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Internes Textverarbeitungsprogramm:

Ab Version 2012 wurde die inzwischen veraltete
Textverarbeitung High Edit durch die aktuelle
und Microsoft Word sehr ahnliche Textverarbei-
tung von Developer Express ersetzt.
Die neue Textverarbeitung ist komfortabler und
leistungsfahiger und ist mit den Ublichen Bedie- | T . e
. . 5 Praxis-fiir-Krankengymnastik1
nungselementen, wie von Microsoft Word be- | Christine-Lindemanns w‘
kannt, ausgestattet. Diese interne Textverarbei- |- ’ :
tung wird bei (Serien-) Briefen und Memos ver- |
wendet. Die Textverarbeitung unterstitzt Kopf- g S
und FuBzeilen, Tabelle, Bilder und Einmischfel- Hugo-Caud o051 P
der usw. Eine Auflistung der verfiigbaren Tasta- e
turkirzel zeigt Seite 3 dieser Hilfe.

(i) Erste Seite anders

(9 Unterscheidiche graden und ungeraden Seiten.
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StrUKtur deS ProgrammS: ... B LR
Oberhalb des Textbearbeitungsfensters befindet sich die Menuleiste mit den verschiedenen Auswahlmens:

Start — Menu:

Mit Klick im Titel auf Pfeil runter 6ffnen sich weitere Option.

Datei — Men:

Einflgen — Meni:

Seitenlayout — Ment:

Ansicht — Menu:
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AuswahlDruckvorlageSerienbrief.pdf
Memoauswahl.pdf
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Haufige Fragen:

Praxislogo global in Briefkopf setzen oder &ndern?
Hauptmeni Mandanten — Mandantenverwaltung

Eesjl ) e K"Iick auf L'ogo und gewinschtes Bild suchen. Das hier gewahlte Logo wird je Mandant
—— ~—— flr alle Briefe und Formulare verwendet.

Praxislogo in aktuellen Briefkopf setzen oder andern?

Mit Doppelklick in den Briefkopf die Bearbeitung von Kopf — Ful? aktivieren.
Einfligen — Menu aktivieren und mit Klick auf Bild die Bildauswabhl starten.

aieiiconichten &)
Wie kann ich bei meinem Dokument die Rander anpassen? (ronde) e o]
1. Weg: Lineale einblenden (Menl — Ansicht) und Rander via Lineal anpassen. o e W we o
oder N Ty |
2. Weg: Seite einrichten (Menu — Seitenlayout), Klick auf Pfeil im Titelbalken 6ff- Bt

(O Querformat

net Optionen Seite einrichten.

. . . Uemenmenfr  [Gesamizs Dvaren: 7]
Briefkopfzeile bricht falsch um? D

Mit Doppelklick in den Briefkopf die Bearbeitung von Kopf — Ful3 aktivieren.
Layout — Men( aktivieren und Option Gitternetzlinien anzeigen.
Tabellenspalte breiter ziehen.

Wie kann ich die Inhalte der Serienbriefe anpassen?

Die Inhalte der Serienbriefe sind Uber sogenannte Einmischfelder geregelt. Hier kdnnen standardisierte
Briefinhalte wie z.B. Gruf3formeln fur mehrere Empfénger vereinheitlicht werden. Wie Sie die Druckvorlagen
generell anpassen kénnen lesen Sie hier.

Weitere relevante Dokumente:
Zurtick zum Inhaltsverzeichnis

lhre Notizen:
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Tastaturkirzel — Shortcuts:

ALT+SHIFT+BACKSPACE

ALT+SHIFT+LEFT ARROW

ALT+SHIFT+RIGHT ARROW

ALT+BACKSPACE
ALT+

BACKSPACE
CTRL+ALT+C
CTRL+ALT+I
CTRL+ALT+OEMPERIOD
CTRL+ALT+R
CTRL+ALT+Subtract
CTRL+ALT+T
CTRL+ALT+V
CTRL+SHIFT+D
CTRL+SHIFT+8

