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Introduction to Lotus AmiPro 3.1 for Windows
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| ntroduction to

Lotus AmiPro 3.1

ccCccCcCcCCccCcCc

for Windows

Course Objectives

Explore Lotus AmiPro for Windows
Understand Lotus AmiPro Screen Layout
Create, Save and Display AmiPro Documents
Change the Appearance of AmiPro Documents
Work with AmiPro’'s Page Layout

Work with AmiPro’s Outline feature

Print an AmiPro Document

Y our Objectivesfor this course:
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3-2 Introduction to Lotus AmiPro 3.1 for Windows

Overview

What is Lotus AmiPro for Windows?

AmiPro isthe word processing part of Lotus' suite of products. By using the same look and feel of their other
products, like the Lotus 1-2-3 spreadsheet program, their goal isto get you working as fast as possible. Since
AmiPro has many of the same features, and is compatible with Lotus 1-2-3, you should find this
wordprocessor easy to learn, and powerful. Since AmiPro adheres to al the conventions of Microsoft’s
Windows program, you'’ Il find much of the wordprocessor intuitive and visually appealing.

With out any further ado, let’ s begin with the overall AmiPro screen layout.

Parts of the AmiPro Window

Title Bar i Ami Pro - [Untitiad] =]~

Menu Bar = . Flle Edit View Text 35bde Page Frame Tocls Window Help =
S ug= = NOHERERZ =

Smartlcons ﬁ‘lﬁlﬂ%l

Tab Ruler gl oL o i

I o L i
Stalus Bar Body Text [Times New Roman 12 | cilghTns | alm 1 &
1 ‘.\ /_’ 1
screll Bars
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The AmiPro window consists of six main areas.

Title Bar
Menu Bar
Smartlcons
Tab Ruler
Text Window
Status Bar

cccccc

Title Bar

= Ami Pro - [EXAMPLE1.SAM] |~ | -]

The Title Bar displays the name of the program (AmiPro) and the name of the current, opened document.
Also, the Title Bar will display on-line Help messages when you’ ve chosen a menu or menu command.

Menu Bar

|[= Hile Edit view lext Style Page trame lools Window Help [%]|

The Menu Bar iswhere you can access many of the powerful features of AmiPro. Y ou may either use your
mouse pointer to select the pull down menu choices, or you may usethe [ALT] key and the underscored hot
key. For example, to access the File pull down menu, you would hold down the [ALT][F] together.

Smartlcons

EEClElEEEE R L EENIOE

Smartlcons are buttons that give you quick access to some of AmiPro’s functions, commands or macros.
L otus has chosen the set of Smartlcons that you see as the default, because they have determined that these
were the features that you'll probably use the most.

Help Balloons

3]s el o s o B B | < ]
L] M M

2 al 4]

A nicefeature to Smartlconsisthat if you just move your mouse pointer on to one of the buttons, aquick help
balloon will pop up. Here is an example of what happens when your mouse pointer rests on the thesaurus
button. Since there are other sets of Smartlcons available, sometimes you won’t be sure what a button does
by its picture. These quick help balloons will help you understand what the button does.
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34 Introduction to Lotus AmiPro 3.1 for Windows

Tab Ruler
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In AmiPro, tabs are set in the Tab Ruler. AmiPro allows you to change and set tabs in your text by changing
the locations of the blue triangles. As you can see, the default tab settings are at every half inch.

WE Il learn more about how to change the tab settings when we work with the Tab Ruler later on this course.

Text Window

MEMD'

Cebravinds -

Carla Smita
Finnday, by TETHA Y

“hank oL foryoor SEsisenee

vLE the =xt 0" e mMemo 1ers

The Text Window is where we will spend our time typing and displaying our actual documents. The
shaded area you see around the text is a visua representation of your top, left and right margins. Y our
view of the document can be changed in such away asto eliminate the display of the margins, but
we' |l learn more about that later.

Status Bar

Page Arrow buttons

“-BndyText | Times New Roman | 12 |CAS| Ins | |4 1 |||

F i F i

Style Status button / Typing mode button
Font/Typeface button Smartlcons button —

Point Size button Page Status button———
Document Path button
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The Seven Different Buttons on the Status Bar.

Style Status button
Font/Typeface button
Point Size button
Document Path button
Typing mode button
Smartl cons button
Page Status button
Page Arrow buttons

HFHRIEFHRIERHR

Style Status button

If you click on the Style Status button you will get adisplay of the available paragraph styles. Y ou may
choose one of the listed paragraph styles to be assigned the current paragraph your cursor is on.

AmiPro will aso display the current paragraph style here (depending on where your blinking cursor is and
what style you have in effect at the time).

Font/Typeface button
Click this button to get a quick display of the available font/typefaces available to you. If you choose from the
font list, when you type from then on, your text will be in that font. If you select text first, and then choose a
different font, the selected text will be converted over to that font. We'll find out later on how to select text.
Your list of fonts/typefaces will depend upon what printer you have selected. It is not uncommon now-a-days

for Microsoft Windows (or your laser printer) to have hundreds of different fonts to choose from. We'll
explore some of these fonts later on.

