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How to Use This Manual

Conventions

The following conventions are used throughout this manual to make it
easier for the user to follow instructions and exercises.

Keyboard Keys

All keyboard keys are typed in boldface with Upper and lower case letters
and enclosed in greater than and less than symbols. The enter key is

displayed as <Enter>.

Buttons
All power bar, toolbar and dialog box buttons are displayed in boldface,
brackets and in the same case as the buttons they represent. The OK
button in adialog box is displayed as [OK].

Menus
All menu options are displayed in boldface with an underlined | etter
exactly as the menu options are displayed. The File menu option is
displayed asFile.

User Input

Where the user should input keystrokes, the text is printed in boldface.
When a user isinstructed to type the file name basics, it is displayed as
Basics.

Resulting Actions
When keystrokes result in a change on the screen, status bar or dialog box,
thisisnoted initalics. When a user presses the <Insert> key, this
notation appears in the manual: The word Typeover appears in the status
bar.

Practice Files

Floppy-2.wpg
Hotair.wpg

Marsh.wpg
Memory.wpd

CPI Training Solutions, Inc.
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Section 1
Columns
Columns
The columns feature in WordPerfect 6.1 allows a user to type information
in columns side by side. A page can begin with full line text, then be
broken into multiple columns in the middle of the page; or existing text
can be divided into columns after it has been typed. Severa steps are
required to divide a page into columns.
1. Typetitle.
2. Format two columns.
3. Typefirst column.
4. Insert column break.
5. Type second column.
6. Turn columns off.
To center a title over both columns, the title should be typed before the
document is formatted for columns. The heading for the following
exercise was typed before the columns format was defined.
WORDPERFECT 6.1 FOR WINDOWS
Working with WordPerfect Typing Text
WordPerfect is aword processing When you are ready, just start typing. The
application that you can use to create and text that you type starts filling the document
print documents for day-to-day business and window at the insertion point. When you
personal use. To create WordPerfect reach the end of the line, WordPerfect
documents, you need to know how to type, automatically wraps your text to the
edit and format text in the document beginning of the next line. To start anew
window; save thetext asafile; and print paragraph, press <Enter>. To leave a blank
your documents on your printer. line between paragraphs, press <Enter>

twice.

CPI Training Solutions, Inc.
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Intermediate WordPerfect 6.1for Windows

Center the Title

N

ONO AW

Format Columns

=

Click the Justification button on the Power Bar.

Click on the Center option.

The cursor moves to the center of the line.

Press <Caps L ock>.

Type the heading WORDPERFECT 6.1 FOR WINDOWS.
Press the <Enter > key twice.

Click the Justification button on the Power Bar.

Click on the L eft option to return the cursor to the left margin.
Press <Caps L ock> to turn off al caps.

Click Format then Columns from the menu.

Select Define...

Two columns will be defined as the default.

Type the number 2 in the Number of Columns text box.

Select the Newspaper option in the Type text box.

Click [OK].

The dialog box closes and the right margin symbol has now moved to
4’ on the ruler bar.

-Mumber of Columns

Columns: E

~Type
@ Mewspaper

Cancel

() Balanced Newspaper
C Parallel
C Parallel w/Block Protect

Column Widths
Width Fixed

Column 1: |3" E | |
Space: W E x
Column 2: |3" E | |

~Column 5pacing

Spacing Between Columns:

oor (3

Line Spacing Between
Rows In Parallel Columns:

[

Figure 1: Columns dialog box

E %i NOTE: Click onthe Columns button on the Power Bar and
click on 2 Columnsto quickly format columns.

CPI Training Solutions, Inc.
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Center Over a
Column

=

4.

Click the Justification button on the Power Bar.

Click on the Center option.

The cursor will be centered over the first column.

Type the text Working with Wor dPerfect.

Notice that it centers between the new 0" and 4" column width on the
ruler bar.

Press the <Enter > key twice.

Type in the Column

Insert a Column

Break

Columns Off

1.
2.

Click on the Justification button on the Power Bar.
Click on the L eft option to return the cursor to the left margin.

3. Typethetext for the first column.

To begin the second column, it is necessary to insert a column break.

1
2.

Click on Format Columns.
Click on the Column Break option.
The cursor is positioned at the top of the second column.

5 %j NOTE: When columns are turned on, pressing <Ctrl>
<Enter> will insert a column break. You may also use the Columns
button on the Power Bar and click on the Column Break option.

WordPerfect is very flexible with column definitions which can be
inserted at any point in the document. When at the end of a section of text
with columns, turn columns off to return to full margin editing.

AWNPRE

o Ui

Center the heading over the second column.

Type the paragraph for the second column.

Click on Format Columns.

Click the Off option.

The cursor returns to the left margin and the ruler margins return to
1”7 and 7.5”.

Save the document as COL S.

. Closethefile.

CPI Training Solutions, Inc.
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Format Existing Text

into Columns
There are times when you need to take existing text and divide it into
columns. With WordPerfect, you can position the cursor at any point in
your existing document and define the number of columns you would like
to create.

Openthefile MEMORY .WPD.

Position the cursor at the beginning of the first paragraph.
Click on the Columns button on the Power Bar.

Drag to the option for 2 Columns.

The text is divided into two columns.

5. Scroll to the second page of the text.

El N

Notice that when the text exceeds a page in length, the columns
automatically break at the bottom of the page. At the bottom of the
second column, the text continues to the first column of the next page. If
you want columns to break at a specific point, use the Format Columns
Column Break command to change the break points.

CPI Training Solutions, Inc.
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Part One
Type in Columns

s wbdE

Section 1
Summary Exercises

Typethetitle so it is centered over the full page.
Create two evenly spaced columns.

Type the following text.

Save thefile as WP61.

Print the document.

COLUMNSIN WORDPERFECT 6.1

Steps Typing in Columns
The stepsin creating columnsin WordPerfect allows the user to see the
WordPerfect 6.1 are listed below: two columns displayed side by side on

Center heading.
Format two columns.
Type the first column.
Insert a column break.

the monitor.

Remember that word wrap isin effect
when the columns feature has been
selected. This meansthat pressing the

Type the second column. <Enter> key isnot required at the end of

Turn columns off.

each line of text.

CPI Training Solutions, Inc.
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Part Two
Landscape Columns

Format the page for landscape orientation.
Center the title over the columns.

Create three columns.

Center the headings in each column.
Break the columns as shown below.
SavethefileasLAND.

