CLENIIES

Using the Tab Key Feature

There may be times when it would be useful to present some of the information in an e-mail message in
columns. An example of this follows: ‘ N

Arrival date Flight Destination Departure
22 Dec 95 o -

11:10 ACO085 Vancouver 09:05

03 Jan 96 . . )
19:30 CP901 : Ottawa 11:10

At present, the only way to do this in ICONDESK is to press the space bar the required number of times
to align the information. Here is the way to accomplish this by using the WordPerfect (or any text
processing Windows application) tab key feature:

Open WordPerfect;

Press the Tab key (according to the size of the tab space you require);

Hightlight the area the tab covers;

Copy it to the clipboard by usmg the Edit/Copy command in WordPerfect (or use the Ctrl-Ins key
combination);

Switch to ICONDESK, open the Compose Message window and position the cursor in the Note area;
Prepare the message. Each time you want to use a tab, use the Edit/Paste command (or the Shift-Ins
key combination) to set up your columns;

Repeat the Edit/Paste command until all of your information is in the column format.

Note: This tip is not foolproof. While the format may appear perfect to the sender, depending on the
system setup of the recipient (i.e., video, printers, etc.), the information may not be perfectly aligned.
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SIGNET a very useful tool.
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