Point Size button
Click on the Point Size button and you will see adisplay of the available font sizes. A point is exactly 1/72".

A typical, readable font size istwelve (12) points. Usually if you go smaller than eight (8) points, the text is
unreadable.

Document Path button

Click on this button to switch between displaying the path, the current date and time, or the position of the
insertion point.

Typing Mode button

Click the Typing M ode button to switch between Insert (Ins), Typeover (Typ), and Revision Marking (Rev)
modes.

Smartlcons button
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3-6 Introduction to Lotus AmiPro 3.1 for Windows

If you click on this button, you will see your different choices for Smartl cons sets. Y ou can choose one of sets
(depending on what type of activity you'rein). Y ou can even choose to hide the Smartl cons atogether.

Page Status button

If you click on this button, you will get what's called a Go To dialog box asking you what page you' d like to
go to.

Page Arrow buttons

By using these buttons, you may move the insertion point one page, up or down.
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Exercise 1. Exiting AmiPro

Step 1. Click ontheFile pull down menu.
Step 2. Choose Exit
or,
Click on the word Exit or hit the [X] key)

If you had created or changed a document, AmiPro would have asked you for a name or whether or
not to save the previoudy changed document.
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Exercise 2. AmiPro Help

To access AmiPro’s help, you may do one of the following:

Step 1. Click onthe Help pull down menu

or,

[ALT][H] keysto access the pull down menu

or,
[F1]

Getting used to the [F1] key is probably the best, because no matter where you are in AmiPro, pressing [F1]
will get you direct access to help. Using the [F1] key is great because it is a Windows standard.

No matter what Windows software program you'rein, pressing [F1] will get to help.

AmiPro’s Help gets GUI!

— Ami Pro 3.1 [+~
File Edit Bookmark Help
Quntentsl Search I Bk I History I << p -

Ami Pro Contents

To choose a general Help topic, click the desired icon.

tarter

What's Mew

Ami Pro Window

Docume

nt Sharing

NS

Help on Help Errar Messages

Customer Support

Asyou can see, AmiPro’s help has gone GUI
(Graphical User Interface). To better assist you,
the different parts available in help are now just
abutton click away.

To access any part of the help program, just
move your mouse pointer to the button, and click
onit.

AmiPro hastried to anticipate your areas of
interest or trouble by organizing its help around
twelve main topics.

There'seven ahelp on help, just in case.

Below is ashort description of each help area.

It is expected if time permitsin class, that you
should explore AmiPro’s help system.
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How Do 1?

Displays alist of commonly asked for AmiPro functions, from which you can gain access to Help topics that
explain those functions.

Getting Started

Givesyou abasic overview of AmiPro and its functions.

What's New

Provides information on the new and improved functionsin AmiPro and the major differences between this
version and previous versions.

Shortcuts

If you' re looking for shortcuts in AmiPro look here. Shortcuts gives you access to two different sets of
shortcuts, Keyboard or M ouse depending on what kind of user you are.

Smarticons

There are many different sets of Smartlcons. So many that AmiPro needsits own help just for it. You'll find
examples of all the different sets of icons and what each button does. The following isamain list of the sets of
Smartlcons you'll see:

File Menu Smartlcons
Edit Menu Smartlcons
View Menu Smartlcons
Text Menu Smartlcons
Style Menu Smartlcons
Page Menu Smartlcons
Frame Menu Smartlcons
Tools Menu Smartlcons
Table Menu Smartlcons
Window Menu Smartlcons
Help Menu Smartlcons

HFHEHHFEHHFEHFEHRHEHR

AmiPro Window

Helps you become more familiar with the parts of the AmiPro window. What’ s nice is that you can specify
which parts of the AmiPro window you want to display, or you can hide al of the parts of the AmiPro
window.

© 1995 Scott Humphries



3-10 Introduction to Lotus AmiPro 3.1 for Windows

Menus

Gives you a complete listing of the different pull down menus. Watch out, it may seem to be amost in
alphabetical order, but it’s not. Still very useful if you want to know what a certain menu does.

Macros
Includes information about the Macro Language, including different macro functions, syntax and examples.
Document Sharing

Document Sharing is aspecial Lotus Notes database that enables you to create, store, and track documents
in acentral location with a high degree of efficiency.

Help on Help
Gives you quick accessto learning the help system.
Error Messages

Gives you an aphabetical set of buttons to jump immediately to any error messages you may have gotten while
in AmiPro. It isnot acompletelist of al errors you may encounter, but it does beat breaking out a manual.

Customer Support

Gives you access to the different customer support options that Lotus offersto its customers. Customer support
options range from direct voice phone numbersto Fax line to even CompuServe forums.

Note: If you have any computer problems, you should first contact your local computer support
(usually called the System Administrator) technician and make sure that they can’t help you
first before calling any of the Lotus' customer support numbers.
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Exercise 3: Creating a New Document

In this exercise we will learn the following:

Create a new document

Choose an appropriate AmiPro Style
Type asmple memo

Save our document

Save our document with a password
Close our document

cccccc

Before beginning this exercise, make sure that AmiPro is running.