Print the document.

ocogabkhwbdrE

COLUMNSIN LANDSCAPE ORIENTATION

SETTING LANDSCAPE FORMAT COLUMNS INSERT A COLUMN
ORIENTATION With the page in landscape BREAK
Many timesit is necessary orientation, format the There are three ways to
to turn a page to landscape document for three insert acolumn break in
orientation in order to have columns the easy way: use WordPerfect 6.1.
room for more than two the Power Bar columns
columns on a page. options. 1. Click on Format
Columns Column
The Format Page Paper
Size command allows a 1. Center thgcursor and Break.
: typethetitle. 2. Pressthe<Ctrl> +
user to set options for ) .
. 2. Click on the Columns <Enter> keysto insert
paper size. One of these
L button on the Power abreak.
optionsisfor landscape :
printing. Bgr. 3. Click on the Columns
3. Clickonthe3 button on the Power
1. Click on Format. Columns option. Ba: and click c:(n thg
2. Click on Page. Column Break option.
3. Click on Paper Size.
4. Click on Letter
L andscape.

o1

Click the Select button.

CPI Training Solutions, Inc.
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Part Three
Summary Quiz

. To turn a page to landscape orientation, use the

. When finished typing in columns, use the

. To center a title over two columns, it is best to type the title

(before/after) the columns have been formatted.

On the menu, the command is used to set up
more than one column in a document.

. The command is used to begin a new column.

command and select the Paper Size option.

command from the menu to return to full page editing.

. The button on the Power Bar can also be used to define

columns, insert column breaks, or turn columns off.

. A shortcut keystroke to insert a column bresk is to press the

and keys.

CPI Training Solutions, Inc.
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Notes:
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Section 2
Tables

Table Design
Below is an example of a table inserted in a document. Tables are
composed of rows expanding acr oss the table and columns which occupy
space vertically up and down the table. The table below consists of three
rows and three columns.

Course Name CourseDate Course
Time
WordPerfect Fundamentals June 25 9:00 - 4:00
WordPerfect Intermediate July 17 9:00 - 4:.00
WordPerfect Advanced August 22 9:00 - 4:00

Insert a Table
In the next exercise, we will create a table that consists of 2 columns and 3
rows.

1. Select the command Table Create.

The Create Table dialog box is displayed, as shown in Figure 2.
Typein 2 for the number of columns.

Press <Tab> to move the cursor to the Rows option box.
Typein 3 for the number of rows across the table.

Click the [OK] button (or press <Enter>).

A table is displayed with 2 columns and three rows.

= Create Table

® Table C Floating Cell
Cancel I

Table Size
Columns: I E
=

g wb

Bows:

Table Style: <Hone>

Figure 2: Create Table dialog box

CPI Training Solutions, Inc.
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Moving Around

in a Table
Typing in a
Table

Moving around in atable can be quick and easy using the keys outlined
below:

Key Action

Tab Moves cursor to next cell
Shift Tab Moves cursor to previous cell
\/ (down arrow) | Moves cursor down one cell
N (up arrow) Moves cursor up one cell

In the next exercise, we will enter text in the table.

©CoNoO~WNEF

Click inthefirst cell in the table.
Type 1 inthefirst column.

Press <Tab>.

Enter Create atable.
Press<Tab>.

Enter 2.

Press<Tab>.

Enter 3.

Press<Tab>.

10. Enter Typein atable and watch thetext wrap in the cell.
11. Saveas TABLES.
12. Compare your table to the one below:

1

Create the table

2

Typein the table and watch the text wrap in
the cell.

3

Sizethetable.

CPI Training Solutions, Inc.
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Size the
Columns

Insert a Row

To change the width of a cell, position the mouse on the dividing line
between two cells until the cursor displays two vertical bars with arrows
(). Then click and drag the line to the right or |eft.

In the next exercise, we will adjust the width of the first column.

1. Display the Ruler Bar.

2. Position the mouse pointer on the vertical line separating columns 1
and 2.

The pointer will change to a sizing arrow with vertical bars ().
Click and drag the sizing arrow to the 2" marker on the Ruler Bar.
Release the left mouse button.

Click and drag the right border of column 2 to the 5” position on the
Ruler Bar.

g b w

Inserting arow can be accomplished using the Table menu or the
QuickMenu, which is accessed by clicking the right mouse button.

In the next exercise, we will insert arow at the top of the table using the
QuickMenu.

1. Position the mouse pointer in the first cell of the table where the
number 1 islocated.

2. Pressthe right mouse button.
The QuickMenu is displayed, as shown in Figure 3.

I
1 Paste te the table
2 Format... E i the table and watch the test wrap i
Humber Type... ell.
Expert...
3 Lines/Fill... the tahle.

Inzert__.

Delete...

Size Column to Fit
Split Cell...

Sum

Calculate

FRow/Column Indicators
Formula Bar

4

TABLE & Cell A1 =1/HF LaserJet 4L fw/in) | “.ceeci | Aupril B, 1998 | 5:41PM [Pg 1 Ln 1.08" Pos 1.0

Figure 3: QuickMenu

CPI Training Solutions, Inc.
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3. Chooselnsert...
The Insert Columns/Rows dialog box is displayed, as shown in Figure 4.
4. Verify that Rowsis the selected option.
5. Verify that the number 1 appears in the Insert Rows text box.
6. Verify that the Placement Befor e option button is selected.

= Insert Columnsf/Rows

~Table Size
Columns: 2
Rows: 3

-Insert

! Columns: I
® Bows: |[4 B
-Placement

(@ Before
1 After

Figure 4: Table Insert dialog box

7. Click [OK].
A new row appears at the top of the table above the existing row.
8. Now typethe heading STEP in thefirst new cell.
9. Press<Tab>.
10. Type ACTION inthe last new cell.
11. Save the table as STEPS.

CPI Training Solutions, Inc.
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Selecting in a
Table

To edit line styles or add shading to the cells of atable, you must first
select the portion of the table that is being edited. Outlined below are

Quick Select techniques used in selecting elements of atable.

To select Do this

One Cell

Point either to the top edge or left edge of cell
until the pointer changes to an arrow (<= or 1),
then click

One Row

Point to the |eft edge of the row until the pointer
changes to an arrow (<= ), then double-click

One Column

Point to the top edge of the column until the
pointer changes to an arrow (1), then double-
click

Entire Table

Point to the top edge or left edge of any cell until
pointer changesto an arrow (< or 1), then
triple-click

Aligning Data in

a Table

Aligning datain atable is much like aligning data that is not in atable.
Y ou select the cells containing the data to be aligned, then you click the

appropriate alignment tool. The datais aligned.

