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CHAPTER 1 Introduction and Overview

Overview

This book has two main purposes. First, it can serve as a painless way to
learn how to use a computer. You will get a hands-on introduction to using
the computer for personal productivity via extensive guided experience
with Macintosh computers. Second, you will discover methods of applying
computers to all phases of conducting a research project: from researching
and writing the report, to laying it out and illustrating it, and finally to
presenting it. This Computer Assisted Research Project (C.A.R.P) can be
applied to numerous purposes, including term papers, theses, and research
project presentations.

In this book, you’ll start from ground zero; no previous computer
experience is needed. The book is divided into tutorials which can be
worked through in any order. However, I urge everyone to begin with the
first three chapters, including the tutorial in Chapter 3, Getting Started on
the Macintosh. That chapter lays the foundation for efficient use of the
Mac. If you're new to computing, it will be essential reading for you. If
you've used other types of computers, you'll find that working through
Chapter 3 will make it easy for you to pick up the operation of the Mac.
Even if you are an experienced Mac user you'll find some new tricks and
tips in the chapter.

It is important to note the brevity of each chapter. The goal is to teach
you each of these applications in three to six hours of use. As Mark Twain
once said, “I would have written you a shorter letter if I had the time.” The
intent is to get you up and running on these computer applications quickly
and, I hope, fairly painlessly. This book does not aim to be an exhaustive
reference for the programs it teaches. For that purpose you are referred to
the programs’ manuals and reference guides. The intent here is to intro-
duce you to most of the functions of the programs in a very straightfor-
ward manner by having you work on sample projects. In my experience as
a college professor and computer trainer I have found that people hate to
read manuals. How many of us really have the time to work through a
500-page manual? I have found, however, that most people are willing to
work through twenty or thirty pages. Therefore, these tutorials trade com-
plexity and thoroughness for conciseness and speed.

This book uses a tutorial approach. Except for Chapters 1 and 2, the
book is not designed to be read away from the computer. In fact, doing so
would probably only confuse you. This book is about DOING computing,
not reading about computers. Completing the tutorials, or portions of
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them, a second time is highly recommended. The intent in this book is to
steer clear of technical jargon. Learning to use a computer is much like
learning to ride a bicycle; it’s not inherently difficult, but it does take prac-
tice. My advice is to practice, practice, practice, and then apply what
you've learned. :

Using Computers for Teaching and Learning

As we move firmly into the information age it becomes apparent that find-
ing, organizing, and presenting information are skills that are needed not
only by the professional researcher, but are necessary for all students, from
grade school to adult learners. In addition, many careers will require the
creation of reports and the presentation of information to colleagues and
superiors. This book will give you the tools to prepare and present your
reports in a very professional manner, using the efficiency of the desktop
computer and such powerful technologies as CD-ROM, laser printers, and
LCD panels.

In the introduction to each tutorial in this book is an overview describ-
ing the use of that chapter’s application for teaching and learning. These
discussions address elementary school use, secondary school use, applica-
tions for college and adult learners, applications as tools for the teacher,
and limitations. For more specific ideas about using these programs in the
classroom, be sure to read Appendix F, Twenty-Five Classroom Microsoft
Works Tips.

A junior-high school teacher once told me a poignant story relating to
the impact of computers on teaching and learning. He gave a writing as-
signment designed for his seventh-grade English class. One student in-
quired if she could use her parents’ computer to word process the
composition. The teacher said certainly. When the student received the
story back with the spelling mistakes marked in red, the student asked
permission to use the spelling checker and thesaurus on her parents’ com-
puter. On the third draft the student used a grammar checker to help fix her
grammatical errors. The teacher pondered if this was fair in an English
class. His view of his teaching role began to change. He reasoned that if the
computer could assist with some of the mechanical aspects of the writing
process, then students could concentrate more on the creative aspects. Stu-
dents could work “smarter, not harder.”

This story is a quintessential example of the change in thinking many
educators have gone through in the last ten years concerning using com-
puters in their classrooms. They now view a computer not as a teaching
machine but as a tool to let students and teachers concentrate on higher-or-
der thinking skills and creative work. The applications taught in this book
promote this “tool use” of the computer for both the student and the
teacher.

The primary use of computers in elementary schools has been for com-
puter assisted instruction (CAI), but a recent trend is to have even young
children use the computer as a tool. Specially designed, simplified applica-
tion software has made it practical to introduce word processing, database
management, and even desktop publishing to students as early as second
grade. The programs used in this book, however, were not designed to be
used by children in the primary grades.

))))))))))))))))))))))))))))))))
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Students in secondary schools should in general be able to learn to use
the programs in this book (assuming that their teachers can learn them
first!). It is important to develop lesson plans and tutorials for teaching
these students, and it is equally important to point out ways that they can
apply these new skills to their school work. Some of the benefits of comput-
ers in the classroom that have been cited in the research include individu-
alizing instruction, appealing to different learning styles, increasing
interactivity, fostering cooperative learning, and improving student moti-
vation. The programs in this book are designed to encourage learners to
experiment in a risk-free environment. This in turn develops logic and
problem-solving skills.

For college and adult learners, using computer applications is almost
mandatory (and, in fact, it is mandatory at many colleges). The creation of
term papers, research reports, art projects, and in-class presentations will
be fostered by using the programs taught in this book.

Perhaps the most apparent use of the computer in the classroom is as a
tool for the teacher. Computer applications can save teachers time, give
their work a more professional appearance, and let them try out new teach-
ing methods.

There are some problems and limitations, however, in introducing the
computer into the classroom. Limited access to computers, outdated hard-
ware, lack of training, and teacher resistance have all been cited as road-
blocks to computer integration. Another problem is the lack of models for
integrating computers into the instructional process. But, as our society
becomes more entrenched in high technology, all of these roadblocks will
surely be overcome. Specific limitations in using the individual applica-
tions in this book are discussed in the introduction to each tutorial.

Conventions Used in this Book

Throughout this book we will use different typestyles to identify certain
types of terms. The key to the use of these styles is as follows:

Bold Type = New terms, which are described in the glossary.

Italics = Things you type in plus file, folder, and disk names.

Bold Italics =Menu names and items, window names, and actions you
take via menu items, Command keys, dialog buttons, or
tools.

Appendix A has a printed reference of all the application’s menus used
in each tutorial.

Goals—Skills—Objectives

This book does not claim to offer you total mastery of the skills you will be
taught. An entire book could be devoted to the subject of each chapter (and
numerous such books do exist, usually sitting next to computers and
gathering dust). What this book offers is a first and second step. The first
step is exposure; you will work with many sample files that demonstrate
the productive use of the program you are working with. Each tutorial
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includes application examples from education or personal productivity.
For example, in the database tutorial you will work with a file on whales,
which you could use in a science curriculum, a file on business contacts,
and a file for keeping track of a collection of musical recordings. The sec-
ond step is practice. You will get extensive hands-on experience using the
programs. The book starts with basic machine operation and moves to ad-
vanced applications such as desktop publishing,.

What is a C.A.R.P.?

A great culmination of your experiences with this book would be for you
to complete a Computer Assisted Research Project (C.A.R.P). This is a
fancy way of saying that you would complete some type of report in which
you used the computer in all phases of preparation and presentation. Let
me explain how I use this assignment in my computer classes. The report
may be on any subject the student wishes. It does not have to be on a topic
in the area of education or technology (although this is certainly not dis-
couraged). Students may turn in their report for use in another class, but
they need to make sure this does not cause problems with the other in-
structor. The report does not have to involve research, but it should be of
an academic nature and of college-level quality. In my classes students are
not graded on the content of their reports. The paper needs to be at least
four pages in length and should be free of spelling mistakes (they learn
how to use a spelling checker in the tutorials). The paper must first be
word processed, and then the text and illustrations must be imported into
PageMaker. Students create attractive covers for the reports and on the
last day of class present summaries of their reports using their Power-
Point presentations on a computer with an LCD panel and an overhead

projector. They must also produce handouts and speaker’s notes in Power-
Point.

c-4 M b

Scope and Projects

Each chapter begins with some general concepts about that chapter’s pro-
gram as well as ideas for its practical application. Each tutorial also in-
cludes example files to work on from education and personal productivity

)))))))))3)))))')))))))))))))))))
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and concludes with an exercise. In addition, a second assignment could be
the completion of that portion of readers’ own research reports using that
application. For example, the word processing chapter would entail word
processing the text of the research report, while the desktop publishing
chapter would involve laying out the report for publication. I hope the
capstone experience for users of this book will be the creation and presen-
tation of their own research reports. Listed below are the general content of
each chapter and some sample criteria for your own computer assisted
research project.

Getting Started on the Macintosh

This chapter provides instruction in the basic operation of the Macintosh,
with special emphasis on the Finder and file management. The activity
for this tutorial is to back up the data disk that comes with this book;
this involves moving and copying files and folders. Another activity is to
fill in the answers to an exercise called Test Your Macintosh 1.Q. on the
computer.

Word Works

This chapter introduces the learner to word processing via the use of Mi-
crosoft Works. Generic word processing concepts are covered as well as
some ideas on the power of word processing in the writing process. The
chapter concludes with an exercise in which the learner creates a document
and then makes numerous changes. For their C.A.R.P. activity, students
would word process the text for their reports. Each report would be effec-
tively formatted, at least four pages in length, and have no spelling errors.

Producing Pictures

This chapter fully explores both a paint program and a draw program. In
this chapter are assignments to recreate a series of charts in DeskDraw and
a couple of pictures in DeskPaint. Students doing the C.A.R.P. should cre-
ate a handsome cover for the report and also include at least two illustra-
tions or charts within the text. The graphics do not need to be great works
of art or have enormous detail but should exhibit the use of a full range of
graphics tools, including fills, duplicating, and alignment. The emphasis is
not on artistic development but on using the efficiency and power of com-
puter graphics.

Doin’ Data

The power of database management systems is experienced in working
with numerous data files. The chapter concludes with an assignment for
the learner to create an original database from scratch. Students could or-
ganize their research sources using a database file.

Knowin’ Numbers

This chapter teaches the spreadsheet application of Works. During the tu-
torial, learners create several spreadsheets and chart the data. At the end of
the chapter students are challenged to create their own spreadsheets from
scratch. The emphasis is not on employing the full power of spreadsheets
but on getting an idea of their utility. For their research projects students
could place statistical data in a spreadsheet and then chart it, later placing
the charts in their published report.
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PageMaker 4.0

cm:vﬂ'

PowerPoint

Painless PageMaker

The amazing capabilities of desktop publishing are explored in this tuto-
rial, which works with most of the features of PageMaker. Along the way,
students work step-by-step with text and graphics to put together and for-
mat a report. An assignment at the end of the chapter has the learner recre-
ate a preproduced layout. For their C.A.R.Ps, students will put their
research text and illustrations together into final layout form.

Presenting PowerPoint

In this tutorial, students will create both handouts and speaker’s notes as
well as prepare an on-screen presentation. The assignment in the chapter
has them piece together a presentation from provided elements, while the
C.A.RP. project would require them to create a presentation of their re-
search report.

Appendices and Glossary

The book concludes with a series of appendices and a glossary. The appen-
dices include a collection of the menus used in the tutorials, a sample
C.AR.P. report, information about converting MS-DOS files to the Macin-
tosh, using on-line references, and other software, and tips for using Mi-
crosoft Works in the classroom.

In addition to the exercises mentioned above, it would be desirable for
students doing research reports to get some experience working with infor-
mation retrieval via CD-ROM or an on-line database. In my classes, stu-
dents are required to do an electronic search and find at least four
applicable references for their reports. The reference desk at most college
libraries will be able to provide students with access to the ERIC database,
InfoTrack, and a host of other databases.

The Learning Curve

In training circles we speak of the learning process as a learning curve.
Navigating the learning curve is like driving down a road. Sometimes it is
steep and difficult and other times level and easy. In these tutorials it may
seem at times that the road is steep, but you should remember that you
will need to practice and apply your skills. Be assured that these skills
get easier as you practice them. The beauty of the Macintosh is that most of
the programs function very similarly and intuitively, so that after you learn a
few initial techniques your continued education will become much easier.

Step-by-Step Learning Approach

These tutorials lead you step-by-step through the programs. Be sure not to
skip steps or pages. If you do, the exercises may not work properly. If you
getreally fouled up, go back a page or two and start that section over. Don't
worry, nothing you type will damage the computer. If your data files get
corrupted, you will have a backup set to use.

Work at your own speed. Don’t try to memorize the commands; that
will come in time, and you can always refer to these tutorials or other ref-

))))))))))))))))))))))))))))))))
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erences. A reference sheet of each application’s menus is included in Ap-
pendix A. Another suggested technique when beginning to learn any soft-
ware is to pull down each menu and examine the commands, but do not
try them. Chances are, you will be familiar with many of the program’s
commands.

An especially effective way of using these tutorials is to have someone
read them to you while you work at the computer. Working in pairs is also
a good way to verbalize your practice procedures and to solve problems
cooperatively.

Where to Go from Here

Completion of this book should represent not an ending but a beginning. If
there’s one thing that computer veterans agree on, it’s that there’s always
more to learn: new versions of software, new programs, new computers.
You may want to continue your computer education with explorations of
multimedia, telecommunications, programming, or the Next Big Thing on
the market. The field is constantly changing and expanding. You may want
to work through an independent study book or take classes or workshops.
Consider attending conventions or professional seminars. Local user
groups are a great source of information and training. And, finally, if you
haven'’t already done so, you may be tempted to take the plunge and buy
your own Mac.

Overview of the Software Covered

&

Let’s take just a moment to get an overview of the programs you'll be using
with this book:

Microsoft Works

Microsoft Works is an integrated software package. It contains a word
processor, database management system, spreadsheet, charting ability,
graphics module, and telecommunications program. For most users, 90
percent of what they’ll use a computer for can be found in this one
relatively low-cost program. In this book we’ll be exploring the word proc-
essor, database, spreadsheet, and charting abilities of version 3.0 of the
program. Microsoft Works is rapidly becoming the most common pro-
gram used in public schools. It offers a good compromise between
simplicity of learning and sophistication of features. For very inten-
sive use, a more powerful dedicated program such as Microsoft Word or
Excel may be needed, but Works is remarkably robust for most applica-
tions, and its ability to mix or integrate data between modules is a big
plus. Microsoft offers special academic pricing of their products
through most college bookstores. Microsoft Works is also available in
versions for MS-DOS and Microsoft Windows. Similar integrated soft-
ware packages for the Mac include ClarisWorks, WordPerfect Works, and

GreatWorks.
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Micrasoft

o

PageMaker

PageMaker, published by Aldus, is the most popular desktop publishing
program on the market. It is also available in an IBM version. PageMaker is
a very powerful program, and we’ll only have space to offer you a basic
working knowledge of it in this book. You might want to follow up with
intensive practice and more detailed instruction. This book uses version 4.2
of PageMaker, but it also addresses differences in version 5.0. Other desk-
top publishing programs on the Mac include QuarkXPress, FrameMaker,
and Publish-It Easy. In addition, some word processing programs such as
Microsoft Word and WordPerfect offer limited desktop publishing capabili-
ties.

DeskDraw and DeskPaint

DeskDraw and DeskPaint, which are published by Zedcor, are full-
function graphics programs. They come bundled together and can be pur-
chased for an extremely low price in relation to other graphics packages.
They offer most of the features of more expensive graphics packages: full
color support, special paint effects, and multiple windows. They use a
small amount of memory so you can keep them open while you are work-
ing on other applications. You can also use the graphics module in Mi-
crosoft Works 3.0, but it offers only a draw program and not a paint
program. We have used version 3.08 of DeskDraw and 3.54 of DeskPaint in
this book. These programs are not available for the IBM platform, but most
graphics programs are very similar in operation. For very sophisticated
graphics, users may want to use a PostScript graphics program such as
Adobe Illustrator or Aldus Freehand.

PowerPoint

PowerPoint is a desktop presentation program also published by Mi-
crosoft. It can be used to generate overheads, slides, speaker’s notes, hand-
outs, and on-screen presentations. It incorporates Apple’s QuickTime
technology, which allows you to import digital film clips into your presen-
tation. We have used version 3.0 for this tutorial. Similar programs include
Aldus’ Persuasion and Symantic’s More.

l.ogisfics: for Completing These Tutorials

Using Different Software Versions or Other Programs?

What if the software you are using is a different version of the programs in
this book? In general, the tutorials should still hold up, but some specific
instructions may be incorrect. When a software company releases a new
version of its software it usually just adds features or performance capabili-
ties rather than changing how the program operates. Therefore, you may
have fewer or more features if you use different software versions than the
ones in this book. By the way, here’s a little background on how to interpret
software versions. Software is numbered with two or sometimes three dig-
its, such as Works 3.0 or System Software 7.12. A change to the left of the

3319333333333 7273)332333)33)33)3)3)333)))
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decimal point marks a major revision of the software (where you need to
pay for the upgrade). When Microsoft went from Works 2.0 to 3.0 it dra-
matically changed the program. A change to the first number to the right of
the decimal point is an incremental improvement to the program (an up-
grade is often free in this case). For example, PageMaker went from 4.0 to
4.2. A change to the third digit represents a small change, usually fixing a
bug in a program.

The good news for Mac users is that once you learn one brand of appli-
cation you can usually figure out other brands of that application. For ex-
ample, if you have SuperPaint instead of DeskPaint, you'll be able to pick
it up pretty quickly because the basic concepts and operations will be simi-
lar.

Committed to IBMs?

What if you're committed to the IBM platform? There’s more good news. If
you run Microsoft Windows on your PC, most of the programs in this book
will run 99 percent the same in their Windows versions. Microsoft Works,
PageMaker, and PowerPoint are available for the Windows platform; you
can even interchange their files between the Mac and the IBM. DeskPaint
and DeskDraw are not available for the IBM, but there are many IBM
graphics programs which function similarly.

Managing Your Files

You should keep a backup copy of your data disk so you can replace the
original if it gets lost or damaged and so you can go through the tutorials a
second time if you wish to. AT THE CONCLUSION OF CHAPTER 3 YOU
WILL LEARN HOW TO MAKE A BACKUP COPY OF YOUR C.A.R.P.
DATA DISK. DO NOT PROCEED PAST CHAPTER 3 BEFORE DOING SO.
Since the C.A.R.P. disk is almost full, we will have you break it into two
different disks so you will have space to save your exercises on the same
disks. If you decide to do a Computer Assisted Research Project, you will
want to have a blank disk to save that work on.

Caring for Disks

The floppy disks that you use in your Macintosh are surprisingly durable,
but there are a few things you can do to increase the security of your data.
As noted before, you should always have a backup copy of important
disks. The biggest enemies of disks are heat, moisture, and magnetic fields.
If you leave your disks in the hot sun they may warp. Keep your disks
away from any liquids. Strong magnets such as the ones found in television
sets, telephones, and speakers can scramble your data, but it's generally
accepted that the security “x-ray” machines used in airports, libraries, and
some stores will not corrupt the data on your disks. In fact, in an experi-
ment, a library taped a disk directly on the gate of their security system.
After three years, the disk still worked perfectly.

If you slide the metal gate on a floppy disk open and touch the mag-
netic material with your fingers you can damage the disk. Dirt can also
work its way into the disk’s mechanism and make the disk unusable. It's a
good idea to get a small case for the disks you are carrying around.
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Working in a Lab or on a Network

Things may be just a bit different if you do the tutorials in this book in a
computer lab and/or on a computer connected to a network system. The
primary difference is that you may need to access the software from a cen-
tral file server rather than an individual hard disk. Equally important is the
fact that you will want to SAVE ALL OF YOUR WORK ON YOUR OWN
FLOPPY DISK and not on someone else’s hard drive or network. Some labs
may have security systems which prevent you from saving on the hard
drive; this can pose some problems in the next chapter when we teach you
how to copy files. Some systems may not have the help files or dictionaries
installed that the software in this book uses. All of these problems should
be minor, and in any instance your lab supervisor or network administra-
tor should be able to provide you with assistance.