When we are done with this exercise, we will have a memo that looks much like the following (instead of

Carla' s name, you can put your own in):

Debra Winder
Carla Smith
Monday, July 10 1837

Thank you foryour assistance

hard waork you put in on the project.

Mease let me knows if there is any thing | can help wou with .

I'would like to thank you, Debra for your assistance on last month's Rose Parade.

WWhat with all the other arrangements and deliveries, | could never have dane so much
withaut you. Our cormpany has a real go getterworking for us, and | appreciate all the

© 1995 Scott Humphries
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Step 1. Click on File from the pull down menu,

or
Hit [ALT][F]

Step 2. Clickon New...

or
Hit [N]

Y ou should see something like the following screen:

Note:

‘=-| New ? |
Each new Ami Fro document

has a style sheet associated
with it. The style sheet acts
as a template for the documant.

Style sheet for new document:

Macro sheet - Suggested when writing macr{+
Memo - informal, with line down left margin

Memo - informal, with line above Memorandy
Memo - informal, with sawtooth graphic acro
Memo - informal, with Memo text & gray bar {+

X With contents X List by description
X Run macro
[ Close current file [ Preview
File name: _memo2.sty
Explanation:

Before you can create a new document, AmiPro asks you to select a Style Sheet to help

determine the appearance of your new document. The Style Sheet screen gives you the
chance to choose a pre-defined layout. These templates include over sixty different initial

layouts to choose from.

When you first begin, AmiPro has one certain Style Sheet highlighted. This styleis:

Default - most frequently used paragraph style.

This style is the most basic template, and has nothing special in it. Y ou would choose this
style if you wanted to type in afree form document.

We will not be using this style. We will be using a memo style sheet.
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Step 3. Fromthe scrollable list of styles scroll down to:

Memo - informal, with Memo text in gray frame.

Step 4. Click onthe [OK] button.

Explanation: Thefirst time that you are in AmiPro and you create a new document like this memo,
AmiPro will ask you for some information about yourself. You'll only have to enter this
information once, because it will be stored as an initia information file either on your
local hard drive, or on your network.

Y ou should see something like the following dialog box:

‘=-| Personal Information |l|

Name: I | 0K I

Title: | Canuel |

Company: I

Address 1: |

Address 2: |

City. State ZIP: |

Phone: I

Fee |

Tupe the infarmation that pou would like for your automated style sheets.

Step 5. Typeyour namein the Name: box.

Step 6. Hitthe[TAB] key to move to the next box.

Step 7. Fill intherest of the boxes with your personal information.

Step 8. When you're done, click on the [OK] button.

WARNING: DON’T HIT THE [RETURN] KEY!

Useonly the[TAB] or [SHIFT][TAB] keysto move from field to field. If you hit the [RETURN]
key, AmiPro will automatically take whatever you have typed to that point and move on to the next
dialog box. It isalmost impossible to get back to this Personal I nformation dialog box once
you've left it.

© 1995 Scott Humphries
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Step 9. Click onthe[OK] button, or,

Step 10. Fill out the Default Information dialog box if you want to change the Sender name.

Explanation: In this case, AmiPro is asking who the sender is. AmiPro defaults to the sender who was
entered under persona information. If you wanted to change information, just move your
mouse pointer to the name (Carla Smith in this example). The mouse pointer will change
from apointer to an | bar. Onceit’san | bar, click once. A straight line cursor will appear
within the name text. Use the [DELETE] or [BACK SPACE] to remove the current
information, then type in the new name.

Then click on the [OK] button.

‘-=.| Default Information

Sender name: Carla Smith

Cancel

Save As___

Type the infarmation that you want to appear each time you create this type of document. Chooze OF. to
insert this information inta the curent document anly. Choose Save A& o zave this information o a new

shyle sheet.

The Optional Information dialog window pops up.

|=-‘ Optional Information |l|

Recipient name: ] | OK I
Subject: ] Cancel I

Type the infarmation you want to appear in thiz document.

Step 11. Typethe memo’srecipient.
Hit the [TAB] key to go to the subject line.

Step 12. Typethe subject of the memo.
Click on the [OK] button when you' re done.

Explanation: If you wanted to leave this information blank, you could have accepted the blank
information by just clicking on the [OK] button.
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Note: Notice that the typing cursor isjust after the “Type the text of the memo here” sentence.

MEMOI

Debra Winder

Carla Smith
Manday, July 10 189937

Thank you for your assistance

pe the text of the memo here.

Step 13. Hitthe[BACKSPACE] key several timesto remove the text.
Typetherest of the letter. (Refer to the beginning of this exercise for the text to type.)

Now we should save our document.

Step 14. Click ontheFile pull down menu.
Choose Save...

Y ou should see something like the following:

© 1995 Scott Humphries



3-16 Introduction to Lotus AmiPro 3.1 for Windows

Note: Notice that the dialog box does not say Save but instead Save As. The first time that you tell
AmiPro to save your file, because it does not have a name, AmiPro gives you the Save As
dialog box.