In the next exercise, we will center the datain the first column of the

table.

1
2.
3

. Point to the top edge of the first column until you get the up arrow.

Double-click to select the column.

. Click the Justification button and choose center.

The data is centered.

Step

Action

Createa tahle

mize a tahle

Type ina table and watch the feature use
word wrap

Figure 5: Aligned data

CPI Training Solutions, Inc.
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Applying Table Lines
The table lines can be displayed around the table or they can be removed
so only the text remains in columnar format. The Table Lineg/Fill
command controls the table border and lines. The QuickMenu can also be
used for table lines.

In the next exercise, we will apply different line stylesto the table.

1. Point to the top edge of the table until pointer changes to an arrow and
triple-click to select the table.

Right-click inside the table.

Select Lineg/Fill... from the QuickMenu.

The Table Lines/Fill dialog box appears, as shown in Figure 6.

Click the Table option button.

In the Border Lines section, click thelist arrow for Border:

Select Heavy Double.
Click <OK>.

wnN

No ok

Table option

= Table LinesfFill

() Selection ) Each Selected Cell @ Table

Cancel

-Default Line Style

Lre sl | [N
[” Custom Color D

-Fill upliﬂua
Alternating Fill:
Fill Style: | | |<None> E

Foreqground: D

Backaground: D -Border Lines

. <None> |£I
Border: |, I

Initial T able Settingz I

List Arrow

Figure 6: Table Lines/Fill dialog box
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Table Fill
Shading or “filling” arow or column in atable can help set apart specific
information in atable. This exercise will add 20% shading to the header
row where STEP and ACTION appear.

1. Select thefirst row of the table.

2. Right-click in the selected row to access the QuickMenu.

3. Select Lineg/Fill...

4. Click onthelist arrow beside the Fill Style option, as shown in Figure
7.

= Table Lines{Fill

(@ Selection () Each Selected Cell () Table

rLine Styles
Left: |, IDelauIt EI
Right- (... IDelauIt |£I
Top: {NONE? IDefauIl IEI -LI: [;JI'J: - E
ustom Color
Bottom: |, .. IDelauIt EI
Fill Options
Inside: : : e List Arrow
Inside: | e IDelauIt |5| Fill Style: 0% Fill /
or
: ill Options
Outside: | e, IDelauIt EI Foreground: Backjmund@

Figure 7: Fill Options for a Table

5. Select the 20% Fill option.
6. Click [OK].

CPI Training Solutions, Inc.
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7. Click outside the table.
The first row appears with gray shading behind the text.

ACTION

Create the table

Type in the table and watch the text wrap
i1 the cell.

aize the table.

Figure 8: Completed table

CPI Training Solutions, Inc.
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Part One
Create a Table

arwdNE

Part Two

Quick Quiz
1.
2.
3.

Section 2
Summary Exercises

Create the following table.
Size the columns.
SavethefileasTABLES.
Print the document.

Close the document.

STEP ACTION RESULT
1 Table Create command Dialog box for tables
will appear
2 Type 3 for number of Three columns will
columns be created
3 Press <Tab> key Cursor movesto

number of rows box
4 Type 4 for number of rows | Four rowswill be

created
5 Click on [OK] button Table appears
The command allows a table to be added
in a document.
The shortcut isto press the function key.

To make a column more narrow, point to the line between the cells
and click and drag the line to the

To make a column wider, point to the line between the cells and click
and drag the line to the

When inserting a new row, use the command.

The command / allows lines to show up
or be removed around the cellsin atable.

CPI Training Solutions, Inc.
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Notes:
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Section 3
Calculations In Tables

Table Calculations

There may be occasions where it is necessary to include statistical
information in tables. WordPerfect provides the capability to calculate
rows or columnsin atable. To perform calculations, the Formula Bar
must be displayed.

In the following exercises, we will first create the table, then we will
create formulas to perform the calculations.

1. Create the table below using the Table Create command.
2. Sizethe columns as needed.
3. Typeinthe headings and numbers as shown.
4. Center the headings and numbersin all columns, as shown.
5. SavethefileasMATH.
COLLEGE MEN WOMEN TOTAL
CPCC 2,000 2,000
UNCC 2,500 2,100
TOTALS

When a table is being utilized as a spreadsheet, columns are assigned
letters. The table is displayed below with the appropriate column letters
and row numbers. Column letters and row numbers are used when
preparing formulasin table cells.

Column A Column B ColumnC Column D
Row 1 | COLLEGE MEN WOMEN TOTAL
Row 2 | CPCC 2,000 2,000 4,000
Row 3 | UNCC 2,500 2,100
Row 4 | TOTALS

CPI Training Solutions, Inc.
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Calculate Rows
1. Click the pointer in the cell under theword TOTAL in the fourth

column (cell D2).
Select Table from the menu bar.
Choose For mula Bar .
The formula bar appears as shown in Figure 9.
4. Click the [Sum] button.

The answer 4000 appears in cell D2.

wnN

WordPerfect - [Document]]

Ak | AW

NEB0E XEd9¢ blius BEEELE Exagy

Times Mew Foman {12t | Styles | Left |10 *|Table | Calumns | 100% ~

| | v v vt

|1| ] | el |2| el 1 |3| 1 |4| ] I ol |5| ol | el |B| Wl | vl |?| ] | ol
Ak L L L L

el |
Formula Bar N A A | Caleiae
’m |Eunctions... || Names... I o, || Caloulate I| Diata b || Copy Formula... || Close I

i

COLLEGE MEN WOMEN TOTAL =
CRCC 2,000 2,000 !‘JDDD

UNCC 2,500 2,100 4000

TOTAL

Figure 9: Formula Bar

Formula Bar

Because there are numbers in the cells to the left of cell D2, the formula
SUM (B2:C2) appearsin the cell formulatext box above the formula bar.

1. Position the cursor in cell D3.

2. Click the [Sum] button.
The answer 4000 appears in the cell. Notice the formula has changed
to SUM(D2).

This answer isobviously incorrect. The sum of 2,500 and 2,100
cannot be 4,000. The default for the [Sum] function isto add the total
of numeric cells above the current cell. Inthefirst cell, D2, the
formula could not locate any numeric cells above D2 so it
automatically defaulted to the cells to the left of D2. In cell D3,
however, thereis now anumeric cell above. So the [Sum] function
adds in the answer from cell D2. It will be necessary to watch
formulas closely when calculating in tables.
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Correct Formulas
1

2.
3.
4.

