
WordPerfect document.

To display the Import
Options dialog box, you
must modify a line in
the WINDOWS\
AMIWP.INI file. Change
the line
ShowOptions=no to
ShowOptions=yes.

Importing additional formatting information
Ami Pro imports page layout formatting information and graphics.
You can specify the desired font mapping in the WINDOWS\AMIWP.INI file.

Ami Pro applies bold or italic attributes if the imported font contains bold or italic in the font name. For
example, if an imported WordPerfect font is Courier 12 Bold ltalic, Ami Pro applies the bold and italic
attributes to the imported text.

Ami Pro imports bullets created using WordPerfect font sets 1, 2, 4, and 5.

Ami Pro converts dates to date variables. They are not imported as text.

Ami Pro converts redline text into text marked for insertion (using Revision Marking).

Ami Pro converts text with overstrike characters into text marked for deletion (using Revision Marking).

Ami Pro imports line numbers. The line numbers appear throughout the entire Ami Pro document, even if
they were implemented in only a part of the WordPerfect document. The line numbering is based on the
Body Text paragraph style.

Ami Pro imports graphic boxes and maintains the frame lines and text wrapping specified in the
WordPerfect document.

If a graphic contained in the WordPerfect document cannot be located, Ami Pro prompts you for the path
to the file. If you choose Cancel, Ami Pro imports the document without the picture.

If the file is password protected, Ami Pro prompts you for the password.

Importing table information
Ami Pro imports tables as page tables.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File

Understanding Import and Export Options
Exporting a WordPerfect 5.x File
Assigning Paragraph Styles

Creating a New Paragraph Style



Exporting a WordPerfect 5.x File

Using export options

Option Formatting Information

Convert Ami Pro creates

styles paragraph style names
to match the paragraph
style names in the
document and exports
paragraph style
formatting information.
Ami Pro also exports all
text formatting and text
enhancements.

Font: face, size, color,
bold, italic, underline,
word underline, double
underline, all caps are
exported.

Alignment: left, center,
right, justify, indent all,
indent right, indent both
sides, style tabs are
exported. If Indent First
and Rest are greater
than zero, the lesser
value is added to
Indent All.

Spacing: line spacing,
text tightness,
paragraph spacing
(WordPerfect 5.1 and
5.2 only) are exported.
Add in settings are not
exported.

Breaks: before
paragraph, after
paragraph, next style
are exported. Keep with
settings are not
exported.

Bullets & Numbers:
the bullet, number, or
text and any attributes
for that text are
exported. Special
effects for the footnote
paragraph style are not
exported. The space for
setting is exported as a
single space.



Hyphenation is
exported.

Apply  Ami Pro exports all

styles formatting information,
including paragraph
style formatting
information, as text
formatting and text
enhancements.

Ignore  Ami Pro exports text

styles formatting and text
enhancements. Ami
Pro does not export
paragraph style
formatting information.

Exporting additional formatting information
Frame text is exported, but frames are not.

Word Underline is converted to regular underline.
Ami Pro exports dates as date variables. They are not exported as text.

Exporting table information

If you export to WordPerfect 5.0, Ami Pro exports table data as text. Column data is separated by tabs,
and rows are separated by returns. If there are multiple paragraphs in a cell, the returns between the
paragraphs are changed to spaces. Alignments are not exported.

If you export to WordPerfect 5.1, Ami Pro exports tables to WordPerfect format. Numbers of rows and
columns, text placement in cells, text attributes, text alignment, returns, and absolute table width are

exported. Ami Pro also exports table line styles and colors, formulas, cell protection, connected cells,
absolute table height, and absolute column width.

If a table contains more than 32 columns, Ami Pro exports the table data as text.
See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File
Understanding Import and Export Options
Importing a WordPerfect 5.x File



Importing and Exporting a WordStar File

Importing additional formatting information
Footnotes are gathered at the end of the document.

Some limitations to international characters exist.
Double underline is converted to single underline.
Word underline is converted to single underline.

Exporting additional formatting information
You should realign the document after you import it into WordStar so that all the changes are reflected.

Ami Pro exports only the first three paragraphs of text in a header or footer.
Frame text is exported, but frames are not.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File
Understanding Import and Export Options



Importing a Word for Windows File

Using import options
Option

Formatting Information

Convert Ami Pro creates

styles

Apply
styles

Keep
style
names

paragraph styles to
match the paragraph
style names and
formatting information
contained in the
original file. Ami Pro
imports all text
attributes as text
formatting and text
enhancements.

Caution If paragraph
styles with the same
names already exist,
Ami Pro modifies them
so that they use the
same formatting
information as the
original file.

Ami Pro converts all
formatting information,
including paragraph
style formatting
information, to text
formatting and text
enhancements.

All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Ami Pro imports all
paragraph style names.
If there are paragraph
style names available
to the Ami Pro
document that exactly
match the paragraph
style names in the
original file, Ami Pro
formats the text using
the settings in the Ami
Pro paragraph styles.
Otherwise, Ami Pro
formats the text using
the settings in the Body



Text paragraph style
and displays the
paragraph style name
in red in the status bar.
You can assign another
paragraph style or
create a paragraph
style with the original
style name.

Ami Pro would not
recognize Head1 and
head 1 as matching
paragraph style names.

Ignore  Ami Pro imports the

styles  text formatting
information as text
formatting and text
enhancements. Ami
Pro does not import
paragraph style
formatting information.
All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Importing additional information
Ami Pro imports page layout formatting information, and tables and graphics contained in the original
document.

Outline, hidden, and shadow text are imported as regular text.

Tables of contents, indexes, fields, annotations, line numbers, bookmarks, side-by-side spacing, vertical
tabs, left and right lines, and formulas are not imported.

Certain formatting information is not imported, including box lines, shading, and shading color.

Ami Pro converts a normal line to a 2 point line, a bold line to a 4 point line, and a double line to a 2 point
double line.

Importing table information
Ami Pro imports tables data as text. Column data is separated by tabs, and rows are separated by
returns.

Ami Pro imports a Word for Windows table saved to Rich text Format as a page table.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File

Understanding Import and Export Options
Exporting a Word for Windows File
Assigning Paragraph Styles

Creating a New Paragraph Style



Exporting a Word for Windows File

Exporting additional formatting information
Ami Pro exports the style sheet with the Ami Pro document. All paragraph styles appear in the Word for
Windows style sheet. All paragraphs display with the correct paragraph style.

Paragraph Style Formatting Information

Option

Font Face, size, color, bold,
italic, underline, word
underline, double
underline, and all caps
are exported.

Initial caps and first line
bold are not exported.

Word for Windows does
not support all caps.

Alignment Left, center, right,
justify, indent all, indent
right, indent first, indent
rest, indent both sides,
and style tabs are
exported.

Hanging indent is not
exported.

Spacing Line spacing, text
tightness, and
paragraph spacing
above and below are
exported.

Paragraph Spacing Add
In settings are not
exported.

Breaks Before paragraph,
allow break within
paragraph, keep with
next paragraph, and
next style are exported.

Page break after
paragraph and keep
with previous
paragraph settings are
not exported.

Bullets & The text before
Numbers paragraph, including all
attributes, is exported.

No bullets or numbers
are exported.

The space for setting is
exported as a single



space.

Lines Line above, line below,
and line style are
exported.

Ami Pro retains typefaces, sizes, and colors applied using the Text menu.

Ami Pro exports the page numbering style, the start with number setting, and any leading text. The start
on page setting is not exported.

Ami Pro exports graphics.

Exporting table information
Ami Pro exports table data as text. Column data is separated by tabs, and rows are separated by returns.
If there are multiple paragraphs in a cell, the returns between the paragraphs are changed to spaces.

Ami Pro does not export table line styles and colors, formulas, cell protection, connected cells, absolute
table height, and absolute column width.

See also:

Importing and Exporting Files Contents
Importing a Text or Data File

Exporting a Text File

Understanding Import and Export Options
Importing a Word for Windows File



Using Data File Import Filters

You can import data into main document text, into a frame, or into a table.

Importing data into main document text
When you import data into main document text, fields are separated by tabs and each record begins a
new paragraph.

Ami Pro does not import alignments into the text. If you want to change the alignment for a field, change
the type of tab in the ruler after you insert the file. Alignment characters, such as * or ' in Lotus 1-2-3, are
skipped during import.

Importing data into a frame
If you import data into an empty selected frame, Ami Pro creates a table in the frame. The table fits in the
frame and contains the correct number of columns and rows for the portion of the file you are importing.

If you place the insertion point inside a frame that contains text, Ami Pro imports the data as text, starting
at the location of the insertion point.

Be sure the frame size is large enough to accommodate the data you are importing.

Importing data into a table

If you import data into a selected table cell, Ami Pro imports the file into the table using the selected cell
as the home position. Ami Pro only imports the amount of data that fits into the existing cells in the table.
Rows or columns are not added to the table.

Headers, footers, and page numbers are not imported.
See also:

Importing and Exporting Files Contents

Inserting Data from Another Application

Creating a Frame of a Desired Size and Position
Selecting One or More Frames

Using Text in a Frame

Sizing a Frame

Creating a Table

Importing a Text or Data File

Understanding Import and Export Options



Using Data File Import Options

Using import options
Ami Pro displays an Import Options dialog box when you import a data file.

To use data file import options
1. Select the desired import option.
2. Specify the desired Range.
For database files you can specify the desired fields.
Option Formatting Information

Entire file Ami Pro imports the
entire data file. Ami
Pro imports multiple
worksheets in
alphabetical order.

Active Ami Pro imports the
workshee current active
t worksheet.

Range Ami Pro imports only
the part of the
spreadsheet you
specify. You can
specify:

The identifying letter
for the desired
worksheet (A).

Arange without a
worksheet identifier
(A1..B3). Ami Pro uses
the current active
worksheet.

Arange with a
worksheet identifier
(A:A1..B3 OR
A:A1..A:B3). If the
worksheet identifier is
incorrect, Ami Pro
imports data from the
first worksheet.

The range name for a
range you defined in
the worksheet.

See also:

Importing and Exporting Files Contents
Using Data File Import Filters

Importing a Text or Data File
Understanding Import and Export Options



Importing an Excel File

Using import options
Option Formatting Information

Entire  Ami Pro imports the
file entire spreadsheet.

Range Ami Pro imports only
the part of the
spreadsheet you
specify. You can
specify a Range Name
or Range in the format
A3:C7 or $A$3:3C$7,
not R1C3:R5C7.

Importing additional formatting information
If you use an Excel 3.0 or 4.0 file, Ami Pro provides additional options.

If the insertion point is in a table when you import an Excel file, Ami Pro provides four style options. If the
insertion point is in main document text when you import an Excel file, Ami Pro provides only the Apply
and Ignore options.

Option Formatting Information

Conver Ami Pro creates

t styles paragraph styles to
match the paragraph
style names and
formatting information
contained in the
original file. Ami Pro
imports all text
attributes as text
formatting and text
enhancements.

Caution If paragraph
styles with the same
names already exist,
Ami Pro modifies them
so that they use the
same formatting
information as the
original file.

Apply  Ami Pro converts all

styles  formatting information,
including paragraph
style formatting
information, to text
formatting and text
enhancements.

All paragraphs use the
paragraph style of the
line on which the
insertion point is



located when you
import the file.

Keep  Ami Pro imports all

style paragraph style

names names. If there are
paragraph style names
available to the Ami
Pro document that
exactly match the
paragraph style names
in the original file, Ami
Pro formats the text
using the settings in
the Ami Pro paragraph
styles. Otherwise, Ami
Pro formats the text
using the settings in
the Body Text
paragraph style and
displays the paragraph
style name in red in the
status bar. You can
assign another
paragraph style or
create a paragraph
style with the original
style name.

Ami Pro would not
recognize Head1 and
head 1 as matching
paragraph style
names.

Ignore  Ami Pro imports the

styles text formatting
information as text
formatting and text
enhancements. Ami
Pro does not import
paragraph style
formatting information.
All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Ami Pro imports the twenty-one original Excel numeric formats. User defined formats are imported in the
GENERAL format.

Ami Pro imports dates and times in Excel format using the parameters specified in the Windows Control
Panel.

Ami Pro imports left, center, and right alignments into tables. Fill alignment is imported as GENERAL,
which Excel defines as left alignment for text and right alignment for numbers.



Ami Pro does not import Excel 2.1 fonts. However, certain font attributes such as bold, italic, underline,
and strikeout are imported into both text and tables. These attributes are also maintained when you paste
Excel data into the main document text in an Ami Pro document.

See also:

Importing and Exporting Files Contents
Using Data File Import Filters

Importing a Text or Data File
Understanding Import and Export Options
Assigning Paragraph Styles

Creating a New Paragraph Style



Importing a 1-2-3 .WKS, .WK1, or .WRK File

Using import options
Option Formatting Information

Entire  Ami Pro imports the
file entire spreadsheet.

Range Ami Pro imports only
the part of the
spreadsheet you
specify. You can
specify a range name
or arange, in the
format A3 .. C25.\

Importing additional formatting information
Ami Pro modifies the following characters upon import:

Lotus 1-2-3
uppercase grave
uppercase acute
uppercase circumflex
uppercase umlaut
uppercase tilde
lowercase grave
lowercase acute
lowercase circumflex
lowercase umlaut
lowercase tilde
Dutch Guilder
Pesetas sign

<

™

CE

Y

(o]

Ami Pro

generic grave
generic acute
generic circumflex
generic umlaut
generic tilde
generic grave
generic acute
generic circumflex
generic umlaut

generic tilde

Ami Pro takes default settings from Window 1.
Ami Pro ignores dates prior to 1-1-1980. Cells containing these are skipped.

Ami Pro does not support the Numeric Display format TEXT, which causes a formula to display instead of
a value. The value, not the formula, is imported in the default format.

