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Opening Arks

1515 7 Coletion Mansgement Sysiem = 81127 [ PN EN Lo e ISEENE ]~ [0 ME 3
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Pleaze Login

ISIS f Cinllectinn Mananament .Que.me
Please Login_______________________

Login Name I keepar
Passward I wrrrarnd

Sponzared by
115 Member Instibutions

Global collection - Global [ uom [8:31:36
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Thisisthe screen that you will see when you first open up Arks4 after clicking on the
desktop icon. You will be asked to enter alogin name and a password. Thelogin
name will be "keeper" and the password will be "password”. Neither is case sensitive.
Hit the ENTER key. All userswill enter asa " Guest", which means you will have
read only access. Asa"Guest" certain optionswill be available for you to enter,
others won't.
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Accessing Perth Zoo Data
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Once you have entered the correct login name and password, select Filein the top left
hand corner and drop down screens similar to the above should appear. To access
Perth's collection data, select Open/Perth — data entry, as indicated above.

Y ou may also notice that you have access to the "Reference List" and "Preferences’
from this screen. "Reference Lists" includes Taxonomic, Institution, Enclosure,
Specia Codes, Measurement Codes and Measurement Units, which are used in our
version of Arks4. All these screens should give you read only access. Thereisa
search facility available, thisis discussed in more detail later.

The "Preferences’ field contains settings used by the System Administrator (Animal
Registrar) and is of little importance to a Guest user.

Compiled by Chris Wilson 3
Animal Registrar Perth Zoo



L oading Screen

EISIS / Collection Management System

Once you select "Perth — data entry” and click on it, a screen similar to the above will
appear as the program isloaded up and initialised. This should take a few seconds.
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Arks4 Screen

SIS 7 Colletion Management Sysem = [III=1 14PN LIS RIS~ 2] eI Ed
File Edit BReports Module Communications  Utlities Window Help Batch
@Dala Entry M= E

Last data sent to 1515:| 03/01/01 05:02:58 AM

Last backup made:|21fﬂ3m1 15:55:39

List | Specimen | Yisits Identifiers | MNotes | Enclosures Wieights Lengths
Loak Far: IEl
>Local ID |Taxonomic Mame Common Name Group =
004001 Dasye
004002 D azycercus byrmei kiRl Mo
004003) Dazycercus byrmei kwia Rl Mo
004004| D asycercus byrnei KOwiaRl Mo
004005| D asycercus byrmei KOwaRI Mo
004006 | D asycercus byrmei KOwaRI Mo
004007 | Dasycercus bymei KOwaRI Mo
004008| D asycercus byrnei KOwaRI Ma
004009| Dasycercus byrnei KOwaRI Ma -
Print... | Cloge |
g
ARKS [ vum[ [ena23

g start| 2ginbox - Micrasoft .. | B 1515 Discussion F... |[3 1515 7 Collecti... [ Microsoftword - .| (0] Exploring - chis H...| | E3Ry%5 808

Once the program has loaded up, a screen similar to the above should appear. Aswith
any Windows program you can choose to re-size the window using the
Reduce/Restore symbolsin the upper right hand corner of the Arks window.

Specimens can be accessed either by scrolling down the list using the scroll bar on the
right hand side, by entering information in the "Look For:" field, or by using the
arrow keys on your keyboard to navigate up or down through the list of displayed
specimens.

In the screen above, the "L ook For" field is set to search for Local Ids. Thisis
indicated by the > symbol next to the words Local 1d. Similarly, you can select to
search for any of the headings on the list eg Taxonomic Name, Common Name or
Group.

To select one of the other headings, ssmply click on it with your mouse and the >
symbol will indicate that is the heading used for searching. An example follows using
the common name as the search tool.
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Sear ching and Finding Specimens

SIS 7 Collction Mansgement Sysem = (1025 [oA PAIIRSIEVIL )[R e I o =2 Pt b
File Edit BReports Module Communications  Utlities Window Help Batch
@Dala Entry M= E