In closing this chapter, let me give you a few overriding principles concern-
ing Macintosh computing.

1. Have fun!

You're going to spend a great deal of time sitting in front of a computer. No
one says it has to be drudgery. Although computing may not be as much
fun as going to the beach, you can still marvel at its efficiency and wonder
at your increased productivity. The greatest advantage for children using
the computer may be its motivational factor. Work and fun can go together.
View your learning as an exploration.

2. Easy is hard.

Some computer veterans foster the attitude that the harder something is to
deal with, the more advanced it is. As Arthur Naiman says in the Macintosh
Bible, “ Actually, it's very hard to make things easy. The more work you put
into something, the less work the person who uses it has to do. Easy is
powerful. Hard is primitive.”

3. Start small.

The Mac may be user friendly, but learning its software is still not simple.
Don’t feel that you need to learn every Macintosh program. Start small and
concentrate on just a few programs.

4. Don’t worry, you won’t break anything.

Short of spilling something on it, there isn’t much you can do to damage
the computer. If things get really fouled up, simply restart the computer.

5. Save at least every fifteen minutes.

Even if you do nothing wrong, things can still go afoul. This is the dreaded
world of system errors, crashes, bugs, and glitches. Although the Mac is
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pretty reliable, errors still happen. If the computer crashes you will lose
your work unless it's saved on a disk. It's awful to lose your creative ef-
forts. I recommend that you get into the habit of saving every fifteen min-
utes. If the computer crashes, you will then only lose a few minutes of
work.

6. Back it up.

Even if you save your work frequently, you can still lose data. Disks can
become damaged (both floppies and hard disks). Make a copy (a backup)
of important disks.

7. Know where you’re saving.

If you work in a computer lab, it is essential to save your work on your own
floppy disk and not on the institution’s hard disk or network. In the next
chapter you will learn how to set the save destination.

8. “Select then affect.”

An important rule of the Mac is that you must select something before you
modify it. For example, you must first select some text before you can for-
mat it, or you must first select a graphic object before you can resize it.

9. Don‘t steal.

It's very easy to make illegal copies of software, but you put yourself and
your organization at risk by doing so. Support the creative efforts of soft-
ware designers by compensating them.

10. Concentrate on concepts not specifics.

The goal of this book is not for you to memorize computer commands. Try
to look at the big picture. Once you know how to use one word processor,
it will be easy to transfer those skills to using another Mac word processing
program. So whether you switch to ClarisWorks, WordPerfect, SuperPaint,
or most other applications, you should be able to pick them up quickly
after learning the concepts in this book.

The next chapter gives a quick overview of some of the issues in deal-
ing with Macintosh hardware and an understanding of just a tiny bit of
computer terminology (technospeak). After that, I promise you, we'll get
you started working on the Macintosh.



CHAPTER 2

Hardware Issues

Before we look at specific Macintosh hardware, let’s take a quick look at
some general computer concepts. I like to think that this is just enough
technospeak to protect yourself in a computer store.

01

01000001=4A

A computer is a digital device. All of the information (data) it handles is
converted into a series of 0s and 1s. These digital data can represent text,
graphics, sound, or even video. The smallest unit of information a com-
puter handles is called a bit. The term bit stands for a binary digit, referring
to the binary nature of computers: power is either allowed to flow through
an electronic switch (represented by a 1) or stopped (0).

A combination of eight bits equals one byte. Generally speaking, each
stroke on the keyboard is represented by one byte. It's much like the old
Morse code of the telegraph system. Each letter, number, or symbol on the
keyboard is coded into a unique series of eight bits (represented by 0s and
1s). For example, 01000001 represents the uppercase A. A group of about a
thousand of these bytes (1024 to be exact) is called a kilobyte or K.

Computer memory, disk space, and document size are measured in
terms of kilobytes, megabytes, and even gigabytes. A page of plain text
takes up about 3 K, but graphics and sound take up much more space.
When people talk about an 800K disk, they mean it can hold about 800,000
bytes or characters. The earliest Macs had only 128 K of random access
memory (RAM), but now all Macs are sold with at least 4 megabytes of
RAM. A megabyte (or meg or MB) is 1024 kilobytes (or about one million
bytes).

Now that we have been casually dropping the term RAM, we’d better
explain what it means. There are two types of computer memory, RAM and
ROM. ROM refers to read only memory. These are the permanent instruc-
tions built into the computer’s chips; the user can’t change them. These
include the number of colors the computer can display, the sounds it
makes, and basic arithmetic functions. We don’t normally measure ROM.
What is more variable is RAM or random access memory. This is user de-
finable memory. As you type on the keyboard or load a program in from a
disk, the information is held in RAM. Think of this as a holding tank. The
bigger the tank (more RAM), the more data you can work with at one time.
RAM is thought of as soft memory; it's only in the computer’s memory
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until the computer is turned off or someone trips over the plug. There’s
only one way to make these data more permanent. You guessed it! Save the
information on a disk. If the plug gets pulled or the computer crashes
(stops working) you can always load the information back into RAM from
your disk. In these tutorials remember to save often. By the way, when
you load information from your disk into RAM, the computer actually
makes an electronic copy of your data and places it into RAM. Your origi-
nal file is still on your disk and only gets changed when you resave the file.

Floppy Disks

Now that you've been badgered into saving often, let’s discuss the various
storage media. The Macintosh uses 3.5 inch floppy disks. These come in
two different types: double density, which hold 800 K (remember kilo-
bytes?), and high density, which hold 1.44 megabytes. You can tell the
disks apart because the high density disk has two holes on the top, while
the double density disk has only one. Be aware that some older Macin-
tosh models cannot read high density disks, while all can read double
density. When you buy a brand new floppy disk it is not formatted (or
initialized). There is no indication of whether it is for the Macintosh or IBM
platform. In the next chapter you will learn how to format a blank disk on

Double High
Density Density

Hard Disks

Ahard disk is a series of rigid platters that can hold great amounts of data.
Macs come with a built-in hard disk, but you can also buy external hard
disk drives to fit under or beside your computer. Either way, hard disks are
not removable; they are a permanent part of your computer system. The
smallest Mac hard drives commonly found hold 40 megabytes of data, but
it’s increasingly popular to buy drives with 80 MB, 160 MB, or more. Most
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powerful programs such as Microsoft Works and Aldus PageMaker must
be run from a hard disk.

Removable Cartridge Drives

If you need to transport really huge files you can buy drives that use re-
movable cartridges. These have as much if not more capacity than hard
disks, but they are removable. The cartridges are not much larger than a
floppy disk. Some of these cartridges use a magnetic system (tape), and
others use an optical system (disks). Removable cartridge drives are often
used for storing complex graphics or multimedia presentations.

CD-ROM Drives, or What’s a Gigabyte?

A CD-ROM (Compact Disk Read Only Memory) can hold almost 1,000
megabytes (a gigabyte or a billion bytes) of data. ACD-ROM disk looks just
like an audio CD; in fact, most CD-ROM drives can also read music CDs.
The data on a CD-ROM is read by a laser beam. Most CD-ROM drives are
external, but a few new Mac models offer built-in drives. Because of the
mind-boggling storage capacity of CD-ROMs, they are gaining popularity
as the best medium for storing large databases of information, such as a
whole encyclopedia set or enormous clip art collections. But there are two
drawbacks to CD-ROM. First, as the name implies, they are read only, so
you cannot write to or change the information on the disk. The second
problem is that CD-ROM drives are relatively slow in reading data, thus
they have some problems in multimedia applications.

Well, this is starting to sound like Computer Literacy 101, so let’s look
specifically at the world of Macintosh computers.

Macint%)sh Models

The first Macintosh was introduced by Apple Computer, Inc., in 1984. It
was revolutionary for its graphical user interface and ease of use. In the last
couple of years a dizzying number of Macintosh models have been intro-
duced. The primary differences among the various Macs are their proces-
sor speeds and memory configurations.

Microprocessor Speeds: The “brain” of any microcomputer is its cen-
tral processing unit (CPU) or microprocessor. The CPU is a silicon chip
which is mounted on an integrated circuit. Generally speaking, the faster
the speed of the processor, the faster the computer works. This is most
evident in intensive applications such as desktop publishing and multime-
dia. Macintosh computers have been built using the Motorola 68000 series
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of microprocessors, with speeds ranging from 16 to 40 megahertz. In 1994,
Apple, working jointly with Motorola and IBM, introduced the PowerPC
chip, with speeds from 60 to 100 megahertz. Some older Macs can be up-
graded to use PowerPC technology. It now appears that Apple’s strategy is
to group Macintosh models into the following families:

m Power Macintosh: The most powerful and fastest Macs, incorporat-
ing the PowerPC chip. The newest generation of Macs.

T < TR T

m  Quadra: Powerful Macs geared for business and professional applica-
tions. Uses the Motorola 68040 CPU.
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m  Mac LC: Geared to the educational market. Less costly and not quite
as powerful as the Quadras.

(i Ty

& Macisto 11

m  Performa: Sold through department stores and aimed at the wants
and prices of the home market.

m  Powerbook: Laptop computers for portable use. Also includes the
Powerbook Duos, which “dock” into a desktop Macintosh system.
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Apple has discontinued many models of Macs including the SE and
the IIsi. But even if you have an older Mac, most software will still work on
it, although perhaps not as efficiently as on the newer, speedier Macs.

System Software

r

A computer must have a program that controls its basic functions. In the
IBM world this program is referred to as DOS or disk operating system.
Apple calls its software System Software. When you buy a Mac it comes
with the current System Software installed on the hard disk. The current
version is called System 7. You can upgrade to new versions as they are
released. The System Software is the first thing read into memory when
you start up the computer. Chapter 3, Getting Started on the Macintosh,
has you explore the System Software extensively. For users running the
older System 6, differences have been noted in the text of the tutorials.

The Finder

When you first turn on your Mac, the program you will be in is called the
Finder and the screen you will see is called the Desktop. You might think
of this screen as home base. This is where you start from and where you
must return to in order to do basic housekeeping tasks, such as moving and
copying files.

& File Edit ffiew Label Special Alias 9:25 (7] )
T T g i
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Graphical User Interface (GUI)

The Macintosh made its mark with the introduction of its graphical user
interface (pronounced gooey!). This is a fancy way to say it allows the user
to point to pictures and symbols (icons) instead of having to memorize
commands. Pull-down menus for commands and the use of windows are
also part of this user friendly interface.
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Files, Folders, and the Hierarchical File System

The Mac separates data into files and folders, Files may be applications
(programs) or documents (letters). Folders may contain any combination of
these file types. All of these are represented by icons, or small pictures on
the screen. There is a hierarchy which determines how these data are or-
ganized.

The more data there are on a disk, the more important it is to keep them
efficiently organized. You will want to develop a logical organization of
your files and folders; this is the concept of the hierarchical filing system.
On the Macintosh, you organize your data on the Desktop much like the
way you file paper files in an office. Your documents are placed into file
folders. Folders with a similar nature are grouped together, just as in an
office they would go into the same file drawer. Then these groups of folders
can be grouped together, just as you might keep related drawers of files in
one filing cabinet.

The analogy to an office filing system breaks down in the fact that on
the Mac, folders can be nested inside of other folders. Thus there is a logical
progression: files into folders, nested inside other folders, and perhaps in-
side still other folders. Folders can contain files, applications, or other fold-
ers. Here are a few examples:

m Inyour personal files you might have a folder called Correspondence, in
which you might have two folders, Work Correspondence and Personal
Correspondence. Within your Personal Correspondence folder you might
have numerous documents and other folders such as Letters to Mom.

a In your folder on a research project, you might have separate folders
for Findings, Things to Do, Illustrations, and References.

m  Your C.ARP.disk is organized into separate folders, one for each tuto-
rial in the book.

m  Acomputer’s hard disk may be separated into folders for each applica-
tion along with one for active data. If you have numerous applications
you might want to organize the folders into Word Processors, Graphics
Programs, Instructional Programs, and so on.

m Inaclassroom, a teacher might want to set up a separate folder for each
student.

g S

l correspondence l

work personal
v 1 TR

5B BRO

letter! Tletter2  thanks invite tomom

When you save your data it is important to determine which folder the
document will be saved in. You will practice this in the next chapter, but
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you should always make sure that you save your data in the right folder on
the right disk. Just as in real life, if a document gets misfiled it may be
difficult to find it (in Chapter 3 we’ll show you a secret to help you quickly
find any file).

Well, enough chitchat; let’s move on to the next chapter and get started
using the Mac.



CHAPTER 3

Getting Started on the Macintosh

FILES AND FOLDERS USED IN THIS TUTORIAL
The following will be found in the Practice Folder of your C.A.R.P. data disk:

More Practice (folder) Beginnings

Ready Set

Go Worthless Junk (folder)

More Junk (folder) Important Junk

Teach Text First Time (created by user)
Masterpiece (created by user) Improved Masterpiece (created by user)
MAC IQ IQ ANSWERED (created by user)

You will be making a backup of the C.A.R.P. disk at the end of this chapter,
so you will need two blank floppy disks to do this. Don’t worry about
changing the files in this tutorial; a “fresh” set of them will be created in the
exercise at the end of the chapter.

Conventions

Throughout this printed tutorial we will use different typestyles to identify
certain types of terms. The key to the use of these styles is as follows:

Bold Type = New terms, which are described in the glossary.

Italics = Things you type in plus file, folder, and disk names.

Bold Italics = Menu names and items, window names, and actions you
take via menu items, Command keys, dialogue buttons,
or tools.

Appendix A has a printed reference sheet of all of the menus you will be
working with in this tutorial.

A Note about System Software Versions

A computer must have an operating system installed in order for it to func-
tion. In 1991 Apple introduced a major revision of its System Software,
which is called System 7. This tutorial addresses both System 7 (including
incremental upgrades through 7.1) and System 6.

Many users with older Macs continue to work in System 6. Some older
Macs cannot run System 7 efficiently. Operations in Systems 6 and 7 are the
same about 90 percent of the time. System 7 has a few additional features.

) D ) ) )

)



)

Y 2 3 3 ) ) 33 ) ))

)

> 223 ) ) )y o))

) ) ) )

GETTING STARTED ON THE MACINTOSH o 21

In this tutorial when instructions are different for System 6 users, those
instructions are prefaced with this notation: SYSTEM 6 USERS. In addition,
some of the screen displays illustrated will be slightly different than what
you will see when working in System 6. Later in this tutorial you will learn
how to tell which version of the System Software is installed on the Mac
you are working on.

Introduction

In order to use Macintosh applications effectively, it will pay to be comfort-
able with the basic operation of the computer and its system software. The
focus of this tutorial is to have you explore the use of this system software
in some detail. A couple of hours spent here will save you hundreds of
hours in your Macintosh computing career.

With computers there are always difficult ways to do things, but we
want to show you the easy way to do things. Remember MacTruth number
2? Hard is primitive, easy is powerful.

This tutorial will lead you click-by-click through the operations, so
you'll need to use this at the computer, following the instructions as you
go. We'll try to explore all of the features of the menus in the Finder.

Review of Terminology

Chapter 2 covered most of the terminology you will be encountering in this
tutorial. But let’s take just a moment to review a few of those concepts.

The Macintosh uses a graphical user interface of icons (pictorial sym-
bols) and pull-down menus. Data are separated into files and folders. Ap-
plications are programs, and documents are letters or other items created
in an application. There is a hierarchy of how these data are organized.

You will learn how to use a mouse, the Macintosh pointing device. The
four mouse movements will be explained. You will select, open, and create
numerous files. Pull-down menus will be used to access commands. You
may even have to use the keyboard at times. You’ll learn more about win-
dows than you ever thought possible. You'll learn how to open, zoom,
resize, drag, and close a window, and we'll have a bit of fun using some
Desk Accessories.

Starting Up the Computer

Turning It On

There are a couple of different ways of turning on the Mac, depending on
which model you have.

On most modular Macs (those with the monitor separate from the
computer), the following steps apply:

1 Reach around to the lower back left or back right of the computer
and press the rocker switch. On Power Macintosh models the power
switch is on the front of the computer.
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2 You'll also probably need to switch on the monitor. This power
switch may be on either the front or the back of the monitor.

A good way to simplify this process is to plug both the computer and
the monitor into a power strip and just use its one switch for master power.
Power On key If you are using a Mac I or a Quadra, follow these directions:

1 Simply press the large key with the triangle on it at the top of the
keyboard to turn on the computer. On most other Macs this key does
nothing!

2 You'll also probably need to switch on the monitor. This power
switch may be on either the front or the back of the monitor.

If you are using a “one piece” Mac (with a built-in monitor), such as a
Classic or some Performas, turn everything on with the rocker switch on
the lower back left of the computer.

switch

If you're using a Powerbook, you'll have to wrestle to open the little
door on the back left of your computer to get to the power-on switch (the
leftmost button). Press it once to turn on your Powerbook. If you're using
a Powerbook Duo, there won’t be a door to negotiate. Just press the power-
on switch on the back left of your computer.

The Finder and the Desktop

After you turn on the computer, the hard disk will whirl for a moment and
you will see a screen with icons and menus on it. The application you are
in is called the Finder, and the gray (or other colored patterned) area of the
screen is called the Desktop. This is your home base; you will return to this
screen to copy or move files and to shut down the computer.

Take a moment to examine Figure 3.1, which shows the parts of the
Finder’s screen.

Inserting a Floppy Disk
1 Take your C.A.R.P. data disk and hold it label side up.

2 If you look carefully you will notice that the disk has an arrow on
one edge of it. Find the arrow.

3 While pointing this arrow at the computer, place the disk in the
computer’s floppy disk drive.

The drive will quietly whirl, and an icon of the floppy disk will appear
on the Desktop.
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< Flle Edit Label Special [GHEIR
Hard Disk {con —3
Menu Bar o

Floppy Disk Icon

1]

Pointer

Desktop

Trash

Trash

Figure 3.1

The Mouse

You’ve probably heard of computer mouses (mice?). This is the Mac’s pri-
mary pointing and input device. We'll be using the mouse extensively. You
will learn four basic mouse moves: the press, the press-and-drag, the sin-
gle-click, and the double-click. It usually takes about an hour of practice
to get comfortably coordinated in using the mouse. To begin, hold the
mouse so your forefinger naturally falls on the large button at the top of the
mouse.

Apple’s laptop computer, the Powerbook, comes with a trackball in-
stead of a mouse. A trackball is like a mouse flipped on its back. You roll the
ball around with your thumb. Some users of desktop Macs prefer to hook
a trackball up to their computers instead of a mouse. In 1994, Apple intro-
duced the Trackpad on some Powerbooks, a flat touch sensitive plate,
which takes the place of a trackball.

Watching and Waiting

Anytime you see a little watch on the screen, that means the Mac’s micro-
Pprocessor is busy processing. You don’t need to do anything; in fact, you
can’t do anything. Just wait a moment and you’ll be back to live action.

Pull-Down Menus

First, let's practice using the Mac’s pull-down menus and learn how to
choose an item.
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New folder BN

Cpen %0
Print WP
Liose Windaw xUY
Get Info %1
Sharing...
Buplivale Ed)

Make Rliss

Put Away 34
Find... »®F
Find Rgaln %6

Page Selup... |

Print Desktop...

The Pointer

Move the mouse around the screen. You will see an arrow move; this is the
pointer. Remember, the part of the pointer that is active is the very tip of
the arrow. When typing, the arrow will turn into an I-beam or insertion
point. At other times the pointer may take still other forms.

By the way, if the mouse goes off the edge of the mouse pad or table,
you can lift it up, move it, and continue your action. Most people use a
mouse pad to keep the ball on the bottom of the mouse clean. You can turn
the mouse over and see how the ball moves.