Calculate Columns

1.

~w

Click oncein the formulabar text box where Sum(D2:D2) appears.
Delete the cell addresses D2:D2.

Typein the cell addresses B3:C3.

Click on the green check mark to the left of the formula bar.

The answer 4600 appears in cell D3.

Position the cursor in the TOTALS row for the MEN column (cell
B4).

Click the [Sum] button.

The answer 4500 appears in the cell.

Position the cursor in cell C4.

Click the [Sum] button.

The answer 4100 appears in the cell.

Repeat the process for the last column.

Formatting Numbers
The answers are now correct, but the numbers themselves are not
consistently formatted. The following steps will display al of the
numbers in the table with commas and no decimals.

1.

2.
3.

Select al the cells with numbers. (This will be from cell B2 to cell
D4).

Right-click in the selected area.

Choose Number Type...

The Number Type dialog box is displayed, as shown in Figure 10.
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Mumber Type

Select Type For

(* Cell: " Column  Table

Tt

Reference: BZ2:D4

Cancel

il

Custom._.
[+ Uze Column Type =
Initial Type

Available Types

" Accounting * General Help

" Commas " Integer

" Cumrency " Percent

" DatesTime " Scientific

" Fixed " Text
Preview

-1234

Figure 10: Number Type dialog box

4. Inthe Available Types section, select Commas.
Notice in the preview box that 2 decimals are also added.

= Number Type

Select Type For
(s Cell () Column () Table
Reference: BZ2:D4

Cancel

Custom._.
[ Use Column Type

Imitial Type

Available Types

("1 Accounting (I General
(@ i (! Integer
(" Percent
(1 Date/Time (1 Scientific
(! Fixed (] Text
Preview
(1.234.00) "

Figure 11: Number Type dialog box

5. Click the Custom... button.
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6. Click the down incremental arrow in the Decimal Amounts box until
Oisdisplayed in Digits after Decimal.

= Customize Number Type

-Megative Numbers
C CR/DR Symbol

| Help |

‘Currency Symbol
[T Use Currency Symbol
[T Align Currency Symbol
Svymbol: IDE.fauIt IEI

-Decimal Amounts

Digits after Decimal: I[I Ig

[ Bound to Mumber of Digitz after Decimal

[* Usze Commas

Freview

| [1.234] I

Figure 12: Customize Number Type dialog box

~

Click [OK].
8. Click [OK] again.
The numbers appear with commas and no decimals.

Formulas
There are times when information must be calculated in atable.
WordPerfect provides formulas which can be used for addition,
subtraction, multiplication, and division. Formats can also be applied to
the numbers as the calculations are performed.

1. Clickincell B2 (number of Men at CPCC).
2. Double-click the number 2000 in the Formula Bar.
2000 is selected.

ﬁ File Edit Yiew |Insert Format Table Graphicz Tools Windo

O2ME &Ea ol bldluly Y 2
Times Mew Boman =12 pt | Styles | Center =10 ~-|Table Formula
[2] [1480E 282 | [s ][00 < Bar

ﬁuml Eunctiu:uns...l Mames... | YiewErmor.. | Calcula;el ke Eill | Copy Form
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Operands

Figure 13: Formula Bar

1. Press<Delete>.
2. Click the green checkmark.
2,000 is removed from cell B2.
3. Point and click in the formula bar.
4. TypetheformulaD2-C2.
5. Click the green checkmark in front of the formula.
The number 2,000 appears in cell B2.
6. Click [Closg] on the Feature Bar to close the Formula Bar.
7. Saveand closethefile.

The following symbols are used in formulas in WordPerfect:

/ division

* multiplication

- subtraction, or ()
+ addition

% percentage

A power

Math rules apply when using formulas in any computer program. The
following order of operationsis a reminder of the order in which formulas
will be calculated.

1. Power operations (exponents)
2. Multiplication and division
3. Addition and subtraction

To change the order of calculations, parentheses can be used to nest
formulas. The formula that is enclosed inside parentheses will be
performed before any other operation.

Example:
2*5*3-2 resultsinan answer of 28
2*5*(3-2) resultsinananswer of 10

In the first example, the natural order of operations occurs. All
multiplication is performed before subtraction. In the second example, the
formula to subtract 2 from 3 is performed first because it is enclosed
(nested) in parentheses. Then the natural order takes over and al
multiplications are performed.

1. Createthefollowing table.
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N

Enter the formulas as shown for Markup Dollars (remember, formulas
must be entered in the Formula Bar, not directly into the cell).

Center the headings.

Right align all the numbers.

Apply 20% shading to the headings.

Save the table as MARK UP.

o Uk w

ITEM | COST MARKUP MARKUP SALES
PERCENT DOLLARS PRICE

Coats | $100 50% B2*C2
Hats $25 50% B3*C3
Boots | $75 50% B4*C4

Copying Formulas
WordPerfect 6.1 provides the ability to copy formulas. This is a very
popular feature.

In the next exercise, we will create a formula to get the Sales Price for
Coats. Then we will copy the formula down the get the Sales Price for the
remaining items.

Click in cell E2.

Click in the Formula Bar.

Enter B2+D2 to get Sales Price (COST plus MARKUP DOLLARS).
Click the green checkmark.

Result is 150.

Verify that the cursor isin cell E2.

Click the [Copy Formula...] button.

Copy Formula dialog box is displayed.

El O

o U

Copy Formula Ed
Cell: E2
© Cancel |

— Destination Help |
i* To Cell: |E

rguwn: I‘I Ig Times
" Right: II] E Times

Figure 14: Copy Formula dialog box

7. Inthe Destination section, select Down:
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8. Click the up incremental arrow to display 2 Times.
9. Click [OK].

MARKUP | MARKUP
PERCENT | DOLLARS

0% 50.00

S0% 12.50

S50% 37.50

Figure 15: Finished table

10. Print the table with gridlines.
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Part One

Calculations in Tables

Part Two
Quick Quiz

Nogah~wbdrE

D5).

Print the table.

= © ©

Section 3

Summary Exercises

Create the following table.
Center the data in each column.
Apply Bold to the headings.

Save asWIDGETS.