Last data sent to 1515:| 03/01/01 05:02:58 AM

Last backup made:|21fﬂ3m1 15:55:39

List | Specimen | Yisits Identifiers | MNotes | Enclosures Wieights Lengths
Look Far: I liar|
Local ID Taxonomic Mame >Common Hame Group =
830032 | Geochelone pardalis LEQOPARD TORTOISE Mo
830031 | Geochelone pardalis LEQOPARD TORTOISE Mo
830030| Geochelone pardalis LEQOPARD TORTOISE Mo
830083| Geochelone pardaliz LEOPARD TORTOISE Mo
830088 | Geochelone pardaliz LEOPARD TORTOISE Mo
340102 Panthera lea LIOW
340107 | Panthera leo LION No
850021 | Panthera lea Lo Mo
830015| Panthera lea Lo Mo -

Print... | Cloge |
2
7

ARKS [ num 8040
g Start | Zinbos - Microsoft .. | F 1515 Discussion F.. |[E3 1515 7 Collecti... BY Microsolt word - 4. | WEI®R a4

An example of a search done using Common Name as the search subject. Notice the
> symbol next to Common Name, indicating thisis the field being used to search.

This search facility can be used in all screens were the "Look for:" field appears. In
some instances the search facility has a pair of binoculars beside it, this indicates that
you will be taken to alist were you can select what you are searching for. Once again
click on the column you wish to use as your search topic.

The data for the specimen highlighted in green is accessible using the tabs visible
behind the List tab. These tabs include Specimen, Visits, Identifiers, Notes,
Enclosures, Weights and Lengths.

To access each tab merely click on the tab using your mouse or cycle through using
the F9 key to cycle forwards or SHIFT+F9 to cycle backwards.

Examples of each tab are provided over.
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The Specimen Screen

EISIS / Collection Management System

E Data Entry

Thisis asample of the specimen tab. It should show the basic information regarding
the specimen selected eg birth date, birth location, hybrid, birth type etc.
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Visits Screen

[R]ISIS / Collection Management System - [IS[[i=7 i PNA SN 1B K e e s DN 2] PRBE=d B
File Edt Reports Module Communications  Utlites ‘Window Help Batch
EDala Entry & x|

Taxonomic Mame | Ceratotherium simum simurm

common Name | SOUTHERM WHITE RHIMOCEROS

IF‘ERTH /000013 j Sexl Ilale Birth Datel 23 Oct 1987

List | Specimen Wisits | |dentifiers | Motes | Enclosures | Weights | Lengths

Date In Acguisition “Sarndor Halder Disposition Recipient Date Cut
Purchase fram | MEMPHIS PERTH Loan Out to DRANA, 30140
Loan Returned to | ORANA, FERTH I

Lol e aEtiEg | Edit Transaetian | Delete TransaEtian
Print... | Close |
2
ARKS | NLIM [15:32:28

=\ Slartl "B Inbo: - Micresoft Outlook | @ Exploring - CM5 Help I BW Microsoft Word - Visits tab |IW 1515 / Collection Ma__. |$E§@@ 15:32

Thisisasample of the Visitstab. Visits are basically transactions. It should show
when a specimen came into our collection, acquisition type, from whom and any other
transactions that may have taken place since its acquisition by Perth Zoo.
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Identifier s Screen

[GISIS 7 Coliction Management System = [NB1=2 AP IS VLIS R~ =2 P kS
File Edt Reports Module Communications  Utlites ‘Window Help Batch
EDala Entry !Eﬁ
Taxonomic Mame | Ceratotherium simum simurm
common Name | SOUTHERM WHITE RHIMOCEROS
IF‘ERTH /800012 j Se)(l Male Birth Datel 23 Oct 1987
List | Specimen | Yigits | Motes | Enclosures | Waights | Lengths
= Date Type |dentifier Location Motes =
19/06/90 Tag/Band 8918 YELLCWY Add
16/05/290 Perrnit 7349 9072 Air Wy Bill Edit
5/05/90 Perrnit 16 P{MNZ) Health Perrmit Edit
40590 Perrnit Po01864 CITES Edit
2510190 Perrmnit LIS 742025 CITES Edit
2310487 House Marme MEMPHIS Add
22087 Regional Studbook # 914 ALA, Edit
Print... | Close |
2
ARKS | NUIM [15:31:18

=\ Slartl "B Inbo: - Micresoft Outlook | @ Exploring - CM5 Help I W Microsoft Word - Docum... |IW 1515 / Collection Ma__. |$E§@@ 15:31

|dentifiers show any form of 1d associated with the specimen accumulated since its
arrival at Perth Zoo.