CTRL+SHIFT+DOWN ARROW

CTRL+SHIFT+END
CTRL+SHIFT+ENTER
CTRL+SHIFT+H
CTRL+SHIFT+HOME

CTRL+SHIFT+LEFT ARROW
CTRL+SHIFT+OEMCOMMA
CTRL+SHIFT+OEMPERIOD

CTRL+SHIFT+OEMPLUS

CTRL+SHIFT+PAGE DOWN

CTRL+SHIFT+PAGE UP

CTRL+SHIFT+RIGHT ARROW
CTRL+SHIFT+UP ARROW

CTRL+F9
CTRL+A
CTRL+B
CTRL+BACKSPACE
CTRL+C
CTRL+CLEAR
CTRL+D
CTRL+1
CTRL+2
CTRL+5
CTRL+DELETE
CTRL+DOWN ARROW
CTRL+E
CTRL+END
CTRL+ENTER
CTRL+F
CTRL+H
CTRL+HOME
CTRL+I
CTRL+INSERT
CTRL+J
CTRL+K
CTRL+L

RedoCommand
DecrementParagraphOutlineLevelCommand
IncrementParagraphOutlineLevelCommand
UndoCommand
IncrementNumerationFromParagraphCommand
BackSpaceKeyCommand
InsertCopyrightSymbolCommand
DecrementNumerationFromParagraphCommand
InsertEllipsisCommand
InsertRegisteredTrademarkSymbolCommand
InsertEmDashCommand
InsertTrademarkSymbolCommand
ShowPasteSpecialFormCommand
ToggleFontDoubleUnderlineCommand
ToggleShowWhitespaceCommand
ExtendNextParagraphCommand
ExtendEndOfDocumentCommand
InsertColumnBreakCommand
ToggleHiddenTextCommand
ExtendStartOfDocumentCommand
ExtendPreviousWordCommand
DecreaseFontSizeCommand
IncreaseFontSizeCommand
ToggleFontSuperscriptCommand
ExtendNextPageCommand
ExtendPreviousPageCommand
ExtendNextWordCommand
ExtendPreviousParagraphCommand
CreateFieldCommand

SelectAllCommand
ToggleFontBoldCommand
DeleteWordBackCommand
CopySelectionCommand
SelectAllCommand
ShowFontFormCommand
SetSingleParagraphSpacingCommand
SetDoubleParagraphSpacingCommand
SetSesquialteralParagraphSpacingCommand
DeleteWordCommand
NextParagraphCommand
ToggleParagraphAlignmentCenterCommand
EndOfDocumentCommand
InsertPageBreakCommand

FindCommand

ReplaceCommand
StartOfDocumentCommand
ToggleFontltalicCommand
CopySelectionCommand
ToggleParagraphAlignmentJustifyCommand
ShowHyperlinkFormCommand

ToggleParagraphAlignmentLeftCommand

CTRL+LEFT ARROW
CTRL+N
CTRL+NUM 5

CTRL+O

CTRL+OEMCLOSEBRACKETS

0}

CTRL+OEMOPENBRACKETS

0}

CTRL+OEMPLUS
CTRL+P
CTRL+PAGE DOWN
CTRL+PAGE UP
CTRL+R
CTRL+RIGHT ARROW
CTRL+S
CTRL+SPACE
CTRL+Subtract
CTRL+U

CTRL+UP ARROW
CTRL+V

CTRL+X

CTRL+Y

CTRL+Z

DELETE

DOWN ARROW
END

ENTER

F3

F12

F9

HOME

LEFT ARROW
PAGE DOWN

PAGE UP

RIGHT ARROW
SHIFT+DELETE
SHIFT+DOWN ARROW
SHIFT+END
SHIFT+ENTER
SHIFT+F3
SHIFT+HOME
SHIFT+INSERT
SHIFT+LEFT ARROW
SHIFT+PAGE DOWN
SHIFT+PAGE UP
SHIFT+RIGHT ARROW
SHIFT+SPACE
SHIFT+TAB
SHIFT+UP ARROW
TAB

UP ARROW

@
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PreviousWordCommand
CreateEmptyDocumentCommand
SelectAllCommand
LoadDocumentCommand