Mouse Movement Number 1—The Press

1 Move the mouse until the tip of the pointer is on top of the word File
and press the mouse button down (see Figure 3.2). A list of menu
commands drops down. We've just learned our first mouse
movement, the press.

2 Let go of the mouse button.

3 Press on each of the menu’s names and notice the commands in the
pull-down menus (but don’t select anything).

In this book we will recommend you introduce yourself to a new appli-
cation by pulling down each of its menus and, without selecting any of the
commands, take mental note of those commands. With the Mac’s intuitive
approach, you can probably guess what many of the commands do.

> SYSTEM 6 USERS  You will have slightly different menus than those illustrated.

€ File Edit Uiew Label Special D M

Figure 3.2

Mouse Movement Number 2—The Press and Drag

To choose an item on a menu, you will press the mouse button and slide the
pointer down until the desired command is highlighted, or selected.

1 Move the mouse until the pointer is on the word File.

2 Press down on the mouse button and, while still holding the button
down, drag down to the Page Setup command.

3 Release the mouse button.

This is our second mouse movement, the press-and-drag. Later, you
will use this same technique to select text.

Dialog Boxes

You now see a rectangle on the screen with additional instructions. This is
called a dialog box. Anytime you see an ellipsis (three dots) after a menu
command, as you did with Page Setup, it means you will need to make
choices in a dialog box. Dialog boxes always give you an option to cancel,
so it is safe to explore menu commands this way.
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Laserlriter Page Setup

Paper: @ US Letter O A4 Letter i
QUS Legal O BS Letter O|_Tabloid

Reduce or % Printer Effects:

Enlarge: (3 Font Substitution?

Orientation X Text Smoothing?

(X Graphics Smoothing?
% (X Faster Bitmap Printing?

Mouse Movement Number 3—The Single-Click

Move the mouse to the Cancel button and click once. This is our third
mouse movement, the single-click. To single-click you make a a quick,
light touch on the button of the mouse, with the cursor located on the de-
sired spot on the screen.

Determining System Software Versions

1 Move the pointer to the part of the menu that is the icon of an Apple
and press the mouse button. This is logically called the Apple menu.

2 [f the top command reads About This Macintosh, you are using
System 7. If it says About the Finder, you are working in System 6.
Drag down and select this top command. A dialog box appears
which tells you what System Software version you are using and
how much memory is available on your computer.

3 Select Close Window from the File menu to close this dialog box.

Deciphering Icons

You'll encounter many types of icons, including those representing hard
disks, floppy disks, folders, documents, applications, printers, and the sys-
tem. When an icon is black it means it is selected. When it is gray it means
it is already open.

The First Rule of the Macintosh

The first rule of the Mac is that you must select something before you can
do anything with it. You might think of it as “select then affect.” This rule
is true in all Mac applications. For example, in a word processor, you need
to select the desired text before applying a typesize or style to it. Ina graph-
ics program, you must first select an object before you can move or resize
it. In the Finder, you must select a file or folder before opening, moving, or
copying it. By the way, selecting by itself does nothing; it just identifies
which item will be affected. Let’s do some selecting,.

Selecting a Disk
1 Single-click on the floppy disk icon to select the C.A.R.P. data disk.

2 Notice that the icon becomes darkened, which indicates it is selected.
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NOTE: Click inside the icon and not on the name. If you
click on the name, the computer thinks you want to change
the name.

3 Click in the center of the screen to deselect the floppy disk.

Dimmed Commands

1 Pull down the File menu.

You'll notice that some of the commands are in black letters and
some are in gray. When a command is gray or dimmed, it means that
particular item is not available at that moment.

2 For example, drag down to select the Print command. Nothing
happens. It is dimmed because there is currently nothing selected to
print.

Toggle Commands

Some commands will have check marks next to them in the menu. A check
mark indicates the command is active, or on. By selecting the command
again, you toggle the command off (the check mark disappears). Select it
again, and it toggles back on (the check mark returns). Sometimes the
name of the command will change instead of a check mark appearing
(for example, Show Balloons will change to Hide Balloons when you tog-
gle it).

1 Single-click on the floppy disk icon to select the C.A.R.P. data disk.

2 Pull down the Label menu. Notice that None has a check mark next
to it.

3 Select Hot from the Label menu. Notice that Hof now has the check
mark and None has been toggled off.

4 Select None from the Label menu to toggle it back on.

Pop-Out Menus and Scrolling Menus

In some programs you may encounter pop-out menus, where you not only
slide the mouse down, but also to the side. These are indicated by an
arrow next to the command. Very long menus may have an arrow at
their bottom. When you drag down you will see additional items which
extend past the bottom of the screen. Neither of these types of menu is
found in the Finder.

Muystical
New York Spacing Y vLeft
v Center
‘ 0 Right
10 Justified
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V4

abel menu

Use this menu to assign labels
to items on your desktop and
in Finder windows. The
labels you assign can be used
to organize related files.
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Balloon Help

System 7 introduced a funny little feature called Balloon Help. The term
“palloon” comes from the comic book term for the area where the words
that a character is saying are displayed. In the Finder and other programs
which offer Balloon Help (including Microsoft Works), you can toggle this
feature on and get a brief explanation of each menu command as you move
the pointer on it. Let's try it.

1 Pull down the Help menu (it's the one with a question mark in a
balloon) and select Show Balloons.

2 Drag the pointer over the Label menu. Gee whiz, Batman! A balloon
popped up!

3 Drag down to various commands and you will see explanations of
those items. Boffo, Batman—more help!

Before you get too impressed with this feature, you should know that
the help you get is pretty simplistic and the balloons popping up dramati-
cally slow down your work. So, you might want to Show Balloons when
you are just beginning to learn a program, but after that you will probably
leave them off. Let’s turn them off before we go batty.

4 Select Hide Balloons from the Help menu (notice the command name
toggled). Whew! That was a close call!

»> SYSTEM 6 USERS Sorry, System 6 does not offer Balloon Help. Perhaps you're
fortunate!

Command Key Shortcuts

You might have noticed some strange characters to the right of some menu
commands. These are Command key shortcuts. You can use these instead
of using the menu by pressing the Command key (the one with the clover-
leaf symbol on it) and the letter associated with it. For example, Command-
P will print.
1 Ifit isn’t already selected, click once on the C.A.R.P. data disk to
select it.

2 Hold down the Command key on the keyboard and at the same time
press the O key (the letter 0). This functions to open a window to
show you all the files in it or to start an application.

3 The C.A.R.P. disk will open.
4 Do a Command-W to close the C.A.R.P. disk.

A special command sequence is Command . (Command period). This
stops an action in progress. You most often use it to cancel a printing job
after it has started.

Finder Shortcuts

If you're a fan of cryptic keyboard commands, there is a little corner of
paradise in the Finder for you.

1 Pull down the Help menu (the one with the ?) and select Finder
Shortcuts.
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2 Now you can move through five full screens of keyboard shortcuts.
What more could a keyboard fan ask for?

3 Don't try any of these now. Just select Close Window from the File
menu to get back to where we started.

Microsoft Works has six more screens of these shortcuts.

[J=——— Finder Shortcuts ="i—"——————|

J1]

@ Macintosh Finder Shortcuts

Use the following keyboard shortouts as you work
with the icons and windows on your desktop. Look in
the Finder 's menus for additional keyboard shortcuts.

Working To open an icon Double-click the icon
with icons (or press 8¢ - Down Arrow)
To copy an icon into another Option + drag the icon
folder {instead of moving it)
To clean up selected icons Shift + Clean Up
To clean up and sort icons Option + Clean Up

Unde !sfcmding lcons and Folders

" ——_

N mee—

final
exam

SHAIMS

school work

Now let’s explore icons and folders. Icons are the little pictures you see on
the screen. They are symbolic representations and are a key part of the Mac
interface. These save you having to type in a code to give the computer
instructions.

1 Pull down the File menu, drag down to Open, and release the mouse
button. The C.A.R.P. window will open.

2 Press-and-drag the File menu, and select Close to close the window.

Mouse Movement Number 4—The Double-Click

A faster way to open an icon is to double-click on it. Move the mouse
pointer inside the C.A.R.P. disk icon and give the mouse button two quick
clicks.

If the window did not open, you might have wiggled the mouse as you
double-clicked. Try holding the mouse a bit steadier before you double-
click.

Folders

Folders are essential to the organization of your work on the Mac. Just as
in an office, they form the basis of a filing system for your information. This
is technically called the hierarchical filing system. In plain English this
means that files are contained inside of folders which may in turn be con-
tained inside of other folders. It's an efficient way to group your informa-
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tion. For example, the file Final Exam might be contained inside the folder
Exams, which is contained inside the folder School Work.

Your C.A.R.P. disk has separate folders for each of the tutorials in the
book. This chapter works with the files in the Practice Folder folder.

New Folder
How do you create a new folder? Easy:
1 Double-click on the Practice Folder icon to open its window.

2 Pull down the File menu and choose New Folder. A folder icon called
Untitled Folder appears on the screen.

3 To change its name, just start typing in a new name. Give it the name
First Time.

4 1f you type an error, just use the Delete key to erase the error and type
in the correct letter(s).

The title of a file, folder, or disk can be up to 31 characters long and can
contain any character except a colon.

5 Press the Return key, and the name changes.

Exploring the Keyboard

While we’re at the keyboard, let’s discuss some of the special keys found
on it.

Delete Key

Characters are removed by going past the character and pressing the De-
lete key. The Mac normally does all of its erasing using this backspace de-
lete technique.

Spacebar
The Spacebar inserts blank spaces, which can be deleted.

Caps Lock

When the Caps Lock key is depressed, the keyboard will type all uppercase
letters, but it will not give you the characters above the numbers or above
the punctuation. You'll need to use the Shift key to type those characters.

1 Move the pointer to the space following the letter e in the title of the
First Time folder and click once.

2 Now click a second time. The cursor will appear as an I-beam, which
means you are in text mode.

3 Press the Delete key (repeatedly) to erase the title.
4 Press the Caps Lock key.
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3 For a new title, type in FIRST TIME 1. Notice that you got a one and
not the exclamation mark; you would need to hold down the Shift
key to get the exclamation mark.

6 Press the Return key. Your new title is applied.
7 Turn off the all caps mode by pressing the Caps Lock key again.

Return Key

The Return key not only starts a new paragraph when typing but is used to
activate a response. I like to think of it as the “enter” key; in fact, on some
keyboards it is labeled as Enter.

Command Key

You've already used the Command key, which works as a keyboard short-
cut. It does not create a character on the screen but causes a command to be
executed.

Arrow Keys

The four arrow keys near the bottom of your keyboard move the cursor
when you are in text mode. This may be more efficient than using the
mouse when you are typing.

Option Key

Next to the Command key is the Option key, which is sometimes used in
combination with the Command or Shift key. The Option key is used to
access special characters, such as bullets and accent marks.

1 Move the pointer to the end of the title C.A.R.P. below the icon of
your floppy disk and click once.

2 Press the Delete key to delete the current title.

3 Hold down the Option key and while still holding it down, press the
8 key (don’t use the Shift key). This creates a “bullet,” which is more
impressive than an asterisk when creating a chart.

4 Type in your own name to personalize your data disk.
5 Press the Return key.
Now let’s use the Option key to enter a letter with an accent mark.
1 Click at the end of the FIRST TIME 1 folder title.
2 Delete the title and type an M.
3 Press the Option key and an e.

4 Now typee.

The letter e appears with an accent mark above. Typing Option-e
makes the next letter (assuming it’s a vowel) typed have an accent
mark.
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5 Now finish the word México. o

6. Delete México and change the folder’s name back to First Time. Press
“ the Return key.

Here is a list of a few other alternative characters created via the Option

key:

Option ' creates a back-facing accent mark
Option n = fi

Option2 =™

Option / =+

Option u = it

Optiong =©

Option 4 = ¢

Esc Key

On older keyboards the Esc (escape) key can be used to back out of an
operation or sometimes to undo the most recent action.

1 See if your keyboard has an Esc key. It will be either to the right of
the Spacebar or in the upper left corner of the keyboard.

2 Click once on the First Time folder. Now it’s selected.

3 Press the Esc key. Now it’s deselected.

Tab Key

Indent paragraphs with the Tab key; do not use the Spacebar to indent or
you will get irregularly spaced indents. The Tab key is also used to move
from box to box in a dialog box, as you'll experience later in this book.

Control Key

The Control key (labeled as Ctrl) is a bit like our tonsils; it is a primitive
thing left over from an earlier era. It's not used much on the Mac except
when working on a modem.

Triangle Key

On some models of the Macintosh you can turn on the computer by press-
ing the large key with the triangle on it, located at the top of the keyboard.
On most Mac models this key does absolutely nothing!

Doing Windows

Windows are one of the key strengths of the Macintosh computer, and it is
important to know all the little tricks involved in using windows, since
you'll find them in almost every application.

1 Have the Practice Folder window open. You might want to refer to
Figure 3.3 as you work through this section.
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Figure 3.3
Title Bar

The title bar is the area at the top of the window which tells you the name

of that window, whether it be a file, a folder, a disk, or even just a dialog
box.

Moving or Dragging a Window

If you press-and-drag on the title bar, you can move the window around
the Desktop.

1 Press the mouse on any part of the Practice Folder title bar except the
two boxes in the corners, and drag the window around.

2 Just the outline of the window will appear until you let up on the
mouse button.

3 You can even drag part of the window off the screen

4 Park this window near the top of the screen with part of another
window’s title bar visible.

Active Window

What do you notice is different about the title bars of the windows you
currently have open? Only one has stripes in its title bar; this means it’s the
active window. The active window will be in front of the other windows.
Any commands you initiate will be applied to this window.

1 Be sure you have some part of the C.A.R.P. (retitled as your name)
window visible.

2 Now, simply click once anywhere in that window. That window now
becomes the active window and is brought to the front.

3 Click in the Practice Folder window to make it active again.
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Zoom a Window

Let’s learn how to zoom, size, and close a window. On the upper right
corner of the window is the zoom box.

1 Click once in the zoom box of the Practice Folder window. The
window will enlarge.

2 Click in it again; it zooms back down to its previous size.
3 Click in it again, it returns to the large size.

The zoom box just toggles between two sizes. Now let’s learn a more
flexible way to change a window’s size.

Size a Window

On the bottom right corner of the window is the size box. This functions
not by clicking on it, but by dragging it.
1 Press-and-drag in the size box to make the window larger or smaller.
2 Experiment with this horizontally, vertically, and diagonally.

3 Finish by making the window about three inches square and
dragging it to about the center of the screen.

Notice that some folders or files may be hidden when the window is

small; don’t worry, they are all still in there—they are just hidden from
view.

Scroll Bars

Along the right and bottom edges of the window are the scroll bars. These
allow you to view things that may not fit within the current display of the
window. You'll need to use these to scroll the screen display in many types
of programs, including graphics and word processing.

As you work with windows, you might notice that some scroll bars are
gray and others are white. When a scroll bar is gray, this indicates that there
are other items in the window you can’t see currently. A white scroll bar
means there is nothing more to scroll to.

1 Zoom the window to a large size. Notice the scroll bars may turn
white.

2 Zoom it back to its small size.
There are three ways to scroll. The first is to press on the scroll arrows.

1 Click or press-and-hold on an arrow to see the screen scroll.

Did you notice that the scroll box moved as you pressed the arrow?
You can also drag the box to move it. This is very useful for moving
through several pages of a long word processing document quickly.

2 Drag each scroll box around.

If you click the pointer in any gray area of a scroll bar, the window will

3 Click in the gray area to either side of a scroll box.
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Close Box

To close a window, simply click the close box in the upper left corner of the
window. Close each of the windows now.

Some dialog boxes also need to be closed with the close box before you
can proceed.

Selecti+g, Moving, and Copying Files

Let’s now learn a few power user techniques for selecting, moving, and
copying files.

1 Open your floppy disk by double-clicking on its icon.
2 Open the folder called Practice Folder.

Notice there are several files contained within it. We want to move
those files to your First Time folder.

Moving a File or Folder
1 Open your First Time folder by double-clicking on its icon.

2 Click in the Practice Folder window to make it active. You may need
to move another window to allow it to show.

NOTE: While working through the remainder of this section,
be sure to single-click on a file to select it. If you make a
mistake and double-click, you will open the application it
was created in. If this happens to you, just select Quit from
the File menu and you will be back in the Finder.

3 Click once on the Beginnings file icon to select it. It should become
black. '

4 Now, simply press-and-drag it into the First Time folder. Let go of the
mouse button. Now the file has been moved to a different folder.

A folder or disk does not need to have its window open to move or
copy to it. You can drop an item right into the folder’s or disk’s icon.

When you move an item within the same disk, even a hard disk, the
item is simply placed in another location. When you drag an item to a
different disk, a copy of the item will be created.

Copying a Folder
1 Open the hard disk of your computer by double-clicking on its icon.

2 Examine the folders on the hard disk, and decide on one to copy
your files to. Do not open the folder.

3 Make the Practice Folder window active.

4 Position the window so that the folder on the hard disk that we want
to copy to is visible behind our active window.
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5 Press on the More Practice folder, and drag it to the destination folder
in our hard disk’s window. A dialog box will quickly flash on your
screen, indicating the number of files copied.

6 Open the destination folder to confirm that the More Practice folder
was copied onto it.

Multiple Selections—The Shift-Click

What if we want to copy or move several files at once? There are some
power user ways to do this.

1 Make the Practice Folder window active.
2 Click ONCE on the Ready icon.

3 Now click on the Set icon. Notice that Sef becomes selected and the
Ready file has become deselected.

4 To make a multiple selection, click on the Ready icon.
5 Now press the Shift key and without letting go, click on the Set icon.

6 While still holding down the Shift key, click on the Go file.

Notice that all three files have been selected. This is called
Shift-Clicking and is used in many applications to make multiple
selections.

7 Let go of the Shift key and drag the selected files into your First Time
folder. All three files will be moved.

Selection Marquee
Another way to select several items at once is to use a selection marquee.

1 Make the First Time window active.

5 . 2 Position the mouse in an empty space towards the upper left of the
e window, and press and drag the pointer diagonally until a dotted
box is drawn around three of the files. Any file that is even partially

enclosed in this marquee will be selected.

3 Press on any of the items, and drag them into your Practice Folder
window.

Select All

Here’s one more selection method; it allows you to select all the files in a
folder with one command.

1 Make the Practice Folder window active. If files are still selected,
deselect them by clicking outside of their selected titles.

Undo

Cut it
Copy ®C
Paste sl
Cienr
Select All

2 Pull down the Edit menu and choose Select All. Notice that all of the
files have been selected.

 Show Clipboard 3 Click outside the icons to deselect them.

Select All is a great technique to use for making modifications to the
entire text of a lengthy word processing document.
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Out the Trash

The Trash can icon serves two purposes: it is used to delete files and to eject
floppy disks. This is a bit confusing, but be assured you cannot erase a
whole disk by dragging it into the trash.

Placing ltems in the Trash

1 Open the Practice Folder window if it’s not already opened and
active.

2 Select the Worthless Junk folder, and drag it into the Trash can icon.

3 When the Trash can becomes black, let go of the mouse button and
your file will drop inside of it.

Notice the can is now bulging (to use the technical term); that means
something is inside of it.

Removing Items from the Trash
1 To remove something from the Trash, double-click on the can.

2 The Trash window will open, showing you the contents of the trash.
Now drag the Worthless Junk folder back into your Practice Folder.

You can also move something back out of the Trash by selecting the
item and then choosing Put Away from the File menu. This automatically
places it back where it came from.

Emptying the Trash
1 Drag the More Junk folder into the Trash.
2 Go up to the Special menu, and select Empty Trash.

3 Adialog box will open, asking you if you're sure you want to do this.
Click the OK button. Now the item is gone forever, and the trash can
is empty.