Also, AmiPro will want to automatically give your file names an extension of .SAM.

Step 15. Typethefile nane MEMO1.SAM
Click on the Password protect check box.

Click within the Document description: box and type a short description of your memo.
Click on the[OK] button when you' re done.

Note: To make sure you know where your files are being saved, you need to either change or make
a note asto what drive (A:, B:, C:, etc.) and directory/folder AmiProis placingit. In this
example, MEMO1.SAM will be saved on the C: drive, in the subdirectory
\LOTSUITE\AMIPRO\DOCS
Y ou should see the Password protect dialog box.

=| Password Protect |7 |
Enter password: | 0K I
Il Cancel I
Step 16. Typein DEBRA asyour password.
Click on the[OK] button
Y ou should see the Password Verify dialog box next.
|=-‘ Password Protect m
Yenfy password: | 0K I
|
WARNING - the contents of
protected files cannot be recovered
if the password is lost
Note: Notice that this dialog box comes with a warning. You must realize that if you forget this

password, then the file will not be accessible by you. In this example, we didn’t use a very
secure password. Of course, you don’t have to use a password, but in this example, we
wanted you to see how it was done.
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Step 17. Retypein DEBRA asthe verification.
Click on the[OK] button.
Y our file has now been password protected. Only you or a person knowing the password can
access thisfile.
Let’s close the document and re-open it.
Step 18. Click ontheFile pull down menu.
Click on Close from the pull down list.

Note: Because our file was already saved, AmiPro did not ask to save it again. |f we had modified
thefile, AmiPro would have asked usto save it again (or give a different name).
Y ou should have a blank screen now.

Next, we will open the memo file again.

Step 19. Click ontheFile pull down menu.

Note: At the bottom of the File pull down menu, you should see a small list of files, just below the
Exit choice. Notice that thislist represents what AmiPro thinks was the last, most recent
filesthat it has opened. To choose your file, you would just click on it once, and AmiPro
would open thefile for you.

Step 20. Click on Open.

Y ou should see the following:
Thisisthe Open dialog box. Y ou may think of it asthe
\=.| Open m place you get alist of your files (like List Filesin
. . WordPerfect).
File name:
Filos. Currently, AmiPro doesn’t know which file you' re looking
— for, so it has*.SAM in the place of where you'll either
debra.sam

goodies.sam
memol.sam
mercdata_sam
mercinv.sam
mercletl sam

Directaories:

Directory:
c\ _\amiproidocs

Drives:

I-1

List files of type:

-

el [¥]

[ Close current file

Ami Pro

Description:

|£I [ Preview

File information:

type your file name, or, from the scrollable list of Files:
you may choose your file.

Notice that you may change to other Dir ectories: and/or
change to other drives.

The default directory is
C:\LOTSUITE\AMIPRO\DOCS

The default drive in thisexampleis[-c] or the C: drive.

To choose afile all we haveto doissingleclick on afile
(from the list) and then click on the [OK] button.

Notice that when we choose afile, the file Description:
shows up in the box at the bottom of this screen. This
description can help usto choose our file.
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Step 21. Clickonthe MEMO1.SAM file.
Click on the [OK] button.

Y ou should see something like the following.

|=‘ Password Protect |l|

Entcr password: | (0] 4 I
|

Step 22.  Typeinyour password.
Click onthe [OK] button.
The MEMO1.SAM file should now be your current, opened document.

We will leave this document open for our next exercise.
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AmiPro Keystrokes to Editing a Document

In this exercise we' Il practice the following:

U Navigate AmiPro document using keyboard shortcuts
U Edit document text

U Select text

U Learn how to use Undo

AmiPro has several different keyboard shortcuts for moving the text insertion point (cursor) in your
documents. Many of these shortcuts requires two keystrokes. If the movement requires two keystrokes, hold
down the first key and then press the second key.

Action

Keystrokes

Move down oneline

9

Move up oneline

8

Move down one page

[CTRL][PG DN]

Move up one page [CTRL][PG UP]
Move down one screen [PG DN]

Move up one screen [PG UP]

Move |eft one character 7

Move right one character 6

Move left one word [CTRL]7

Move right one word [CTRL]6
Move to the beginning of theline [HOME]

Move to the beginning of the document [CTRL][HOME]
Move to the beginning of the next sentence [CTRL]. (period)
Move to the beginning of the paragraph [CTRL]8

Move to the beginning of the previous sentence | [CTRL], (comma)
Move to the end of theline [END]

Move to the end of the document [CTRL][END]

Move to the end of the paragraph

[CTRL]9
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Using the mouse to move the insertion point
Explanation: Y ou can move the blinking cursor (text insertion point) to new locations by using the mouse
pointer. Notice that when the mouse pointer isin the text portion of your document, the pointer
turns from an arrow to an | bar. Thisis standard in all Windows based software.
If you move your mouse pointer (I bar) to another location in your document, and then click
once, the text insertion point will jump to your new location.

Step 1. Move your insertion point by clicking in different places with the mouse pointer.

Typing Modes

AmiPro provides three modes for typing text. They'relisted in thistable.

