Power User's Guide to Lotus Approach

96

Introduction

Lotus Approach 96 is a powerful database management
system (DBMS) that allows users to create, manage, and
query databases with ease. This comprehensive guide
will teach you everything you need to know to get
started with Lotus Approach 96, from installing the
software to creating and modifying databases, entering
and editing data, creating queries and reports, working

with macros, and troubleshooting common errors.

Whether you're a complete beginner or an experienced
user looking to learn more about Lotus Approach 96,
this book has something for everyone. With clear, step-
by-step instructions and helpful screenshots, you'll be

up and running in no time.



In this book, you'll learn how to:

e (Create and modify databases
e Enter and edit data

e C(Create queries and reports

e  Work with macros

e  Customize Lotus Approach 96

e Troubleshoot common errors

You'll also find helpful tips and tricks to make the most
of Lotus Approach 96, including how to improve
performance, troubleshoot problems, and work with

large databases.

By the end of this book, you'll be able to use Lotus
Approach 96 to manage your data effectively and

efficiently.

Lotus Approach 96 is a versatile tool that can be used

for a variety of tasks, including:

e Managing customer information

e Tracking inventory



e Generating reports
e C(Creating mailing lists
e Scheduling appointments

¢ And much more!

With its user-friendly interface and powerful features,
Lotus Approach 96 is the perfect choice for businesses

of all sizes.

Get started with Lotus Approach 96 today and see how

easy it is to manage your data!



Book Description

Lotus Approach 96 is a powerful database management
system that allows users to create, manage, and query
databases with ease. This comprehensive guide will
teach you everything you need to know to get started
with Lotus Approach 96, from installing the software to
creating and modifying databases, entering and editing
data, creating queries and reports, working with

macros, and troubleshooting common errors.

Whether you're a complete beginner or an experienced
user looking to learn more about Lotus Approach 96,
this book has something for everyone. With clear, step-
by-step instructions and helpful screenshots, you'll be

up and running in no time.
In this book, you'll learn how to:

e Create and modify databases
e Enter and edit data

e (Create queries and reports



e  Work with macros
e Customize Lotus Approach 96

e Troubleshoot common errors

You'll also find helpful tips and tricks to make the most
of Lotus Approach 96, including how to improve
performance, troubleshoot problems, and work with

large databases.

By the end of this book, you'll be able to use Lotus
Approach 96 to manage your data effectively and

efficiently.

Lotus Approach 96 is a versatile tool that can be used

for a variety of tasks, including:

e Managing customer information
e Tracking inventory

e Generating reports

e C(Creating mailing lists

e Scheduling appointments

¢ And much more!



With its user-friendly interface and powerful features,
Lotus Approach 96 is the perfect choice for businesses

of all sizes.

Get started with Lotus Approach 96 today and see how

easy it is to manage your data!
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Chapter 1: Getting Started with Lotus

Approach 96

Installing and Setting Up Lotus Approach 96

Lotus Approach 96 is a powerful and versatile database
management system (DBMS) that enables users to
create, manage, and query databases with ease. It
offers a wide range of features and functionalities,
making it suitable for various applications, including
customer relationship management (CRM), inventory
tracking, reporting, mailing lists, scheduling

appointments, and more.

Before embarking on your Lotus Approach 96 journey,
you need to ensure that it is properly installed and set
up on your system. The installation process is generally
straightforward and can be completed in a few simple

steps.

1. System Requirements:



Before installing Lotus Approach 96, it is
essential to ensure that your system meets the

minimum requirements. These typically include:

- A compatible operating system (e.g.,
Windows 95 or later)

- Sufficient RAM (e.g., 16 MB or higher)

- Adequate hard disk space (e.g., 20 MB or
higher)

- A CD-ROM drive or other installation
media

Installation:

To install Lotus Approach 96, insert the
installation media (e.g., CD-ROM) into your
computer's drive and follow the on-screen
instructions. Typically, the installation process
involves selecting a destination folder, accepting
the license agreement, and choosing the desired
installation type (e.g., typical, complete, or

custom).