Ami Pro retains the numeric formatting used in 1-2-3 spreadsheet cells. You can then use the cells in Ami
Pro table formulas

When you import a 1-2-3 document into main document text, Ami Pro creates a table for the data. Ami
Pro does not create a table for 1-2-3 data when you import into an existing table or a selected empty
frame.

See also:



Importing and Exporting Files Contents
Using Data File Import Filters

Importing a Text or Data File
Understanding Import and Export Options



Importing a 1-2-3 .WK3 or .WK4 File

Using import options
Option  Formatting Information
Entire file Ami Pro imports the
entire spreadsheet.
Ami Pro imports
multiple worksheets in
alphabetical order.

Active Ami Pro imports the
workshe active worksheet.
et

Range  Ami Pro imports only
the part of the
spreadsheet you
specify:

The identifying letter
for the desired
worksheet (A)

Arange without a
worksheet identifier
(A1..B3). Ami Pro uses
the current active
worksheet.

Arange with a
worksheet identifier
(A:A1..B3 OR
A:A1..A:B3). If the
worksheet identifier is
incorrect, Ami Pro
displays a message.

The range name for a

range you defined in

the worksheet
If the insertion point is in main document text and the spreadsheet contains more than one cell, Ami Pro
creates a table.
If any worksheet contains only one cell, Ami Pro imports the information as text. Numeric formatting
specified as part of the table format is lost.
If the insertion point is in main document text and the spreadsheet contains multiple worksheets, Ami Pro
imports each worksheet into a separate table.
If the insertion point is in a table and the spreadsheet contains multiple worksheets, Ami Pro imports all
the worksheets into one table. However, Ami Pro does not add any columns or rows. You can increase
the number of columns and rows and import the data again.

If the data contains very large or very small numbers, there may be a loss of precision in those numbers
and ERR may appear in those cells.

Importing additional formatting information
If you use a .FM3 file with a .WKS file or you import a .WK4 file, Ami Pro provides additional options.

Option Formatting Information
Convert Ami Pro creates



styles

Apply
styles

Keep
style
names

paragraph styles to
match the paragraph
style names and
formatting information
contained in the
original file. In a .WK4
file, this includes table
format information.

Ami Pro imports all text
attributes as text
formatting and text
enhancements.

Caution If paragraph
styles with the same
names already exist,
Ami Pro modifies them
so that they use the
same formatting
information as the
original file.

Ami Pro converts all
formatting information,
including paragraph
style formatting
information, to text
formatting and text
enhancements.

All paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.

Ami Pro imports all
paragraph style
names. If there are
paragraph style names
available to the Ami
Pro document that
exactly match the
paragraph style names
in the original file, Ami
Pro formats the text
using the settings in
the Ami Pro paragraph
styles. Otherwise, Ami
Pro formats the text
using the settings in
the Body Text
paragraph style and
displays the paragraph
style name in red in the
status bar. You can



Ignore
styles

See also:

Importing and Exporting Files Contents
Using Data File Import Filters

Importing a Text or Data File
Understanding Import and Export Options
Assigning Paragraph Styles

Creating a New Paragraph Style

assign another
paragraph style or
create a paragraph
style with the original
style name.

Ami Pro would not
recognize Head1 and
head 1 as matching
paragraph style
names.

Ami Pro imports the
character and cell
attributes assigned
independently of the
styles in the 1-2-3
document as text
formatting and text
enhancements. All
paragraphs use the
paragraph style of the
line on which the
insertion point is
located when you
import the file.



Importing a dBase File

Using Import options
Option  Formatting Information

Entire  Ami Pro imports the

file entire spreadsheet. Ami
Pro imports multiple
spreadsheets in
alphabetical order.

Selecte Select Selected fields if

d fields you want to import only
certain fields. Specify
the desired dBase field
names delimited by
either spaces or
commas. If a specified
field name is not valid
for the selected file,
Ami Pro displays a
message and you must
edit the entry.

Importing additional formatting information
Fields are imported in the order in which they appear in the file, not in the order you enter them in the
dialog box.

If the memo file referenced in the dBase file does not exist in the same location as the database file, Ami
Pro gives you the choice of canceling the import or continuing without the memo fields.

If you import into the main document text, memo field paragraphs cause manual line feeds
(CTRL+ENTER) instead of new paragraphs.

Ami Pro imports international characters supported in Windows Help.
See also:

Importing and Exporting Files Contents
Using Data File Import Filters

Importing a Text or Data File
Understanding Import and Export Options



Importing a DIF File

Importing additional formatting information

The DIF file format does not support international characters. Some applications, such as Lotus 1-2-3,
may replace international characters with another character (for example, a question mark) when they
export to a DIF file.

Some applications, such as Lotus 1-2-3, store some numbers in an expanded format in DIF files. For
example, 1.5 may be stored as 1.500000000000E+00. When you import into a table, Ami Pro reformats
these numbers appropriately. If you import into text, Ami Pro places the numbers into the document
exactly as they are stored in the DIF file.

Ami Pro converts exponential numbers to regular numbers.

Table import may not look exactly like the original spreadsheet. For example, a five column spreadsheet
with only two entries in a row may have the two entries placed in the first and second columns, regardless
of their original location. DIF files do not always include the information needed to place these fields
correctly.

Many applications allow DIF files to be stored in either row or column format. Ami Pro assumes files are in
row format. If you import a column format file, the data is flipped from the way it appears in the original
application.

See also:

Importing and Exporting Files Contents
Using Data File Import Filters

Importing a Text or Data File
Understanding Import and Export Options



Importing a SuperCalic File

If you are using SuperCalc5, choose the Level command to save the data file in a format Ami Pro
supports .
Using import options

Optio Formatting Information

n

Entire  Ami Pro imports the
file entire spreadsheet.

Rang Ami Pro imports only

e the part of the
spreadsheet you
specify. Specify the
desired range in the
format A3:C25 or
A3.C7.

Importing additional formatting information
Ami Pro supports all built-in numeric formats: integer, general, scientific notation, currency, and *.

Ami Pro imports user defined date formats according to the parameters specified in the Windows Control
Panel. Other user defined numeric formats are imported as defined in SuperCalc, with the exception of
parentheses for negative numbers. All parentheses import as floating parentheses.

Very large and very small numbers in general format are imported into Ami Pro in scientific format.

Ami Pro imports the single quote text prefix as though it were a standard double quote. No text repeat is
imported.

Ami Pro ignores control text (text beginning with a |). This includes, but is not limited to: fonts, lines,
shading, grids, and page breaks.

Ami Pro imports left, center, and right alignments into tables.
Ami Pro does not support the Formula Display option. Formulas display as values.
Ami Pro imports international characters supported in Windows

See also:

Importing and Exporting Files Contents
Using Data File Import Filters

Importing a Text or Data File
Understanding Import and Export Options



Importing a Paradox File

Ami Pro requires 2 files to import a Paradox database file: the database file with a .DB extension and the
primary index for the database with the extension .PX. Ami Pro can also use the format file with the .SET
extension.

Using import options

Ami Pro displays a list of all the available fields in the Fields to import list box. If you only want to import
certain fields, select the fields you do not want to import and choose Remove. Ami Pro moves the
selected fields to the Fields not imported list box.

Importing additional formatting information

Ami Pro formats numbers and dates and attempts to match the Paradox settings. If Ami Pro finds a
Paradox format file, it formats numbers and dates using the Paradox settings. If the format file cannot be
located, Ami Pro uses the number and date formats specified in the Windows Control Panel.

The Paradox format information is saved in a separate file with the same file name as the database file,
but with a .SET extension. If you want Ami Pro to use the Paradox settings, keep the Paradox format file
in the same directory as the database file. The Paradox format file is only created when you choose
IMAGE/KEEPSET while in Paradox.

Ami Pro imports fields in the same order as the fields in the original Paradox database file.

You can reorder the data if you import the database file into a table and cut and paste the columns of
data. When the order is correct, you can cut and paste the data into the main document text.

Embedded control codes and ASCII characters below 0x20 hex are converted to spaces.

Paradox version 3.5 has a maximum of 255 fields and as many records as will fit in 256MB. Ami Pro can
handle all the fields as columns in a table but cannot import more than 65,536 records into a table. If you
have more records than this limit, import them into the main document text where there is no limit.

There are two kinds of passwords that you can use in Paradox, the master password for a table and
auxiliary passwords. The Paradox filter only supports the master password. You need the master
password to access these files. Ami Pro prompts you for the password during import.

Ami Pro does not open read only files.

You must have read, write, create, and delete rights to the directory in which the Paradox file is located.

See also:

Importing and Exporting Files Contents
Using Data File Import Filters

Importing a Text or Data File
Understanding Import and Export Options



Importing a Lotus Symphony File

Importing additional formatting information
Ami Pro imports indentions.

Ami Pro does not import right alignment.

See also:

Importing and Exporting Files Contents
Using Data File Import Filters

Importing a Text or Data File
Understanding Import and Export Options



Importing an Organizer File

Ami Pro imports the address section of an Organizer file into main document text, into a text frame, or into
a table. You can also use the address section of an Organizer file as a merge data file.

If an Organizer file does not have an address section, Ami Pro displays a message.
Ami Pro imports or merges all records in the address section. You cannot specify a range.
Ami Pro does not import or merge address sections created when you include files in an Organizer file.

Ami Pro maintains the order of the address records in the Organizer file. If you want the records in a
different order, you can sort them in the Organizer file before you import or merge.

Ami Pro prompts you to specify a password if the Organizer file is password protected. Ami Pro supports
all three levels of password protection in Organizer. If you specify the private password, Ami Pro imports
all address records. If you specify the public or read only passwords, Ami Pro imports all records except
those marked confidential.

See also:

Importing and Exporting Files Contents
Using Data File Import Filters

Importing a Text or Data File
Understanding Import and Export Options
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Recording and Playing a Quick Macro

Assigning Shortcut Keys to a Quick Macro
Saving a Quick Macro

Recording a Macro
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Assigning or Changing Shortcut Keys

Playing a Macro when you Open or Close a Document
Editing a Macro File



Understanding Macros

You can use macros to automate a task or a group of tasks.
You can also use power fields to automate document production.

A macro is a series of commands that automates a task or group of tasks. You can create a macro by
either having Ami Pro record the actions necessary to perform a task or by typing the commands into an
Ami Pro document.

When you write a macro, you must use the Ami Pro Macro Language to specify your instructions. You can
also use the Ami Pro Dialog Editor to create your own dialog boxes.

Ami Pro can automatically execute a macro when you:

Click a custom icon.

Load or exit the application.

Create a document and select a style sheet.
Select a frame.

Open or close a document.

Lotus has developed more than 40 macros to enhance Ami Pro. These macros are optional "mini"
programs that provide additional functionality or an easier or faster way to accomplish a task. They are
automatically copied to the AMIPRO\MACROS directory when you install Ami Pro. To learn more about
these macros, open the GOODIES.SAM document.

See also:

Macros Contents

Recording a Macro

Understanding Power Fields

Editing Smartlcons

Setting User Setup Defaults

Modifying the Type of Frame

Playing a Macro when you Open or Close a Document
Recording and Playing a Quick Macro

Editing a Macro File

Ami Pro Macro Language Contents



Recording and Playing a Quick Macro

You can use Quick Record and Quick Playback to quickly record and play back a macro. This function
allows you to automate your work without saving the keystrokes to a named macro file.

Ami Pro stores the quick macro in a document named UNTITLED.SMM. If you use Quick Record to
record several macros, only the most recent one is available when you use Quick Playback.

To record a quick macro
You can use a quick macro for a short-term or temporary task.

1.
2.

Choose Tools/Macros.

Choose Quick Record.

Ami Pro displays "Recording Macro" in the status bar.
Perform the keystrokes you want to record.

When you complete the keystrokes for the macro, choose Tools/Macro and choose End Quick
Record.

Mouse: Click the "Recording Macro" message in the status bar.

To play a quick macro

1.

Choose Tools/Macros.
Shortcut: Click the Play back a quick macro icon to play a quick macro.

2. Choose Quick Playback.

Ami Pro plays the most recently recorded quick macro.
You can assign shortcut keys to a quick macro.

See also:

Macros Contents

Understanding Macros
Saving a Quick Macro

Assigning Shortcut Keys to a Quick Macro



Assigning Shortcut Keys to a Quick Macro

You can assign two sets of shortcut keys to quick macros. One set of shortcut keys tells Ami Pro to start
or stop recording a quick macro, the other set of shortcut keys plays the quick macro. Ami Pro uses the
shortcut keys for any quick macro you record and play.

To assign shortcut keys to a quick macro

1.

Choose Tools/Macros.
Shortcut: Click the Toggle start/stop recording a macro icon and go to step 3.

2. Choose Record.

3. Choose Options.

4. Press the shortcut keys you want to assign to the quick macro.
When you assign shortcut keys, you can use either CTRL or SHIFT, or any combination of the two,
with most keys. For example, you can use SHIFT+F2. You cannot use F10, SHIFT+F1, or SHIFT+any
alphanumeric key.

5. Choose OK to return to the Record Macro dialog box.

6. Choose Close to return to the document.

See also:

Macros Contents

Understanding Macros
Recording and Playing a Quick Macro
Saving a Quick Macro



Saving a Quick Macro

If you want to prevent a quick macro from being overwritten, you can save it as a macro file.

To save a quick macro
1. Open the Ami Pro macro file named UNTITLED.SMM.

2. Save the file under another name with an .SMM extension.

See also:

Macros Contents

Understanding Macros
Recording and Playing a Quick Macro

Assigning Shortcut Keys to a Quick Macro

Exporting a Text File



Recording a Macro

You can create macros to record and play back multiple keystrokes that you can repeat at any time with
pre-defined shortcut keys. Use Record to save any action, function, or command you use frequently to the
macro file you specify.