Insert Y our text appears at the position of the insertion point and any existing text moves over.

Typeover | You type over existing text.

Revision | Theediting changes you make appear with attributes and colors so that you can keep track of
marking | revisions made to the document.

Typing Mode Button on Status bar

“-BudyText | Arial | 12 | CALOTS Type | i |||

Typing Mode bullon

Step 2. Using your mouse pointer, go to the Typing Mode button and click on it to changeit.
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Exercise 4. Changing an existing document

Removing Text

Action Keystroke
Remove text to the right [DEL]
Remove text to the | eft [BACKSPACE]
Remove word to the right [CTRL][DEL]
Remove word to the left [CTRL][BACKSPACE]

Look at the following changes in our memo. Use the previously discussed cursor movement and text
removal keystrokes to make the necessary changes. Use this example as a guide to make your
changes.

Step 1. Change the memo to match this one.
0 Dehaie Winger

rom: Carla Smith

Date: Maonday, July 10 1997

ubject Your Assistance

wiould like to thank you, Debhie for your assistarce on last month's Rose Parace.
his lastweek has been so Jroductive. The praoject needed wour special talents.
What with all the other arrangements and deliver es, | could never have done so muc
withoutyau. Qur company has a real "go getter” working for us. | appreciate all the
ard warlk you putin an the project.

m putting you in “or a raise

lease let me know if there is any thing | can help you with.

incerely,

Carla Smith

When you are done making your changes:

Step 2. Click on the File pull down menu,
Click on Save As...

Step 3. Type MEMO2.SAM asthe new file name.
Do not close your document, we'll need it for the next exercise.
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Exercise 5: Using the Undo

|t

Step 1.
Step 2.
Step 3.

Step 4.

Note:

AmiPro (and all the Lotus Suite of products) has a very nice feature, called Undo.
The Undo feature will undo (or undelete) the last command or action you’ ve done.
For this exercise, we' Il need to delete some text so we have something to Undo.
There are two ways to access Undo:
1. Click on Edit, and choose Undo

or,

2. Click on the Undo button on the Smartlcon bar.

Move the insertion point just before the word I’ m on the fourth line from the bottom.
Delete the entire line of text.
Click on the Undo button (or choose Edit, Undo).

Click on the button again. AmiPro will undo the undo.

At this time Undo will only undo the very last thing. One level of undo is AmiPro’s default
number. The next exercise will show you how to increase the levels of undo.
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Exercise 6: Changing the Number of Levels of Undo.

Step 1. Click on Tools
Click on User Setup...

Y ou should see the following screen:

|=.‘ User Setup
File Saving Undo levels: 0
1 Lewvel +
Cancel
[ Auto timed save: Recent tiles:

E“—lﬂ minutes Eh—El Options...

[ Disable wamning messages
[ Disable one-line help Load...
[" Disable drag & drop

P

Name: IGateway Authorized Customer
Initials: GAC [ Display initials in text
MNote color: |- 2 BN - |

Run Macros
* Program load: I_auturun_smm!zrunmﬂcs
[ Program exit: I
The default number of Undo levels: isone.
Step 2. Click on the to theright of the 1 L evel.
Clickon 4 L evels.
Note: Because Undo isimportant to your peace of mind, when you get back to your personal

workstation, you may want to immediately set it to 4 L evels.

Note: Because having AmiPro automatically backup your the file you're working on is also
important, we suggest you turn on the backup feature.

Step 3. Click on the Auto backup feature box.
Step 4. Set the number of minutesto 15.

Step 5. Click on the [OK] button.
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Exercise 7: Changing the Appearance of the Page

Page Layout Defined and Described

In AmiPro the Page L ayout includes all page formatting information and controls the way the overall page
will look and print. A standard page layout isincluded in the style sheet that you select when you first start a
document.

A Page L ayout includes many of the following:

L eft, right, top and bottom margins

L eft, right, center, numeric and leader tabs

Columns and the space between columns (called gutter width)
Page size and orientation (portrait vs. landscape)

Headers or footers, and their respective margins, tabs and columns
Placement and style of lines around the page and between columns

FHRHFHRREHR

In this exercise we will learn to do the following:

U Changethe margins
U Add lines around the page

On the next page, you will see what our goal document should look like.
We will create a new document, using a particular L etter Style.
Once the document is typed, we will decrease the margins, and add double lines around the page.

Note: Remember that you have already previously entered your personal information. It will
probably not match that of our fictitious Carla Smith.
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Use thisasaguide for this exercise.

BloomsR Us

Ocean Side Resorts

4455 Seascape Lane
Savannah Ga 99999

THANK YOU FOR YOUR DONATION

We would like to thank you for your generous contribution to our “Beautify Local Highways’ campaign.
Y our donation of $500,000 will go along way in helping to plant more trees and wildflowers along local
highways.