With this tab and subsequent tabs, text can be added by the Animal Registrar
associated with the Identifier. If the Note button is RED, text is associated with the
identifier and may be viewed by clicking on the button.
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Notes Screen

[R]ISIS / Collection Management System - [IS[[i=7 i PNA SN 1B K e e s DN 2] PRBE=d B
File Edt Reports Module Communications  Utlites ‘Window Help Batch
EDala Entry & x|

Taxonomic Mame | Ceratotherium simum simurm

common Name | SOUTHERM WHITE RHIMOCEROS

IF‘ERTH /000013 j Sexl Ilale Birth Datel 23 Oct 1987

List | Specimen | Yigits | Identifiers Motes | Enclosures | Waights | Lengths
=Date Code Type Motes = | Tested positive for bovine TR in Grana Park, Mz, =]
f I hledical note Edit
[ Acquisition note Edit
26/07/90 Q Animal management note Edit
270vE0 B3 Feeding Edit
1/03/90 B Behawior note Edit
A/08/50 B Behavior note Edit
9/03/20 il Medical note Edit
9/03/90 (=)0} Diet Edit
13/08/50 ha hedical note Edit
16/08/30 P Physical condition Edit
7 nemn o [T — Coelit h =l

Print... | Close |
v

2
BRKS S

=\ Slartl "B Inbo: - Micresoft Outlook | @ Exploring - CM5 Help I W Microsoft Word - Docum... |IW 1515 / Collection Ma__. |$E§@@ 15:33

The notes tab shows data entered for the selected specimen. A preview screen on the
right shows the comments added against the dated code. Once again this can be
selected for view only by clicking the RED edit button.

A scroll bar located in the middle of the screen alows you to scroll down the list of
comments, or simply use the up/down arrow keys to move in the desired direction.
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Enclosure Screen

GISIS 7 Colection Mansgement System - [NBI151 1A PSPV Lo Y/ ISERIE o [0 e 5

File Edit BReports Module Communications  Utlities Window Help Batch

@ Data Entry

=1

Taxonomic Name | Ceratotherium simum simurm

Cammen Name | SOUTHERN WHITE RHINOCEROS

| FERTH /O0001% j Sexl Male

List | Specimen | Yisits | Identifiers | MNotes

Birth Datel 23 Oct 1987

Enclosures | Wieights | Lengths

=Date and Time Enclosure

hotes

-

19/05/90 12:00:00 52

Edit

Savannah

|

Print... |

Cloge |
v

4
ARKS [ M| [153737

=] Slarll B Inbow - Microsoft Dutlook. | @ Exploring - C 5 Help I ¥ Microzoft ord - Docum... "9'3 1515 / Collection Ma... Eﬁa@@ 15:37

The Enclosure screen shows enclosures that the specimen has been in sinceits arrival
at Perth Zoo. This screen is similar to the Notes tab as it provides the same scrol
functions aswell as a brief description in a preview screen of the enclosure or reason

for move.
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Weight/Length Screens

SIS 7 Coletion Mansgement Sysiem - 181127 [ PN EN Lo e IEENE ]~ [0 MiEd B3

File Edt Reports Module Communications  Utlites ‘Window Help Batch

EDala Entry == B

Taxonomic Mame | Ceratotherium simum simurm

common Name | SOUTHERM WHITE RHIMOCEROS

IF‘ERTH /000013 j Sexl Ilale Birth Datel 23 Oct 1987

List | Specimen | Wisits | |dentifiers | Motes | Enclosures Wisights | Lengths
=Date and Time Est Type Weasurement Units Maotes —
211K oo live animal weight 1338.0 [kilogram Add
3A12/90 12:00:00 live anirmal weight 1274.0 [ kilograrm Add
11/412/90 12:00:00 live animal weight 1272.0(kilogram Add
20/12/90 12:00:00 live animal weight 13358.0 [kilogram Add
21412/30 12:00:00 live anirnal weight 13458.0 [kilograrm Add
272090 12:00:00 live animal weight 1366.0 [ kilagram Add
240600 12:00:00 live aniral weight 21750\ kilograrm Add
24/07,/00 12:00:00 live animal weight 2200.0| kilogram Add
20/11/00 12:00:00 live anirmal weight 2180.0| kilograrm Add
15/02/01 0:00:00 live anirnal weight 2220 kilograrm Add

Print... | Close |
v

2
BRKS [ um|[ 154017

=\ Slartl "B Inbo: - Micresoft Outlook | @ Exploring - CM5 Help I W Microsoft Word - Docum... |IW 1515 / Collection Ma__. |$E§@@ 15:40