All macro files must have an .SMM extension for Ami Pro to recognize them.
You can attach macros to Smartlcons.

For example, you could record a macro named PRINT.SMM to record the keystrokes required to print
three collated copies of your document. You could assign SHIFT+F2 as the shortcut keys. Then, each
time you want to print three copies of the current document, you would only need to press SHIFT+F2 to
play back that macro.

You can use Record to create a macro and save it to a file.

To record a new macro

1. Choose Tools/Macros.

2. Choose Record.

3. Specify the name for the macro.

4. Press the shortcut keys you want to assign to the macro.
Ami Pro automatically adds an .SMM extension.

When you assign shortcut keys, you can use either CTRL or SHIFT, or any combination of the two,
with most keys. For example, you can use SHIFT+F2. You cannot use F10, SHIFT+F1, or SHIFT+any
alphanumeric key.

5. Choose OK.
Ami Pro displays "Recording Macro" in the status bar.

6. Perform the keystrokes you want to record.
Ami Pro records the keystrokes as the macro. Ami Pro records the menu and dialog box options you
select with the mouse. However, mouse movements, such as moving the mouse pointer from one
area of the screen to another are not recorded. You must use the keyboard to move the insertion
point and select text.
Be certain that the keystrokes you make are the keystrokes you want in the macro. If you make a

mistake, the mistake becomes a part of the macro. To correct mistakes, you can either edit the macro
file or re-record the keystrokes.

7. When you complete the keystrokes for the macro, choose Tools/Macros and choose End Record.
8. Click the "Recording Macro" message in the status bar.

See also:

Macros Contents

Understanding Macros

Playing a Macro Previously Saved to a File

Assigning or Changing Shortcut Keys

Playing a Macro when you Open or Close a Document
Editing a Macro File

Editing Smarticons



Playing a Macro Previously Saved to a File

You can play back a macro you previously saved to a file. If you assigned shortcut keys to the macro, you
can press the appropriate keys. Otherwise, you can use the Playback function.

If you play a macro created in Ami Pro Version 1.2 that contains macro functions that are no longer
available in Release 3.x, the macro will still run. However, if you display and edit a macro file and attempt
to save the file in Release 3.x, Ami Pro displays an error message.

To play a macro previously saved to a file
1. Choose Tools/Macros.
Shortcut: Click the Play back a macro icon and specify the options in the dialog box.
2. Choose Playback.
3. Specify the desired macro file.
You can select a different drive and directory in the Macros list box or type the full path for the macro
file in the Macro file text box.
Shortcut: Double-click the macro file name to play back the macro.
4. Choose OK.
Ami Pro plays the specified macro.

See also:

Macros Contents

Understanding Macros

Recording a Macro

Assigning or Changing Shortcut Keys

Playing a Macro when you Open or Close a Document
Editing a Macro File

Editing Smarticons



Assigning or Changing Shortcut Keys

You can modify a macro by assigning or changing the shortcut keys for the macro.

To assign or change shortcut keys

1.

Choose Tools/Macros.

2. Choose Edit.

3. Specify the desired macro file.

4. Select Macro description to display a description for the selected macro file.

5. Press the desired shortcut keys.
When you assign shortcut keys, you can use either CTRL or SHIFT, or any combination of the two,
with most keys. For example, you can use SHIFT+F2. You cannot use F10, SHIFT+F1, or SHIFT+any
alphanumeric key.

6. Choose Save to save the shortcut keys you specified without closing the Edit Macro dialog box. This
allows you to assign or change shortcut keys for more than one macro file.

7. If you want to remove the shortcut key combination currently assigned to the macro, choose Clear.

8. If you want to remove all the shortcut keys you assigned to macros, choose Reset All.

9. Choose the desired command button.
OK
Saves the macro file shortcut keys and opens the macro file in a separate window so you can edit it.
Close
Closes the Edit Macro dialog box and returns to the document.

See also:

Macros Contents

Recording a Macro

Playing a Macro Previously Saved to a File

Playing a Macro when you Open or Close a Document
Editing a Macro File



Playing a Macro when you Open or Close a Document

You can modify a macro by assigning the macro to run automatically any time you open or close the
current document.

To play a macro when you open or close a document
Make the desired document the active window.
Choose Tools/Macros.

Choose Edit.

Choose Assign.

Specify the desired Run macro options.

If you want Ami Pro to play a macro every time you open the current document, select File open and
specify the desired macro in the text box.

7. If you want Ami Pro to play a macro every time you close the current document, select File close and
specify the desired macro in the text box.

8. Choose OK to return to the Edit Macro dialog box.
9. Choose Close or Cancel to return to the current document.

AL

See also:

Macros Contents

Understanding Macros

Recording a Macro

Playing a Macro Previously Saved to a File
Assigning or Changing Shortcut Keys
Editing a Macro File



Editing a Macro File

You can edit the contents of a macro file. You can also create a description for the macro file and have it
display in the Record Macro, Play Macro, and Edit Macro dialog boxes, as well as when you choose
File/Open.

To edit a macro file
1. Choose Tools/Macros.
2. Choose Edit.
3. Select the macro file you want to edit.
4. Choose OK.
Ami Pro displays the macro file in a separate window.

5. If you want to create a description for the macro, choose File/Doc Info and specify the desired
description.

6. Choose OK to return to the document.

7. Make any desired editing changes.

8. Save the file by choosing File/Save or pressing CTRL+S.
Ami Pro compiles the macro.

9. Choose File/Close to close the macro file.

See also:

Macros Contents

Understanding Macros
Using Doc Info

Assigning or Changing Shortcut Keys
Assigning Shortcut Keys to a Quick Macro



Ami Pro Menus

Draw Menu
Edit Menu

Equation Menu

File Manager Menus
File Menu

Frame Menu

Help Menu
Image Menu
Outline Menu
Page Menu

Style Menu
Table Menu

Text Menu

Tools Menu

View Menu

Window Menu

Smartlcons Shortcuts Contents



Using the File Menu

z

e

Choose formatting information, contents, and automated features when you create a document.
Open

Open one or more Ami Pro documents.

Close

Remove a document from the screen.

Save

Save an untitled document as a file with the name you specify.

Save As

Save a document under another name or to another location.

Revert to Saved

Return to the last saved version of the current document.

Import Picture

Place a picture into a frame by importing a graphic file.

Doc Info

Display or edit descriptive data about the current document.

File Management

Copy, move, rename, delete, and change the attributes of files.

Send Mail

Send and receive messages if cc:Mail for Windows or Lotus Notes is installed on your computer.
Master Document

Select the Ami Pro documents you want to include in the master document from within a source
document.

Merge
Combine data such as names and addresses with information contained in an Ami Pro document such as
a letter or report.

Print Envelope

Print or merge envelopes.

Print

Specify the pages in the current document you want to print and how those pages should appear.
Printer Setup

Select a printer for the current document.

Exit

Exit Ami Pro and close the Ami Pro window.



Using the Edit Menu

c

nd
Cancel the editing changes you made to a document and reverse up to four actions.
Cut

Use Smartlcons, the menu, or the keyboard to place the selected text, frame, or object in the Clipboard
and delete it from the current document.

Copy
Use Smartlcons, the menu, or the keyboard to place a copy of the selected text, frame, or object in the
Clipboard.

Paste

Paste information that you previously cut or copied to the Clipboard into the current document.
Paste Link

Create a DDE or OLE link to use data from another Windows application in an Ami Pro document.

Paste Special
Embed an OLE object into an Ami Pro document or select the format for data you want to paste.

Link Options
Display information about existing DDE and OLE links and update, unlink, deactivate, edit, or create a link
anywhere in the current document.
Find & Replace
Find and replace text or paragraph styles in the current document.
GoTo
Quickly move the insertion point to a desired page or location in the current document.
Insert
Bullet
Insert a bullet anywhere in the current document.

Date/Time
Insert today's date, the date the current document was created or last revised, or a date or time that
reflects the current system date and time into a document.

Note

Insert a note into main document text, a table, a text frame, a header, a footer, or a footnote.
Merge Field

Create a merge document that contains the text for the letter or report and the merge field names.

Doc Info Field
Insert document information into the current document by inserting the names of the fields that
contain the desired data.

Glossary Record
Insert a glossary record into the current document.

New Object
Create text, a picture, or a spreadsheet in another Windows application and embed that data into a
frame in the current Ami Pro document.

Power Fields

Insert
Insert a power field into the main document text, a text frame, a table cell, a header, or a footer.

Update

(o}




Update a specific power field in the current document.

Update All
Update all power fields in the current document.

Next Field
Place the insertion point at the location of the next power field and select the entire power field.

Previous Field
Place the insertion point at the location of the previous power field and select the entire power field.

Mark Text

Index Entry
Create primary and secondary index entries.

TOC Entry
Specify the text you want to include in the table of contents.

Glossary
Create a glossary record from selected text.

Revision Insertion

Mark text you inserted into the current document with the revision insertion attribute and color.
Protected Text

Prevent selected text from being easily accessed with the arrow keys or the mouse.

No Hyphenation
Prevent selected text from being hyphenated.

Bookmarks
Create, go to, or remove a bookmark in the current document.



Using the View Menu

Full Page
Use Full Page view to reduce the text and pictures so that you can see an entire page.

Custom

Use Custom view to specify how much of the page should display as a percentage of Standard view.
Standard

Use Standard view to show the page in the same size as other Microsoft Windows applications.
Enlarged

Use Enlarged view to focus on a portion of the page so that you can see the fine details of your page
layout.

Facing Pages

Use Facing Pages view to display two facing pages side by side.

Layout Mode

Use Layout mode to obtain a WYSIWYG (What You See Is What You Get) view of a document.
Outline Mode

Use Outline mode to obtain a collapsible and expandable view of a document and see how a document is
organized.

Draft Mode

Use Draft mode to obtain a less formatted view of a document than Layout mode.

Hide Smartlcons

Hide or display Smartlcons.

Show Clean Screen

Hide or display certain parts of the Ami Pro window.

Show Ruler

Display or hide the current ruler across the top of the screen.

Show Styles Box

Display or hide the styles box, which displays the name of the style sheet associated with the current

document, a list of the paragraph styles available in the current document, and the function keys used to
access the paragraph styles.

Show Power Fields

Display or hide power fields in the current document.

View Preferences

Specify how the screen should appear while you work in an Ami Pro document.



Using the Text Menu

M
-

on
Modify the typeface, size, and color of selected text.

Alignment

Left align, right align, center, or justify selected text.

Indention

Indent selected text from the left or right margin.

Spacing

Modify the line spacing of selected text.

Normal

Remove all text enhancements and attributes you applied to selected text at one time.
Bold

Bold selected text.

Italic

Italicize selected text.

Underline

Underline selected text, including spaces between words.

Word Underline

Underline selected text and leave any spaces between words without an underline.

Caps
Capitalize selected text using the type of capitalization you specify.

Special Effects
Apply special text enhancements such as superscript, subscript, double underline, strikethrough
characters, and overstrike characters to selected text.

Fast Format

Extract text formatting information from selected text and then apply that formatting to other main
document text, table text, or text in a text frame.



Using the Style Menu

Create Style
Create a new paragraph style based on either an existing paragraph style or selected text.

Modify Style
Specify the font, alignment, tabs, indention, spacing, breaks, bullets, numbers, leading text, lines, table
format, and hyphenation for a paragraph style.

Define Style
Define a paragraph style using the text formatting and text enhancements you applied to text.

Outline Styles
Assign the desired outline level to each paragraph style available in a document.

Use Another Style Sheet
Modify the formatting of a document by changing from the current style sheet to another style sheet.

Save as a Style Sheet
Save paragraph and page formatting changes to either the current style sheet or a new style sheet.

Style Management
Manage paragraph styles in the document or style sheet.

Select a Style
Display the styles box so you can assign a paragraph style to text.



Using the Page Menu

Header/Footer
Create a fixed header or footer.

Insert Page Layout
Insert or remove a page layout in the main document text.

Modify Page Layout

Specify the left, right, top, and bottom margins, tabs, number of columns, gutter width, page size and
orientation, lines around page and between columns, header and footer format, and the pages that should
use the layout.

Ruler
Insert or remove a ruler so that you can modify tabs, indentions, margins, or the number of columns for a
section of a document.

Page Numbering
Number the pages in a document automatically.

Line Numbering
Number all lines in a document including blank lines or number only those lines that contain text.
Breaks

Insert a page or column break to end one page or column and begin another or to center text vertically on
a page.



Using the Frame Menu

Create Frame

Create a frame manually using the mouse or keyboard, or specify the size and position for the frame and
let Ami Pro create it for you.

Modify Frame Layout
Specify the type of frame, the size and position of a frame, and the frame lines, shadow, columns, and
tabs.

Graphics Scaling

Specify the size of a picture in a selected frame.

Group

Work with multiple frames as one unit when you need to move, copy, or delete multiple frames.
Bring to Front

Place the selected frame on top of all the other frames at that location.

Send to Back

Place the selected frame underneath all the other frames at that location.



Using the Tools Menu

Spell Check

Check for and replace misspelled words.

Grammar Check

Check a document for problems in grammar, style, and mechanics.
Thesaurus

Use the thesaurus to find definitions, variations, and synonyms and to replace text in the document with
an alternative word.

Tables

Create a table within the main document text (a page table) or within a frame (a frame table).
Image Processing

Enhance the gray scales in a scanned image.

Drawing
Use a mouse to create and edit objects such as lines, circles, and squares inside a frame.

Charting
Create and edit a chart inside a frame.

Equations
Create and edit scientific and mathematical formulas and equations.
Footnotes

Insert a footnote into the main document text or a table cell, and specify how footnotes should display in
the document.

Revision Marking

Keep track of the insertions and deletions you make to main document text, headers, footers, footnotes,
text in tables, and text in frames.