0. Save and close thefile.

Apply Shading (20%) to the headings.
Change the font size of the headings to 14.
Calculate the Total Sales for each widget.
Calculate the Total for each Region (including agrand total in cell

Widget

EKegion1

Eegion 2

Blue

14,500

18,500

White

20,000

25000

Fed

15000

16000

T otals

1. To add numbers across arow in atable, position the cursor in the cell

where the answer should be and click on the

options.

menu

2. To add numbers down a column in a table, the formula should appear

as

3. The

4. The

5. The

symbol is used for multiplication in formulas.
symbol isused for division in formulas.

symbol is used to calculate percentages.
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6. are used around numbers to change the order of
operations.

7. What isthe answer for the following calculations?
500-250* 2* 4=
(500-250)* 2* 4=
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Section 4

Abbreviations And QuickCorrect

Abbreviations

One of the most useful tools in any software application is the ability to
record keystrokes and play back text. In previous versions of
WordPerfect, this ability was referred to as Text Macros. WordPerfect 6.1
provides this ability, and now callsit Abbreviations. The Abbreviations
feature in WordPerfect 6.1 is an excellent way to copy text and replay it

when needed.

To build an abbreviation entry, follow these steps:

STEP

ACTION

Typein the text as normal

Select the text

Click Insert Abbreviations

Click the Create button

Type aname for the abbreviation in the text box

OO (WIN|F-

Click the [OK] button

Create Abbreviations

In the next exercise, we will create an Abbreviation for our name and

address.

E NN

Typein your name and mailing address.

Select the three lines with the mouse.

Select Insert from the menu bar.

Choose Abbreviations from the drop down menu.

The Abbreviations dialog box appears.
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5.

No

Abbreviations

Abbreviations:

Expand
Heplace
Co
Eename. ..
refete

Close

Help

e
[iishioa |

opy... |
[
DS
__Close |
_ Heb |

Template: standard

Contents:

An Abbreviation can be expanded by selecting
it in the document and pressing Chrl+A.

Figure 16: Abbreviations dialog box

Click the Cr eate button.
The Create Abbreviation dialog box is displayed.

Create Abbreviation

Help

Abbreviation Hame: Cancel

Template. ..

Figure 17: Create Abbreviation dialog box

Typeyour initialsin the Abbreviation Name text box.

Click [OK].

An abbreviation has now been defined with your name and address.
Click [Close].
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Playback the Entry
There are severa ways to play back an abbreviation. The | nsert
Abbreviation menu can be used or the abbreviation can be typed, then
selected, then the <Ctrl> + <A> keys pressed.

In the next exercise, we will play back the abbreviation using the <Ctrl>
+ <A> keys.

1. Click onthe New Blank Document icon on the Toolbar.
2. Typeyour initials.
3. Select your initials and press <Ctr|> + <A>.

Your name and address will appear in the document.

Another option is to use the menu options.
1. Click on Insert Abbreviations.

2. Click onyour initialsin the abbreviations name list.
3. Click the [Expand] button.

Ej NOTE: Abbreviations are Case Sensitive. It will make a
difference whether you capitalize the first letter or type the abbreviation in
all caps.

QuickCorrect
A new feature added with WordPerfect 6.1 is the ability to automatically
correct your common spelling errors and mistyped words. This feature
actually allows WordPerfect to correct your errors -- as you type!

In the next exercise, we will create an entry to correct hteir with their.

1. Click on Tools QuickCorrect.
The QuickCorrect dialog box appears.
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SUAWN

o N

QuickCorrect x|
Replace: With: Add Entry I
Ihleir | theid Delete Entry
: i _ Gptons..._ |
imbed embed al
independance independence ~'0se |

indespensable indispensable

interum interim Help |
iqs 10s

iresistible inesistible

ivs Vs

january January

jewlery jewelry

jugment judgment

july July

une June 7

¥ Replace Words as You Type

Figure 18: QuickCorrect dialog box

The check box should have an ‘v’ for Replace Words as You Type.
In the Replace: text box, type hteir.

Press <Tab> or click the cursor in the With: box.

Typetheir.

Click the[Add Entry] button.

The string hteir is added to the QuickCorrect list.

Click the [Close] button.

Type this sentence: hteir big brown dog jumped over hteir wide
white fence.

The word their is corrected each time it is typed.
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Section 4
Summary Exercises

Part One

Abbreviations
1. Typethefollowing name and address:
ComputerEase Publications, Inc.
1819 Charlotte Drive, Suite 201
Charlotte, NC 28203
Define an abbreviation and name it CPI.
Close the file without saving.

W

Part Two

Playback
1. Insert today’s date.
2. Press<Enter> four times.
3. Insert the abbreviation for ComputerEase Publications, Inc.

Part Three - QuickCorrect
1. AddaQuickCorrect entry for the word htere (correct to there).
2. Typethefollowing:
From hereto htereisthe same distance asfrom htereto here.
3. Closethe file without saving.

Part Four - Quick Quiz
1. Abbreviations allow the user to store which can be
played back.

2. To create an abbreviation, type the needed information and
the lines with the mouse.

3. Usethe command, type an abbreviation and click on
the button to create an abbreviation entry.

4. What are the two ways to play back an abbreviation?

5. Click on to add an automatically correcting
entry.
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Notes:
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Section 5
Merge Features

M erge
The Tools M erge feature in WordPerfect 6.1 allows the user to type one
format or template file and combine many names and addresses from a
list. This creates many individual letters, labels or lists from one merge
document and one data source.

To build a merge application, the user must create two separate files. One
is the form document (referred to as the primary document in previous
versions of WordPerfect), usually aletter, memo or label. The second file
is the data source (referred to as the secondary document in previous
versions of WordPerfect), which contains the variable information, such as
names, addresses, etc.

The merge reproduces copies of the form file with each copy containing
specific information from each record in the datafile.

The stepsin creating a merge are listed below:

STEP ACTION

1 Create a data source

2 Create aform document

3 Insert merge fields

4 Merge the form document and the data source

Data File

Merged Files

Form File
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Data Source

The first step in creating the data source is to set up merge fields. A
"field" is a type of information common to every document. In a job
application form, for example, every applicant must complete the same
fields of information: name, address, telephone number, educational level
and employment experience to name afew. Yet the completed forms are
very different because the information varies with each applicant. The
fields which are created will be added to a Quick Data Entry form which
makes it easy for you to add names and addresses.

1. Begin with a new document.
2. Click on ToolsMerge.

The Merge dialog box appears as shown in Figure 19.
-Data File Cancel I

: 7 Create a Data File.
Help |

[list of names, addrezses, etc.]