The Weights screen shows weight collected for the selected specimen. Once again
thereisthe ability for text to be added by the Animal Registrar associated with the
collection of weights.
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L engths Screen

GISIS 7 Colection Mansgement System - [NBI151 1A PSPV Lo Y/ ISERIE o [0 e 5

File Edit BReports Module Communications  Utlities Window Help Batch

@ Data Entry -- Edit Specimen =]

Taxonomic Name | Ceratotherium simum simurm

Cammen Name | SOUTHERN WHITE RHINOCEROS

IpERTH /900013 j Sexl hdale Birth Datel 23 Oct 1937

List | Specimen | Yisits | Identifiers | MNotes | Enclosures | Wieights Lengths
=Date and Time Est Type hleasurement Lnits Motes —
20/03/01 0:00:00 I - Ad

||nnse—tai| length La =
"shell lenigth LD

hell width LN
shoulder height :

nout-vent length LB
tail length LF 2%
tarsus length Lk =

Add Length | Delete Length |

Save | Cancel | Brift . | [el=te | e ] | (0=
2
ARKS | MUK 15:43:40

=] Slarll B Inbow - Microsoft Dutlook. | @ Exploring - C 5 Help I ¥ Microzoft Word - Weight... "9'3 1515 / Collection Ma... Eﬁa@@ 15:43

The Lengths screen is similar to previous screens. Samples of the type of
measurements that can be recorded are shown.
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Specimen " Sub" Screen

[R]ISIS / Collection Management System - [IS[[i=7 i PNA SN 1B K e e s DN 2] PRBE=d B
File Edt Reports Module Communications  Utlites ‘Window Help Batch
E Data Entry -- Edit Specimen & x|

Taxonomic Mame | Ceratotherium simum simurm

common Name | SOUTHERM WHITE RHIMOCEROS

IpERTH /000013 j Sexl Iale Birth Datel 23 Oct 1987

List Specimen | Yigits | Identifiers | Motes | Enclosures | Waights | Lengths

Taxonomic Mame I Ceratotheriam simuam simoam & |

Birth Date |23I1D!8? Estimatel Hybrid INDt a hybrid j
Birth Type ICaptive barn 'I Birth Location | MEMPHIS d |

Status Sex Contraception | Fearing | Sire | Diam | Management Plan
=Date Type Motes —
9 hlale Add
Add Sex |
Delete Sex |
Save | Cance| | Bt | Djzi[=hi= | e e | lEee |
2
ARKS | NLIM [10:54:12

imSlartl lE]Inbo:':-Mic:nos...l ﬁISIS Discussi... I @Exploring-c... | WMicmsoftWor...”WlSlS Z Coll... Gﬁa@@ 10:54

Each specimen has a series of "sub™ tabs that provide information regarding several
management issues that are specific to that specimen. These include Sex,
Contraception, Rearing, Sire, Dam, and Management Plan. Once again these are read
only tabs. They can be accessed in asimilar fashion to the higher tabs, and all have
the facility to add notes concerning each entry made.

Compiled by Chris Wilson 14
Animal Registrar Perth Zoo



Reports

E11SIS / Collection Management System - [N g PAICIII@S[EN] Ly )[4 NS R VS |  [2] 3 5
File Edit BReports Module Communications  Utlities Window Help Batch
@Dala Entry =8 ]
Last data sent o ISIS:l 03/01/01 08:02:53 Ahd
E FReport Catalog M [=]
Repaorts | Data Validation
List | Specit ts | Lengths
Taxon
Transaction
Lok For s

Collection Inventory

sLocal ID Collection Inventory - detaied Group -
Enclosures =l
004001

004002 | Dazyce All information recorded on a single animal.

004003 Dazyce
004004 | Dasyce
004005| D asyce
D04006| Dasyee. | Bereen
004007 | Dasyee. | Brinter

=
[E
RLn...
004008|Dasye:. | Eile I Close | =
A

004003| D azpee

Print... | Cloge |
2
X}

ARKS [ num 8:225
g Start| 2ginbox - Micrasoft .| B 1515 Discussion .| [§1S1S 7 Collecti... [ Micosoft word | 0] Exploring - cht5 .. | [IE3(Rizgd 822

This screen shows some of the reports available using Arks4. Reports can be accessed
by clicking on "Reports" at the top of your Arks window. When you do this a smaller
screen similar to above should pop up imposed over the top of the normal Arks
window. This screen can aso be re-sized accordingly.