Doc Compare

Compare the main document text in the current version of a document with the main document text in a
backup copy of that document, or compare two documents that contain similar information.

Sort

Arrange information in an Ami Pro document alphabetically or numerically, in ascending or descending
order.

TOC, Index
Generate a table of contents or index for the current document or a master document.
Smartlcons

Use Smartlcons to implement Ami Pro functions, commands, or macros.

User Setup

Specify file saving options, an undo level, the number of recent file names you want to display under the
File menu, help message options, notes options, and automatic implementation of macros.

Macros

Quick Record
Record keystrokes for a short-term or temporary task.

uick Playback

Play the most recently recorded quick macro.
Record



Save any action, function, or command you use frequently to the macro file you specify.

Playback

Play back a macro you previously saved to a file.

Edit

Edit a macro by assigning or changing the shortcut keys, by creating a description, or by assigning
the macro to run automatically any time you open or close the current document.



Using the Window Menu

New Window

Display an Ami Pro document in two windows simultaneously.

Tile

Control how multiple documents display on the screen by tiling the windows.
Cascade

Control how multiple documents display on the screen by cascading the windows.



Using the Help Menu

Contents
Display a list of main Help topics from which you can gain access to other parts of the Ami Pro Help
system.

Using Help
Learn how to use Ami Pro Help.

Keyboard

Learn keyboard shortcuts for Ami Pro functions and commands.

How Do | ?

Display a list of common Ami Pro functions and information about each one.
For Upgraders

Learn about new and improved functions in Ami Pro Release 3.x and the major differences between this
release and prior releases.

Macro Doc
Learn about the Ami Pro Macro Language, including functions and syntax.
About Ami Pro

Display information about Ami Pro, including the version, the copyright, and the amount of memory
currently available to the application.



Using the Outline Menu

Promote

Assign a paragraph style set to a higher outline level to the text you select.

Demote

Assign a paragraph style set to a lower outline level to the text you select.

Move Up

Move the text you select before the paragraph preceding it.

Move Down

Move the text you select after the paragraph following it.

Expand

Display all the subordinate text for the paragraph in which the insertion point is located.
Contract

Hide all the subordinate text for the paragraph in which the insertion point is located.
Use Outline Styles

Use the typeface, point size, color, attributes, and numbers specified in the paragraph styles in the

_OUTLINE.STY style sheet provided with Ami Pro instead of the typeface, point size, color, attributes, and
special effects numbers specified in the paragraph styles you assigned to the text.



Using the Table Menu

Modify Table Layout
Specify the default column and row sizes, the gutter sizes or spaces between columns and rows, and
additional table layout options.

Lines & Color

Apply lines and a fill color to one or more cells to make them easy to distinguish.
Insert Column/Row

Insert one or more columns or rows into a table.

Delete Column/Row

Delete one or more columns or rows in a table.

Delete Entire Table

Delete a table and its contents without manually selecting cells, columns, or rows.
Column/Row Size

Change the sizes of the columns, rows, and gutter widths in a table.

Select Column

Select one or more columns in a table.

Select Row

Select one or more rows in a table.

Select Entire Table

Select an entire table even if it spans multiple pages.

Connect Cells

Connect two or more adjacent cells to create one large cell or disconnect cells you previously connected.
Headings

Create a heading that displays as the first row on each page of the table.

Leaders

Use leader characters instead of spaces before or after the last character in a cell.
Protect Cells

Prevent cells in a table from being edited by protecting them and selecting Honor protection in the Modify
Table Layout dialog box.

Edit Formula

Use formulas to add, subtract, multiply, divide, and use sums and percents for the numeric data in a table.
Quick Add

Quickly add the contents of a column or row.



Using Equations
You can use the Ami Pro Equations editor to create and edit scientific and mathematical formulas and

equations.

See also:

Equations



Using File Management

You can use File Management to copy, move, rename, delete, and change the attributes of your files.

See also:

File Management



Using Image Processing

Image Processing lets you enhance a scanned image by adjusting the brightness, contrast, edges, and
smoothing of the picture. You can process any 4, 6, or 8 bit TIFF file that has been imported into a frame.

See also:

Image Processing



Using Drawing

If you have a mouse, you can use the Ami Pro Drawing function to create, edit, and save an object-based
picture. The picture can be in a frame in the main document text, a header or footer, or a table.

See also:

Drawing



Using Charting
You can use the Ami Pro Charting function to create and edit a variety of charts. Ami Pro creates the chart

using data you provide.

See also:

Charting
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Understanding Merge

You can use Merge to combine data such as names and addresses with information contained in an Ami
Pro document such as a letter or report. The data can be stored in an Ami Pro merge data file, an Ami Pro
table, or a database or spreadsheset file.

For example, you could use Merge to send the same letter to multiple people, but personalize each letter
with an individual's name and address. You can also use Merge to create mailing lists and labels.

You must perform three steps to do a merge:
1. Create or select a merge data file that contains the variable information (the names and addresses).

2. Create or edit a merge document that contains the standardized text (the letter or report) into which
the variable information is merged.

3. Merge and print the data and document.

Because Ami Pro prompts you for the desired information each step along the way, creating and editing
the merge files is easy.

See also:

Merge Contents

Creating a Merge Data File

Creating a Merge Document

Merging the Data

Using Different Types of Data Files for a Merge



Creating a Merge Data File

A merge data file consists of records that are organized into fields. If the merge data file contains names
and addresses, each complete name and address is a record. Within the record, the name, address, city,
state, and zip-code are fields. You can create a merge data file as an Ami Pro document, use data in an
Ami Pro table, or use data created in a database or spreadsheet application.

You can create an Ami Pro merge data file even if another document is displayed on the screen.

To create an Ami Pro merge data file

1.

10.
11.
12.

13.

14.

15.

Choose File/Merge.

Ami Pro displays the Welcome to Merge dialog box itemizing the three steps in the merge process.
Select option 1 to create a new merge data file.

Choose OK.

Ami Pro displays the Select Merge Data File dialog box and a list of the documents in the current
directory. Because you have not yet created a merge data file, you cannot use any existing
documents.

Choose New.
Ami Pro opens an untitled document and displays the Create Data File dialog box.

For each field you want to create, type the text you want to use as a Field Name and either press
ENTER or choose Add.

Field names can contain letters and numbers but they can neither start with numbers nor consist only
of numbers.

Ami Pro moves the field names to the Fields in data file list box in the order in which you add them.

If you need to change the order of the fields, select the desired field in the Fields in data file list box
and choose the desired navigation button.

If you need to remove a field, select the field in the Fields in data file list box and choose Remove.
If you need to change a field name, you can remove an existing field and then add the new one.
If you want to specify particular field and record delimiters, choose Options.

The field delimiter marks the end of a field (for example, city), and the record delimiter marks the end
of a record (for example, a complete name and address). These special characters cannot appear
anywhere in the data.

Select the desired Field and Record delimiters.
Choose OK to return to the Create Data File dialog box.
Choose OK.

Ami Pro places the field and record delimiters on the first line of the merge data file. It places the field
names, separated by field delimiters and ending with the record delimiter on the second line of the
merge data file.

Ami Pro displays the Data File dialog box, which resembles an index card. The field names you
specified appear to the left of the data text boxes.

In each text box, type the desired data and press ENTER.

If the merge data file contains more than ten fields, Ami Pro displays a down arrow at the bottom of
the index card. You can choose the arrow to display the additional field names.

If you make a mistake while typing the data, you can correct it by placing the insertion point in the
desired text box and editing the information.

When you finish specifying the data for all the fields, choose Add.
Ami Pro places the data on the third and subsequent lines of the merge data file and displays a new



blank record. The first ten characters of the information you specified for the first field in the previous
record appear in a tab divider.

16. Repeat the procedure for each record you want to create.
Ami Pro places the records into the merge data file in the order in which you create them.
You can modify the order of the records by sorting them.

17. When you finish creating all the records, choose Close.
Ami Pro prompts you to save the file.

18. Specify the desired file name and choose OK.

You can display particular records and edit those records, or create new records that you want to add
to the merge data file.

See also:

Merge Contents

Understanding Merge

Creating a Merge Document

Merging the Data

Modifying Fields

Using Different Types of Data Files for a Merge
Sorting Records in a Merge Data File

Editing an Ami Pro Merge Data File



Creating a Merge Document

After you create the merge data file, you can create the merge document. The merge document contains
the text for the letter or report. You can either create a new Ami Pro document or use an existing Ami Pro
document.

To create a merge document

1.

10.

Make the document that contains the standardized text (the letter or report) the active window in
Layout mode or display an untitled document.

Place the insertion point where you want Ami Pro to insert data contained in the merge data file.
Choose File/Merge.

Ami Pro displays the Welcome to Merge dialog box itemizing the three steps in the merge process.
Select option 2 to create a merge document.

Choose OK.

Because you have not yet assigned the merge data file to the document, Ami Pro displays a
message. Choose Yes to use the current document as the merge document.

If you just created or edited a merge data file, Ami Pro automatically assigns that data file to the
merge document and displays the Insert Merge Field dialog box. Select the field name you want to
insert into the merge document and go to step 8.

Ami Pro automatically uses the specified merge data file any time you use a merge function with this
merge document.

If Ami Pro cannot determine the merge data file, it displays the Select Merge Data File dialog box so
you can assign the desired file.

Specify the name of the merge data file you want to assign to the merge document and choose OK.

Ami Pro displays the Insert Merge Field dialog box, which contains a list of the field names in the
merge data file you assigned to the merge document.

Select the Field name you want to insert into the merge document.

When you do the merge, Ami Pro replaces each field name with the information contained in that
field.

Choose Insert to place the field name into the merge document.

Ami Pro displays the field name within angle brackets, <>, in the document. The Insert Merge Field
dialog box remains on the screen.

Ami Pro does not recognize field names and brackets that you type into the merge document. You
must insert the field names using the Insert Merge Field dialog box.

If necessary, place the insertion point where you want to insert another field name.

Keyboard: Press ALT+F6 to move the insertion point into the document.

You can insert one or more field names on a line. If certain records do not contain information for a
particular field, Ami Pro does not leave space on the line during the merge. If the field name is the
only text on the line, Ami Pro sets the line spacing to zero for that line during the merge. As long as
the paragraph style has Paragraph Spacing Above and Below set to zero, no extra space appears in
the printed document.

Repeat the procedure until you insert all the desired field names.
Keyboard: Press ALT+F6 to return to the Insert Merge Field dialog box.

Once you insert field names into the merge document, you can delete, copy, or move them elsewhere
in the document. Select the entire field name, including the angle brackets surrounding it, and either
press DEL or use cut, copy, and paste or Drag & Drop to copy or move the field name to the desired
location. You can apply text formatting and text enhancements to field names using paragraph styles,



Smartlcons, the status bar, or the Text menu. When Ami Pro merges data into the merge document,
the text displays and prints with the formatting and enhancements you applied to the field names.

11. Choose the desired command button.

Continue Merge
Displays the Welcome to Merge dialog box with option 3 selected. You can now merge the data.

Close
Closes the dialog box and returns to the merge document so you can continue to edit it.

You can save the merge document and the field names as a new style sheet. You can then use that
style sheet any time you want to create a merge document. Ami Pro automatically uses the merge
data file you assigned to the merge document.

See also:

Merge Contents

Understanding Merge

Creating a Merge Data File

Saving as a Style Sheet

Assigning an Ami Pro Merge Data File
Merging Envelopes



Merging the Data

After you create the merge data file, create the merge document, assign the desired merge data file, and
insert the desired field names into the merge document, you can perform the merge. You can display,
print, or save the merged documents.

To perform the merge

1.

Make the merge document the active window in Layout mode.

2. Choose File/Merge.

3. Select option 3 to merge and print the document.

4. Choose OK.

5. Select the desired type of merge.
Merge & print
Sends the merge document with the information contained in the records directly to the printer.
Merge, view & print
Displays the merge document with the information contained in a record so you can view and modify
it before sending it to the printer. Any modifications you make affect subsequent merged documents.
Merge & save as
Saves the merge document with the information contained in a record to the Ami Pro file you specify
for later editing or printing.
In the merge document, field names should be in the main document text to successfully use Merge &
save as. The field names cannot be in frames, tables, footnotes, headers, or footers. Also, the merge
document should not contain pictures.

6. If you want to specify the number of copies, the range of pages, and additional print options, choose
Print Opts.

7. Specify the desired options.

8. Choose OK to return to the Merge dialog box.

9. Choose OK to start the merge.
Ami Pro creates the documents with the information contained in the records and either displays,
prints, or saves them to a file.

See also:

Merge Contents

Creating a Merge Data File

Creating a Merge Document

Using Merge Conditions

Viewing and Printing Merge Documents
Merging Envelopes



Viewing and Printing Merge Documents

If you selected Merge, view & print, you can specify whether you want to print or skip the merge
documents.

To view and print merge documents
Choose the desired option.
Print and View Next

Prints the displayed document and displays the merge document with the information contained in the
next record.

Skip and View Next

Skips printing the displayed merge document and displays the document with the information contained in
the next record.

Print All

Prints the displayed document and all remaining documents.

Cancel
Cancels the merge and returns to the merge document.

See also:

Merge Contents
Merging the Data
Merging Envelopes



Merging Envelopes

If you create a merge document and a merge data file, you can merge envelopes.

To merge envelopes

1.

Make the merge document that contains the merge address fields the active window.

2. Select the merge field names for the recipient's address.

3. Choose File/Print Envelope.

Ami Pro displays a message. Choose Yes to use the merge data file assigned to the document.

4. Selectinches, centimeters, picas, or points as the unit of measurement.

5. Select an Envelope size by selecting the desired icon.

You can also select an envelope size in the More envelope sizes list box, or type the desired length
and width in the text boxes.