[ Place Records in a Table

-Form File

Create a Form File.
rom... [letter. label. form. etc.]

-Perform Merge

Combine data with a form file.
Select recordz and options

0

Figure 19: Tools Merge dialog box

3. Click on the [Data] button.

A dialog box appears requesting use of active window or new window.

4. Type the field name Firstname and press <Enter> to Add the name
tothefield list.

The field name Firstname appears in the Field Name List.
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5.

Continue to type the field names as shown below, pressing <Enter>
after each name.

Lastname
Address
City
State

Zip

Salut
Date

The names should appear in the field list as shown in Figure 20.

= Create Data File

Hame a Field: oK

Il Cancel

Field Hame Lizt:

[ ox ]
Firstname _
Address1
State
Zip
Salut
(Date |

Divide your information into categories. and think of a
word that dezcribes each category. This is a field
name. Add each field name one at a time.

Figure 20: Field Name List

Click on the [OK] button.
The Quick Data Entry dialog box appears; the cursor is positioned in
the Firstname field text box (Figure 21).

Notice the field names listed on the left in the Quick Data Entry
dialog box. These are the names which you added in the Field Name
List. The Quick Data Entry form is now displayed to make it easy to
add the variable information for each record. The cursor is positioned
in thefirst field text box beside the field title Fir stname.
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‘Record
Fitstname % Previous Field I
Lastname %
Addiess %
City %

+*
:
i +
Zip H gﬂp
Salut %
Date %
‘_Eirsl I Eleviuus I Mext I Last I

Figure 21: Quick Data Entry form

7. Type John and press <Enter> (or <Tab>).
John is entered in the Firstname field and the cursor moves to the
Lastname field.
8. TypeBaker and press <Enter>.
9. Type 1818 Johnson City Boulevard and press <Enter>.
10. Type Johnson City and press <Enter>.
11. Type TN and press <Enter>.
12. Type 31906 and press <Enter>.
13. Type Mr. Baker and press <Enter>.
14. Type January 3.
This completes all the fields for John Baker.

E%jNOTE: The <Tab> or <Enter> keys can be used to move to
the next field in the data form. The <Shift> <Tab> keys can be used
to move to a previousfield in the data form.
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Add Records

Verify Records

By clicking on the [New Record] button, an End Record code is entered
in the data source document. This indicates to WordPerfect that al the
fields have been completed for one “record”, or one form letter. The
blank Quick Data Entry form is now displayed in order to prepare a new
record for thelist.

1. Click the[New Record] button (or press <Enter>.
A blank Quick Data Entry form appears for the next record.
2. Continue typing in the remaining records as listed below.

Record 2:

Firsstname  Janice

Lastname Osborne

Addressl 1411 Woodview Lane
City Johnson City

State TN

PostalCode 38304

Salutation Ms. Osborne

Date January 4

Record 3:

Firssname  James

Lastname Black

Addressl 1408 Jeremiah Street
City Nashville

State TN

PostalCode 38304

Salutation Mr. Black

Date January 5

Record 4:

Firsstname  Elaine

Lastname Hodges

Addressl 1400 Lincoln Drive
City Nashville

State TN

PostalCode 38306

Salutation Ms. Hodges

Date January 6

The Quick Data Entry format is designed so that it is easy to scroll back
and forth between the records. This allows you to verify or edit records
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Scroll buttons

before you save the data source. The scroll buttons are |ocated at the
bottom of the Quick Data Entry dialog box as shown in Figure 22.

To view aprevious record, click the [Previous] record button.
To view thefirst record in thelist, click the [First] record button.
To view the next record in the list, click the [Next] button.

To view the last record in the file, click the [L ast] button.

Date I.lanuary 4 %

> l_Eirsl I Ereviousl ‘_ﬂexl I l_Lasl I

Press Chil+Enter to add a new line at the insertion point.

[ Edit Fields with Functions

Figure 22: Record scroll buttons

Save The Data

Source

Merge Feature Bar

1. Click [Close] when all four records have been added.
A dialog box appears asking if you want to Save the changes to disk?
2. Click the[Yes] button.
The Save Data File As dialog box appears.
3. Type DATA asthe file name and click on the [OK] button.
The data source document is now visible with the Merge Feature Bar
at the top of the document (see Figure 23).

= WordPerfect - [c!\...\data.dat - unmodified]
=| File Edit Yiew Inset Format Table Graphics Tools Window Help
DSB8 KEd 9 b 7uy FEEE @m0
Times Mew Foman = 12pt =/ Givles | Left +[1.0 | Tables | Calumns
—_— m End Field IEndBecnrdI Mergegodes...l Guick Entry... I Merge... I o tu:uFu:urmI Options vI

blackEMND K

1408 Jeremiah Street ENDFIELD

MashwilleENDFIELD

THNENDFIELL:

38304ENDFIELD

M. BlackENDFIELD

Jamary 4ENDFIELD

ENDRECORD

Figure 23: Data source document
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Form Document

The Merge Feature Bar provides special functions while working with the
merge files. The first step in building the merge form document is to
create a form document and insert the merge fields which are necessary
for variable datain each |etter.

1. Click onthe[Go to Form] button on the Merge Feature Bar.
2. Click [Creat€] to create a new form document.

Insert Date
WordPerfect provides a date function on the Merge Feature Bar. This
function will always display the current date when the letters are merged.
If you prefer to type a specific date in a letter, you should do that
manually.

1. Click on[Date] on the Merge Feature Bar.
A DATE field is inserted in the document.
2. Pressthe <Enter> key four timesto leave blank lines.

Insert Merge Fields
1. Click onthe[lnsert Field..] button on the feature bar.

The Insert Field Name or Number box appears as shown in Figure
24,

WordPerfect - [Document?]
=| File Edit View Insert Format Table Graphics Tools Window Help

288 a9k by F@@=R o0 @

Times New Floman 7| 12pt 7| Styles | Left w10+ Tables | Columns | 100%

m Insert Field... I [Date I Merge Codes... |='| Insert Field Name or Number

2 cI RLAE L

|4

DATE Filename: DATAZ.DAT
Field Mames: ’m
Last name + =

FIFLDFirstrame) FIELD(Last ame) | |gan>

FIELD( Address)

FIELD( City), FIELD(State) FIELD(Zi m

Dear FIELD{ 3alut):

Figure 24: Inside address for form letter

Click on FirstName to select the field name.
Click on[Insert] in the Field Name dialog box.
FIELD(Firstname) appears in the document.
4. Pressthe space bar.

wnN
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5. Click on LastName.