A scroll bar islocated on the right of this smaller screen, alowing you to scroll down
the list to select the appropriate report. Y ou can aso navigate up and down using your
arrow keys on your keyboard. A brief description of each report isincluded in the
preview window below the list.

A description of ahow to obtain ataxon report follows.
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Taxon Report

EISIS / Collection Management Spstem = | GlE;I WIXI'%'@I 0'%' @l%‘l |@ 8] x]
File Edit BReportz Module Communications Utlities Window Help Batch  Lookup F2
@Dala Entry =8 ]
T
1 Taxon Report =] 3
Report options | Identifier selection | Mote Selection
List | = Taxonomic name: L "
LIS I — | engths
| #|
Loo
Sort animals by: Taxonomic level
ITa}{Danic j Animals to include Group =
= this taxonaomic level anly H:
iod: @ and everything helow this level
pp— Repart period rything =
Start date Stop date
004003|D ¥ Include animals owned and on site Ho
|1ID1IDD thru | 22103001 . )
ondon4| o ¥ Include animals in on loan Ho
004005 o ¥ Include animals out on loan Mo
¥ Include group data in report
00400€) Ly . ) : Mo
™ Include animals in guarantine
004007 O I™ Include animals in Rescue/Rehab No
004008 D Ma
004008 D Ma
oK, I Catcel | —
L. 7|
Print... Cloge |
— ﬁ
RS [ num 530,32

g start| 2ginbox - Micrasoft .| B 1515 Discussion .| [§31S1S 7 Collecti... B Microsoft word -.. | 0] Exploring - cht5 .. | [IE3(Rizgd s:30

To select a Taxon report, highlight "Taxon" and click on the RUN button on the lower
right hand side. Y ou can select to send the report to Screen, Printer or File. Screen is
probably the best place to start off initially until familiar with the program.

When you click the RUN button the above screen should appear. This screen alows
you to choose the type of information you wish to include in the report.

The most important part at this stage is to select the name of the species you are
running the report for. Above you can see a pair of binoculars beside the "Taxonomic
name" field, this allows you to browse alist of either taxonomic name, taxonomic
monomials or common names etc. As with the main Arks screen, you can select the

type of search by clicking on the appropriate column and highlighting it with the >
symbol. An example follows.
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Once you have selected the appropriate species, you must select the correct date
range, how you wish the report to be sorted eg taxonomically, by accession numbers
or birthdates.

Y ou will also notice some tabs behind the Report Options screen that will alow you
to choose what type of Identifiers you wish to include and any types of Notes you
want as well. Click on these tabs to browse the selection available. To select an option
you must highlight it and click the "Add To" button or "Select All" button.

Once you have designed the report you want, click the OK button and the report
should start to be compiled. Depending on the amount of information requested and
the date range, the report may take afew moments. At this stage thisis one of the
weaknesses of Arks4, some reports take along time to be generated.

Y ou should also be aware of the fact that the Taxon report will not produce atally at
the end the report like Arks3 did. This report will show you each specimen held in the
collection during the date range, but will not add them up for you. To get thisfigure,
you must run a" Collections Inventory” or "Collections Inventory — detailed" report.

Once the taxon report is completed, it will appear on the screen in areduced format.
To view the report you will have to re-size it using the appropriate symbols. Onceitis
on screen, you can also select to print the report. To do this click on the printer icon
visible on the "Print Preview" bar on the top left hand corner. Thiswill run the report
to your local printer.

Thisisabrief overview of how to obtain a Taxon Report. There are many other
reports available on Arks4, each oneis different. However the basic principals
outlined above should apply. Feel free to experiment with all the reports until you
become familiar with them.
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The Taxonomic Tables