3. Setup and Configuration:

Once Lotus Approach 96 is installed, you need to
set it up and configure it to suit your specific

needs. This may involve tasks such as:

- Creating a user profile and setting up
security permissions

- Configuring database settings, such as data
types, field lengths, and indexes

-  Establishing relationships between tables

- Importing or creating initial data

By following these steps, you can ensure that Lotus
Approach 96 is properly installed and set up on your
system, allowing you to start creating and managing

databases effectively.
1. Getting Started with a New Database:

To create a new database in Lotus Approach 96,
simply click on the "New" button on the toolbar
or select "File > New" from the menu bar. This
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will open the "New Database" dialog box, where
you can specify the database name, location, and

template (if desired).
Opening an Existing Database:

To open an existing database in Lotus Approach
96, click on the "Open" button on the toolbar or
select "File > Open" from the menu bar. This will
open the "Open Database" dialog box, allowing
you to browse and select the desired database

file.
Navigating the Lotus Approach 96 Interface:

The Lotus Approach 96 interface is designed to
be user-friendly and intuitive. The main window

consists of several key elements, including:

- Menu bar: Provides access to various
commands and functions

- Toolbar: Contains commonly used buttons
for quick access to tasks
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- Navigation pane: Allows you to navigate
through different database objects (e.g.,
tables, queries, forms, reports)

- Workspace: Displays the current database
object (e.g., table, query, form, report)

- Status bar: Displays information about the

current database and operation

With Lotus Approach 96 properly installed, set up, and
configured, you are now ready to embark on your
database management journey, creating, managing,

and querying databases with ease.
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Chapter 1: Getting Started with Lotus

Approach 96

Creating a New Database

Lotus Approach 96 is a powerful database management
system that enables users to create, manage, and query
databases efficiently. Creating a new database is the
initial step in organizing and storing data using Lotus
Approach 96. This topic delves into the process of
creating a new database, guiding you through the

essential steps involved.

To initiate the database creation process, launch Lotus
Approach 96 on your system. Upon opening the
application, you will be presented with the Database
Desktop window. This window serves as the central
hub for managing databases and provides various
options for creating, opening, and modifying existing

databases.
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To create a new database, click the "New" button
located on the Database Desktop toolbar. Alternatively,
you can select "File" from the menu bar and choose
"New" from the dropdown menu. This action will
launch the New Database dialog box, which presents

several options for creating a new database.

In the New Database dialog box, you will encounter
two primary options: "Blank Database"” and "Database
Wizard." Selecting "Blank Database"” allows you to
create a new database from scratch, providing you
with complete control over the database structure and
design. On the other hand, choosing "Database Wizard"
guides you through a step-by-step process to create a

database tailored to specific needs.

For this topic, we will focus on creating a new database
using the "Blank Database" option. Select "Blank
Database" and click "OK" to proceed. You will be
prompted to specify a name and location for the new

database. Enter a meaningful name that accurately
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reflects the purpose or content of the database. Select
an appropriate location on your computer or network

to store the database file.

Once you have specified the necessary details, click
"OK" to initiate the creation of the new database. Lotus
Approach 96 will create a new database file with the
specified name and extension ".db." This file will store

all the data and objects associated with the database.

After the database creation process is complete, you
will be presented with an empty database window.
This window serves as the main interface for
interacting with the database. It consists of several
panes, including the Object Inspector, Table View, and
Form View. The Object Inspector displays information
about the currently selected object in the database,
such as tables, fields, or forms. The Table View allows
you to view and edit data in a tabular format, while the
Form View provides a user-friendly interface for data

entry and editing.
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Creating a new database in Lotus Approach 96 is a
straightforward process that involves selecting the
appropriate options in the New Database dialog box
and specifying a name and location for the database
file. Once created, the new database can be populated
with data and customized according to specific

requirements.
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Chapter 1: Getting Started with Lotus

Approach 96

Opening an Existing Database

Lotus Approach 96 allows users to create new
databases or open existing ones with ease. Opening an
existing database is a quick and straightforward

process that can be completed in a few simple steps.
To open an existing database:

1. Launch Lotus Approach 96.

2. Click on the "Open" button in the toolbar.

3. Navigate to the location of the database file you
wish to open.

4. Select the database file and click on the "Open"

button.

The database will now be opened in Lotus Approach
96. You can now access the data in the database, create

queries and reports, and perform other operations.
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Here are some additional tips for opening an existing

database:

e You can also open a database by clicking on the
"File" menu and selecting "Open".

e If the database file is located in a different folder
or drive, you can use the "Browse" button to
navigate to the correct location.

e You can also open a database by typing the path
to the database file in the "Open" dialog box.

e If the database is password-protected, you will be
prompted to enter the password before the
database can be opened.

e If you are having trouble opening a database,
you can consult the Lotus Approach 96 help file

or contact Lotus technical support.

Opening an existing database is a fundamental task
that all Lotus Approach 96 users should be familiar

with. By following these simple steps, you can quickly
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and easily open any database and begin working with

the data it contains.
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This extract presents the opening three

sections of the first chapter.

Discover the complete 10 chapters and
50 sections by purchasing the book,

now available in various formats.
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This extract presents the opening three

sections of the first chapter.

Discover the complete 10 chapters and
50 sections by purchasing the book,

now available in various formats.
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