> SYSTEM 6 USERS [n System 6 the Trash will be automatically emptied whenever
you eject a disk, copy a file, start an application, or shut down the computer. In
System 7 it is only emptied when you invoke the Empty Trash command.

Switching Among Applications

In System 7 you can have several applications or programs running at
once. You can switch among these programs by using the Application
menu.

> SYSTEM 6 USERS There is no Application menu, but you could turn on Multi-
Finder to do the same type of thing.

1 Double-click on the file Important Junk in the Practice Folder.

2 This opens the document as well as the application it was created in.

3323333233332 23032333)3333 333333 )



3222 ) D) )2y oy o)y )

22 00 ) ) ) ) ) ) ) )

Hide TeachText
Hide Others
Show 81

& finder [y

| @ TeachText

GETTING STARTED ON THE MACINTOSH o 37

By the way, we've now just opened our first application, or program,
in this case a mini word processor called TeachText which comes with
the Mac and is used for reading instruction documents.

3 Pull down the Application menu, and drag down to Finder.

4 When you release the mouse you will be switched back to working in
the Finder. Notice the icon of the Finder is on the menu bar.

5 Drag down the Application menu, and select TeachText. We've
switched back again.

If you click in any part of a different window you will also switch into
the other application. This can be confusing. You can always tell which
application you are in by noticing the icon of the Application menu or by
pulling down the Application menu and seeing which item has a check
mark next to it.

1 Size your Important Junk window a bit smaller so some of the
Desktop screen is showing.

2 Click anywhere in the Desktop screen.

3 Notice the Finder’s icon appears in the Application menu, and the
now-familiar menu bar of the Finder is at the top of the screen.

4 Switch back to TeachText using the Application menu.

Cut, Copy, Paste, and the Clipboard

man frol
them.{]

The Clipboard is a temporary holding tank that can hold only one piece of
data at a time. Let’s try using it now.

Cut
First we will want to cut some text.
1 Be sure the Important Junk file window is active.

2 Click the mouse at the beginning of the first sentence of the
document to put the cursor there. Notice that the cursor in a word
processor is an I-beam.

3 Now press-and-drag the mouse to select all of the first sentence.
Release the mouse button. The text should become highlighted to
indicate that it is selected.

4 Now pull down the Edit menu, and choose Cut. The text appears to
be gone, but it’s in the Clipboard.

Paste

After you have cut something out, you will probably want to paste it some-
where. Let’s paste something into the Clipboard.

1 Move the cursor to the end of the document, and click once.
2 Hit a couple of Returns to drop down to a blank line.

3 Pull down the Edit menu, and choose Paste.
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Voild, your text is back. Your text is still in the Clipboard also.

4 Select Paste again (or Command-V for you power users). Another
copy of the text is created.

5 Select Show Clipboard from the Edit menu.

A window opens to show you the current contents of the Clipboard.
The amount of data that you place in the Clipboard is limited only by
your computer’s available memory, but you may only store one item
at a time. Remember, the Clipboard holds the same information until
you choose to cut or copy something else. The selected data even
remain when you change applications. This is a way to move data
between programs.

6 Close the Clipboard window.

Copy

Besides cutting things out, you can copy them.
1 Select the second quote in the document.
2 Choose Copy from the File menu.
3 Move the cursor to another place in your document.
4 Select Paste from the File menu.

It's almost the same process as cut, but do you notice the difference?

The Scrc::pbook

The Scrapbook is the place to hold, more permanently, text or graphics cut
or copied from almost any program. You might want to store a logo, a
letterhead, or a frequently used paragraph in it. Unlike the Clipboard, the
Scrapbook can hold numerous items. The Scrapbook is automatically
saved as a file on your hard disk.

To paste something into the Scrapbook, you must first cut or copy it.
Let's try it:

1 Select a sentence from your Important Junk document.

= ——— suapbunk=—7——— |
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2 Choose Copy from the Edit menu.

3 Pull down the Apple menu, and choose Scrapbook. The hard disk
will whirl, and the Scrapbook window will appear on the screen.

4 Choose Paste from the Edit menu. Your selection is now a part of the
Scrapbook.

To copy an item from the Scrapbook you reverse the process.

1 Scroll through the Scrapbook using the scroll arrows until you see an
item which is just text. It will be labeled as Text near the lower
right corner of the window. If you can’t find such an item, just
choose the frame with the text you just pasted in. In Microsoft Works
you could paste a graphic into your document, but TeachText
handles only text.

2 Choose Copy from the Edit menu.
3 Close the Scrapbook by clicking in its close box.

4 Bring the cursor to the beginning of your Important Junk document,
and click once.

5 Pull down the Edit menu, and choose Paste.

To delete an item from the Scrapbook, follow these steps:
1 Open the Scrapbook.
2 Scroll through it until you find the text you just pasted in.

3 From the Edit menu choose Clear (Clear removes it from the Scrap-
book without putting it on the Clipboard).

Apple Menu Items and Desk Accessories _

About This Macintesh...

&> Smart Labels Plus
@ Alarm Clock
Calculator

S Chooser

Control Panels

(&) Key caps

Note Pad

i Puzzie

& Scrapbook [y

The Scrapbook you've just been using is a Desk Accessory or DA. These
are handy little programs that work without your having to leave the ap-
plication you're in. These DAs are found among the items under the Apple
menu. Some of these come with the Macintosh, and others may be pur-
chased or are in the public domain. In System 7 you can put any file or
application in the folder called Apple Menu Items and it will appear under
the Apple menu.

> SYSTEM 6 USERS You do not have a folder called Apple Menu Items. Only
specially designed Desk Accessory programs can be installed under the Apple
menu on your system.

The Calculator DA

Let’s say you were typing a report and needed to calculate some numbers.
You could use the Calculator DA.

1 In your Important Junk document, type in this sentence: This month we
sold 77 Widgets at $87 each, raising a total of

2 Slide down under the Apple menu until Calculator is highlighted
(notice that the DAs are in alphabetical order).
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3 When you release the mouse button, a small calculator appears. You
can drag it around the screen by its title to a more convenient spot if
you wish.

To enter a calculation, you can use the mouse, keyboard, or numeric
keypad.

4 Find the answer to 77 * 88.
5 Select Copy from the File menu.

6 Close the Calculator.

7 Select Paste from the File menu.

Key Caps

Another useful, if often overlooked, Desk Accessory is called Key Caps.
This utility displays what each stroke of the keyboard will look like in a
given font.

1 Select Key Caps from the Apple menu. A window will open
displaying a picture of the keyboard.

2 Hit a few keys on the keyboard. Notice them in the display.

3 Hold down the Option key, and notice a whole new set of characters
on the keyboard display.

4 Try this with the Shift or Shift-Option keys held down.

5 To preview a different font, pull down the newly appeared Key Caps
menu and drag down to select a different font.

6 Select the Symbol font from the Key Caps menu. This font gives you
special icons which you can insert in your text just like any other
character. Option and Shift give you even more symbols.

7 Close the Key Caps window.

AORE
ml, [.1/]

Now that we have created our literary masterpiece, let’s learn how to save
it. You will want to learn how to save your work to a specific folder or a
specified disk. In this example, you'll want to save your work on your
floppy disk instead of on the hard disk.
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1 With the Important Junk file still open, select Save from the File menu.
The disk drive whirls for an instant, but not much appears to
happen.

In fact, when you save an existing file it actually overwrites the last
version of the file. The file is automatically saved in the same location it
was opened from, in this case the Practice Folder of your floppy disk.

2 Close the Important Junk file by selecting Close from the File menu.
3 Create a new file by selecting New from the File menu.
4 A blank document entitled Untitled is now created.

5 Type in a sentence or two, perhaps something about the weather or
some great philosophical insight.

6 Now select Save from the File menu.

The Save dialog box appears. This is where you specify which folder
and disk this new file should be saved to. Examine the parts of the dialog
box in Figure 3.4.

Iﬁl Practice Folder ¥ | CARP
| Eject
Desktop

Y

{} Begianiags

O bb

D tmportant Junk
0y MBL 1D

0O More Junk

0O More Practice

save this document as: [ cancel ]
ntted] |

Figure 3.4

7 Click once on the Desktop button; a list of the disks in use will
appear, in this case a hard disk and your floppy disk.

8 Click once on the name of your floppy disk, and click the Open
button (a shortcut is to double-click on the name to both select and
open it).

9 Now a list of the folders on your disk appears. We want to save
inside the Practice Folder folder, so click on it and then click the Open
button.

10 We could even nest the file inside of another folder, but we will keep
it just inside the Practice Folder.

11 Click at the end of the word Untitled, delete that title, and type in
Masterpiece as a title for the file.

12 Press Return or click the Save button.
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&3 Practice Folder

Y By
£y 5 B8 Desktop

0¥ tmporiant Junk
iy MBI 1

[0 More Junk

O More Practice

»> SYSTEM 6 USERS Your dialog box and procedures will be slightly different. In-
stead of a Desktop button you will have a Drive button. Click the Drive button
until the name of your floppy disk appears in the folder label.

Save As

You can use the Save As command to save your work under a new name so
as not to overwrite the existing version of your work, or you can use it to
save your work on a different disk than the one it was opened from. In
either case, once you invoke the Save As command, the original file will be
put away and you will then be working on the new file.

1 We want to save a copy of your Masterpiece document under a
different name in a different folder.

2 Choose Save As from the File menu. A dialog box appears.

At the top center is a pop-up menu with the name of the folder you are
currently in. Below it is a list of other folders on that drive. Folders in black
are available to switch to.

3 Press and hold the mouse button on the pop-up menu, and drag to
the name of your floppy disk.

We will save your file at the first level of your floppy disk and not in
any particular folder. If we wanted to save in a particular folder we would
select and open it.

4 Delete the old title and type in Improved Masterpiece as a new title.
5 Hit Return, and notice the new name on your document’s title bar.

You can have multiple files with exactly the same name only if they are
in different folders. You can have the same file or different versions of it in
the same folder by using the Save As command and giving each file a dif-
ferent name (e.g., Draft1, Draft2).

You can also put files on your floppy disk by saving to the hard disk
and then dragging the files to your floppy disk after you quit the applica-
tion (you'll then have two copies of the file). When you are in the Finder
you can make a copy of a file by selecting Duplicate from the File menu.
This will make a copy in the same folder with the word Copy appended
to it.

Although printing is done a little bit differently in various programs, we
can get a general idea of the process by printing our document in
TeachText.

1 With the Improved Masterpiece document still open, select Print from
the File menu.

In the Print dialog box you can specify how many copies of the docu-
ment to print as well as which pages. There are several other options also.
We won't change any of these now.

2 Click the Print button.
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Wait for the document to come out of the printer; it might take a min-
ute or two. If you issue the Print command repeatedly, you will just slow
things up. You can continue to work while you wait for your printout to
come out.

—————

LaserlWriter “Personal Laserllriter NT”
Copies:@ Pages: ® All O From: I_—_| To: I:’ -
Cover Page: @ No O First Page O Last Page

Paper Source: @ Paper Cassette (O Manual Feed

Print: O Black & White @ Color/Grayscale

Destination: @ Printer O PostScript@® File

Close vs. Quit

It is important to understand the difference between the Close command
and the Quit command.

1 Select Close from the File menu.
2 Go ahead and click the Save button to save your handiwork.

Although it may appear that you are back at the Finder, in fact you're
still in TeachText. You can check this by noticing the icon in the Application
menu. The main problem with this is that the computer’s random access
memory is still occupied with the TeachText memory. We want to quit
TeachText to free up some RAM so we can work with other applications.

3 Choose Quit from the File menu, and don’t save the changes you've
made.

4 Now you are back in the Finder and out of the TeachText program.

If you don’t quit applications, you will soon get Out of Memory mes-
sages on your Mac when you try to continue to work.

Special Folders

There are two unique items under the Apple menu; these are Control Pan-
els and the Chooser. These come with the Mac and must be part of the
system.

Control Panels

Control Panels allow you to customize the computer to your specifica-
tions. You might think of these as adjusting the standard settings, like the
knobs on your stereo.

1 Choose Control Panels from the Apple menu.

2 Double-click on General Controls. In this dialog box you can adjust the
computer’s clock and change the color and pattern of the Desktop.

3 We won’t make any changes here, so click on this dialog box’s close
box.
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4 Double-click on Sound. You might need to scroll down to find it.
5 Play with the Speaker Volume setting by dragging the volume bar.

6 Change the computer’s standard sound to something else by clicking
on each of the other sounds.

The built-in microphone button allows you to record your own sound
to add it to the list. In the interests of sanity and decency, many schools
remove the Mac’s microphone!

7 Close the Sound window. Your new settings are “remembered” by
the computer.

There are also Control Panels to adjust your monitor, mouse, memory,
and keyboard.

> SYSTEM 6 USERS The sound controls will be found as part of the General Con-
trols panel, which comes up when you first access Control Panels. You will not
double-click on file names of control panels but will select them from the list
along the side of the General Controls window.

EL‘*E— General Controls | E[J=————= Sound |
3 Rate of Insertion Speaker | Alert Sounds
Paint Blinking Volume | I roplet w
= 1 S Indigo

Quack

Desktop Pattern O @ O
D.DDDD Slow Fast

Sosumi

Wild Eep -
Menu Blinking Time ® gy
=12 il sl ( Add.. ] (Bemave )
= ® 12hr. O 24hr.
Microphones Optioas..
O OO @ Date I_‘
off 1 2 3 4] e it

1/21/94

=

The Chooser

The Chooser is where you select which printer you want to print to. If you
have only one type of printer, you may not need to change this setting. If

e Chooser =————

5 ]| | Select a LaserwWriter:
‘-Q'{ B Personal Laserwriter NT

AppleShare

Smart Labels Plus™ 6’

AppleTalk Zones:

it
LAB
Others

Publishing

&

Beckground Printing: @ On O Off

@ Active

AppleTalk 3
O Inactive 7.2
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your Macintosh is connected to AppleTalk or another network, you may
need to use the Chooser to establish communication with the network. If
your documents are not printing, you may need to adjust the settings in the
Chooser.

1 Select Chooser from under the Apple menu.
2 Don’t make any changes at this time.

3 Close the Chooser window.

System Folder

There is a very special folder on your hard disk called the System Folder.
This contains the start-up instructions for your computer. The computer
won’t work without it.

Fonts, sounds, and other certain types of files need to be stored in spe-
cific folders in your System Folder. Luckily, Apple introduced a nice feature
in System 7 called drag-and-drop. You simply drag one of these files into
the System Folder, and the computer will automatically drop it into the
correct folder, even asking your permission first.

We're not going to work with the System Folder now. What you should
know is that there should be only one System Folder on a hard disk, and if
it's corrupted the computer will not work.

> SYSTEM 6 USERS  You don't have the advantage of drag-and-drop. You must use
a utility called the Font/DA Mover to place these special files. It takes a bit of
time to learn how to use the Font/DA Mover; check your systems manuals, or
ask your lab supervisor for help.

Extensions

Perhaps when you first powered up the computer you noticed that small
icons on the bottom of the first screen appear and then disappear. These
indicate what Extensions are in the system. Extensions (called Inits in Sys-
tem 6) are small programs that are placed in a folder called, logically
enough, Extensions, which resides in your System Folder. These modify
how your computer functions and are run automatically when you start
the Mac. They continue to run invisibly in the background. A popular type
of Extension is a screen saver, which blanks out your screen if you haven't
used it for a specified amount of time, thus preventing an image from burn-
ing in the screen. Other Extensions check for viruses or change the Mac’s
icons. We won't play with any of these right now.

=S ]=———= Exutensions —EEQ
32 items 58.5MBindisk  18.3 MB avail

File Sharing Extension Finder Help ADSP

PrintMonitor Network Extension QUICKTImE™ e
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In System 7 you can also have any program or document automatically
load on start-up by placing it in the Startup Items folder.

=J== Practice Folder =01
9 items 722K indisk 45K avd
Beginnings READY L-Q-

[More Practice Import
Set

Rk

<]

= J== Practice Folder

‘L
i

Label

Last Modified

Fri,Jan 21, 1994, 3:(<>
Wed, Nov 3, 1993, 1:
Wed, Nov 3, 1993, 1:
Tue, Nov 2, 1993, 10;

]
(]

CARP

Na

2

e

7=~

poCD

Painless Pagemaker

Powerin' Up

Practice Folder
oducing Pictures

View By

Let’s look at folders and disks again. To get a view of the contents of a
folder or disk you view a directory in a window. We've been looking at
icons in those windows, but there are other ways to view the contents. We
can access the View menu from the Finder to change how the files are dis-
played.

1 Open the Practice Folder window.
2 Select by Small Icon from the View window.

Now we see cute little icons. This view might be useful if we had a
great number of items to view. But it's not used very often. This next one is
a lot more useful.

3 Select by Date from the View window.

Now the contents of the window are listed in chronological order with
the items most recently saved at the top of the list. This is useful because
you will more often want to work on the file you were using yesterday than
the one from several months ago.

4 Experiment with each of the other views. They function as follows:

by Name ... Arranged in alphabetical order.

by Size... Listed by file size, from largest to smallest.

by Kind ... Separated into applications, documents, and folders,
with documents being grouped by the application they
were created in (e.g., all PageMaker documents).

by Label ... Separated into the categories you identify from the
Label menu (discussed in a later section).

> SYSTEM 6 USERS [nstead of by Label you will have by Color and a
Color menu which function just like by Label and the Label menu.

While in any view you can select a file just as if you were in icon view
(select the little icons not the words). The computer will retain your View
by settings until you change them.

Now change to View: by Icon. Notice that the information bar at the
top of the window tells you how much space is available on your disk (this
information is only shown when viewing by icons).

Outline View

Here's a neat little shortcut to see the contents of a folder without having to
open its window first.

1 Close the Practice Folder window, and be in the C.A.R.P. window.

2 Change to View: by Name. Notice that next to each folder is a little
triangle pointing to the left.
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3 Click on the triangle next to Practice Folder. The triangle turns to point
downward and the contents of it “spill out” to display its directory.
This outline view can be continued for other nested folders.

4 Click the Practice Folder triangle again to collapse the view back to a
shorter directory.

5 Switch back to View: by Icon. Outline view is not available when
viewing by icons.

The Label Menu

System 7 allows you to attach labels to files to classify them into different
types. When you choose by Label from the View menu, the directory will
be sorted by these categories. You can change the names and colors in the
Label menu from the Labels control panel.

1 Open the Practice Folder window.
2 Click once on the Important Junk icon to select it.
3 Pull down the Label menu and select In Progress.

Notice that the icon for Important Junk is now color coded as an In
Progress item.

Get Info

To find out even more about your data, use the Get Info command.
1 Have the Important Junk file selected.
2 Access the Get Info command under the File menu.

A little window will open, telling you some revealing things about the
file. The Comments box allows you to type some notes about the file.

3 Click in the Comments box, and add some notes. Your changes are
automatically saved.

|

E[J== Important Junk Info

Y
Important Junk

Kind : TeachText docurnent
Size: 1K on disk (453 bytes used)

Where : CARP: Practice Folder:
Created: Tue, Apr 2, 1991, 9:26 PM
Modified: Tue, Apr 2, 1991, 9:26 FM

VYersion: nfa

Comments :

1

D Locked D Stationery pad
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Works siigs

Locking a File or Folder

An important part of the Info window is the Locked box. When this box is
checked, it prevents files from being renamed, thrown out, or changed.

1 Click in the Locked box in the Info window.

2 Now close the Get Info window, and drag the Important Junk file into
the trash.

3 Select Empty Trash from the Special menu. The computer complains
that the file is locked. Click OK.

Don't tell anyone, but if you hold down the Option key while you se-
lect Empty Trash, you can throw away a locked file.

Clean Up Window

You might have noticed that in the View by Icon mode the screen starts to
get messy. If you want to put things into neat little rows, the computer can
do it for you. With the Practice Folder open and nothing selected, use the
Clean Up Window command from the Special menu, and watch the icons fly.