EISIS £ Collection Management Spstem o | GlE;I WIXI'&'@I&I%' @l%l |@ mEE
File Edit BReports Module Communications  Utlities Window Help Batch
@Dala Entry =8 ]
diie eccwaswmem Moo - - C .
1 Taxon Report -- Edit =] B3
ETaxonom}l -- Ceratotherium simum simum -- SOUTHERN WHITE RHINDCEROS =] E3
List Details | Tree
List | St | Lengths
Look For:l
Loo = -
=Taxon MonomialCommon Hame Taxonomic Hame Range Rank =
>LacallD T [gimum BROTULA Hephthocara simum  |GULF OF MAN Specie Group =
004007 L Simus Toad Bufo simus South Americd Specie
p— Simus SMAILFISH Careproctus simus NORTHERM HSpecie i
Simus BOXEADOR PUPFISH |Cyprinodon simus MEXICO Specie
0040030V [Simus SHORTHOSED FLYINGH Cypselurus simus CENTRAL PA(Specie No
004004 0 Simus BORMEAMN SQUIRREL |Glyphotes simus BORMEO Specie—l Mo
o040l o ?ilmus BROAD-MOSED GEMTLY Hlapalemursimus EAST CENTR. Speci:a - Ho
(004008| T No
004007 | O No
004008 D Ma
004009| 0 Print.. | Close | No
A -

Print...

A
T
v
Cloge |

gl Start | B Inbo -

Micros...l ﬁISIS Dizcussi... I WMicrosoleor...l @ Exploring - C... ”WISIS 2 Coll..

Z
[ um| s:oazzzl
WER w0

An example of the Taxonomic list available on Arks4. Y ou can select a name using
the list by entering the appropriate information in the "Look For" field, in this case the
Taxonomic Monomial column is the column used for the search.

If you are unsure of species hames, but have a Genus name, you can enter the Genus
name and then go to the Tree tab and you will be able to access a range of species
options for that Genus name. Y ou will have to click on the + symbol on thelist to
access information regarding the Genus and its lower levels. A sample of how thisis
presented is shown over.
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EISIS £ Collection Management Spstem

@ Data Entry

1+ Taxon Report - =] B3 Q

-Equidas -- HORSES
| Tapiridae -- TAPIRS
’7I’ E-R:hinocemtidae - RHIMOCEROSES
Ceratotherium -- WHITE RHINOCEROS
0040 0 Simum -- WHITE RHINOCEROS
04nnz £ Cottoni -- NORTHERN WHITE RHINO
“ Sirurm -- SOUTHERM WHITE RHINOC
004003 Dicerarhinus - SUMATRAN RHINCOCEROS

004004 Diceras -- BLACK RHINOCEROS
Rhinoceras - & HIMOCER DS

004005
004006
004007
004008
004009
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ArksA Help Facility

EJISIS 7 Collection Management Sysem— - [III= 14PNV LI R I~ 2] I ETES
File Edit BReports Module Communications  Utlities Window Help Batch

tjData Ent x
E sl Help Topics: Arks 4 Help K =18] x|

Eontentsllndex Find |

1 Type the word(s) you want ta find

! 4 ce |
List | Specimen | 2 Select zome matching words ta narow wour gearch Dptions... | hts | Lengths
Look Far: I Find|Simiar... |
Eird | HE |
*Local ID |Taxonomic Man Group =
Febuild... |
004001 D
004002| D asycercus byme 3 Click a topic, then click Dizplay Mo
Acknowledgements B
004003 Dazpcercus burme Acquigition and Dizpozition Tupes Ho
Activating the SAVE button
004004 Dasycercus byme Adding a Comment ta a Help Topic [Annatation] Mo
Adding a Length Entr
004005| D asycercus byme Adding = Me;;lsureme!rr;t Code Mo
004005| Dasycerous byme Adding a Measurement L nit =l Mo
004007 | Dasycercus byme |2UU Topics Found | I Al words, Begin, &uto, Pause | Mo
004008| D azpcercus byme Ma

004009| D azpcercus byme Display I Bl | — | Ma -

Print... | Cloge |
7
Feportcatalog [|4/Reportcatalog) Fecord: 1/29 Recaord Unlocked | MUk 32018
iﬂﬁlarll B Inbo - Micros...l ﬁISIS Discussi... I WMicrosoleor...l @ Exploring - C... ”W 1515 £ Coll. . Eﬁa@@ 3:20

As with other Windows based programs, Arks4 comes with a comprehensive Help
section. Those familiar with this facility in other Windows programs will find
assistance through this function. Please make yourself familiar with thisfacility, asit
does provide most answers to the questions you will no doubt have.

Within the Help facility itself isauseful topic called "Find a Topic in Help”. It
provides a quick run down on how the Help feature works. A shortcut to it can be
found by typing Index in the "Type the word(s) you want to find" field on the Find tab
contained in Help.

This brings up the topic "Find a Topic in Help".
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