You can specify any envelope size between three and eleven inches. However, make sure the printer
can accommodate the size you specify.

6. If you want to print a return address on the envelopes, select Print return address.

Ami Pro displays Return address options.

7. Select the desired address in the Return address names list box, or type an address in the Return
address text box.

You can type up to five lines of text as a Return address.

8. If you want to specify bin, feeder, orientation, envelope position, and return and recipient address
position options for any printer you use to print envelopes, choose Options, specify the desired
options, and choose OK.

9. Choose OK.

Ami Pro displays the Merge dialog box.

10. Select Merge & print.

11. Choose OK.

Ami Pro prints the envelopes using the addresses contained in the merge data file.

See also:

Merge Contents

Creating a Merge Data File

Creating a Merge Document

Printing an Envelope

Specifying Print Envelope Options
Modifying Envelope Paragraph Styles



Assigning an Ami Pro Merge Data File

After you create a merge document, you can change the merge data file assigned to that document. For
example, you can assign a business contacts merge data file instead of a customer merge data file.

If the field names in this merge data file are different than those in the previous merge data file, you must
delete the old field names and insert the field names from the new merge data file.

To assign an Ami Pro merge data file using the File menu

1. Make the merge document the active window in Layout mode.

2. Choose File/Merge.

3. Select option 2 to edit the merge document.

4. Choose Yes to use the current document.

Ami Pro displays the Select Merge Data File dialog box.

Select Ami Pro as the type of file you want to use as the merge data file.

. Specify the name of the merge data file you want to assign to the merge document.

You can specify the desired drive and directory by selecting them in the list boxes or by typing the
path in the File name text box.

7. Choose OK.

Ami Pro displays the Insert Merge Field dialog box, which contains a list of the field names in the
merge data file you assigned to the merge document.

8. If necessary, insert the field names into the merge document.

o o

To assign an Ami Pro merge data file using the Edit menu
1. Make the merge document the active window in Layout mode.
2. Choose Edit/Insert.
3. Choose Merge Field.
Ami Pro displays the Insert Merge Field dialog box.
4. Choose Data File.
Ami Pro displays the Select Merge Data File dialog box.
5. Specify the name of the merge data file you want to assign to the merge document.

You can specify the desired drive and directory by selecting them in the list boxes or by typing the
path in the File name text box.

6. Choose OK to return to the Insert Merge Field dialog box.
Ami Pro displays a list of the field names in the merge data file you assigned to the merge document.
7. If necessary, insert the field names into the merge document.

See also:

Merge Contents
Understanding Merge
Creating a Merge Data File
Creating a Merge Document



Displaying Records in a Merge Data File

You can display a particular record in a merge data file using the tab dividers, the navigation buttons or
Go To. You can then edit the record.

To display records in a merge data file

1.

Choose File/Merge.

2. Select option 1 to edit the merge data file.

3. Choose OK.
If the merge data file is not displayed, Ami Pro prompts you for the name of the file. Specify the name
of the desired file and choose Edit.
Ami Pro displays the first record in the Data File dialog box. The first ten characters of the information
contained in the first field (or the field you sorted on if you sorted the records) for five records appear
in the tab dividers.
You can change the information displayed in the tab dividers.

4. If the information for the record you want to edit appears in a tab divider, click the divider to display
the record.
Ami Pro displays the record so you can edit it.

5. If the desired record does not appear in a tab divider, choose the desired navigation button.
The first and last record navigation buttons change to stop buttons while Ami Pro scrolls through the
merge data file.
Ami Pro changes the information in the tab dividers as you move through the merge data file.

6. If you want to display the first or last record, or if you know some information contained in the record
you want to display, choose Go To.

7. Specify the field you want Ami Pro to use to find the record, or select First record or Last record.
Field
Searches the field you specified for the text you specify in the text box. You can specify a wildcard, *,
before and after the text you specify.
First record
Displays the first record in the merge data file.
Last record
Displays the last record in the merge data file.

8. Choose Go To to display the specified record.
Ami Pro displays the record so you can edit it.

See also:

Merge Contents

Understanding Merge

Sorting Records in a Merge Data File
Editing an Ami Pro Merge Data File



Editing an Ami Pro Merge Data File

You can edit a merge data file by changing the information in one or more fields, adding new records, or
deleting existing records.

You must display a record to edit it.

To edit an Ami Pro merge data file

1.
2.
3.

Choose File/Merge.
Select option 1 to edit the merge data file.
Choose OK.

If the merge data file is not currently displayed, Ami Pro prompts you for the name of the file. Specify
the name of the desired file and choose Edit.

Ami Pro displays the first record in the Data File dialog box.
Display the record you want to edit.

Press TAB or SHIFT+TAB to move the insertion point to the field you want to edit and specify the
desired data.

Choose the desired command.

Add
Saves the current data as a new record in the merge data file and displays a blank record.

Delete
Deletes the current record from the merge data file and displays the next record.

Update
Saves any new data you specify to the current record and leaves the current record on the screen.

New Record
Clears the displayed data without saving it and displays a blank record.

When you finish editing the records in the merge data file, choose Close.

Ami Pro updates the current record and closes the Data File dialog box. If you edited the file, Ami Pro
prompts you to save the changes.

See also:

Merge Contents

Creating a Merge Data File

Sorting Records in a Merge Data File
Displaying Records in a Merge Data File



Modifying Fields

You can use Field Management to insert or rename fields in an existing merge data file.

To modify fields

1. Choose File/Merge.

2. Select option 1 to edit the merge data file.
3. Choose OK.

If the merge data file is not displayed, Ami Pro prompts you for the name of the file. Specify the name
of the desired file and choose Edit.

Ami Pro displays the first record in the Data File dialog box.
4. Choose Field Mgt.

Ami Pro displays the Field Management dialog box, which contains a list of the field names in the
merge data file. You can now insert or rename a field.

To insert a field into a merge data file
When you insert a field, you must specify the desired position for the field.
1. In the Field Name text box, type the name of the field you want to insert.

2. In the Fields in data file list box, select the field that is in the position where you want to insert the new
field.

3. Choose Insert.
4. Select Before or After as the position for the new field.
5. Choose OK to insert the field and return to the Field Management dialog box.
Ami Pro displays the new field name in the Fields in data file list box in the position you specified.
6. Choose OK to return to the Data File dialog box.

To rename a field in a merge data file
1. In the Fields in data file list box, select the field you want to rename.
2. In the Field Name text box, type the new name for the field.
3. Choose Rename.
Ami Pro renames the field you selected.
4. Choose OK to return to the Data File dialog box.
Ami Pro displays the current record with the modified field name.

See also:

Merge Contents

Creating a Merge Data File

Editing an Ami Pro Merge Data File
Sorting Records in a Merge Data File
Displaying Records in a Merge Data File



Sorting Records in a Merge Data File

You can sort the records in a merge data file by the field you specify. This allows you to change the
information that displays in the tab dividers in the Data File dialog box.

To sort records in a merge data file

1.
2.
3.

Choose File/Merge.
Select option 1 to edit the merge data file.
Choose OK.

If the merge data file is not displayed, Ami Pro prompts you for the name of the file. Specify the name
of the desired file and choose Edit.

Ami Pro displays the first record in the Data File dialog box.
Choose Sort.

Select the field you want to use for the sort.

Select the desired Sort type.

Alphanumeric
Ami Pro sorts by both text and numbers, character by character, ordering numbers first, then letters.

Numeric
Ami Pro sorts according to the values of the numbers. Any text that does not contain numbers is
placed at the end of the list in correct alphabetical order.

Select the desired Sort order.

Ascending
Sorts the data from Ato Z or 0 to 9.

Descending
Sorts the data from Zto Aor 9 to 0.

Choose OK.
Ami Pro sorts the records and displays the information contained in the sorted field in the tab dividers.

See also:

Merge Contents

Creating a Merge Data File

Displaying Records in a Merge Data Flle
Editing an Ami Pro Merge Data File



Merging or Printing Avery Labels

You can use merge to print mailing labels using the records in a previously created merge data file or print
individual labels using the text you specify.

To merge or print Avery labels

1.

Choose File/New.

2. Selectthe LABEL.STY style sheet designed for Avery labels.

o o

Select Run macro.
Choose OK.
Select the type of Avery label you want to use.

The Labels list box displays the Avery labels in alphabetical order by type of label. If you want the list
organized by part numbers in numerical order, deselect Sort by label type.

Choose the desired command button.

Merge

Merges the data in the merge data file you specify to the Avery label you select.
Manual

Prints the text you specify to the Avery label you select.

Ami Pro changes the page layout to match the size of the label you select. You can now specify either
the merge data file you want to use or the text you want to print.

To merge Avery labels

If you selected Merge in the Labels dialog box, Ami Pro displays the Select Merge Data File dialog box.

1.
2.

7.
8.

Specify the merge data file you want to use.

Choose OK.

Ami Pro displays the Insert Merge Field dialog box.
Insert the desired field names into the label merge document.
Choose Continue Merge.

Ami Pro displays the Welcome to Merge dialog box.
Select option 3 to merge and print the label document.
Choose OK.

Ami Pro displays the Merge dialog box.

Select the desired type of merge.

Choose OK to start the merge.

To print Avery labels

If you selected Manual in the Labels dialog box and you are using a laser printer, Ami Pro displays a table
that represents one sheet of Avery labels. Each table cell is the size of one label.

If you selected Manual and you are using a dot matrix printer, Ami Pro displays one label.

1.

Type the desired label text in each cell or on each label.

You can add additional rows or insert page breaks to create additional labels.
Choose File/Print.

Specify the desired options.

Choose OK to print the labels.

Ami Pro prints as many labels as you typed in the table



See also:

Merge Contents
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Merging and Printing Custom Labels

You can merge data in an existing merge data file to a custom size label instead of an Avery label.

To merge and print custom labels
1. Choose File/New.
2. Selectthe LABEL.STY style sheet designed for Avery labels.
3. Select Run macro.
4. Choose OK.
Ami Pro displays the Labels dialog box.
Choose Custom.
Ami Pro displays the Modify Page Layout dialog box.
Specify zero as the top and left margins.
Specify the horizontal distance between the labels as the right margin.
Specify the vertical distance between the labels as the bottom margin.
Select Page settings.
10. Select Custom.
11. Specify the width and height of a single mailing label.
12. Choose OK.
Ami Pro displays the Select Merge Data File dialog box.
13. Specify the merge data file you want to use.
14. Choose OK.
Ami Pro displays the Insert Merge Field dialog box.
15. Insert the desired field names into the label merge document.

16. You can adjust the placement of the data on each label by choosing Page/Modify Page Layout and
modifying the margin settings or by specifying the desired alignment for the field names using either
Text/Alignment or Style/Modify Style.

17. Choose Continue Merge.
18. Select option 3 to merge and print the label document.
19. Choose OK.

Ami Pro displays the Merge dialog box.

20. Choose Labels to indicate that the data should print on labels and to specify how many labels there
are on each sheet or page.

21. Specify the desired number of Labels across page and Labels down page.
22. Select inches, centimeters, picas, or points as the unit of measurement.
23. Specify the desired number of times you want Ami Pro to print each label.
The Labels options indicate the number of columns and rows on each sheet of labels.

24. If necessary, specify the desired position for the first label. These options indicate where the first label
is located on the sheet of labels.

Some laser printers have "no print" areas where they cannot print text. You can use the First label
indent options to prevent Ami Pro from placing text in those areas.

o

Down
Prints the first label down from the top of the page by the amount you specify.

Right



Prints the first label in from the left edge of the page by the amount you specify.
25. Choose OK to return to the Merge dialog box.
26. Place the label sheets into the printer.
27. Select Merge & print.
28. Choose OK.

Ami Pro prints the specified number of labels for each record in the merge data file. It prints the labels
in order across the page and then down the page.

See also:

Merge Contents

Merging the Data

Creating a Merge Data File
Using Run Macro

Merging Envelopes



Printing Multiple Records on a Page

You can print more than one record on a page. This is useful for printing a list of either all the records in
the merge data file or the information contained in certain fields of the merge data file.

You can also use the NextRec power field to print a list of records.

You must create a label merge document to print a list of records. The page size should equal the
dimensions of a single record. For example, if you want each record on a single line, the page size might
be 8.5 inches by .5 inches. If you want each record on multiple lines, as in a label, the page size might be
2.5 inches by 1 inch.

To print a list of records
1. Make the label merge document the active window in Layout mode.
2. Choose File/Merge.
If the Insert Merge Field dialog box is displayed, choose Continue Merge.
3. Select option 3 to merge and print the document.
4. Choose OK.
5. Choose Labels.
6

. In the Labels across page and Labels down page text boxes, specify the number of columns and
rows that you want on a page.

7. Specify 1 as the desired number of times you want Ami Pro to print each record.
8. Choose OK to return to the Merge dialog box.
9. Place regular paper into the printer.
10. Select Merge & print.
11. Choose OK.
Ami Pro prints a list of the records, with the desired number of records on the page.

See also:

Merge Contents

Creating a Merge Document
Creating a Merge Data File
Using Pre-Defined Power Fields



Using Merge Conditions

You can use Merge conditions to merge only certain records in the merge data file. For example, you
could use conditions to send a letter only to those people who live in Georgia, or to exclude only those
people who live in Alabama.

To use conditions

ook wdhd =

Make the merge document the active window.

Choose File/Merge.

Select option 3 to merge and print the document.

Choose OK.

Choose Conditions.

Specify the Field name you want Ami Pro to use as the basis for selecting which records to merge.

When the insertion point is in the Field name text box, Ami Pro displays a list of field names in a Field
names list box. You can select the desired field name or type it in the text box.

Specify the Operator you want Ami Pro to use as the basis for selecting which records to merge. The
operator is the relationship between the Field name and the Value you specify.