Aliases

Let’s say you worked with Microsoft Works every day. Its file might be
stored several layers deep. To launch it, you might need to open the hard
disk, open a Word Processors folder, open the Microsoft Works folder, and
finally double-click on the Microsoft Works icon. By creating an alias, you
could just double-click on its icon from the Desktop.

> sYsTEm 6 USERS Forget it! You can't do this.
.1 Select the Important Junk icon.
2 Choose Make Alias from the File menu.

A little file called Important Junk Alias is created. It takes up less than
one K and is, in fact, just a “pointer” to where the real file is.

3 Drag the Important Junk Alias to the Desktop below your floppy disk
icon.

If you were to double-click on the Important Junk Alias icon, it would
open the file just as if it were the original. You can park an alias anywhere
you want to, and you can rename it. This might be useful for keeping a
frequently used document in several locations without having to make
copies of it.

4 Delete the Important Junk Alias by dragging it into the Trash and
Emptying the Trash.

Here's another power user’s secret: close all open windows by holding

. down the Option key while you click the close box.

It's good manners to close all windows before quitting.

Find File

It's not unusual to “lose” a file on a disk. A file may be nested several
folders deep, often in an unexpected folder. Before you give up your file as
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lost or start opening all of your folders, consider using the Find File power
tool.

1 Select Find from the File menu.

You don't need to type in the entire title of the file you are looking for.
Find File can even search for a string of letters that are not at the beginning
of a file name.

2 In the Find box, type in Junk.
3 Click on the Find button.

4 The computer searches for and displays the first file with the speci-
fied string of letters in its title.

You could open that file by just double-clicking on it, but that wasn’t
the file we were looking for.

5 Select Find Again from the File menu (better yet, use Command-G).
6 The next occurrence of the string is displayed.

7 Continue to Find Again until the computer beeps, indicating all
occurrences have been found.

> sYSTEM 6 USERs  Find File is a Desk Accessory found under the Apple menu. It
works almost identically to System 7's Find File.

Find

Find: |junk

|

File Sharing

If you are connected to a network, you can use file sharing to access files
from other computers. You can also use it to send and receive electronic
mail. There is a built-in security system for this feature. Your files are pri-
vate until you turn on file sharing for particular folders. You can also set up

S ——— Graphics —ro————|

El Where: HD 80:

%Share this itern and its contents

See See Make
Folders Files Changes

Owner : H X
User /Group: R B X
Everyone E E E

[] Make all currently enclosed folders like this one

[[] can’t be moved, renamed or deleted
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access privileges. Use of this feature is rather involved and is beyond the
scope of this tutorial. You access Sharing from the File menu.

> SYSTEM 6 USERS Although networking features are not built into the System 6
software, you can buy additional software which will do the same thing.

Workinb with Floppies and Disk Management

Ejecting a Disk

To eject a disk, drag its icon into the Trash. Remember, this never erases a
disk. Drag your renamed C.A.R.P. disk’s icon into the Trash can.

When you turn off the computer, any floppies will also be ejected. Do
not use the Eject Disk command. This pops the disk out of the drive but
does not take the disk’s icon off the Desktop. You may not be able to con-
tinue to work until you reinsert the disk into the drive.

Locking a Disk

To lock a disk (preventing any changes to it):
1 Move the little black tab on the disk so you can see through the hole.
2 Slide it back so the tab covers the hole; the disk is again unlocked.

unlocked locked

Formatting a Disk

Before we quit, let’s work with floppy disks for a bit. When you buy a disk
it isn’t formatted for any particular computer, so it must be initialized.

1 Place a brand new floppy in the disk drive.

2 A dialog box will open, asking you several questions. Always format
the disk double-sided.

3 Give the disk any name you wish.

If you ever reformat a disk, it will completely erase everything on it
(Erase disk is on the Special menu).
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Backups

This brings up the subject of backups. If it's important, make a duplicate
(backup) of it. To save yourself future heartbreak, get in the habit of saving
often (every fifteen minutes or so) and backing up often (at least once a
month).

Disk First Aid

Even if you follow all of the rules, sometimes disks will become unread-
able. If it's your hard disk, seek professional help. If it's a floppy, run the
Disk First Aid program from the Utilities disk that came with the Mac. This
can often fix your floppies.

Applying Applications

Microsoft Works 3.0 @

WordPerfect

HyperCard

TeachText

Let’s talk about applications for a while. So far we’ve mostly been working
in the Finder, but to be productive you will need to use programs or, in
“Macspeak,” applications. Some of the most popular Macintosh applica-
tions are word processors such as Microsoft Word, WordPerfect, and
MacWrite. Graphics programs include MacDraw, MacPaint, Aldus Free-
hand, and Illustrator. Excel is a spreadsheet program. Microsoft Works is
integrated software that combines all of the above functions. PageMaker
and QuarkXPress are desktop publishing programs used for composing
printed pages. PowerPoint and Persuasion are desktop presentation pro-
grams used for creating slides, overheads, and handouts. HyperCard is an
easy-to-use programming language. So you see, your Macintosh educa-
tion is only just beginning.

Launching an Application

The Mac has several different ways of opening applications. You can dou-
ble-click on the application’s icon itself, or you can double-click on any
document created with that application and it will open that document
and the application.

1 Open the TeachText application by double-clicking its icon in the
Practice Folder window.

2 Quit the program.
Now, try method number two.
1 Double-click on the Beginnings icon.

2 After you're in TeachText, you can select Quit.

Application Not Found and Importing Files

If you try to open a document and the application is not on any disk in the
system, the computer will notify you. This often happens when you move
disks to a different computer. Some applications can import documents
created in other applications (e.g., Microsoft Works can open TeachText or
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Word documents). To do this you need to launch the application and then
use the Open command from the File menu.

> ) ) D) D) ) )

Well, it's time for my boot heels to be wanderin’, so let’s learn how to shut
this thing off. The recommended way to do this is to choose Shut Down.
This “parks” or protects the hard disk and ejects any floppies. Let’s do it
now.

1 If you're in an application, choose Quit.
2 At the Desktop, close all windows (remember the Option key).
3 Select Shut Down from the Special menu.

4 On most Macs, you turn the power switch off by reaching behind the
computer to the rocker switch (on Power Macs the switch will be on
the front of the computer). Mac II's, Quadras, and Powerbooks will
turn off by just selecting Shut Down.

)

Well, that’s our little lesson. Soon it will be time to go outside and enjoy the
natural world for a while. The Mac will be waiting for you when you re-
turn, and this stuff only gets easier. It will soon become second nature to
you. That’s when you know it’s time to learn some new applications. Have
fun!

Before you run out the door you might want to think about completing the
following practice exercise, which reinforces the concepts learned in this
and the previous chapter. There are two parts to this exercise: the first part
has you copy the C.A.R.P. data disk onto two floppies, and the second has
you fill in answers to test your Macintosh vocabulary.

COPYING YOUR DATA DISKS

We began this book by haranguing you on the importance of backing up
disks, and yet we haven't done so with your data disk. Well, now that you
have developed these skills in this chapter, we will have you make a
backup copy of your data disk. But to further challenge your newfound
skills, we will have you make numerous changes to the data. We are going
to divide the data onto two disks so you will have lots of room to save your
work as you proceed through the book’s tutorials. Since by now you're an
old pro with the Mac’s System Software, we will tell you what to do, but
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not how to do it. You may want to refer to the tutorial for help or even use
Balloon Help.

1 You will need two blank 3.5-inch floppy disks. Either double density or

high density disks will work (Macs built prior to 1989 cannot use high
density disks). For one of the disks you can use the floppy you format-
ted while working through this tutorial; however, you will need to re-
name it as indicated in the next step.

Format both floppies double sided. Call one disk eC.A.R.P1e and the
other ¢C.A.R.P2e.

Insert the original data disk that came with this book, and open it.
Delete the Practice Folder folder, and empty the Trash.

Now that you've messed up the Practice Folder, what if you want to run

the tutorial again? Fortunately we have “hidden” another copy of the
folder on your floppy disk.

5.

10.
11.

12.

13.
14.

15.
16.

17.
18.

19.

20.

Retitle the folder entitled Mystery Folder as Practice Folder.

6. Open the hard disk window.
7.
8. Make the window of your original data disk active. Size it so all of its

Create two new folders called CARPI1 and CARP2 on the hard disk.

folders are visible.

Select the following folders from your original data floppy disk: Prac-
tice Folder, Word Works, Producing Pictures, Doin’ Data.

Copy those folders into the CARP1 folder of the hard disk.

Select the following folders from your original data disk: Knowin’ Num-
bers, Painless PageMaker, Powerin’ Up.

Copy those folders into the CARP2 folder of the hard disk. You might
need to move and size some windows to do this.

Eject your original floppy disk, and lock it.

Without copying the actual CARP1 folder on the hard disk, select all of
its contents and copy them to your ¢C.A.R.P.1e floppy disk.

Create a new folder on ¢C.A.R.P.1e called Assignments].

Move the MAC IQ file out of the Practice Folder and into the Assign-
ments] folder.

Color code the label of the Assignments1 folder as In Progress.

Change the view so you can tell how much space is used and how
much is free on your «C.A.R.P.1¢ floppy disk.

Without copying the actual CARP2 folder on the hard disk, select all of
its contents and copy them to your «C.A.R.P.2¢ floppy disk.

Create a new folder on eC.A.R.P2e called ASSIGNMENTS2 (in all
caps).

Now you have plenty of room on both disks to save your work on, and

you can put the original disk away as a backup. If you want to run any of
the tutorials again, make another copy of the needed folder from the “pris-
tine” original disk.

21.

Trash the CARPI and CARP2 folders from the hard disk, but don’t
empty the Trash.
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22.

23.
24.

25.
26.
27.

28.

29.

30.
31
32.
33.

34.

35.
36.
37.

38.
39.
40.

Oops! We needed one of those trashed files. Take the Important Junk file
out of the Trash, and drag it back on the hard disk.

Now empty the Trash.

Change the directory of #C.A.R.P2e to display the contents in alpha-
betical order.

Change this display to give an outline of the contents of each folder.
Insert ¢C.A.R.P1e and open the Practice Folder window.

Get Info about the file called Beginnings. Add the following comment
to its info screen: To be used in Chapter 3. Now lock the file, and close the
Get Info window.

Use Key Caps to figure out how to type this symbol: v (a check mark)
in the Geneva font. Change Assignmentsl to Assignmentsl/ .

Create an alias for Beginnings, and place it on the top level of
*C.A.R.P1e (not in any folder).

Launch Beginnings, and type a paragraph.
In your document, paste in the answer to 566 divided by 3.14.
Copy a sentence from your document, and paste it into the Scrapbook.

Copy a text item from the Scrapbook, and paste it at the end of your
document.

Use Save As to save your document as Exercise 1 in the Assignmentsly
folder of your ¢C.A.R.P.1e floppy disk.

Print your Exercise 1 document.
Quit TeachText, and switch back to the Finder.

Print the desktop window of both floppies with the names of all files
on them visible.

Close all windows.
Retain your printouts for turning in.

Put your ¢C.A.R.P.1e disk back in the drive, and continue on to the next
exercise.

EXERFISES/PART 2 TEST YOUR MACINTOSH IQ

1. Open the Mac IQ file, and fill in a short answer to each of the terms

listed in the Test Your Macintosh 1Q document. No fair using the Glos-
sary!

2. Save your file as IQ Answered.

3. Print a copy of IQ Answered.
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WRITING THE REPORT

CHAPTER 4

Word Works—
Learning Word Processing
via Microsoft Works

FILES USED IN THIS TUTORIAL
The following files are found in the Word Works folder of the C.A.R.P disk:

Second letter American History

Miss Pellings Margins

Graphically Speaking Graphics Demo

Lesson Plan Lefterhead

John Muir First Letter (created by user)

Corrected Spellings (created by user)  lesson Plan Template [created by user)

Introduction .

About Word Processing

Welcome to the world of word processing. Once you begin word process-
ing, it will change your writing routine. Research shows that students who
use word processing write more, take more chances, and have a better atti-
tude about writing than do those who use conventional methods. This is
because word processing affords a “plastic environment,” that is, an area
where changes can be made easily and ideas explored risk-free. We want to
think of word processing as not just using an electronic typewriter, but as a
different method of writing. Where you compose, write, and edit at the
keyboard, without writing your text out first on paper. You will want to
save and store your documents to make it easy to revise them.

Applying Word Processing to Teaching and Learning

Words are the traditional way we communicate ideas and store informa-
tion. Given this fact, it is only natural that word processing would be the
most commonly used of all computer applications. This is also true in
schools. Anything that makes writing easier will have a wide appeal; thus
we see word processing being used in almost all grade levels and curricu-
lum areas. Specialized word processing programs such as Bank Street
Writer and Magic Slate make it possible for teachers to introduce students
to word processing as early as second grade. These programs offer bigger
letters for young eyes and menu-driven commands. The programs trade
off sophisticated features for ease of use. Printing and saving files may be
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the most problematic aspect of word processing for young children, so
teachers may want to assist students with these operations.

In secondary schools, word processing is often initially taught as part
of a language arts, business, or keyboarding class, but its use rapidly
spreads to all curriculum areas. The writing across the curriculum move-
ment is fostered by word processing. Numerous books are available which
offer ideas and worksheets for using word processing across the curricu-
lum; one good one is Every Teacher’s Guide to Word Processing: 101 Classroom
Computer Activities for Every Grade by Michael Milone (Prentice Hall, 1985).
Also see Appendix F of this book, which includes classroom tips for Mi-
crosoft Works.

We are rapidly reaching a point where all college students will be re-
quired to be proficient at word processing. Many classes will require that
all papers be word processed. Certainly the notion of writing a master’s
thesis or doctoral dissertation without using the power of word processing
is not attractive. For academic papers, students may require the advanced
features (such as footnoting capability) of a sophisticated word processing
program.

There are other writing tools that the computer can offer beyond just
word processing. Microsoft Works includes a spelling checker and thesau-
rus. You can buy a grammar checker to check style and readability. Idea
outliners can be used to organize ideas into written form, and desktop pub-
lishing is a natural result of the development of sophisticated word proc-
essing programs.

For their own work, teachers find that word processing saves them
time and gives their documents a more professional appearance. A teacher
can create generic forms and personalize them for individual students or
lesson plans. Correspondence, lesson plans, handouts, and reports are just
a few of the things that teachers may use word processing for.

Using word processing in the classroom is not without its limitations.
The first one is access. If a classroom has one computer in it, that would
probably equate to less than one hour of computer time per student, per
week. It’s like trying to share one pencil among an entire class. Alittle bit of
time spent teaching and practicing keyboarding skills will greatly speed up
text entry. Computer labs and home computers can help with access, but
this raises the problem of equity; which students are likely to have comput-
ers at home? Perhaps someday each student will be loaned a laptop com-
puter for the year. One potential drawback is that with documents neatly
printed on a laser printer, it is all too easy for students to confuse the ap-
pearance of their writing with the quality of it. However, the flip side of
this is that neat appearance can give students more pride in their work,
especially if they have penmanship problems. In short, there are few rea-
sons not to jump into word processing,.

Some Common Word Processing Concepts

Before beginning, it is helpful to get a quick overview of some common
word processing concepts. For you old-timers out there who remember
hitting a carriage return at the end of each line on your typewriter, you will
need to break that habit. When a word doesn’t fit on the current line, the
computer will automatically start a new line. This is called wrap around
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(or word wrap). Remember not to hit the Return key at the end of a line
unless you want to start a new paragraph or skip a line.

The next concept is backspace erase. You need to go just past the letters
you want to erase, and then press the Delete key to erase. This is true of
almost all word processors. You will learn a way to do a forward erase
using the mouse.

Word processors normally work in the insert mode. When you go back
to add text, the existing text to the right of the cursor will be pushed along
while the new text is inserted. By the way, the insertion point (or cursor)
on a Mac word processor will look like an I-beam.

One of the first rules on the Mac is that you need to select something
before you modify it. You will learn to select text and then apply a size or
style or otherwise edit it. ‘

Here’s some advice you'll thank me for later: save your work at least
every fifteen minutes. If you follow this advice you won’t lose much of
your work. Computers sometimes crash, and you might lose your work if
you haven’t saved it. You might also want to make a backup copy of impor-
tant files, because sometimes disks get damaged. Always save your work.
Don’t just type it in and print it. Storing your files allows you to later load
them again to edit or update them.

Type quickly; don’t worry about making mistakes. Let the creative
juices flow. After you have your ideas on the screen, then go back and proof
and edit them. Concentrate on one writing process at a time. I save all of
my spelling questions for the end, when I run a spelling check on the docu-
ment. In fact, if you're as poor a speller as I am you will learn to love the
spelling checking ability of your word processor. Version 3.0 of Works also
offers a thesaurus and word count feature. You can also use a grammar
checker program. However, these tools are not smart enough to eliminate
the need for you to proof the document yourself (e.g., they don’t know the
difference between “your self” and “yourself”).

Word processing can allow your writing to be less mechanical and
more creative. But enough words; let’s get into action!

=== Works 3.0 =
6items 58.6 MBindisk

Microsoft Works 3.0 L

BY e~

Starting Works

Microsoft Works must be installed on a hard disk or network. It comes on
six floppy disks for installation.

1 If your copy of Microsoft Works is on a hard disk, open the hard disk
icon and find the Works folder (the folder may also be called MS
Works).

On a network just double-click the Works icon.
2 Double-click on the Works folder.

3 When that folder opens, double-click on the Works icon.
You will want to save and load documents on your floppy disk.

4 Insert your C.A.R.P. data disk.
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New File

1 Click once on the Word Processor icon to enter the word processing
module.

2 Click once on the New button to start a new document.

3 You will now be presented with a blank document called Untitled 1.

-Choose Type:

S AR B JECI ¢

All Types Word  Database Spreadsheet Comm Draw
Processor

<3 Works 3.0 ¥ e HD 80

[ Getting Started < 18706K Free
O Learning Works —
D Read Me [ spen ]| [ Eject )

O Stati
3 Sy
1

File Format: | All Available v |

A Quick Look at the Menus

Before we start typing, let’s take a quick tour of Works” menus and the
document window (see Figure 4.1). Pull down each of the menus, but don’t
actually select any of the commands. You can probably guess what most of
the commands do. This is known as being intuitive. Almost all Mac pro-
grams have the same first three menus: Apple, File, and Edit. Any com-
mand with an ellipsis after it (3 dots .. .) will bring up a dialog box with
additional options. When commands are grayed out they are not currently
available to use. Appendix A has diagrams of all of the menus used in this
tutorial.

" & File Edit Document Font Style Window Mg

Figure 4.1

A Quick Look at the Screen

By now you should be familiar with the basic parts of Mac windows, but
you might want to look at Figure 4.2 to examine the parts of the Works
word processing window. If the tool box and ruler are not visible on your
screen, select Show Tools and Show Ruler from the Windows menu.
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Close Box Menu Bar Title Bar Tool Palette Tool Box

" |& File Edit’

Current Page Scroll Bars ———

e

Page 1 of | [&E] ' I=

Text Entry

b

F
This is it

Entering Text
By now you're probably itching to do some typing, so let’s do it.
1 Type three sentences.
Remember not to hit Return at the end of a line unless you want to start
a new paragraph.

2 Type two more new paragraphs. For right now, don’t worry about
any mistakes you make. In fact, be sure to include at least three typos.

Moving the Cursor

Now let’s get moving. You can use the arrow keys on the keyboard to move
the cursor.

1 Move to the beginning of your document using the up and left arrow
keys. You can also move the cursor via the mouse.

2 Move the mouse pointer to the end of your letter and click once. The
insertion point (the I-beam) is now located there.

Deleting

Let’s fix your mistakes now. Remember that the Mac normally does a back-
space erase.