Soon, we will be sending you maps and photos of all the highways that your contribution helped beautify.
Sincerely,

Carla Smith
Account Representative

Suite 100, 1234 Red Rose L anesTallahassee,Florida 32301«Phone (904)555-1212«Fax (904)555-1213

Step 1. File pull down menu,
New... choice

Step 2. Choose the L etter - business, with Globe graphic
Click on the [OK] button

Step 3. Click on the [OK] button (if the Default Information is correct).
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Y ou see the following screen asking for the recipient information.

|=-‘ Optional Information |l|
Recipient name: ]| | OK I
Title: | [ cancet |
Company: ]

Address: ]

City. state zip: ]

Type the information you want bo appear in this document,

Note: Use the [TAB] key to move from field to field.

Step 4. Type the following:

Name: Willow Bay
Title: President
Co.: Ocean Side Resorts

Address: 4455 Seascape Lane
City, St. Zip:  Savannah, Ga. 99999

Step 5. Click on the [OK] button.

Y ou should now have a one page letter addressed to Willow Bay. You'll find that AmiPro has
aready placed your name and address in the | etter.

Step 6. Use the example letter at the beginning of the exercise to finish typing this letter.

When you' re done, we' Il modify the Page L ayout to reflect the following:

Left Margin =.5inches
Right Margin =.5inches
Top Margin =.5inches
Bottom Margin  =.7 inches

and,

Inside border with double lines
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To modify the Page L ayout we'll do the following:

Step 7.

Click on Page pull down menu.

Click on Modify Page L ayout... dialog choice

Here are highlights of the M odify Page L ayout screen:

Select Margins

Margin Adjustments
|

Select inches,
centimeters, picas,

or points

& columns

Select different

4 columns

paper size

Select Lines

O Page
settings
Cl Lines

Select Header
or Footer

Select which
pages use the
layout

— @ Al
C Right
C Left

O Header

it
O Footer

‘Pages

[~ ™ Mirror

LY
I\iodify Pagk\Layout

‘

T T T H
h 2|

|-3|

Margins:

N\
[=] [#]o.00

Left: :|1_|]|] |II Top:

Right:

Number of columns:

@1 C3 Obf
Ccg 04 OB
Gutter width:

Yty

[T Column balance

|1|| in.

|| setTab I

Clear Tabs

Dm0

#Jiw (8] Boton (1o (8]

Let’ sfirst change the page’ s margins.

Step 8.

Click once.
Type .5 (you may haveto use the [ BACKSPACE] or [DELETE] key first)

Step 9.

WYSBYGI window ——

Move you mouse pointer to the 1.00 in the L eft margin field.

Hit the [TAB] key to move to the Right margin field.

Type .5 (you may haveto usethe [BACK SPACE] or [DELETE] key first)

Step 10.

Type.5

Hit the [TAB] key to move to the Top margin field.
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Step 11.

Note:

Step 12.

Step 13.

Step 14.

Step 15.

Hit the [TAB] key to move to the Bottom margin field
Type.7

Asyou changed the margins, did you notice that the WY SBY GI screen changed to match
your choices. The WY SBYGI (What You See Before You Get It) screen givesyou an
estimate of what the page layout will look like with your changes.

Now we will add the double line border around the inside of the page.

Mouse your mouse pointer to the " " Lines choice.
Click onthe ""Lines

The M odify Page L ayout screen changesto this:

Click on the G All (just under Around Page)

Thiswill turn on the lines.

Under the Style, move your mouse pointer to the down scroll arrow.
Click until you see the double thick lines ( 4444 )

Click on the double thick lines choice.

Thiswill select double thick lines around the page.

© 1995 Scott Humphries



Introduction to Lotus AmiPro 3.1 for Windows 3-29

Step 16.  Click onthe [OK] button.
Y our document should look much like the example at the beginning of this exercise.

Now we should save the |etter.

Step 17.  Click ontheFile pull down menu.
Choose Save...

Step 18. TypeHIGHWAY.SAM for our file name

Step 19. Click on File pull down menu.
Choose Close to close our file.

In the next exercise, we' |l learn about Tabs and the Tab Ruler.
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Exercise 8: Tabs and the Tab Ruler

In this exercise we'll learn how to change the tab settings on the Tab Ruler.
The default tab settings for AmiPro are L eft Tabs at every %2inch.

Our goal isto produce a smple document with tabular columns of information, much like the following:

Confribution

Note: In this document, there is only one tab setting on the Tab Ruler.

The tab setting is a Right tab at the 4.0 inch mark.
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Step 1. Click on File pull down menu
Choose New file.

Step 2. Choose Default - most frequently used style for your document style
Click onthe [OK] button.

Y ou should have a blank document in front of you.
Step 3. Using the beginning example, type the necessary information.
Note: Don’t attempt to use spaces to align the text columns.

You should only place one [TAB] between the tab columns. Yes, they won't line up as you
type. Thislesson will show how to make them line up correctly.

Remember, it is good form to strike one tab between columns.

It should look much like the screen below.

$10/00
mime ard Company $100,000

After typing the document, we will need to access the M odify Page L ayout dialog box.

© 1995 Scott Humphries



3-32

Introduction to Lotus AmiPro 3.1 for Windows

Step 4.

Click on Page pull down menu.
Click on Modify Page L ayout... dialog choice

Let’sfocus on the upper right hand corner of the M odify Page L ayout dialog box.