IncrementFontSizeCommand

DecrementFontSizeCommand

ToggleFontSubscriptCommand
PrintCommand
NextPageCommand
PreviousPageCommand
ToggleParagraphAlignmentRightCommand
NextWordCommand
SaveDocumentCommand
ClearFormattingCommand
InsertEnDashCommand
ToggleFontUnderlineCommand
PreviousParagraphCommand
PasteSelectionCommand
CutSelectionCommand
RedoCommand
UndoCommand
DeleteCommand
NextLineCommand
EndOfLineCommand
InsertParagraphCommand
FindNextCommand
SaveDocumentAsCommand
UpdateFieldsCommand
StartOfLineCommand
PreviousCharacterCommand
NextScreenCommand
PreviousScreenCommand
NextCharacterCommand
CutSelectionCommand
ExtendNextLineCommand
ExtendEndOfLineCommand
InsertLineBreakCommand
FindPrevCommand
ExtendStartOfLineCommand
PasteSelectionCommand
ExtendPreviousCharacterCommand
ExtendNextScreenCommand
ExtendPreviousScreenCommand
ExtendNextCharacterCommand
InsertNonBreakingSpaceCommand
ShiftTabKeyCommand
ExtendPreviousLineCommand
TabKeyCommand

PreviousLineCommand
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http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsRedoCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsDecrementParagraphOutlineLevelCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsIncrementParagraphOutlineLevelCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsUndoCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsIncrementNumerationFromParagraphCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsBackSpaceKeyCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertCopyrightSymbolCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsDecrementNumerationFromParagraphCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertEllipsisCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertRegisteredTrademarkSymbolCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertEmDashCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertTrademarkSymbolCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsShowPasteSpecialFormCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleFontDoubleUnderlineCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleShowWhitespaceCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendNextParagraphCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendEndOfDocumentCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertColumnBreakCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleHiddenTextCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendStartOfDocumentCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendPreviousWordCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsDecreaseFontSizeCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsIncreaseFontSizeCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleFontSuperscriptCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendNextPageCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendPreviousPageCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendNextWordCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendPreviousParagraphCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsCreateFieldCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsSelectAllCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleFontBoldCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsDeleteWordBackCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsCopySelectionCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsSelectAllCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsShowFontFormCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsSetSingleParagraphSpacingCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsSetDoubleParagraphSpacingCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsSetSesquialteralParagraphSpacingCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsDeleteWordCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsNextParagraphCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleParagraphAlignmentCenterCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsEndOfDocumentCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertPageBreakCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsFindCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsReplaceCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsStartOfDocumentCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleFontItalicCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsCopySelectionCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleParagraphAlignmentJustifyCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsShowHyperlinkFormCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleParagraphAlignmentLeftCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsPreviousWordCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsCreateEmptyDocumentCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsSelectAllCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsLoadDocumentCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsIncrementFontSizeCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsDecrementFontSizeCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleFontSubscriptCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsPrintCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsNextPageCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsPreviousPageCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleParagraphAlignmentRightCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsNextWordCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsSaveDocumentCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsClearFormattingCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertEnDashCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsToggleFontUnderlineCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsPreviousParagraphCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsPasteSelectionCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsCutSelectionCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsRedoCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsUndoCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsDeleteCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsNextLineCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsEndOfLineCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertParagraphCommandtopic.aspx
http://documentation.devexpress.com/WindowsForms/clsDevExpressXtraRichEditCommandsFindNextCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsSaveDocumentAsCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsUpdateFieldsCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsStartOfLineCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsPreviousCharacterCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsNextScreenCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsPreviousScreenCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsNextCharacterCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsCutSelectionCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendNextLineCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendEndOfLineCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertLineBreakCommandtopic.aspx
http://documentation.devexpress.com/WindowsForms/clsDevExpressXtraRichEditCommandsFindPrevCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendStartOfLineCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsPasteSelectionCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendPreviousCharacterCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendNextScreenCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendPreviousScreenCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendNextCharacterCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsInsertNonBreakingSpaceCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsShiftTabKeyCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsExtendPreviousLineCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsTabKeyCommandtopic.aspx
http://documentation.devexpress.com/CoreLibraries/clsDevExpressXtraRichEditCommandsPreviousLineCommandtopic.aspx