1 Using the arrow keys, move the cursor to the right of a typo and hit
the Delete key.

2 Type in the correct letter(s).
3 Fix the rest of your typos.

4 By the way, holding down the Shift key while you press Delete will do
a forward delete in Works. Try it.
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Inserting Text
1 Move the mouse to the end of the second sentence and click once.

2 At this insertion point, type in a new sentence. Notice how the new
text pushes the existing text to the right.

Worki:ng with Files

Saving

After my lectures about frequently saving, you're probably eager not to
risk losing any of your masterwork.

1 Pull down the File menu, drag down to Save, and release the mouse
button.

The Save dialog box appears. The names of the files will be different on
your screen.

YOU WILL WANT TO SAVE ON YOUR C.A.R.P. DATA DISK IN THE
FLOPPY DRIVE AND NOT IN THE WORKS FOLDER OF THE HARD
DISK.

Iﬁ Word Works VI

3 fimericon Histary
3 graphicatiy Spoeaking
2 Graphics Bemao

{3 Joha Muir

£} Lesson PlanLefterheay
23 Margins

CARP
45K Free

= |
( cancel ] 5 ( Desktop )

Save Document As: File Format:
[First Letted), | [_Normal &4

[ Saxe Setected Becords Gnly

FOR SYSTEM 7 USERS
2 Click on the Desktop button.
3 Double-click on the C.A.R.P. data disk.
4 Double-click on the Word Works folder.

3 Type in the name First Letter for your document. You may need to use
the arrow keys and Delete key to erase the Untitled label.

6 Click the Save button, or press the Return key.

FOR SYSTEM 6 USERS

2 Repeatedly click the drive button in the dialog box until the name of
your floppy appears.
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3 Double-click on the Word Works folder.
4 Type in the name First Letter for your document.
S Click the Save button, or press the Return key.

After you've saved the document once, you will not be presented with
this dialog box again. The program will save the document automatically on
the same disk under the same name (that is, it will update the existing file).

1 Type in one more sentence at the end of your document.

‘ 2 Select Save from the File menu.

3 Type in another sentence at the end of your first paragraph.

Close
To close a document:

1 Select Close from the File menu, or just click the close box in the
upper left corner of your document window.

2 The computer will ask you if you want to save changes. Select Yes.

—

Q Save changes to “First Letter (WP)”?

(N0 ) (Cancer)

Quitting
To quit Works, simply choose Quit from the File menu.

You do not need to close your documents first; the Quit command
closes all documents before quitting.

Opening a File

You could open a file by starting up Works and then using the Open com-
mand from the File menu, but there is a faster way. Simply double-click on
the file you want to open. This will open both the file and the Works pro-
gram. It will also cause the program to save your file in the same location
it was in when you opened it.

1 From the Desktop Finder, double-click on your floppy disk icon to
open it.

2 Find the First Letter icon, and double-click on it.
Works will now open that file and save it on the floppy disk.
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Multiple Documents

Most Mac programs allow you to have several documents open and to
cycle among them, even cutting and pasting among them. In Works you
can have up to sixteen different documents open at once.

1 From the File menu, use the Open command.

Navigate through disks if necessary to find the Second Letter file on
your floppy disk. The file names are listed alphabetically, so you might
need to scroll down to find the file name.

2 Double-click on the file name Second Letter to open it. Now you have
two documents open.

3 Pull down the Window menu, and notice that it lists the names of
both open documents, with a check next to Second Letter.

4 Drag down and select First letter.

The windows will cycle, and First Letter will become the active win-
dow.
You can also move between letters this way:

1 Drag the title bar of the First Letter document down to about the

Secid Letie (IeF] k- middle of the screen.

First Letter (WP)
jt+++ B

2 Now click on the Second Letter title bar. This becomes the active
window, and First Letter moves to the back.

I
1]
1]

Edifinq Text

Scrolling

After your letter gets more than about twenty lines long it won't all fit on
the screen at one time. You may need to use the scroll bar to move through
your document.

1 Make sure the Second Letter window is active. With the mouse, press
on the scroll down arrow to scroll to the end of the letter.

2 Now press on the scroll up arrow to return to the top of the
document.

3 The computer will also automatically scroll the screen as you use the
up or down arrows on the keyboard. Try using the down arrow key
now.

Selecting Text

Remember that on the Mac you must select something before you can mod-
ify it. So we will now learn how to select text.

S NS B P e S 1 Be sure you are still in the Second Letter document. Put the cursor
right before the first word.

4 me that article onJ 2 Press and drag the mouse over the first four words till they become
highlighted (they are now selected).
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3 Hit the Delete key. The selected text is gone.

You can highlight forward or backward. Try it. Click anywhere off the
text to deselect it.

Selection Shortcuts

Here are some selection shortcuts. Try them.
1 Double-click inside any word to select one word.
2 Click once anywhere else on the screen to deselect.

3 Move the mouse to the very left of the screen, until it becomes an
arrow. Click once to select one line of text.

4 As in step 3, move the mouse to the very left of the screen, until it
becomes an arrow, then double-click to select one paragraph.

5 Choose Select All from the Edit menu.

6 Click once anywhere to deselect all the text.

Cut, Copy, and Paste
1 Select the entire second paragraph.

2 Now choose Cut from the Edit menu or press Command-X as a
keyboard shortcut.

3 Move the cursor to the end of the letter. Hit a couple of Returns.
4 Now choose Paste from the Edit menu (or Command-V).

We have cut text and pasted it into another spot. That text will stay in
the computer’s Clipboard until we push it out with something else.

1 Choose Paste again, to demonstrate this.

2 To check what is in the Clipboard, select Show Clipboard from the
Window menu and then close that window.

3 Now select the entire first paragraph.

4 Select Copy from the Edit menu. This now puts this text into the
Clipboard.

5 Move the cursor to the end of your letter; click once.
6 Use the Paste command to make a copy of that text.

Copy works identically to Cut, except it does not eliminate the original
text; it duplicates it.

Undo

If you invoke the wrong command, you usually will have a chance to undo
its effect by using the Undo command from the Edit menu. But be fore-
warned, the computer can only undo the last action you've taken.

1 Select the last sentence; choose Cut.

2 Now choose Undo. It’'s baaack!
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First Letter (WP) =
B+ =EHES

&1441.|3|d |.|4.1,_l

MY FIRST LETTER

Formatting Text

1 Go to the beginning of your First Letter document. Press the Caps Lock
key on the keyboard.

2 Type in the title MY FIRST LETTER. Press the Caps Lock key again to
turn it off.

3 Now select the title.

4 From the Font menu select Times, and from the Style menu choose
Bold and size = 18 point.

5 With the title still selected, experiment with some other fonts, sizes,
and styles.

6 You can also make these types of changes using the Tool Box tearoff
menu. Try it.

7 We want to center our title, so choose Center under Alignment in the
Style menu.

8 Save your work on your floppy disk.

Find ur;d Replace

Find and replace is a powerful tool found in most word processors. It al-
lows you to replace a word (or a string of words) automatically with others.
It is often used to change names, dates, and even improper word usage.
First we will just search for a word, and then we will find and replace a
word.

1 Load the file American History.
2 From the Edit menu select Find.

3 In the Find What box, type Muir. The first occurrence of Muir will be
highlighted.

4 Click on the Find Next button. The next occurrence of Muir will be
highlighted.

5 Continue to select Find Next until you get a dialog box telling you
that all occurrences of the word have been found.

A more powerful technique is to do a find and replace.
1 From the Edit menu select Replace.
2 In the Find What box, type America.

3 Press the Tab key to move to the Replace With box. Type in United
States.

4 Click on the Find Next button. The cursor will move to the first
occurrence of America.

5 We want to make the change, so click on Replace. Works replaces
America with United States.

33323232533 )33233232323r333323) 333D
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6 Click on the Find Next button.

7 Replace all occurrences until the program tells you that all
occurrences have been found.

8 Repeat this procedure to replace he with Muir. However, in the
Replace submenu click the Match Whole Words Only option to
prevent Works from selecting parts of words containing the letters he,
such as she, the, their, and head.

Doing a Spelling Check

Spelling Check

Automatic spelling checkers have been a great boon to writers who con-
centrate more on their writing than on their spelling. Spelling checkers
may also alert you to words you didn’t know you were misspelling.

1 Open the file Miss Pellings.

2 Move the cursor to the beginning of the document. Select Spelling
from the Document menu.

Works searches for its 60,000-word dictionary.
3 If it asks you to “Use Document Dictionary?” click on Yes.

If the program does not find the dictionary, it may prompt you to locate
it. Navigate through the Works folder or System Folder to find the dictionary
file. It might be in the Tools folder of Works.

The Spelling dialog box appears. Figure 4.3 shows the parts of this
window. Misspelled words or any word not in Works’ dictionary will be on
the Not in Dictionary line.

Not in Dictionary: leter

( Aad ] [ cancel |

[ saggesﬁ [ﬂptinns...)

Suggestions:
leather
later
liter
leer
letters

Add Words To: Custom Dictionary

Figure 4.3

4 The first flagged word is leter. The suggested replacement is letter.
Since that is correct, click the Change button.
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5 The next unknown word is Muir. Since this is a correctly spelled
proper name which is not in Works” dictionary, just click on Ignore.

If you clicked on the Add button, the word would be saved in a
custom dictionary file and later not flagged as misspelled. You might do
this with proper names or technical terms that are not in the dictionary
but which you use frequently. However, since the Custom Dictionary is
stored on the hard disk, you should only do this on your own personal
computer.

6 The next highlighted text, dawn . . . during, is not recognized because
Works checks for capitalization after a period. Just press Ignore to
ignore this interruption.

7 Valuntering is flagged. The suggested word is incorrect. Note that the
word in the Change To box is highlighted. Type in the correct
spelling, volunteering.

8 Click the Change button.

9 The next highlighted text, Classom, also does not have the correct
spelling in the Change To box, but the correct spelling is found in the
Suggestions list. Scroll down to the correct spelling, and click on the
word Classroom. It automatically becomes the word in the Change To
box. Click the Change button.

10 Continue to use the spelling checker to correct spelling errors or skip
words which are correct but unknown.

11 Use Save As to save your work on your floppy as Corrected Spellings.

When you quit Works you will be asked whether the ignored words
should be saved so the same words will not be flagged in future spelling
checks. If you say yes, the words are saved to a new dictionary file. We
won't save them.

Spelling Checker Options

You can customize how the spelling checker works. In fact, it can become a
mini grammar checker.

1 Select Spelling from the Document menu.

=  Spelligptions " ———————

Custom Words:

Custom Dictionary in Use:

A.H.A

a =
| iond_]

Custom Dictionary A.D
( change Dictionary... ] fisvoms
] Ignore Words in ALL cAps | 1dus
= Arnie
[ Ignore Words with Digits
Ashland
X Always Suggest BRS [ 0K ]

.‘ Custom Dictionary Word: Cancel y )
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2 Click on the Options button. Examine the options, but don’t make
any changes for now.

3 Click on the Cancel button.

Using the Thesaurus

Version 3.0 of Works has added a thesaurus to its arsenal. You can try it
now.

1 With the document Corrected Spellings open, move the cursor inside
the word beauty in the second paragraph and click once.

2 Select Thesaurus from the Document menu.

Works opens a dialog box, giving you possible synonyms from its
90,000-word thesaurus.

=——— Thesaurus
Replace: beauty (Replace [Original)

o ]

Meanings For: beauty Synonyms:

{¥| |attractiveness it
belle (noun) charm
advantage (noun) splendor A

Antonyms elegance
magnificence
gracefulness
comeliness

<l

=

3 Click once on each of the various meanings.

4 Click once on loveliness as the meaning,.

5 Then click on a synonym—try splendor.

6 Click on Replace. In a few seconds Works will make the change.

7 Try it again with the word nature.

You can also enter a word in the With box and then click Look Up, or
you can look up a synonym to get another synonym. If things get really
confused, click on Original to return to your first word choice.

A spelling checker and a thesaurus are great tools for a young writer,
but neither replaces the need to proofread. As long as a string of letters is
in the computer’s dictionary it will not be flagged; thus the computer
won't alert you to improper homonyms, grammar errors, or incorrectly
used words.
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=—— Word Count =i
In Document
Characters: 765
Words: 136
Lines: 15
Paragraphs: 5
Pages: 1

Word Count

The program will give you some statistics about your document if you
select Word Count from the Document menu. Try it now.

Help

Microsoft Works offers on-line help, so if you can’t remember how to do
something you don’t necessarily have to get out the manual.

1 Select Help from the Window menu.

2 Click once on the Word Processor icon because we want assistance
with that module.

3 Click once on the topic you want help with. Then scroll through the
more detailed list, and click once on the desired item.

4 Another way to get help is to click on the Search button and to type
in the command or topic you want help with.

5 To exit Help, click the close box of the Help window.

Setting | argins

> 2220 3 30 ) ) ) ) D)

To set up the margins for a new document, you will type in the margin
numbers.

1 Select New from the File menu. Double-click on the Word Processor
icon.

2 Select Page Setup from the File menu.

Notice that we can set up the page to be vertical or horizontal, or
use different sized paper. We will learn later how to add headers or
footers.

3 Click on the Document button in the dialog box.

L
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Laserllriter Page Setup - l'—‘l

Paper: @ US Letter (O R4 Letter -
OUusLegal O BS Letter ©[_Tabloid v]  [cancel )

Reduce or % Printer Effects:

Enlarge: [ Font Substitution?
Orientation [X] Text Smoothing?

1@ [ Graphics Smoothing?

] Faster Bitmap Printing?

4 We want to change the left and right margins to 3/4 inches, so click
in the left margin box, delete 1.00, and type in .75 (remember the
decimal point).

S Use the Tab key to move to the right margin box, and change it to .75
also. Click OK.

6 Click OK in the Page Setup dialog box.

== Nocument E

rMargins: Space Betl.ueen Forms @
Leﬂ: Right: Horizoatal |

Top: Bottom: Uertical [ [M]
-Spreadsheet:——— Numbering:
O peint Bow and Number Pages From:

E {eadings
f olumn Headings NumtierEsotiiotes Erom: I:I

O Brint Cell Notes
[ Title Page

Control of margins, tabs, and indentation is done via the ruler that
appears at the top of the window. If the ruler is not showing, pull down the
Window menu and select Show Ruler (if Hide Ruler is displayed then the
ruler is already visible).

Note that under the ruler there is a line with some strange markings on
it (see Figure 4.4). In this exercise you will learn about these markings
when you set margins and then type in some text. You will then change the
margins, tabs, and indents. This is one of Works’ least elegant features, and
you may find this a bit tedious.

E[E—————————=—— Untitled2 (WP) EEH
i [ 1 S BHB=== ==

il g R e o o [ [ 0 s

U 1

|
03
B

Figure 4.4

1 Select Open from the File menu.

2 Find the file Margins on your data disk, and open it.
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3 First you must select which text you will reformat. Choose Select All
from the Edit menu. The entire document becomes highlighted.

4 Press-and-drag the left margin marker (the BOTTOM triangle near
the left of the ruler) to the 1-inch marker on the ruler.

If the top triangle moved instead of the bottom triangle, you have ad-
justed the indent marker. Don’t worry about it for now.

5 Change the right margin by dragging the right triangle (the triangle
near the right end of the ruler) to the 5-inch mark.

Note how the text has been realigned.
6 Deselect the text by clicking outside of it.
7 Try it again with just one paragraph selected.

Adjusting Tabs

Tabs are used to preset paragraph indents, to set up outlines, and to line up
items in a chart. Tabs are much better to use than spaces for these purposes.
When you begin a new document, the tabs are preset at every half-inch
across the page.

1 Move to the end of the Margins document.
2 Drag the margin markers back to 0 inches and 6 inches.
+ 1 1T 3 Press the Tab key several times to check the tab settings.

3 There are four types of tabs. Left tabs are normal tabs, used to align text
AT e in columns. Right tabs are often used to line up single-digit numbers. Deci-
mal tabs align numbers such as prices by their decimal points. Center tabs

align text in the center of a column.

1 Point the mouse in the Ruler Control line, and drag a left tab stop to
below the 1/4-inch mark.

LY 2 Drag a right tab stop to below the 2-inch mark.
3 Drag a decimal tab stop to below the 3-inch mark.
4 Drag a center tab stop to below the 4-inch mark. See Figure 4.5.
3 Press the Return key once.

6 Type in these lines (“tab” means press the Tab key):
tab Left tab Right tab 9.11 tab center
tab Justified tab Justified tab 101.33 tab aligned

7 Remove a tab stop by pressing on a tab marker and dragging it
below the ruler control line.

B il Fon s T it oS tailanalfh o

P T T 1, 3
Left Right 9.11 center
Justified Justified 101.33 aligned

Figure 4.5
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indention

A) If you work in an outline form you will want to know how to create
hanging paragraphs, where the first line of a paragraph is indented
differently than the rest of the paragraph (just like this paragraph).

Put on your reading glasses and try to find the indent marker in the
ruler control line (the TOP triangle). It may be hiding directly on top of the
left margin triangle.

1 Drag the left margin triangle to the 1.5-inch position, as shown in the
illustration.

2 Drag the top triangle to the 1 and 1/8-inch position. _
3 Type in the following outline (“Tab” means to press the Tab key once):

1. (Tab) Do not type a return at the end of each line, only to start a new
paragraph. This is the first hanging paragraph.

II. (Tab) Notice the automatic indention of the second and all subsequent
lines of each paragraph.

4 Save your work.

Other Ruler Features

Line Spacing
Microsoft Works has an easy way to change between single, one and a half,
and double line spacing,.

1 Select some text (perhaps a paragraph).

2 Click on the icon in the ruler bar for the desired line spacing (try
double spacing).

You can also choose spacing from the Style menu.

Alignment

Alignment permits you to change the justification of the text, choosing be-
tween left, center, right, and full justification. This works just like line spac-
ing: select some text (perhaps a title) and click in the Ruler Bar on a type of
alignment (try center justified).

You can also access Alignment from the Style menu.

Date and Time Stamp

Works 3.0 adds an easy way to insert the time and/or date into a docu-
ment. There are two ways to do this.

1 Move the cursor to the beginning of your document.

2 Click once on the little boxed 3 in the ruler (the Date tool). Today’s
date will be inserted at the cursor.

3 Another way to do this is to simply select Insert Current Date from
the Document menu.
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To add the current time, follow these steps:
ER 1 Type this sentence: I am writing to you at

S

2 Now click on the clock icon in the ruler. The current time will be
inserted.

You can also do this by selecting Insert Current Time from the Docu-
ment menu.

In the Preferences section of this tutorial you will learn how to change
the format of the date and time.

Copy Ruler Settings

Copy Ruler Settings and Paste Ruler Settings (in the Document menu) al-
low you to copy the format options of one paragraph and paste them into
another. Formatting options include margins, indents, tab settings, line
spacing, and justification. Works will continue the format option of one
paragraph into the next unless you change them.

Paste from Scrapbook

Works allows you to combine text with pictures. You can create simple
graphics in Works or create them in a graphics program and paste them in
your text document via the Scrapbook or the Clipboard.

1 Close any open documents.

2 Open the document Graphically Speaking.

3 Scroll down to the end of the second paragraph.

4 From the Apple menu select Scrapbook.

5 Scroll through the Scrapbook to find a simple picture.
6 Select Copy from the Edit menu.

7 Close the Scrapbook by clicking its close box.

8 Now the picture is in the Clipboard. Check this by selecting Show
Clipboard from the Window menu.

9 Paste the picture by selecting Paste from the Edit menu.

E[NI=——— Scrapbook

Shown at 92% of
original size
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You are now placed in the draw mode, and the graphics tools are dis-
played in the tool box.

The small squares that border the picture are known as handles and
indicate that this object is selected. You may drag a selected object around
the screen.