Thisiswhere the Tab settings can be changed for the page.

Advance
Inserted Tabs ruler button
‘ L L III|"'|"'|"'.f:'| ...{...“..".....7\."...,.‘:"..}
1 ! 2| ' 3] '

Tabs: [w W 6 [~][w][#]o00 [#]_in_ || setTab I—‘

\ / Clear Tabsl
Left Tabk Select inches Set Tab

Right Tab centimeters, picas Clear Tab
Numeric Tab or points as the
Center Tab —— unit of measurement

Leader Character

Our

goal isto clear all the existing tabs, and place one Right Tab at the 4.0 inch mark.

Step 5.

Step 6.

Note:

Step 7.

Step 8.

Step 9.

Step 10.

Step 11.

Click onthe[Clear Tabs]| button

Click on the Right Tab button.

If you can’t seetheruler at the 4.0 inch mark, use the Advanceruler button to shift the
view of theruler bar to theright.

Move your mouse pointer to the 4.0 inch mark on the ruler.

Click on theruler at the 4.0 inch mark.

A Right Tab mark should appear on the ruler bar.

Click onthe [OK] button.

Y our document should look like the one in the beginning of this exercise.
Save your document as TABS.SAM

Close your document.
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Exercise 9: Using Outlines in a Document

In this lesson we will learn the following:

U How to turn on Outline Numbering
U How to assign a Paragraph Style

The document below is our goal for this exercise:

Beautify Local Highways

Beautify our Local Highways Project

. Mizsion Statement

. 'where to beautify our loca highways
1. Obtain lceal maps of surrounding areas
2. Detemnire localhighw ayzthat needbe awification
3. Obtain city and county ordinances on higw au plarting
C. "With what dants and wildf ow ers
1. Researca availability of rees
2. Researca availability of shrubs
3. Researca availabilivy of wildflawer seeds
0. Obtain funding for the praject
1. Obtain list of companies
2. 'wirite lettzr to the companies

3. Mail out lztter to the companies

Outline Numbering

When you do outlines in AmiPro, you can have up to nine (9) different levels. There are two Quick
Numbering schemes that you can choose from, and they typically meet most peopl€'s outline needs.

Y ou may establish your own outline numbering scheme. This schemeis aso limited to nine (9) different
levels. Y ou may specify what outline levels you want. Y ou can even specify whether to use numbers, letters,
and characters.
AmiPro stores these outline settings in what are called Paragraph Styles.

Paragraph Styles

In every AmiPro document it assigns a Par agraph Style to each paragraph. A Paragraph Style includes all
text formatting information and determines the way the paragraph text will appear in the document.

Y ou can dwaystell what paragraph style isin effect by looking at the lower left hand corner of the screen, on
the Status Bar. On the |eft side of the status bar, it will tell you what style you' re using.

Typically, you will start off using the default, Body Text style.
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We will start thislesson off by creating a new document, using the AmiPro template called

Outline - most frequently used outline paragraph

Step 1.

Step 2.

Note:

Step 3.
Step 4.

Step 5.

Click on File pull down menu.
Choose New file

Scroll down to the Outline - most frequently used outline paragraph style
Click on [OK] button

Y ou should see something like the following:

Type the Title Here

Typethe first outlinetext here

& Tupethenestoutine level here
1 Andsoon
2 Andsoon

Because of the Outline template that we chose, AmiPro has set us up with a base outline to
start out with. What AmiPro has also doneis give us already created Par agraph Stylesfor
each of our parts of the outline.

Look at the left side of the status bar. Notice that the styleis now Title. That’s because the
text insertion point ison the line/paragraph that hasthetitlein it.

Hit the [DEL ETE] button several timesto clear thetitleline
Type Beautify L ocal Highways

[A] down to the next line.
Hit the [DELETE] or [BACK SPACE] button severa timesto clear the line.
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Note:

Step 6.

Step 7.

Note:

Step 8.

Note:

Step 9.

Step 10.

Note:

Step 11.

Step 12.

Step 13.

Step 14.

Step 15.

Look at the status bar now. The paragraph styleis Outline 1. This makes sense because
you are on thefirst level of the outline.

Type Beautify our Local Highways Proj ect
[A] down to the next line.

Hit the[DELETE] or [BACK SPACE] key severa timesto clear theline
Type Mission Statement

Look at the status bar now. The paragraph style is Outline 2. This makes sense because
you are on the second level of the outline.

Hit the [RETURN] key when done with that line.
Because we have the current Outline 2 paragraph style on, every time we hit the

[RETURN] key, AmiPro will automatically give us another outline line, with the same
level number.

Type Whereto beautify our local highways
[A] down to the next line.

[BACKSPACE] or [DELETE] over theline.
Type Obtain local maps of surrounding areas

Look at the status bar now. The paragraph style is Outline 3. This makes sense because
you are on the third level of the outline.

[A] down to the next line.
[BACKSPACE] or [DELETE] over theline.

Type Deter mine local highways that need beautification
Hit the [RETURN] key when done with that line.