6. Click on[lnsert].
FIELD(LastName) appears on the first line of the inside address
beside the Firstname field.

7. Pressthe <Enter> key to move the cursor to the next line.

8. Insert the field name Address on the next line then press the <Enter >

key.

9. Onthethird line, insert the fields City, State and Zip.

10. Press the <Enter> key twice to leave ablank line.

11. Type the word Dear , press the space bar, then insert the Salut field.

12. Type acolon (:) and press <Enter > twice to leave another blank line.
The inside address should now look like Figure 24.

13. Type the body of the letter as shown in Figure 25.

14. Insert the Date field where indicated in the last paragraph.

Thank you for your order for our product. Your shipment will be
delayed 7 to 10 days due to the after holiday sale.

We appreciate your patience. Your order should be ready for
shipment by (Insert Date field here). We look forward to serving you
in the future.

Sincerely

George R. Potts, Jr.

Figure 25: Body of form letter

Ej NOTE: You may have to scroll down the Field Names list to see
the Date field.

Save the Form Letter
Now that the text and fields have been completed for the form letter, it is
recommended that you stop and save the file. Notice that the Insert Field
Name or Number dialog box is still visible at the top of the document.

1. Click on the [Close] button to close the Insert Field Name or
Number dialog box.

2. Click on Eile Save to save the letter.

3. Typethename LETTER and click the [OK] button.
The form document has been saved.
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Merge The Files

The actual merge will combine the data source records and the form letter
into a new document. Each page will represent an individua letter which
has been compiled from the form document and the names and addresses
from the data document.

1. From the form letter, click on the [M erge] button on the feature bar.

2. Click onthe[M erge] button at the bottom of the M erge dialog box.
The Perform Merge dialog box appears as shown in Figure 26.

= Perform Merge

-Files to Merge
2L Currnt Docunen> 1
Data File: II::\l]FFll:E\WP‘#lN\WPDUES\DhT.ﬁ.DﬁT E
Dutput File: |<New Document: B

All Records

‘ Reset I E&Iectﬁecnlds...l Envelupes...l l_ﬂplinns... I

Figure 26: Perform Merge dialog box

3. Click on the [OK] button.
A new document appears on the screen with the last letter to Elaine
Hodges displayed.

4. Click on the page-up scroll icon to see the previous letters.
The letter to James Black appears.

5. Close the files without saving.

6. Closethefirm file and the datafile. Save changesif prompted.

Merge Problems
If there are problems with the merge, there are severa rules you can
follow to determine where the problem is occurring:

e If the problem or error occurs in every letter, suspect an error in the
main form document.

e |f the problem or error occursin only one letter, suspect an error in the
data source document.
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Record
Selection

If there are any problems with your merged |etters, perform the following
steps:

1. Closethe new document with form letters without saving.
2. Make corrections to the data source or the form letter if necessary.
3. Mergethefiles once more.

Some merge jobs should only include part of the records in the data file.
In the following example, only specific records are selected to include in
the merge. Only people who live in Nashville will receive this |etter.

1. OpenLETTER.FRM.
2. Click onthe[M erge] button on the feature bar.
The Merge dialog box appears.
3. Click onthe[M erge] button.
4. Click onthe [Select Recor ds] button.
The Select Records dialog box appears as shown in Figure 27.

= Select Records

Data File:  CAOFFICEA\WPWIN\WPDOCSADATA.DAT
Selection Method
Cancel
(8 Specify Conditions (1 Mark Records
[" Record Number Range  From: l_ To: l_
Field Figld Field
City E" Firstname IEH Firstname El
Cond 1: [Nashvilld _| _| —
Cond 2 I | I
Cond 3: I I I
Cond 4: I I I

Single Yalue:  value
Ligt of Yalues:  valuel:value?; ...
Range of ¥alues: value-value * = zero or more characters

Exclude Values: ! [i.e. 1Smith;Jones] 7= one character

Wildcards:

Figure 27: Select Records dialog box

5. Click on the list arrow beside the first field column where Firsthame

appears.
All the fields from the data source file are listed.
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Click on the City field name.
Click to position cursor in Condition 1 text box.
Type Nashville.
Click [OK].
The Perform Merge dialog box appears.
10. Click [OK] to begin the merge.
Only two letters are merged into a new document screen.
11. Close the file without saving.

©ooNOo

This time only the letters to Elaine Hodges and James Black were merged
into a new document. These are the only two records in the data file
which contain the selected record where City=Nashville.

Sort The Data

Records

It is also easy to sort the data records in ascending or descending order by
any field. The sort featureis flexible and allows you many options.

1. From the merge form letter, click the [Go to Data] button on the
feature bar.

The data source document appears.

Click on the [Options] button.

Click on Sort.

The Sort dialog box appears as shown in Figure 28.

w N

= Sort
Input File: I(Eurrenl Document: B Sort I
Output File: I(Eurrenl Document: B
Defined Sorts: | First word in a line Ovtions +
First word in a paragraph LI
Firsl word in a merge data file
First cell in a table row

First word in a parallel column

Edit... I Copy... I Qelete...l

Figure 28: Sort dialog box

Since there is not a defined sort listed for data fields, it will be necessary
to create a new sort definition. These data records should be sorted by the
person’s last name so the Lastname field will be defined as the sort “key”.
A key tells WordPerfect exactly where the variable text is located within a
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record. In a merge data file, a key is defined by its field number and
location within the data source document.

Define a Key

1.

N

o ok

© ©

Click on the [New] button.
The New Sort dialog box appears as shown in Figure 29.

Notice that the sort is automatically set for alphabetical sorting in
ascending order.

Sort Name: <User Defined Sort>
~Sort By Cancel

() Line ! Paragraph ® Merge Record C) Table Row O Column

Key Definihons

Key Type Sort Order Field Line ‘Word
>’Tll.hh:uha ¢||Ascending ¢||1 |1 |1

| Add Key I | Insert Key I | Delete Ke_l,ll

Select Records: I

[ Select Without Sorting

Figure 29: New Sort dialog box

Point and click in the Field text box where the number 1 appears.
Delete the number 1 and type in the number 2 (because LastName is
the second field).

Since each field only has 1 line, leave the Line 1 intact.

Since each field has only 1 word, leave the Word 1 intact.

Click the [OK] button to accept the defaults for Key 1.