1 Press and hold anywhere inside the picture (not on a handle), and
drag the picture around the screen. Move it to the top center of the
page.

2 You can resize a picture by dragging one of its handles. Make the
picture smaller so it does not cover any of the text.

3 Select Draw Off from the Window menu. You're back to text entry
mode.

4 Close the document, and save the changes you made.

Using the Draw Tools

This is an
exampl 4 of how
a grapt 4% goes on
top of text

not wrappmy aivund it.

Smaokh

Rotate...
3-0 Effect...
Shadou

Add Hendles
Remota Handles

Break Up
Join

Lock Objects

Unlock &l

1 Open the file Graphics Demo.
2 Try inserting some new lines of text at the beginning of the document.

Notice that the draw mode works like a layer on top of your text. The
text will not wrap around the picture. This is useful for putting borders
around text blocks but can be a hindrance when placing pictures in the
middle of text areas.

Creating a Graphic
Works’ graphics tools function much like those of any other Mac draw
program, so we will not explore them in great detail.
1 Select New from the File menu.
2 Be sure the Word Processor icon is selected, and click the New button.
3 Select Draw On from the Window menu.
Notice that we now have new menus. The graphics tools appear in the

tool box. From this box you will choose tools to do your drawing (see Fig-

ure 4.6).
Let’s draw a computer for use as a logo. First we will draw the surface

it sits on.
1 Click on the Straight Line tool.

2 Press the cursor near the bottom left corner of your screen, and drag
it several inches to the right. A line should be drawn. Release the

mouse button.
3 Now let's make the line thicker. Click on the Line Thickness option.

4 To draw our keyboard, select the Box tool, then press-and-drag
diagonally to form a small rectangle.
If you don't like your keyboard drawing, simply press the Delete key
and try again.
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1 Now select the Rounded Corner Box tool to draw the main computer.
Draw Mode
— Font

T — 2 Use the same tool to draw the screen.

[— Font size

3 Let’s apply a pattern to the screen. Click on the Pattern tool, and
Selecti select a pleasing pattern.
election

Label —

il §—Linked Columns 4 {Jge the Polygon tool to draw a mouse (not the mammalian variety).

Rounded Box — — Box " . :
Oval — L Paison To draw a polygon, you click once at each corner and click twice to
Arc — — Freehand finish the object.
Fill Pattern — — Line Width
Fill Catoi—) [ Line Pattem 5 Now use the Freehand tool to draw a cord from the computer to the
— Mix Format
Line Style —| mouse.

Figure 4.6 To go back and ch.ange or move an c?bject, you must f.irst select it with
the Arrow tool. You will know an object is selected when it grows handles.
6 Click on the keyboard rectangle, and apply a fill to it.
Let’s add a label.
1 Click on the Text tool.

2 Start below your desktop line, and draw a rectangle of the same
width. This creates an invisible box for your text to fit in.

3 Type in Computer Assisted Lesson Planning.

4 Apply a font, style, and size (at least 18 point).
5 Click on the Selection tool.

6 Choose Select All from the Edit menu.

7 Select Group from the Arrange menu.

8 Your drawing now becomes one object. Click on it, and drag it to the
top center of your page.

9 You can resize this drawing the same way you did your Scrapbook
graphic, by simply dragging a handle.

10 Save your work as Lesson Plan Letterhead.
Now let’s return to our word processing,.

1 Select Draw Off from the Window menu, or click the Text Mode tool
in the tool box.

2 Notice what happens if you type over the drawing. Be sure to insert a
bunch of Returns, and type your text below the letterhead.

3 Save your work.

Print Preview

Printing on the Macintosh is simple, but what you get on paper may not
exactly match what you see on the screen. For this reason we will learn to
use Works’ print preview option.

1 Open the document Lesson Plan Letterhead.

2 Select Print Preview from the File menu. A miniature picture of your
page appears. Notice that the cursor has become a magnifying glass.
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3 To magnify the text, aim the mouse at the desired portion of the page
and click.

4 Only part of the page is visible. To view another part, press-and-drag
the page in the desired direction.

5 To return to your document, double-click anywhere on the page.

6 You can view other pages by clicking on the Previous or Next
buttons.

7 If you needed to make changes, you would click the Cancel button;
however, you are ready to print, so click the Print button.The print
dialog box appears, showing you several printing options, including
the ability to print only some of the pages of the document or to print
multiple copies.

8 Click the Print button in this dialog box.

If your document does not immediately come out of the printer, do not
issue the Print command again. It will print out eventually, and you can go
on working while you are waiting.

Printing
You can print without first previewing.

¥ With the document Lesson Plan Letterhead open, select Print from the
File menu.

2 The Print dialog box appears. Just click on Cancel, since we just
printed this file a moment ago.

Coples:@ Pages: @ Al O From: |:] To: I:]
Cover Page: @ No Q First Page O Last Page

Paper Source: @ Paper Cassette O Manual Feed

Print: O Black & White @ Color/Grayscale
Destination: @ Printer O PostScript® File

Ol erint Merges Fialds

LaserWriter “Personal Laserllriter NT” 712
| Cancel |

Notes about Printers and the Chooser

Most Macs these days are hooked up to laser printers, but some people
have dot-matrix or ink-jet printers. In the Apple menu is an item called the
Chooser. From this dialog box you can specify which printer you are con-
nected to. If your document does not print after a few minutes, you might
want to check and see what is selected in the Chooser. Note: there should
normally be no need to change anything in the Chooser.

Notes about Fonts

On the Macintosh there are two basic types of fonts: outline fonts and
bit-mapped fonts. If you are printing on a laser printer you will want to
use outline fonts. To further confuse the issue, there are two types of out-
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line fonts—PostScript fonts and TrueType. You will want to use the type of
fonts that will output best on your particular printer. If you are printing on
a dot-matrix printer (such as an Imagewriter) you will want to use bit-
mapped fonts. If you are working on a laser printer or ink-jet printer you
should use PostScript and/or TrueType fonts. If the output of large-size
letters is jagged, then you are using the wrong type of font. Advanced users
can check font types in the Font Folder of the System Folder (System 7
users only). Figure 4.7 shows what some popular fonts look like printed on
an Apple LaserWriter. Using fonts effectively is an interesting and complex
subject.

Avant Garde Bookman
Brookfield Boston
Courier Bruck Seript
Geneva Helvetica
New York New Century
Palatino Times

Monaco Zaph Chancery
Figure 4.7

g with Templates

Normal

Tent

pIcY
AppleWorks 2.0
ApplelWorks 3.0
v

Stationery

In Works you can save a document as a normal file or as Stationery. When
you open a Stationery file, the computer will open an untitled copy of the
file and not overwrite the original file. This is useful for filling in forms or
creating a letterhead. In fact it would be a good idea to save a blank lesson
plan form as a Stationery file. '

1 Be sure to have the Lesson Plan Letterhead file open.
2 Now select Save As from the File menu.

3 In the File Format box, press down on Normal and slide down to
Stationery.

4 Type in the title Lesson Plan Template. Be sure your floppy disk is the
destination. If needed, click the Desktop button and navigate until
the name of your floppy appears.

5 Click the Save button.

6 Now close the file, and reopen the Lesson Plan Template Stationery file.
It should open as an untitled file.

7 Now fill in a few lines of the lesson plan, and save it under a
different name as a Normal file (not Stationery).

3232220222323y DDI»INDIDI)»IDI»IDI»I»INIDI)YIYD)
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Page Formatting

......................................

Page Break

When Works gets to the end of a page it will indicate a page break by
placing a dotted line across your screen. But there are times when you will
want to force a page break. For instance, you might not want to break a
paragraph between pages, or you might want to start a new chapter on a
new page. Inserting a page break is easy.

1 Open the file John Muir.
2 Position the cursor after the paragraph titled John’s Childhood.
3 Choose Insert Page Break from the Document menu.
Notice the page break line. This new page break will affect how all
following pages format, so let’s fix page three’s st\art.
1 Move the cursor to the line above Chapter 2—John’s Childhood.

2 Choose Insert Page Break from the Document menu. We have now
forced Chapter 2 to start on a new page.

Quickly Changing Pages
In a long document Works has a neat little trick to jump you quickly to a
desired page.

1 Simply choose Go To Page from the Edit menu, and then type in the
desired page number or use the up and down arrows.

If the OK button becomes grayed-out, you have typed in a number
higher than the existing number of pages.

2 You can also double-click on the word Page in the bottom left of the
screen. Try it.

3 By the way, you can delete a page break the same way you delete any
other character. Try it now.

4 Close the file without saving the changes.

Go To Page

Headers, Footers, and Page Numbers

Headers and/or footers work as titles on a multipage document. They also
usually include the page numbering.

1 Open the file John Muir. We will want to add a header and page
number to each page.

2 Select Show Header from the Window menu.
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3 A window will open. Type in The Life and Times of John Muir, then
press Tab, and then click on the 1 next to the clock in the Ruler Bar.

4 You can center the text by clicking on the alignment tools in the ruler,
and you can apply text attributes just as you would to any other text.

5 Close the Header window.
6 Show Footer works exactly the same way; try it if you like.

7 You will not actually see headers or footers on the word processor
screen. To see them, you must select Print Preview from the Print
menu. Try it now. Be sure to check the page numbers.

SJ=——= John Muir (WP) Header
Bl Wt 1rtr H=E=E=
0 T
, A

I I I |2| | I 3

- &
The Life and Times of John Muir |

Header Ka

Creutir{lg a Macro

The last activity we are going to do explores the powerful macros functions
of Works. Macros let you reduce doing repetitive tasks to a couple of key-
strokes. Creating a macro is like having a tape recorder built into your com-
puter. You first assign an abbreviation to the macro, then you turn on the
recorder. As you perform the task, Works stores all of your keystrokes and
then “plays” them back later on demand, a great labor- and time-saving
device. Let’s create a macro with which to sign your letters.

1 Open the file Lesson Plan Letterhead, and move to the end of it.

2 Drag down on the Window menu to Macro, and then drag to the side
to select Macros On. These pop-out menus are a bit tricky, so you
might have to try it twice.

3 Now, drag down on the Window menu again and then to the side and
select Start Recording (notice that Macros On has a check mark next
to it now).

Hide Rul¢
Show Chi

Show He
Show Foi
Shows Fou

vMacros 6ff 4 Next you see the Start Recording dialog box. The cursor is in the key
box. Type in an s (any letter can be used) to assign an abbreviation to

this macro.

Playback dnd...

Stayt Bocording...
$tap Hacordiag...

5 Press Tab to move to the Description box, and type in Signature. This
Lesson P describes to you what this macro does.

6 Now when you press Return, every keystroke, including mistakes and
menu commands, will be recorded. Macros can even record drawing.
Type in your name, and press Return.

7 Type in your street address, and press Return.

8 Type in your city, state, and zip code, and press Return.

Y2222 3233300200 ) D))y )y o)y ))
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9 Select all three lines, and apply a font, size, and style to them.
Here is an example:

John Muir
101 Yosemite Street
Earth, Planet Universe

10 To finish the macro, drag down the Window menu to Macro and then
over to Stop Recording.

11 In the Currently Recording dialog box, click the Stop button.
Let’s test your new macro in a different file.

1 Create a new document using the New command in the File menu.
Be sure to click on the word processor module in the New dialog box.

2 To invoke a macro, you use an Option key and keystroke combination.
We called our macro s, so simply hold down the Option key and press
the s key. You can watch as the computer plays back the macro.

This process can be used to automate any repetitive task, such as a
letterhead, long phrase, or a list of names. The macros are saved in a file
which you must open when you start Works in order to use them.

3 Select Macros from the Windows menu, and then slide over to
Macros Off. Do not bother saving the macro.

Other Features

We've worked with most of Works’ features, but there are a few others
worth mentioning that we don’t have time to practice with in depth. This
will complete our explanation of just about all of Works” menu commands.

Preferences

1 At the bottom of the Edit menu, select the Preferences command.

2 Click on the Word Processor icon in the dialog box. Now you can set
which font and type size the program will start up in, and the format
of footnotes.

Word Processor Preferences

rChoose Type:

& &) 8

All Types  Word Database Spresdsheet Comm  Draw
Processor

rDefault Font:

{ Geneva 4 Size E

Footnotes:
{ Separator Line: Print Location:

O No Line O End of Page
@ Short Line @ End of Bocument
O Margin Width
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3 Hold down on the shadowed boxes to see other options.

4 1f you click on the All Types icon in the dialog box, you can change
the date and time format and the ruler scale.

|[E====== all Works Preferences

Choose Type:
B

&G P B

All Types  Ward Database Spreadsheet Comm  Drew
Processor

-Default Date & Time Format:

[ saturday, Janu... ][~ 2:08:25 PM
2:08 PM
14:08:25

@ Inches 14:08

-Units:

I [ 0pen Documents Showing Ruler

|

——_— !

5 Again, drag down on a shadowed box to see the options.

6 Click on the Cancel button.

Title Page

In most documents you do not want a page number or header to appear on
the first page. To suppress page numbering (as well as a header or footer):

1 Choose Page Setup from the File menu, then click on the Document
button.

2 In this dialog box, check Title Page and OK.

Document So"ob0d———

Space Between Forms:;
Horizonlal | i

m: prtical
Numbering:

Number Pages From: D
]

Number Footnotes From:
%Title Page

You can check this with a print preview. The rest of the pages will still
be numbered sequentially, starting with page number two.
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Set Page Number

If you want your document to begin with a page number other than 1, you
can set a different first page number.

1 Choose Page Setup from the File menu.
2 Click on Document.

3 In the numbering box, type in a new number in the Number Pages
From:box.

4 You can check page numbering with a print preview.

Footnotes
1 Choose Insert Footnote from the Docunent menu.

2 A window will open, allowing you to type in a numbered footnote.
Type in the footnote, then click the close box.

Works inserts the footnote number at the cursor position. The footnotes
will appear either at the bottom of the page or at the end of the document
(endnotes), as specified in the Preferences dialog box. The next footnote
you create will automatically be numbered one higher. You can edit foot-
notes by selecting Show Footnotes from the Window menu. You will only
see the footnotes with a print preview or on printouts.

Clear

The Clear command deletes selected text without putting it in the Clip-
board. To try it, first select some text and then choose Clear from the Edit
menu.

The Delete key does the same thing with a bit less effort. Beware, how-
ever: text that has been Cleared or Deleted can only be brought back by
immediately using Undo from the Edit menu.

Undo

As noted above, you can back out of the last move you’ve made by select-
ing Undo from the Edit menu, but it can only go back to the last change
you’'ve made.

Draw Options

The Draw menu has many features which we did not explore. Experiment
with them if you wish to. For more powerful graphics features, you could
choose the Graphics module from the New File dialog box and then paste
your graphic into the word processor.

Format Character

Format Character is a good tool to use to make several format changes to
typed material at one time.
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1 First select the text you want to format.

2 From the Style menu, choose Format Character. This opens a dialog
box where you can make type changes. Click OK. The type will be
reformatted.

Mail

Open Mail and Send Mail in the File menu allow you to deal with text
documents which have been created in the communications module of
Works.

Fields

You can perform a mail merge with the Merge Fields command found in
the Document menu. In this procedure you insert a name or other piece of
information (a field) from a database file into a word processor document.
For example, this feature could insert a personal name into a form letter,
with the names coming from a mailing list created as a database file.

Save Workspace

The Save Workspace command, found in the File menu, saves all currently
open documents (even from different modules) into one workspace. When
you start up Works again, you can just open the workspace file to open all
of the grouped documents.

This is your chance to apply your newly developed word processing skills.
The goal of this project is for you to try out what you've just learned and to
demonstrate your acquisition of these skills. We want to concentrate on the
power of word processing, that is, the editing and formatting functions, not
just text entry.

m  Typein a one-page document.

m Do not bother to proof it. Include a couple of misspellings.

m  Format it, save it, and print it.

Now take the same document and make the following changes:

Delete a paragraph.
Add a paragraph.
Move a paragraph.

Replace a word you have used repeatedly with another, using the Re-
place command.

Use the thesaurus to change a couple of words.
Run a spelling check.

Change the font.

Change the margins and the tabs.
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Change a portion of the text to a different typestyle, size, alignment,
and line spacing.

Add a heading which is enlarged, bold, and centered.

Insert the time and date.

Add a simple graphic.

Have the document extend to a second page, and add a header and
page number to page 2, but suppress them on page 1 (see the section
called Title Page for help).

Do a word count.

Save the document under a different name, and print it out. Be sure
your name is on it, and write in the word count.

Turn in both versions of the document.



ILLUSTRATING THE REPORT

CHAPTER 5

Producing Pictures—
Exploring Computer Graphics via
DeskDraw & DeskPaint

FILES NEEDED

The following files are found in the Producing Pictures folder of the C.A.R.P. data
disk:

PD Clip Art (folder) Types of Graphs (created by user)
Draw Practice (created by user) Painted Face (created by user)
Draw Face (created by user) Painted Face 2 (created by user)

5.5

DeskDraw®

DeskPaint®

Today you will enter the exciting world of computer graphics. At times you
will find creating images on a computer to be efficient, powerful, and easy,
but at other times you may find it limiting, frustrating, and confusing. This
tutorial aims to minimize the confusing aspects of the task by teaching you
computer graphics in a systematic, well-planned manner. Given the Mac’s
user-friendly environment, you could learn computer graphics by experi-
menting with the various menus and tools, but I think you will find that
this tutorial provides a more efficient, and more thorough, experience. We
want to turn you into a graphics “power user,” able to find not only a way
to create an image, but the most powerful way to do it, while using some
techniques you might not find on your own.

Applying Computer Graphics to Teaching and Learning

We live in a largely visual society. A great deal of our basic knowledge we
get from visual clues. Yet in schools we spend very little time consciously
working on visual communication. The powerful tools of computer graph-
ics software offer visual communication and expression avenues even for
students who think they have no “artistic ability.” And besides, using com-
puter graphics can be a lot of fun.

Working with graphics is a great computer activity for early learners.
It's creative, fun, and engaging. Kid Pix (Broderbund software) offers tools
that make sounds and produce all kinds of fun effects. DeskDraw and
DeskPaint can be used by elementary school kids in a limited fashion.

For more advanced graphics works, schools might want to consider
purchasing a graphics tablet, which makes drawing easier than using the
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mouse. A scanner for digitizing photographs and drawings so they can be
fed into the computer is a great addition. Computer generated visuals can
be used across the curriculum, as part of math and science assignments,
illustrated stories, and art projects. Computer graphics is also a branch of
computer science. The growing trend to multimedia materials often in-
volves creating and manipulating graphics.

For college and adult learners, graphics programs can be used to create
illustrations, maps, and charts for research reports. Students in art classes
are doing some very sophisticated work with computer graphics. Teachers
may want to use a graphics program to create seating charts, instructional
visuals, handouts, posters, and bulletin boards.

Perhaps the greatest problem with computer graphics is how to get the
image off the screen and onto paper. Later in this chapter is a discussion of
issues involving color output. Complex computer graphics may create
enormous files, several megabytes in size. Storage of these may pose a
problem in a lab or classroom situation. A less obvious problem is the issue
of graphic design. Students should be given a working knowledge of the
principles of graphic design including information about composition,
movement, legibility factors, and other fundamentals of good design.

The Process

We will concentrate on the process of creating computer graphics, not on
the finished product, at least for now. This means that if you learn one
draw program you can easily pick up the operation of another, because you
will be familiar with the concepts that go into using it. After you complete
the first half of the tutorial (learning the program), you can work on the
product aspect by trying to recreate some printed images using your newly
gained skills. Having a strategy for creating your images before you actu-
ally start working will be an important skill to learn.

Draw vs. Paint Programs

On the Macintosh, graphics programs are divided into two categories:
draw programs and paint programs. Each type has its relative advantages,
limitations, and applications. In reality, most Mac artists use both types of
programs and may even integrate their use on one image.