Type Obtain city and county ordinances on highway planting

Hit the [RETURN] key when done with that line.

Now there’' s a problem. For thisline, we don’t want to be on Outline 3 (level 3), we want
Outline 2 (level 2).

Move your mouse pointer down to the left side of the status bar (on the style button).
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Step 16. Click once.

Y ou should see something like the following:

F2 -Body Text
F3 -Body Single
F4 -Outline 1
F5 -Outline 2
F& -Outline 3
F7 -Outline 4
F8 -Outline 5
F9 -Outline 6
F11-:0Outline?
F12-0utlined
‘Footer
Title
‘Header
‘Outline9

‘Qutline 3

Note: Notice that the paragraph style highlighted is Outline 3. We want Outline 2 highlighted.

Note: Also, notice that each paragraph style has function key associated with it. For example,
for Outline 3the [F6] key isthe hot-key for it. Thisfunction key acts as a hot-key for the
associated style. Hit the proper function key, and your paragraph style will change to
match it.

Step 17.  Click onthe Outline 2 choice.

The line on your outline should change from 4. to C.

Step 18.  Using your knowledge of Paragraph Styles finish typing your outline using the outline
example at the beginning of this exercise.

Step 19.  Saveyour document as BEAUTIFY.SAM

Don’t close your document.

WEe'll beusing it in the next exercise.
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Exercise 10: Changing the Outline Numbers

In this exercise we will learn the following:
U How to change the numbering in Outline Numbering.

Our goa isto change our previous outline to look something like the this:

Beautify Local Highways

1 [Reautify our Local Highways Project

a Mission Statement

b ‘where to beautifu aur local highways
i Obtain local maps of surroundng areas
i Detemine localhighw ayusthat needbeautification
il Obtain city and countyordinances on highw 2y plarking
With what plants and wildflow ers
i Beszearch availakility of trees
i Pesearch availakility of shrubs
i Pesearch availability of wildflower seeds
Obtain funding for the project
i Obtain list of companies
i white letter to the companies

i Mail out letter o the companies

Asyou can see, the outline is no longer in the form of :
LA, L1, a

We want to changeit to
1al,

We will do this by going into the Style pull down menu, and accessing Outline Style where we can modify
the outline style.

Step 1. Click on Style pull down menu.
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Click on Qutline Style

Y ou should see something like this:

=| Outline Styles
i 23456 7 8 9 None 0K
|.Qutline 1 +
o Cancel
1.Outline 3 —

Qutline Levels

Two Quick Numbering

| A QOutline 2

-Quick Numbering

1.0utline 4
a.Outline 5
1)0utline 6
i)Outline?
a)Outlined

< Promote <

B

» Demote >

(1)Outline’

Header 3

schemes

| LLAlLia | | 1.11. 1.1 | | Clear |

Number:

Separator:

I none .

none

Reset Options
% After higher level
&f‘ler intervening style

-
-

mulative numbering

hY

Different reset options 3

Clear all numbers

Asyou can see, the default outline numbers for this document arethel, A, 1, I, a scheme.

Note: There are two Quick Numbering schemes to choose from. These correspond to the most
frequently used outline numbersin documents.

We need to learn the numbersfirst, before creating our own.

Step 2. Click on the[Clear] button.

Step 3. Click on the Outline 1 linein the Outline levelslist

Step 4. Click on the Number: scroll list

Number:

nane
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Step 5.

Step 6.

Step 7.

Step 8.

Step 9.

Choose 1. from the scrollable list.
Y ou have now chosen 1. for the Outline 1 level

Click onthe 9 After higher level box.

Using the techniques from steps 3 through 6, re-number Outline 2, and Outline 3.

Sincethat is all we havein our outline, re-numbering down to level 3 should be enough.

Click on [OK] when you're done.

It should look much like our example at the beginning of this exercise.

Save your document.

Do not close your document. We will be using it for the next exercise.
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Exercise 11: Printing your document

In this exercise we will learn how to:

U Print the currently opened document.

Step 1. Click on the File pull down menu.
Click onthe Print... dialog choice

Y ou should see something like the following:

= Print

Number of copies: :I1| E OK

Fage range:

1338

O All Cancel

@ Current page Options...
p Eru_m: lv|1 |1| To: lv|1 m etup...

including:

C Even pages

O Odd payes

® Both

Printer:  Panasonic KX-P4420 on LPT1:

Asyou can see, you may print All pages, Current page, or arange of pages. You can even
print just the Even pages, or Odd pages, or the default Both.

Note: Notice that many of the print dialog box has hot-key access. For example the Current
page hasthe C underlined. This meansyou could hit the [C] key to choose the current

page.
Step 2. Click on the Current page

Note: If you're on a network, you should notice which printer is selected at the bottom of the
Print dialog box. If thisis not the correct printer, then cancel out of the Print dialog box.

Step 3. Click on the [OK] button to begin printing.

Changing your printer selection

To change your printer choice, click on the File pull down menu, and choose Printer Setup. From here you
will obtain alist of printersthat you have available. Scroll up and down until you see the correct printer.
Select the printer and choose [OK].
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