Available relational operators are:

= equal to

< less than

> greater than

I= not equal to

<= less than or equal to
>= greater than or equal to

When the insertion point is in the Operator text box, Ami Pro displays a list of the available relational
operators in an Operators list box. You can select the desired operator or type it in the text box.

8.

9.

Specify the Value you want Ami Pro to use as the basis for selecting which records to merge. The
Value is the text or number for a specified field in a particular record.

If you want to specify more than one set of criteria for Ami Pro to use as the basis for selecting which
records to merge, select And or Or.

And
Records in the merge data file should match the Field name, Operator, and Value specified in the first
set of criteria and the Field name, Operator, and Value specified in the subsequent set (s) of criteria.

Or

Records in the merge data file should match either the Field name, Operator, and Value specified in
the first set of criteria or the Field name, Operator, and Value specified in the subsequent sets of
criteria.

10. Choose OK to return to the Merge dialog box.

See also:

Merge Contents

Creating a Merge Data File
Creating a Merge Document
Merging the Data



Using Different Types of Data Files for a Merge

You can use different types of data files for a merge. The data can be stored in an Ami Pro merge data
file, an Ami Pro table, or a database or spreadsheet file.

You can use a data (records) file created in another application as a merge data file if the file is in one of
the following formats:

e Fixed length ASCII
e Comma Delimited ASCII

If you want to use an ASCII data file that is in a delimited format other than comma delimited (for
example, quote delimited), you should import the external file into an Ami Pro document.

e DIF

e Lotus 1-2-3 releases 1, 1A, 2.0, and 2.01 (\WKS and .WK1)
e Lotus 1-2-3 releases 3.0, 3.1, and 1-2-3 for Windows (.\WK3)
e dBase versions lll, llI+, and IV

e Excel version 4.0 and prior versions (.XLS)

e Organizer release 1.x

e Paradox versions up to 3.5 (.DB)

e SuperCalc versions 3 and 4

See also:

Merge Contents

Understanding Merge

Using a Table as a Merge Data File

Using an External Data File as a Merge Data File
Creating a Merge Data File

Merging with Other Types of Delimited ASCII Data Files



Using a Table as a Merge data File

You can use an Ami Pro document that contains a table as the merge data file for a merge, if the
document does not contain any text other than the data in the table.

To use a table as a merge data file

When you use a table as the source of the data, each column in the table represents a field and each row
represents a record. You should type the field names in the first row of the table. You do not need to type
any delimiters in the table.

When you are ready to assign a merge data file and insert the field names into the merge document,
specify the name of the Ami Pro document that contains the table you want to use.

You cannot use the automated data entry procedure for a table. You must open the table merge data file
and modify the data manually.

You can import data created in another application into an Ami Pro table and then use the table document
as the merge data file. If necessary, type the field names in the first row of the table.

See also:

Merge Contents

Understanding Merge

Using Different Types of Data Files for a Merge

Using an External Data File as a Merge Data File
Merging with Other Types of Delimited ASCII Data Files



Using an External Data File as a Merge Data File

You can use a records file created in another application as a merge data file. You cannot edit the data file
in Ami Pro.

To use an external data file as a merge data file
1. Create the records file in the other application.

2. Make the document that contains the standardized text (the letter or report) the active window in
Layout mode.

Choose File/Merge.

Select option 2 to edit the merge document.

Choose OK.

Choose Yes to use the current document.

Select the type of file you want to use as the merge data file.

Specify the name of the merge data file you want to assign to the merge document.

You can specify the desired drive and directory by selecting them in the list boxes or by typing the
path in the File name text box.

9. Choose OK.

Ami Pro checks the merge data file for field names. If Ami Pro finds field names, it displays the Insert
Merge Field dialog box so you can insert the field names into the merge document.

10. Insert the field names into the merge document.

© N ook W

See also:

Merge Contents

Understanding Merge

Creating a Merge Data File

Using Different Types of Data Files for a Merge

Using a Table as a Merge Data Flle

Merging with Other Types of Delimited ASCII Data Flles
Creating a Merge Document

Specifying Field Names for an External Data File



Specifying Field Names for an External Data File

You can specify where the field names for the external data file are stored or create a description file for
the field names.

If Ami Pro does not find separate field names in the external data file, it displays the Merge Data File
Fields dialog box. You must specify where the field names are stored.

To specify field names

1.

Select the desired option.

Field names in first record of data file
The first record of the external data file contains field names instead of data.

If this option is dimmed, you must create a description file. The description file contains a list of the
fields in the external data file.

Field names listed in description file
The file you specify in the Description file list box contains the field names. You can select an existing
file or type the name of a new file.

2. Choose the desired command button.
OK
Displays the Insert Merge Field dialog box, which contains a list of the field names for the data in the
external data file. Go to step 3.
Create Description File
Displays the Create Description File dialog box so you can specify the field names.

3. For each field, type the field name and either press ENTER or choose Add.
If you are using a fixed length ASCII file, you must type the field name, a comma, and the number of
characters in the field before you press ENTER or choose Add. You can obtain the field lengths from
the application used to create the ASCII data file.
You must insert field names for each field in the external data file in the order in which they occur. You
can rearrange the field names by selecting a field name and moving it up or down in the list box.
If you need to remove a field name, select the field in the list box and choose Remove.

4. Choose OK.
Ami Pro displays the Insert Merge Field dialog box.

5. Insert the desired field names into the merge document.

See also:

Merge Contents

Understanding Merge

Creating a Merge Data File

Using Different Types of Data Files for a Merge
Creating a Merge Document

Using an External Data File as a Merge Data File



Merging with Other Types of Delimited ASCII Data Files

In some delimited ASCII data files, fields are separated by a character other than a comma. Certain
database applications, for example, export their records into an ASCII file where fields are delimited by
quotation marks.

You cannot use these data files as merge data files. You can, however, import the data into an Ami Pro
document, specify the desired delimiters, and then use the Ami Pro document as the merge data file.

To merge with other types of delimited ASCII data files
1. Create a new Ami Pro document.

2. Insert the merge data file into the Ami Pro document.

3. On the first line of the document, type the delimiter that is used to separate the fields, followed by the
delimiter that is used to mark the end of a record.

4. Press ENTER.
If the record delimiter is a carriage return/line feed, press ENTER after typing just the field delimiter.

5. Starting on the second line, type the name of each field followed by the field delimiter.
6. After the last field name, type any record delimiter.

7. Press ENTER.

8. Choose File/Save.

9. Specify a file name and press ENTER.

See also:

Merge Contents
Understanding Merge
Creating a Merge Data File
Importing a Text or Data File
Creating a Merge Document



Ami Pro Messages

A|IB|IC|IDIE[F|G|H|T1|J]|K|L[M
NIOJPIQIR|S|T|U|V|W| X|Y|Z

Click a letter above to view messages beginning with that letter,
then click the message for which you want to display Help or press
TAB until the desired message is highlighted and press ENTER.

? (variable)

(Application) is not active. Run it now?

(Directory) is not a directory

(Fieldname) is a predefined field, and can not be redefined
(Fieldname) is not a valid field name

(Filename) already exists. Do you want to overwrite it?

(Filename) does not exist. Do you want to create it?

Filename) has changed. Save changes?

(Filename) is a master document. Would you like to also copy the included file(s)?
(Filename) is already open. You cannot save any changes to this one
(Filename) is currently protected. You cannot save any changes
(Key) is too long a key for Glossary

(Rule) already exists

(Rule) has changed

(Style sheet) has changed. Save changes

(Stylename) cannot be removed

(Stylename) is already used. Do you want to replace it?

(Word) is not in the thesaurus

A

A Table of Contents created when Display-As-Printed is not selected...
Ami Pro cannot find the merge field names
Ami Pro has detected an internal error

Ami Pro will remove any shortcut keys you assigned to macros

B
Bookmarks cannot be placed inside one another
C

Cannot accept an object that Ami Pro can not display
Cannot add any more words to Replace All list

Cannot add any more words to Skip All list

Cannot add any more words to the user dictionary
Cannot create temp file to complete export to (filename)
Cannot create temporary file for frame

Cannot disconnect protected connected cells

Cannot display the header/footer requested

Cannot do that command to an encrypted file

Cannot drag & drop rows that contain any footnotes



Cannot drag & drop column A when there are footnotes
Cannot drop column(s) before column A when...
Cannot drop data in a footnote

Cannot drop footnote references below the first...
Cannot drop on top of protected cell

Cannot establish DDE link to (application

Cannot establish DDE link to acceptable DDE format
Cannot find (directo filename
Cannot find a library for frame

Cannot find a printer driver

Cannot find requested document file
Cannot find the hyphenation dictionary
Cannot find the specified file: (filename)
Cannot find the spelling dictionary
Cannot find the style referenced
Cannot find the thesaurus

Cannot go to that type of item right now
Cannot import file

Can not import file without an address section
Cannot increase table column width if the table fills the...

Cannot load (application

Cannot load (filename)
Cannot load macro dll

Cannot load the file management program
Cannot load the grammar program

Cannot load the spelling program

Cannot load the thesaurus program

Cannot open (filename)

Cannot open amipro.ini

Cannot open file for import/export

Cannot open style sheet

Cannot open style sheet (filename)

Cannot overwrite (filename)

Cannot overwrite style sheet (style filename)
Cannot place your text on any succeeding page
Cannot read file for import

Cannot reopen document file

Cannot resize and display graphic

Cannot sort across DDE or field escapes which span paragraphs
Cannot sort tables which contain footnotes

Cannot understand this formula
Cannot write data for frame
Cannot write to directory (directo



Can only have one TOC style for level number

Changing (style) to have attributes of the selected paragraph's text
Click on word to look up and try again

Connected cell detected in the sort range

Copied cells do not fit in table
Could not find AmiPrint

Could not open (style sheet

D

Data file is not in valid format

Data in the destination cells will be lost

Data is not compatible with frame type

DDE escape detected in the sort range

DDE link(s) in the selected cells will be terminated

Default macro path has changed

Deleting all notes cannot be undone

Deleting columns and rows in a table cannot be undone

Do you want to permanently delete return address (return address name)...

Do you want to sort the entire stream?

Do you want to use the current document as the merge...

E

Error in glossary index

Error: Lotus Ami Pro can not establish communication with your e-mail package
Error: Lotus Ami Pro encountered an error when communicating with your e-mail package
Error reading from disk

Error reading graphic

Error recording Agent Task
Error with mail server

Error writing (filename) to disk
Error writing to temporary file
External file type must be DIF, FIXED or COMMA

F

File is not the correct type for import filter

File too large to be loaded
Filename contains invalid characters

Filename is invalid

Filename is too long

Fixed ASCII files must have field lengths of 1 - 2047
For Fixed Length ASCII, a length must be specified...
Formula cell detected in cell (cell

Frame protocol error (Error Number)
G
Glossary name already in use



Go To could not find a match for that item

Grammar Check is not available for the current language dictionary
H

Header/Footer is a 2nd page Header/Footer

|

Internal password failed to verify
An Index or TOC created when Display as printed is not selected...
Invalid BUTTON format

Invalid filename: (filename) is a device
Invalid Index/TOC Format

Invalid macro name: (filename)
Invalid Password
Invalid Password Verification

Invalid PrinterEscape

J
There are no messages that begin with the letter J.

K

Keystroke already assigned as an accelerator
Keystroke already assigned to the macro: (macro name)

L

Large section of documents do not match. Continue?

Layout Changes cannot be made because of low memory. Reduce memory usage and try later
M

Macros must be appended in the main body

Mail server not responding

Maximum paragraph size encountered

Memory exhausted for style management

Must specify an output file for the Index

Must specify an output file for the Table of Contents

Must specify a primary

N

No field names in DIF file or the description file

No field names in the description file
Not an Ami Pro document

Not enough memory to complete export to (filename
Not enough memory to rotate bitmap
(o]

Out of memory for frame
Out of memory for Note text
Out of memory for this document



Out of system memor
Output file cannot be the master document
Output Filename Required

P

Password is required

Paste all the data in the current cell?
Path for data file is too long

Path for description file is too long

Q
There are no messages that begin with the letter Q.

R

Record size exceeded. Increase GlossarySize
Removing (style) could affect other documents

Return address (return address name) already exists
S

Save (Untitled)?

Save As Ami 1.0 no longer supported

Save changes to (filename)?

Select an empty frame before importing this file

Select where you want the imported text to be inserted

Shade range does not match copied data range

Shaded region contains a page table that will not be cut/copied

Sort area too large to hold memory

Some of the information you are cutting cannot be put in the clipboard
Style sheet (style sheet)already exists

T

Temporary File space is low. Performance will be degraded

The character set of this document (filename) is not supported in this version of Ami Pro
The clipboard contains no text data. Do you wish to enter the data now?

The frame is too small to create a chart

The print spooler has run out of disk space

The printer (printer driver) is not enabled

The style sheet for this document is in a different version format
The value input is incorrect

The word immediately before this one was spelled exactly the same
There are invalid merge filds in this document

There are merge fields in the current document that do not match

There can only be 9 document windows open
There is a DDE link in the selection to be deleted

There is a field in the selection to be deleted
There is a floating frame in the selection to be deleted



There is a Floating Header/Footer in the selection to be deleted
There is a Footnote in the selection to be deleted
There is a formula that tries to divide by zero

There is a merge data file assigned to this document
There is a NewWave link in the selection to be deleted

There is a Note in the selection to be deleted

There is a page break, column break or ruler in the section to be sorted
There is a page break or page layout in the selection to be deleted
There is a table in the selection to be deleted

There is insufficient space to list all the names

There is no field delimiter. Please specify one

There is not enough disk space for the temporary file

There is not enough room on disk for backup of (filename)

There is not enough room on that disk

This document already has a data file assigned to it

This demonstration release does not support that command

This demonstration release does not support that filter

This document is part of a Master document

This document or style sheet has been saved in a different format
This document was saved while in revision marking mode

This field contains a circular formula

This file cannot be opened

This file is not in DIF format

This frame already contains data. Select an empty frame...
This frame is too small to display your text

This graphic will not display on the screen

This object supports both visual and data passing views
This will undo all the changes you have made

TOC style does not exist in document

U
Unable to attach file

Unable to complete backup for file (filename)
Unable to complete copy

Unable to complete export to (filename)

Unable to complete paste

Unable to copy or cut to clipboard

Unable to create (style filename)

Unable to create temporary file

Unable to finish operation

Unable to import all of (filename)

Unable to load VIM library

Unable to locate VIM.DLL in the specified directory
Unable to print this document. Install the correct printer




Unable to rotate bitmap

Unable to save enough information to Undo later

Unable to show insertions/deletions of fixed and repeating frames in draft mode

Unable to show insertions/deletions of rows and columns in fixed and repeating frames in draft mode
Unmatched wildcard in replace string

Untitled .SMM is reserved for quick recording

Update DDE links in this document?

