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Record 

New Record 

Choose either a category or the desktop and click New Record. 

l  Any information is stored in a record.  
l Every record consists of a title field, note field and text field, link table and the history.  
l All records are stored centrally in a database.  
l A record can be compared with a Microsoft Word document. Records can be moved by drag and drop.  

New Category  

Choose either a category or the desktop and click New Category.  

l  Records will be stored in categories.  
l A category can be compared with a folder in Windows Explorer.  
l Categories including records can be moved by drag and drop.  

 New Template 

Choose either a category or the desktop and click New Template. Click with the right mouse button on a template in 
the tree view and choose in the context menu New Record from this Template. 

l Templates can be used for letters, protocols or reports. All formats, layout and pictures will be stored within the 
template. New records can be made out of templates.  

l Templates can be placed in categories same as records.  
l Templates are market with a red pin.  

  

SaveSaveSaveSave 
 The current record will be saved. 

Delete 

The current record will be deleted and move in the recycled bin. 

l By clicking Restore with the right mouse button on a record, the record will be restored in the corresponding 
category. Is this category deleted the record will be placed under the desktop.  

Rename 

The current record will be renamed. 

Close 

The current record will be closed. 

    

Page Setup... 

Paper size, portrait or landscape format and margins can be defined. 

Print Preview... 

Print preview of the current record. 

Print... 

The current record will be printed. 
  

Senden an... 

Der aktuelle Eintrag kann per E-Mail versendet oder in eine Datei gespeichert werden. 

E-Mail-Empfänger 

Der Inhalt von einem Eintrag wird in den E-Mail Body geschrieben. 

E-Mail-Empfänger (als Anlage im Outlook) 

Der Inhalt von einem Eintrag wird als Anlage in einem E-Mail angehängt. 
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Datei 

Eine Datei wird im gewünschten Format gespeichert. 
  

Import...  

KnowHowDB offers the following import possibilities: 

l Data import of older KnowHowDB versions.  
l Data import of XML files (exported by KnowHowDB or another application. The format convention of KnowHowDB 

must correspond.)  
l Data import of the following files are possible:

l Word documents .doc,  
l Richtext .rtf,  
l Textfiles .txt,  
l Websites .html  

Export... 

KnowHowDB offers the following export possibilities: 

l KnowHowDB .xml,  
l Adobe PDF .pdf,  
l MIcrosoft Word documents .doc,  
l Websites .html,  
l Richtext .rtf and  
l Text .txt  

  

Exit  

KnowHowDB will be closed. 
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Edit 

Undo 

The input in the text field will be restored. 

Redo 

Undo will be restored. 
  

Cut              

Marked text will be cut off and stored in the clipboard. 

Copy 

Marked text will be copied in the clipboard.  

Paste 

Clipboard will be inserted at cursor position. The formatting remains available. 

Paste as Text 

Clipboard will be inserted at cursor position. The formatting remains not available. 

Format Painter… 

Mark the desired text, click on Format Painter and choose the text to be changed. The format is taken over on the 
new text. 

  

Delete 
Delete Link 

The link in the list of links will be deleted. 

Header and Footer 

Header and footer will be deleted on the first page as well on all the following pages. 

Header and Footer Standard 

Header and footer will be deleted beginning on the second page.  

Header and Footer first Page  

Header and footer will be deleted on the first page.  

Select All 

Complete text in the text field will be marked. 
  

Find… 

Certain text will be found within the text field. 

Replace... 

Searches for a text and replaces by another text. 

Go To… 
Standard Header 

Cursor will be placed on the header of the second page. 

Header First Page 

Cursor will be placed on the header of the first page. 

Standard Footer 

Cursor will be placed on the footer of the second page. 

Footer First Page 

Cursor will be placed on the footer of the first page. 
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