The Sort dialog box appears with <User Defined Sort> selected.
Click the [Sort] button to sort the fields in the data document.
The data is sorted alphabetically by last name.

Save and close the datafile.

Save and close the form file.
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Section 5

Summary Exercises

Part One
Data Document

1. Set up a data source with the following fields:

Title
FirstName
LastName
Address
City

State

Zip

Salut

2. Type in the names as shown below.
3. Save the data source as NAMES.

Record 1:

Mr. John Adams

1418 Lincoln Drive
Greensboro, NC
27406

Record 2:

Mr. Jaime Escavez
208 Eastway Drive
Charlotte, NC 28205

Record 3:

Mr. Billie Jean Martin
1802 Statesville
Avenue

Charlotte, NC 28209

Record 4:

Ms. Huy Tran

488 McCoy Road
Huntersville, NC 28078

Record 5:

Ms. Linda Proctor
5209 Market Street
Greensboro, NC 27402
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Part Two

Main Merge Document
1. Set up amain merge document as follows:

Today's date

(Title) (FirstName) (LastName)
(Address)
(City), (State) (Zip)

Dear (Salutation):

This is to confirm your participation in the
Introduction to WINDOWS Training Program. This
program will be held in our computer room located
on the second floor of the corporate center.

The program will run Monday and Tuesday, from
8:00 - 12:00 noon. 1 look forward to working with
youl.

Sincerely,

Janet Smith
Program Manager

2. Savetheletter as CONFIRM.
3. Mergethe letters with the data source.
4. Print the letters.
Part Three
Quick Quiz
1. Clickon from the menu to

begin amerge application.

2. Oncethe Merge dialog box is open, click on the
button to create a data source document.

3. All field names (can / cannot) be added before variable
information is added to the dataform.

4. Usethe key to move easily from one field to
another in the data form.
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10.

It (is/isnot) necessary to save adatafile before you
build a main document.

To create aform letter from a data source file, click on
the button from the Merge Feature
Bar.

To insert field names in the main document, click on
the button on the feature bar.

To add today's date to the main document, click on the
button in the feature bar.

It (is/ is not) necessary to open the main document
before the mergeisrun.

To merge into a new document, click on the
button on the Merge Feature Bar.
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Notes:
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Envelopes

Section 6
Envelopes

The Format Envelope menu option on the toolbar will automatically
format an envelope for your printer from an active letter document. It can
also be used to design a merge envelope format to be used with any data
source. An envelope icon can also be added to the formatting toolbar to
make it easier to set up envelopes. All of these topics will be introduced
in this section.

Create an Envelope

Following are the steps to create and print an envel ope.

e Typealetter and save.
e Select Format Envelope.
The envelope appears on the screen.
e Typeinreturn address.
e Load envelopeinto printer and click on [Print Envelope].

Date

Mr. Jim Johnson

ABC Corporation

301 Main Street

Charlotte, North Carolina 28334

Dear Mr. Johnson:

Enclosed is your certificate of completion for the Windows class you
attended last week.

We were very pleased you chose us for your Windows training needs, and
encourage you to consider us for any future training requirements.

Sincerely,

Y our Name Here
Figure 30: Sample Letter
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To create the envelope:

=

Type the letter shown in Figure 30.

Save as CERTIF.

Click on Format Envelope.

The cursor will be positioned in the return address of the
envelope.

Type your address in the Return Address box.

Load an envelope in the printer.

Click onthe [Print Envelope] button.

Save and close thefile.

ANN

No gk

-ﬁelum Addresses -ﬂailing Addresses

Mr. Jim Johngon
ABC Corporation
301 Main Street
Charlotte, North Carolina 28334

I(New Address> |EI I(New Address> EI

| Add | [ Deete| | Font.. | [ Add || Deee | | Font.. |

X Print Return Address

‘Envelopes

Enyelope Definibions:

|Envelope #10 Landscape |EI

hr. Jim Johngon P " n

ABC Copormicn Size: 413" X 9.5

301 Main Streat —
Charatte, North Cardlina 25334 | Create New Definition... I

|Prinl Enveloeel |Append to Ducl |thinns... || Cloze I

Figure 31: Envelope dialog box
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Merge Envelope Format
This exercise will set up a Merge Envelope format which can be used to
print envelopes from a data source. The data source from Section V will
be used for this exercise.

1
2.
3

No gk

11.

12.

Begin with a new document.
Click on ToolsMerge.

. Click on the [Eorm] button.

The Create Form File dialog box appears as shown in Figure 32.

= Create Form File

(® Aszzociate a Data File

I

! Hone

Specify the data file that goes with the
form hile pou are creating, or choosze
MHone for no association now.

Figure 32: Create Form File dialog box

Click on the file folder icon for the Associate a Data File option.
Click onthe DATA.DAT file name.

Click [OK] to accept thisfile name.

Click [OK] again.

The cursor returns to the blank document with the Merge Feature Bar
displayed at the top.

Click on Format Envelope.

The Envelope dialog box appears (see Figure 31).

Point and click in the Mailing Addr esses text box.

. Click on the [Field] button at the bottom of the Envelope dialog box.

The field names from DATA.DAT appear in a pull-down list..

Click on the Firstname field and click [I nsert].

The field Firstname appears in the Mailing Address text box.

Insert the Field Names Lastname, Address, City, State, and Zip in
their appropriate locations on the envelope as shown in Figure 33.
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rReturn Addresses

Mailing Addresses

FIELD[Firstname] FIELD[Lastname]
FIELD [Address]
FIELD[City], FIELD[State] FIELD[Zip]

|<New Address> Iil
[ add | [ Delete |

|<New Address> EI

add | [ Dekete |

| Font... I | Font... I

[X Print Return Address

‘Envelopes

Envelope Definitions:

IEnveIupe #10 Landscape Iil

Firename Lastname

i Size: 413" ¥ 9.5
City, State Tp
| Create New Definition... I
|Append to Docl |thions... ” Cloze I I Field... | | Help I

Figure 33: Envelope with field codes

13. Type your name and address in the Return Addr ess text box.
14. Click on the [Append to Doc] button.

The envelope format appears in the new document screen.

15. Click on File Save to save the envelope format.
16. Typein ENV and click on [OK].

The file is saved as ENV.FRM.

Merge the Envelopes

1.

2.

3.

Click on ToolsMerge.

The Merge dialog box appears.

Click on [Merge].

The Perform Merge dialog box appears.
Click [OK] to begin the merge.

The envel