Update NewWave links in this document

Vv

There are no messages that begin with the letter V.

w

Warning, you will lose your current document! Continue?
Wrong password

X

There are no messages that begin with the letter X.

Y

You may not insert a visual view into a table
You must select an empty frame before inserting an object
You must specify a description file name first

z
There are no messages that begin with the letter Z.



"(Application) is not active. Run it now?"

Ami Pro tried to establish a DDE link to the host application, but either that application is not running, or
Ignore Remote Request is specified in that application, or the particular file is not open.

Choose YES if you want to run the application. Choose NO if you know the host application is running
and you want to change the Ignore Remote Request option.



"(Fieldname) is not a valid field name."

You tried to use File/Merge and Ami Pro encountered a merge field name in the standard document that
is not defined in the specified merge data file.

Choose OK. Make certain you are using the merge data file that matches the merge standard document
and retry.



"(Key): is too long a key for Glossary."

The glossary field name referenced in the message contains too many characters. The maximum length
for a field name is 27 characters.

Choose OK. Use File/Open to display the glossary data file and reduce the length of the referenced field
name.



"(Filename) already exists. Do you want to overwrite it?"

You tried to Rename, Copy, Move, Save or Save As a document and an existing document already has
the name you want to use.

Choose YES to overwrite the contents of the existing document. To keep the original document, choose
NO, retry the command and specify a different file name for the new document.



"(Filename) does not exist. Do you want to create it?"

You used File/Open and typed a file name that does not exist.

If you are sure the file exists, choose NO, check the spelling of the path and file name, and retry. Choose
YES if you intentionally typed a name that does not exist and you want Ami Pro to create a new document
with that name.



"(Filename) has changed. Save changes?"

You tried to exit Ami Pro or Windows or you used File/Open or File/New, but you did not save the changes
you made to the current document.

Choose YES to save the changes. Choose NO to lose the changes.



"(Filename) is a master document. Would you like to also copy the included file(s)?"

You tried to use File Management to copy a master document.

Choose YES to copy all the documents included in the master document to the same destination as the
master document. Choose NO to copy only the master document.



"(Filename) is currently protected. You cannot save any changes to the displayed document.”

You tried to open, save, or close a document that is either write protected or is being used by another
person on the network.

If you tried to use File/Open, choose OK to display a read-only copy of the document. Otherwise, choose
CANCEL, use File Management to remove the read-only attribute, and try again.

If you tried to use File/Save or File/Close in a read-only document after you made changes to the
document, choose OK to close the document without saving the changes. Choose CANCEL and then
choose File/Save As and specify a different file name to save the changes.



"(Name) is not a directory."

You typed the name of a directory that either does not exist or is spelled incorrectly.
Choose OK. Check the spelling of the path name and retry.



"(Rule) has changed. Save changes?"

In the Grammar and Style Options dialog box, you changed the settings in one set and selected another
set without choosing Save.

Choose YES to save the changes. Choose NO to lose the changes.



"(Rule) already exists. Do you want to replace it?"

You chose Tools/Grammar Check/Options, created a Grammar and style set, and tried to save the set to
an existing Grammar and style set name.

Choose YES to overwrite the existing Grammar and style set. To keep the original Grammar and style set,
choose NO, choose Save As, and specify a different name.



"(Stylename) cannot be removed."

In the Style Management dialog box, you tried to remove the Body Text, Table Text, or Footnote
paragraph style. These paragraph styles may be modified but not removed.

Choose OK.



"(Stylename) has changed. Save changes?"

In the Modify Style dialog box, you changed the settings in one paragraph style and selected another
paragraph style without choosing Save.

Choose YES to save the changes. Choose NO to lose the changes.



"(Stylename) is already used. Do you want to replace it?"

You used Style/Create Style and specified the name of an existing paragraph style.

Choose YES to overwrite the existing paragraph style. To keep the original paragraph style, choose NO,
retry the command, and specify a different paragraph style name.



"(Word) is not in the thesaurus."

You tried to use Tools/Thesaurus but the word you selected is either spelled incorrectly or is not contained
in the thesaurus.

Choose OK. Make certain the word is spelled correctly and retry.



"(Field name) is a predefined field and cannot be redefined."

You tried to save a power field you created and you specified the name of a power field provided with Ami
Pro.

Choose OK. Retry and specify a different field name.



"(Filename) is already open. You cannot save any changes to this one."

You chose File/Open and selected a file that is already open.

Choose OK to display a second copy of the same document. This second copy will be read-only. You
cannot save any changes to it.



"Ami Pro cannot find the merge field names. Select the merge field names for the recipient's address and
try again."

You chose File/Print Envelope and specified that you wanted to merge envelopes, but you did not select
the field names you want Ami Pro to use for the merge.

Choose OK. Select the merge field names for the recipient's address and retry.



"Ami Pro has detected an internal error. Save this file under a new name, if you wish, and then exit
immediately."

Ami Pro has detected an internal error that could result in the loss of your document if you continue.

Choose OK. Use File/Save As and specify a new file name, then exit Ami Pro immediately. Restart both
Windows and Ami Pro. Begin work with the newly named document to ensure that it is intact. If not, try
using the original document.

If you find a set of circumstances that produces this error often or consistently, call Lotus Technical
Support to report the problem and get additional assistance.



"Ami Pro will remove any shortcut keys you assigned to macros. All shortcut keys originally provided in
Ami Pro now replace the shortcut keys you assigned to macros."

You chose Tools/Macros/Edit and selected Reset All.

Choose OK if you want to remove all the shortcut keys you assigned to macros. The shortcut keys
originally provided with Ami Pro are now enabled. Choose Cancel if you want to retain the shortcut keys
you assigned to macros.



"Bookmarks cannot be placed inside one another."

You tried to place a bookmark in selected text and a bookmark was previously created at that location.
Only 1 bookmark can be placed in a paragraph.

Choose OK. Place the insertion point in another paragraph and retry.



"Can only have one TOC style for level number."

You chose Tools/TOC, Index/TOC Options and tried to assign more than one paragraph style to a single
TOC level.

Choose OK. Make certain that only one paragraph style is assigned to each TOC level and retry.



"Cannot write to directory (directory)."

You tried to write to a directory and were denied access.
Choose OK. Make sure you have rights to that directory and retry.



"Cannot accept an object that Ami Pro can not display."

The object you are trying to bring into an Ami Pro object cannot be displayed in Ami Pro.
Choose OK. The frame will remain empty. Retry and specify another object.



"Cannot add any more words to Replace All list. Use the Replace command instead.”

You used Tools/Spell Check and chose Replace All when Ami Pro found a word. Ami Pro can store 1,000
bytes of information in the Replace All list and you have exceeded that amount.

Choose OK to continue Spell Check and use Replace instead of Replace All, or choose CANCEL, retry
Tools/Spell Check, and use Replace All.



"Cannot add any more words to Skip All list. Use the Skip command instead."

You used Tools/Spell Check and chose Skip All when Ami Pro found a word. Ami Pro can store 1,000
bytes of information in the Skip All list and you have exceeded that amount.

Choose OK to continue Spell Check and use Skip instead of Skip All, or choose CANCEL, retry
Tools/Spell Check, and use Skip All.



"Cannot add any more words to the user dictionary. Free more hard disk space to create a larger user
dictionary."

You used Tools/Spell Check and chose Add To Dictionary when Ami Pro selected a word. Ami Pro cannot

add the word because there is insufficient space on the hard disk or insufficient memory to hold all the

words in the user dictionary.

Choose OK. Check the following before you retry:

e Make certain there is sufficient disk space available. If necessary, move or delete some files and
retry.

¢ Close any unnecessary running applications to increase the amount of available memory and retry.



"Cannot create temp file to complete export to (filename)."

You tried to use File/Save As and Ami Pro cannot create or write to the temporary file created during the
Export process.

Choose OK. Check the following before you retry:
* Make certain there is sufficient disk space available. If necessary, move or delete some files.

* Check the AUTOEXEC.BAT file to see if there is a set temp= statement. If there is not, temporary files
used by Ami Pro are written to the root directory of your hard disk. You may want to add a set temp=
statement in the autoexec.bat file to have temporary files placed in a particular drive or directory. An
example of a set temp= statement is:

SET TEMP=C\TEMP

where \TEMP represents the directory on drive C where temporary files should be placed.

* If you already have a set temp= statement in the autoexec.bat file, make certain the directory path
specified is valid.



"Cannot create temporary file for frame. Frame contents will not be displayed."

Ami Pro cannot create the temporary file needed for a picture.

Choose OK. Make certain there is sufficient disk space available for the file. If necessary, move or delete
some files.



"Cannot disconnect protected connected cell(s). Drop aborted."

You tried to use Drag & Drop to move or copy a column or row to a column or row of cells that is
protected and connected.

Choose OK. Choose Tables/Modify Table Layout, deselect Honor protection, and try again.



"Cannot display the header/footer requested.”

You tried to use Find & Replace in a header or footer text stream, or tried to place the insertion point in a
header or footer, and Ami Pro cannot display the header or footer.

Choose OK. If there are multiple floating headers or footers on a single page, a second or subsequent
header or footer may be preventing the first one from displaying. Choose Page/Floating Header/Footer
and remove one or more of the floating headers or footers.

If you inserted page layouts into the document, or you are using right and left page layouts, there may be
a fixed header or footer that cannot be displayed. Choose Page/Insert Page Layout/Remove to remove
the inserted page layout, or choose Page/Modify Page Layout and select All Pages.



"Cannot do that command to an encrypted file. De-Encrypt and try again."

You tried to use Tools/Doc Compare, Edit/Insert/Glossary Record, Edit/Bookmark, or File/Merge when
either the current document, the document you are comparing, or the data file is password protected.

Choose OK, remove the password protection, and retry.
To remove password protection

1. Open the document that is password protected.

2. Choose File/Save As.

Specify a different file name.

Unselect Password protect.

Choose OK.
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"Cannot drag & drop column A when there are footnotes in the table. Drop was aborted."

You placed the insertion point in column A in a table that contains footnotes and pressed ALT+— to move
the column.

Choose OK. Press SHIFT+! or or use a mouse to select only the cells you want to move and then press
ALT+-,



"Cannot drag & drop rows that contain any footnotes. Drop was aborted."

You tried to use Drag & Drop to move or copy a row that contains footnote text.
Choose OK. Move or copy another row or remove the footnote.



"Cannot drop column(s) before column A when there are footnotes in the table. Drop was aborted."

You placed the insertion point in column B in a table that contains footnotes and pressed ALT+«+ to move
the column before column A.

Choose OK. Press SHIFT+!. or or use a mouse to select only the cells you want to move and then press
ALT+,



"Cannot drop data in a footnote. Drop was aborted."

You tried to use Drag & Drop to move or copy data to a row that contains footnote text.
Choose OK. Move or copy the data to another location in the table or remove the footnote.



"Cannot drop footnote references below the first footnote row. Drop was aborted."

You tried to use Drag & Drop to move or copy a row that contains a footnote reference below the footnote
text associated with that footnote.

Choose OK. Move or copy the row to another location in the table or remove the footnote.



"Cannot drop on top of protected cell(s). Drop was aborted."

You tried to use Drag & Drop to move or copy multiple cells to cells that are protected.
Choose OK. Choose Table/Modify table layout, deselect Honor protection, and try again.



"Cannot establish DDE link. Acceptable DDE format is not available."

Ami Pro cannot paste or re-establish a link.

Choose OK. Check the following before you retry:

e There may not be enough system memory available. To increase the amount of available memory,
close any unnecessary running applications.

¢ Make certain the other application is available.

e Make certain the other application can supply data in a format Ami Pro can use. To check this, re-

copy the data from the other program, then use the Clipboard to display the contents of the data you
copied. Choose Display and make certain Bitmap, Picture, and Text are available options.



"Cannot establish DDE link to (application) for (filename) item (name)."

Ami Pro cannot establish a link to the specified item in the file in the other application.
Choose OK. Check the following before you retry:

e Make certain the other application is running.

¢ Make certain the linked file has not been deleted or renamed.

e Make certain the item, such as a range, has not been deleted.



"Cannot find (directory) (filename)"

The path or file name you tried to use either does not exist or is spelled incorrectly.

Choose OK. Check the spelling of the directory and file name. If the source path and file name are
correct, check the destination path and file name.

If this message is "Cannot find the specified file," you tried to display or print a page that contains a
picture and Ami Pro cannot find the graphic file that contains the picture.



"Cannot find the hyphenation dictionary. Check the Language Path under Tools/Spell Check/Language
Options."

Ami Pro cannot find the hyphenation files.

Choose OK. Choose Tools/Spell Check and choose Language Options. Make certain the path specified in
the Language Path text box matches the Hyphenation Data Path specified in the WINDOWS\LOTUS.INI
file. Also make certain the LOTUS??1.HYP hyphenation file is in the specified directory.



"Cannot find a library for frame. Frame contents will not be displayed."

The program library for the graphic you are trying to display cannot be found.

Choose OK. Make certain the AMIPRO.INI file contains a line referencing this type of graphic file and the
matching program file exists in the AMIPRO directory.



"Cannot find a printer driver. Formatting for the screen."

You used File/Open or File/Print and Ami Pro cannot find a printer driver for either the printer selected for
this document or the Windows default printer. There may not be an active printer recognized by Windows.

Choose OK. If you tried to open a file, the document will display on the screen. Choose Control
Menu/Control Panel and choose Printers to install or activate the correct printer. Then choose File/Printer
Setup to make certain the correct printer is selected.



"Cannot find requested file."

You tried to insert a file into an Ami Pro document and the file name you specified either does not exist or
is spelled incorrectly.

Choose OK. Check the spelling of the file name and retry.



"Cannot find the spelling dictionary. Check the Language Path under Tools/Spelling/Language Options."

You tried to use Tools/Spell Check and Ami Pro cannot find the dictionary files.

Choose OK. Choose Tools/Spell Check and choose Language Options. Make certain the path specified in
the Language Path text box matches the Spell Checker Data Path specified in the WINDOWS\LOTUS.INI
file. Also make certain the *.DIC dictionary files are in the specified directory.



"Cannot find the specified file: (filename)."

You tried to display or print a page that contains a picture and Ami Pro cannot find the graphic file that
contains the picture.

Choose OK. Make certain the file exists in the referenced location. If it does not, copy the graphic file to
the specified directory and retry.



"Cannot find the style referenced."

You tried to use Edit/Find & Replace and specified a paragraph style in either the Find or Replace With
text box that Ami Pro cannot find.

Choose OK. Check the spelling of the paragraph style name and retry. Paragraph style names must be
typed exactly as they appear in the Style Status or Styles Box, including the case.



"Cannot find the thesaurus."

You tried to use Tools/Thesaurus and Ami Pro cannot find the *.SYN and *.ENV files.

Choose OK. Choose Tools/Spell Check and choose Language Options. Make certain the path specified in
the Language Path text box matches the Thesaurus Data Path in the WINDOWS\LOTUS.INI file. Also
make certain the *.SYN and *.ENV files are in the specified directory.



"Cannot go to that type of item right now."

You tried to use Edit/Go To and Ami Pro cannot move the insertion point to the item you specified.

Choose OK. If you are in Draft mode, change to Layout mode, place the insertion point in the main
document text, and retry.



"Can not import file without an address section."

You tried to import an Organizer file that either does not have an address section, or the address section
was created by including files.

Choose OK. Ami Pro opens an untitled document, but does not import any Organizer address records.



"Cannot import file: (filename)"

You tried to use File/Open and Ami Pro encountered an error while importing the specified file.
Choose OK. Check the following before you retry:

¢ You may have exceeded the limit of 65,408 paragraphs allowed in a document. Try dividing either the
current document or the file you are importing into two smaller files.

e Make certain the file you are trying to import is not corrupted.



"Cannot load (application)."

You tried to use File/Open to display a document containing DDE links and a DDE-linked application
cannot be loaded for the current document.

Choose OK. The application may not be in the DOS PATH. Load the program manually and retry.



"Cannot load (filename). Hyphenation will not be available."

Ami Pro cannot find the LOTUS??1.HYP and/or LTSHYPH*.DLL files.

Choose OK. Make certain the LOTUS??1.HYP and LTSHYPH*.DLL files are in the same directory as
AMIPRO.EXE. If the files are not there, they have been moved, deleted, renamed, or were not initially
installed. If you cannot locate either of the files, reinstall Ami Pro.



"Cannot load macro dll."

Ami Pro cannot find the AMIMACRO.DLL file.

Choose OK. Make certain the file is in the same directory as AMIPRO.EXE. If the AMIMACRO.DLL is not
there, it has been moved, deleted, renamed, or was not initially installed. If you cannot locate the file,
reinstall Ami Pro.



"Cannot load the spelling program."

You tried to use Tools/Spell Check and Ami Pro cannot find the LTSSPL*.DLL file.

Choose OK. Make certain the LTSSPL*.DLL file is in the LOTUSAPP / SPELL directory. If the file is not
there, it has been moved, deleted, renamed, or was not initially installed. If you cannot locate the file,
reinstall Ami Pro.



"Cannot load the file management program."

You tried to use File/File Management and Ami Pro cannot find the AMIFM.EXE file.

Choose OK. Make certain the file is in the same directory as AMIPRO.EXE. If the AMIFM.EXE file is not
there, it has been moved, deleted, renamed, or was not initially installed. If you cannot locate the file,
reinstall Ami Pro.



"Cannot load the grammar program."

You tried to use Tools/Grammar Check, but Ami Pro cannot find the LOTUS??1.GCS and/or
LTSGRM1.DLL files.

Choose OK. Check the following before you retry:

e If you are using the American version of Ami Pro but you selected British as the language, you can
choose Tools/Spell Check and choose Language Options. Select American, choose OK, and try
again. Although the British dictionary is shipped with Ami Pro, the British grammar program is not
available.

e Make certain the LOTUS??1.GCS and LTSGRM1.DLL files are in the LOTUSAPP / SPELL directory.
If the files are not there, they have been moved, deleted, renamed, or were not initially installed. If you
cannot locate either of the files, reinstall Ami Pro.



"Cannot load the thesaurus program.”

You tried to use Tools/Thesaurus and Ami Pro cannot find the AMITHES*.EXE file.

Choose OK. Check the following before you retry:

e If you are using a Lotus International Dictionary and you installed it before you installed Ami Pro,
reinstall the International Dictionary.

e Make certain the AMITHES*.EXE file is in the same directory as AMIPRO.EXE. If the file is not there,
it has been moved, deleted, renamed, or was not initially installed. If you cannot locate the file,
reinstall Ami Pro.



"Cannot increase table column width if the table fills the entire page."

You chose Table/Column/Row Size and tried to increase the column width. You cannot increase the
column width because the table fills the entire page.

Choose OK. Decrease the size of another column and try again.



"Cannot open amipro.ini. Touch F1 for more information on how to correct this problem."

You tried to load Ami Pro but Ami Pro either could not find the WINDOWS\AMIPRO.INI file or the file
contains incomplete or incorrect information.

Choose OK. Choose File/Exit to exit Ami Pro.

If you recently installed a new version of Windows into a directory other than the previous WINDOWS
directory and you deleted the previous version of Windows, several initialization files for Ami Pro are no
longer available. You must reinstall Ami Pro for the application to run correctly.

If you did not recently install a new version of Windows, you can use the Windows File Manager to copy
AMIPRO\AMIPRO.IN2 to WINDOWS\AMIPRO.INI. Exit Windows and then start Windows and Ami Pro
again.

The AMIPRO.INZ2 file is a backup of the original AMIPRO.INI file that Ami Pro creates during the
installation. Any changes you made to user setup, view preferences, frame, and other defaults are no
longer implemented. You must set these defaults again.



"Cannot open (filename)."

You tried to use File/File Management and Ami Pro cannot find the file you want to copy, move, rename or
delete.

Choose OK. Check the spelling of the file name, make certain the file is located in the drive and directory
you specified, and retry.



"Cannot open file for import/export.”

You tried to use File/Open or File/Save As and the file name you specified either does not exist, or is
spelled incorrectly, the file is not in the drive or directory you indicated, or the file is write-protected.

Choose OK. Check the following before you retry:

¢ Make certain the file is not read-only. Choose File/File Management/File/Attributes to verify that the
file is read-write.

¢ Check the spelling of the path and file name.



"Cannot open style sheet."

You tried to use Style/Style Management and Ami Pro cannot find the style sheet associated with the
document. It may have been moved, deleted, renamed, or it may be write-protected.

Choose OK. Check the following before you retry:
¢ Choose File/File Management/File/Attributes to remove the read-only attribute.

e Choose Tools/User Setup and choose Paths. Make certain the style sheet path is set to the path that
contains the style sheet associated with the document.



"Cannot open style sheet (filename)."

You tried to use either File/Open or Style/Style Management and Ami Pro cannot open the style sheet
associated with the document. The file you want to open may have been copied from another disk without
a style sheet, or the style sheet specified as the default is not in the current style sheet directory.

Choose OK. If Ami Pro displays the Use Another Style Sheet dialog box, select the style sheet you want
to use and choose OK.

If Ami Pro does not display the Use Another Style Sheet dialog box, choose Tools/User Setup/Paths and
specify the correct style sheet path or choose Tools/User Setup/Load and select another style sheet as
the default.



"Cannot overwrite (filename)."

You tried to use File/Save and the file is write-protected.

Choose OK. Choose File/File Management/File/Attributes to remove the read-only attribute. You can also
try saving the file using File/Save As and specifying a different path or file name.



"Cannot overwrite style sheet (style filename)."

You tried to use Style/Save as a Style Sheet and the style sheet name you typed is write-protected.

Choose OK. Choose File/File Management/File/Attributes to remove the read-only attribute. You can also
try saving the style sheet specifying a different path or file name.



"Cannot place your text on any succeeding page with the present settings. Adjust one or more of the
following: page layout, style alignment, font size, and/or repeating frames."

You changed the page layout, changed a paragraph style and/or used a text attribute that, in combination,
causes your text not to fit on this or succeeding pages.

Choose OK. Check for wide margins, indents, or large repeating frames that will not allow text on a page.



"Cannot read file for import/export."

You tried to use File/Open and Ami Pro either encountered a disk error or the document you are trying to
import may be corrupted.

Choose OK. Check the disk using the DOS CHKDSK command. Make certain the file you are trying to
import is not corrupted.



"Cannot reopen the document file."

This message is rare. You tried to use File/Open and Ami Pro found the file but cannot open it.

Choose OK. If your computer is on a network, the problem may be with the network. Check with your
network administrator.



"Cannot resize and display graphic."

You tried to size a picture and Ami Pro encountered a Windows error.

Choose OK. There may not be enough system memory available. To increase the amount of available
memory, close any unnecessary running applications and retry.

Ami Pro displays an X in the frame. However, the picture is intact. If you close the document and then
reopen it, the picture displays in the frame.



"Cannot sort across DDE or field escapes which span paragraphs.”

You tried to use Tools/Sort and Ami Pro found DDE links or power fields that begin in one paragraph and
end in another paragraph within the selected text.

Either modify the DDE links or power fields so that each is contained within a single paragraph, or select
text that does not contain those links or fields and retry.



"Formula cell detected in cell (cell). Cannot sort across formula cells."

You tried to use Tools/Sort in a table and at least one cell you selected contains a formula. Ami Pro cannot
include formulas in a sort.

Choose OK. Select only cells without formulas and retry.



"Cannot understand this formula."

Ami Pro does not understand the formula you entered for the cell.
Choose OK. Check the following before you retry:

e Make certain the specified operators are correct.

e Check the use of parentheses (if applicable).

e Check the cell addresses referenced in the formula.



"Cannot write data for frame."

You tried to display or process an image file and Ami Pro encountered a disk error.

Choose OK. Make certain there is sufficient disk space available. If necessary, move or delete some files
and retry.



"Changing (style) to have attributes of the selected paragraph's text."

You applied text formatting and text enhancements to selected text and chose Style/Define Style.

If you do not want to change the paragraph style, choose NO. Choose YES to incorporate all the text
formatting and text enhancements into the existing paragraph style.



"Click on word to look up and try again."

You tried to use Tools/Thesaurus but did not select the word you want to look up.
Choose OK. Either select or place the insertion point on the word you want to look up and retry.



"Connected cell detected in the sort range. The connected cells will be un-connected. Would you like to
continue?"

You tried to use Tools/Sort in a table and Ami Pro found connected cells in the selected data.
If you want to unconnect the cells and continue the sort, choose YES.

If you want to stop the sort, choose NO. You can reselect the desired data without selecting the
connected cells and retry.



"Cannot find AmiPrint."

You tried to use File/Print and Ami Pro cannot find the AMIPRINT.EXE file.

Choose OK. Make certain the file is in the same directory as AMIPRO.EXE. If the AMIPRINT.EXE file is
not there, it has been moved, deleted, renamed, or was not initially installed. If you cannot locate the file,
reinstall Ami Pro.



"Copied cells do not fit in table. Data will be lost. Continue?"

You tried to use Drag & Drop to copy multiple columns or rows to a location that was too close to the last
column or row in the table or on the page. Data in cells that will not fit into the column or row will be lost.

Choose YES to continue copying or choose NO and add more rows or columns to the table.



"Could not open (style sheet). Would you like to continue with the insert?"

You chose File/Open and chose Insert and Ami Pro could not find the style sheet associated with the
document.

If you want to insert the document and use the current style sheet, choose YES. After the insert is
complete, you can choose Style/Use Another Style Sheet and select a different style sheet.

If you want to stop the insert, choose NO. Choose Tools/User Setup and choose Paths. Make certain the
style sheet path is set to the path that contains the style sheet you want to use. If it is correct, make
certain the style sheet is in the specified style sheet directory.



"Data file is not in valid format."

You tried to use File/Merge, specified an external file as the data file, and the file either does not match
the format required by Ami Pro or the information typed in the description file.

Choose OK. Make certain the data file matches the information in the description file and retry.



"Data in the destination cells will be lost. Continue?"

You tried to use Drag & Drop to move or copy data to cells that already contain data. All the data in the
destination cell(s) will be lost if you continue.

Choose YES to continue or choose NO to keep the existing data in the destination cells.



"Data is not compatible with frame type."

You tried to use File/Import Picture, specified a graphic file, and the graphic file does not match the file
type you selected.

Choose OK. Either select the file type that matches the file or make certain the file is in the correct format.



"There is a DDE l