Draw Programs

A draw program is also called an object oriented program. This type of
program treats every part of an image as a geometric object. Even a squig-
gly line is considered an irregular polygon. The objects are easy to move
and change. One object goes in front of or behind another object. Objects
are easy to modify, and text created in a draw program will print out
clearly. This type of program is well suited for charts, diagrams, and tech-
nical drawings. Many graphic designers are attracted to the features of
draw programs. We will be learning DeskDraw. Other popular draw pro-
grams include MacDraw, Aldus Freehand, Adobe Illustrator, and the draw
module of Microsoft Works.
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Paint Programs

A paint program treats the computer screen as a canvas. The images pro-
duced are called bit-mapped graphics because you are turning on or off
bits or pixels. You create much as a painter applies paint. If you make a
mistake in a paint program you often will not be able to alter it; you will
need to paint over it or erase it. Paint programs won’t print out as sharply
as draw programs, and any printed text included in the graphic will be
jagged.

Given the limitations of a paint program, why would anyone want to
use one? Primarily for the artistic effects they offer—it’s possible to blend
colors, use different brush characteristics, fill in irregular areas. It's much
like the freedom a painter has versus the precision an architect or designer
needs. You will learn how to convert an image from DeskPaint to DeskDraw.

In the second half of this chapter we will be learning DeskPaint, which
offers such effects as drawing with a charcoal pencil, painting with water-
color brushes, and distorting the picture. Other popular Mac paint pro-
grams include MacPaint, Studio 8, and SuperPaint, which offers both a
paint layer and a draw layer.

Which One Is Besi?

For line drawings, maps, simple shapes, and borders, DeskDraw is usually
better than DeskPaint. For mixing bit maps, objects, and text, DeskDraw
provides more control and permits much better quality text printing than
DeskPaint (and the text can be edited anytime). All images scanned in with
a scanner are bit-mapped. For working with color, photographs, and
“painterly” effects, DeskPaint is better. You'll have to decide which suits
the job at hand.

A Note about Color

Color is great on the screen, but what do you do with it? Color printers are
rare, and color copies are expensive. You may want to do screen presenta-
tions in color or prepare them for color slides, but for distribution, we usu-
ally need to work in black and white. We will work in black and white in
DeskDraw and in color in DeskPaint.

Access These Programs as Apple Menu ltems

Because DeskDraw and DeskPaint are relatively small programs, they
should be installed as Apple menu items (Desktop Accessories for System
6 users). This means they are selected from under the Apple menu (@§).
Thus you can open DeskDraw or DeskPaint, work on a graphic, and then
return to what you were doing without quitting the application first. For
example, you could be working in a word processor, open DeskDraw, cre-
ate an object, copy it, and then paste it into your word processing docu-
ment.

About DeskDraw and DeskPaint

DeskDraw and DeskPaint are published by Zedcor Software and sold as
one package. The package retails for about $200 (under $100 discounted).
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Special student prices are available. We've spent way too much time on
explanations; now it’s time for exploration . . . Let’s Get Busy!

Opening DeskDraw

1 Open DeskDraw by choosing it from the Apple menu (@§).

If DeskDraw has not been installed as an Apple menu item, navigate
the hard disk window to find the DeskDraw folder. Open that folder and
then double-click on the DeskDraw icon. The hard disk will whirl for a few
seconds, and you will be presented with a blank DeskDraw document.

2 Take a moment to study the different parts of the DeskDraw window,
shown in Figure 5.1.

» sysTEm 6 USERS: Note that there are now two menu bars. Be sure to invoke all
DeskDraw commands from the lower menu bar.

3 Take a moment to pull down each of the menus, but don’t select any
commands quite yet.

Menu Bar
e % File Edit Format Arrange Font Size Style
E[J=—— Untitled-1 [draw] ==
Selection Acrow — | FileTitle | : :
Text—| A ...m\.“.;m.“.mmm.;m.“.mm““ .................
bifie—] % Ei’ril|1ting Margin
Box—| A |... S AU SN N
Rounded corner — | (3B §
Oval—| (B §
Curved line —| (& § Tool Bar
Polygon —| b |[....... ! ...............................................................
Arc — hﬁ §
Fill Pattern |:|
LinePattern/Line Width — | [l][=] : :
Comy Mode — |l 1 ....... K
? |[R|Z]=z] 100% [3.8055, 2.9583 ][ |

| | |
Help Ruler Current Cursor position
view

Figure 5.1

Using the Draw Tools

Along the left side of the screen you will see the Tool Bar. This is where
you choose the various drawing tools to work with. Study Figure 5.1,
which shows the Tool Bar. We will be working with each of these tools
next.

Line Tool

Let’s begin by drawing some straight lines.
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1 Select the Line tool by clicking on it.

2 Now bring the mouse into the drawing area, and press the mouse
button down. Without letting go of the button, drag the mouse in the

direction you want the line to go.

3 Let go of the mouse button. Magic! Your line will be drawn.

4 Try drawing a few more lines. You do not need to select the Line tool
again. In DeskDraw, the last tool you use remains active.

Box Tool

1 Click on the left side of the Box tool. The left side is the unfilled side.
The right side draws filled, or solid, rectangles.

2 Press the mouse button down where you want one corner of the box
to begin. Without letting up on the button, drag the mouse diagonally.

3 Let go of the mouse button, and your rectangle will appear.

If the rectangle is solid, press the Delete key, and be sure to click on the
left side of the box tool and then draw a rectangle.

4 Draw a filled box by clicking on the right side of the box tool and
then drawing a rectangle.

5 Experiment with making several different size boxes.

Rounded Corner Tool

The Rounded Corner tool works exactly like the Box tool except that the rec-
tangles it makes will have rounded corners. Try making several of these
boxes.

Oval Tool

The Oval tool works much like the previous tools (see, aren’t computer
graphics easy?).

1 Click on the left side of the Owval tool. The left side is the unfilled
side. The right side draws filled, or solid, ovals.

2 Press the mouse button down where you want the oval to begin.
Without letting up on the button, drag the mouse diagonally.

3 Let go of the mouse button, and your oval will appear.

We'll learn how to use the other tools later.

Selecting and Formatting

Remember the First Rule of the Macintosh? Before you can do anything
with something, you must first select it. Therefore, before you delete or
modify an object, you need to select it.
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Selecting

k 1 Click on the Arrow tool, which can be thought of as the selection tool.

2 Now click on the object you wish to select. Let’s select one of the
straight lines.

Hot Tip—The Tip Does the Trick

The TIP of the arrow is the hot spot. To select a filled object, you can click
inside it; for an unfilled object, you must click on its border.

3 When an object is selected, it will grow handles at each end or

'_;—'—'_—'_’-‘—'—-—'u corner.

4 The line is selected and we want to delete it, so simply press the
Delete key on the keyboard.

5 Select and delete each of the objects you have created.

Congratulations. After much effort, you now have a blank screen!

Dragging

The way you move an object around the screen is by dragging it.
1 Draw an unfilled box.
2 Now draw a filled oval.
3 Select the box again. It will grow handles.

4 Press the tip of the arrow on the border of the rectangle, not on a handle.
Hold down the mouse button, and drag the rectangle to right below
the oval.

S Select the oval by pressing anywhere inside the filled oval, and
practice dragging it.

We want to make the rectangle larger. To resize an object, you simply select
it and drag a handle. When you resize rectangles or ovals, the cursor will
turn into a double-ended arrow when you are on a handle.

1 Select the rectangle.
2 Press any of the corner handles and drag it.

3 The box will resize. Now let go of the mouse button.

Changing Line Width, Line Color, and Line Pattern

You can change the thickness of lines and borders and even change them
from solid lines into patterned or textured lines.

1 Select the rectangle if it isn’t already selected.

2 Press on the Line Width tool, hold down the button, and slide over to
the right.
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3 A series of different line widths will pop up. Slide down to a nice
thick line.

4 Let go of the mouse button. The rectangle’s border will be changed to
the thick line.

5 Select the rectangle with the wide border.

6 Press on the Line Color (or Pattern) tool. Slide over and select a new
line color or pattern.

Changing Fills and Patterns

You can fill in objects with different colors or patterns. You can even fill an
object that was originally drawn unfilled.

1 Select the oval you've drawn.

2 If you are working on a color computer, you can apply a fill by
pressing on the Fill Color tool and sliding over to a desired color.

3 The oval becomes filled with that solid color.

opaqu

If you are working in black and white, you cannot apply colors, only

patterns. In color, you can apply colored patterns.

4 To apply a pattern, make sure the oval is selected, press on the
Pattern tool, and slide over to apply a desired pattern.

5 To unfill a polygon, select N (for None) in the color box. Try it now.
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Hot Tip—The Shift Key = Constrain

To draw perfect circles and squares, use this little trick.
1 Select the Owval tool.
2 Hold down the Shift key on the keyboard.

3 Drag diagonally. Voila, a perfect circle. The Shift key works to
constrain the mouse movement.

4 Try drawing a square, holding down the Shift key while using the
Box tool.

5 Try the Shift key with the line tool. It constrains it to 45-degree
movements.

6 The screen is getting a bit crowded, so choose Select All from the
Edit menu and hit the Delete key.

Let’s finish off Part One by learning how to use the remaining three
tools in the Tool Bar.

Other Tools

2

M’W

__h

Curved Line Tool

The Curved Line tool lets you draw freehand. The line still forms a polygon
which can be modified. There are two types of curved-line polygons, open
and filled. Let’s try an open curve first.

1 Click on the left side of this tool.

2 Press-and-drag the mouse to draw your curved line. Let’s draw a
wave.

3 When you release the button, the line is drawn. The computer
automatically smooths the line.

The line width and pattern are determined by the current line width
and line pattern settings.
Filled curves work a bit differently. Let’s try one.

1 Click on the right side of the Curved Line tool.

2 Press-and-drag the mouse to draw a curved line. Let’s draw another
wave.

3 When you release the button, the filled object is drawn. The computer
automatically draws a line to finish the polygon. This may give some
unexpected results.

Polygon Tool

To draw triangles, stars, and other straight-sided polygons in DeskDraw
you will need to use the Polygon tool.
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Let’s draw a pentagon.
W3 1 Click the left side of this tool.
2 Press-and-drag to draw the first side of the polygon.

3 Release the button, then press-and-drag to draw another side.
4 Continue this for the other sides.
53 After drawing the last side, double-click. This may take some practice.

+ You do not need to enclose the polygon. Try drawing some other shapes.
Filled polygons work the same way. The computer encloses the poly-
gon if you do not join the ends (be sure to double-click). Try it.

Arc Tool

The Arc tool draws nice smooth arcs either open or filled.

-& 1 Click the left side of the tool.

2 Press-and-drag to draw your arc.
3 See what happens when you constrain an arc with the Shift key.
4 Draw a filled arc with the right side of the Arc tool

Save

Let’s not risk losing your masterpiece. Let’s learn how to save your image.
1 Choose Save from the File menu in the DeskDraw window.
2 Navigate your way to your floppy disk and the Producing Pictures folder.

3 Save the file as Draw Practice.

[€3 Producing Pictures ¥ |
T P.0. Clip Art ™ CARP

Save as...

[Rraw Practice [m]

File Format: @ DeskDraw O PICT

Menus and Commands—Creating an Image

Let's turn to exploring the options under the various DeskDraw menus.

New

In order to start fresh, we need a new sheet of paper. Hold down the mouse
button on the File menu and drag down to New. Let go. The computer
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creates a new document, called Untitled, until you save it under another
name.

Hot Tip—Command Keys

When you work with a program extensively, you may find it faster to in-
voke commands via Command keys rather than the pull-down menus.
These are keyboard equivalents to the menu items. They are indicated by
the cloverleaf and a letter to the right of some commands as they are shown
on a pull-down menu. Some are standard to many Mac programs.

Help

DeskDraw has a built-in help feature to provide assistance with commonly
asked questions. This can often be faster than referring to the printed
manuals.

1 Click the Question Mark (Help icon) in the lower left part of the
window.

If you get a message that help is not available, it means that the Desk-
Draw Help file was not copied into the Desk folder on the hard disk.

2 When help is activated, the mouse cursor will turn into a question
mark.

3 You can click on any tool or menu command.

4 To exit help, click in the center of the window.

Undo

DeskDraw can often give you a chance to back out of a mistake. But you
can only go back one move, so Undo has limited use.

1 Draw a box of any size and shape.

2 Select Undo from the Edit menu. The box is undone.
3 Draw another box.

4 Drag it to a new location.

5 Now select Undo Drag. The box moves back.

6 You want to delete the box. Select Undo again. It cannot delete the
box; it can only Redo Drag.

7 Delete the box using the Delete key.

Creating an Image
1 Draw an unfilled circle that takes up most of the screen.
2 Drag the circle into the center of the screen.

3 Now draw a smaller oval in the center of the circle, as shown in the
illustration.

4 Now copy it (from the Edit menu or by using Command-C ).
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Modif)!ring Objects
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5 Now paste it. The second oval will be directly on top of the original
one.

6 Move the ovals as shown in the illustration.

Hot Tip—Multiple Selections

We now want to fill in both ovals, so we will learn how to do a multiple

selection using the Shift-Click method.
1 Select the left oval.

2 Hold down the Skhift key and select the right oval. Notice that both
ovals now have selection handles. We can keep selecting objects as
long as the Shift key is held down.

3 We can now work on both ovals at once. Select a pattern to fill the
ovals with.

Flip and Rotate

1 Using the Polygon tool, draw a triangle in the center of the screen, as
shown in the illustration.

2 Be sure the triangle is still selected. Choose Flip Vertically from the
Arrange menu.

3 Experiment with the Flip Horizontally and Rotate commands.

4 The Free Rotate command works a bit differently. After you select it,
put the mouse on one of the corner handles. It will turn into a curved
arrow, and the handles will change into circles.

3 Now press-and-drag the mouse around to rotate the object from that
corner. Click again on the Free Rotate command to lock the polygon
into position and to turn off Free Rotate.

6 Leave the triangle in the position you wish.

Reshape Line
After you have drawn a line or polygon you can reshape it.

1 Choose the Freehand tool to give your image an expression. You
simply press-and-drag to draw the line. Draw any shape line you
wish.

2 Choose Reshape from the Edit menu. Open the Edit menu, and look
at Reshape to see the check mark next to it. As long as the check mark
is next to Reshape, you will be in reshape mode.

3 Choose Unsmooth from the Edit menu. This takes the smooth curves
out of your line and gives you more points to edit.
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4 Press-and-drag on any handle and let go. The line snaps to its new
shape.

5 Try several more points.

6 Choose Smooth from the Edit menu to smooth out the edges.

Hot Tip—Adding Edit Handles

1 Hold down the Command key while you press on the border of the
triangle. A new edit point is formed.

2 Reshape your four-sided triangle.

You can also delete points from a polygon by depressing the Command
key while clicking on a handle.

1 Click off Reshape from the Edit menu to turn off reshape mode.

2 Save your work on your disk under the name Draw Face.

Working with Grouped Objects

Group

Multiple objects may be grouped (joined together as one object) to make
them easier to manipulate. They may also be ungrouped (taken apart).
Let’s top off our image by adding a hat.

1 Select the Rounded Corner Box tool.
2 Make a rounded corner box as shown.

3 Select the Owval tool. Make an oval as shown.
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Scale by Percent
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4 Make both objects solid black.
5 Using the Shift key, select both black objects.

6 Select Group from the Format menu. Notice the handles now indicate
a single, grouped object.

7 Now drag the hat into position and resize it.

You can ungroup an object by selecting Ungroup from the Format
menu.

Layers

In a draw program, solid objects act like pieces of paper either covering up
other objects (being in front of them) or being hidden under other objects
(being behind others). Now we will learn how to bring objects to the front
and send them to the back.

1 Select the big circle that is the face.
2 Using the Pattern box, make the face solid white.
3 Select the hat.

4 Choose Send to Back from the Arrange menu (or press Command-]) to
send the hat behind the face.

3 Choose Bring to Front from the Arrange menu (or press Command-F)
to bring the hat back in front.

Select All

The simplest way to select all the objects in the document is to choose
Select All from the Edit menu.

1 Choose Select All from the Edit menu. Notice that all objects have
handles.

2 Select Group from the Format menu. The whole head is now one
object.

Scaling

We’ve already learned to resize objects by dragging the handles; now let’s
learn a more exact way to scale them by percent.

1 Be sure the face is grouped and selected.

2 Choose Scale by Percent . . . from the Arrange menu (or press
Command %).

3 Click on the 200% button to double the size of the rectangle.
4 Choose Scale by Percent . . . from the Arrange menu .
5 Type in 40% and press OK.
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Duplicate

Duplicate is a powerful command to create multiple copies of an object.
Subsequent duplications will continue in the same direction and at the
same distance from one another at first. This is useful for creating forms,
grids, and so on. It is faster than using Copy and Paste repeatedly.

1 Be sure the face is grouped and selected.

2 Choose Duplicate from the Edit menu (or press Command-D).

3 Press-and-drag the duplicate object to a position below the first face
(as shown in the illustration).

4 Choose Duplicate from the Edit menu twice more (or press
Command-D twice). The face is duplicated twice, with the second
duplication appearing in the same relative direction and at the same
distance from the first duplicate as it is moved from the original.

5 Save your work. Since you have already saved this once, the file will
just be automatically updated, thus the screen won’t change.

Scroll

You may have noticed that as we duplicated the faces, the objects moved
off the screen. This is because the window you see is not the entire full-page
document. You need to scroll to see more of the page.

1 Press on the Scroll Down arrow. The window scrolls to the bottom of
the page.
2 Press on the Scroll Up arrow. The window scrolls to the top of the page.

3 Press on the Scroll Right arrow. The window scrolls to the right side
of the page.

Autoscroll
As you draw, move, or resize an object outside the current window, Desk-
Draw automatically scrolls.

1 Select one of the faces, and drag it down till the screen scrolls.

2 Using the scroll bar, scroll back to the top.

3 Draw a vertical line from the top of the page to the bottom. Be sure to
let the screen scroll as you draw. When you get to the bottom of the
page, scrolling will stop.

4 Select a face and stretch it.

5 Continue to modify the other faces so they are each different.
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Margins

The striped line you see near the edges of the page are the margin lines.
Anything outside those lines will not print. Later you will learn how to
change these margins.

Zooming
You can zoom in or out to view documents at different magnifications.

1 Choose Enlarge from the Format menu (or press Command-E).
DeskDraw will try to center the view over selected objects. This is a
good way to do detail work.

2 Choose Reduce three times from the Format menu (or press
Command-R). Now you have a view of the entire page. You can still
edit the image from this view.

3 Choose Actual Size from the Format menu (or press Command-1) You
can also click on 12.5% on the scroll bar to toggle between 100% and
12.5% (full page view).

4 You can also click on the + or - buttons to zoom in or out. Try it now.
5 Return to 100% view.

6 Save your work.

Aligning Objects

Align
It is often useful to let DeskDraw line up objects rather than doing it manually.
1 Select all of the faces.

2 Choose Align Objects ... from the Arrange menu (or press
Command =).

3 Click on the Left button for horizontal alignment.

4 Click None for vertical alignment.
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3 Click OK or press Return. The objects are all aligned on the left side.

6 Save your work.

Align Objects...

Uertical
(O None
QTop

@® Center
O Bottom
Horizontal
O None O Lleft @kl:enter O Right

Working with Text

When text is typed in, it becomes an object. Text objects can be moved
around the screen like other objects, and their bounding rectangles can be
changed by dragging the handles.

1 Click on the text tool: A.

2 With the mouse button held down, drag a box about three inches
wide and an inch deep just to the right of the top face. A text box
Friend Number 1 should form.

is Brendan . .
: gz y 3 The pointer becomes an I-beam. Type Friend Number 1 is Brendan. If
you make a mistake, use the Delete key.

Friend Number 2is 4 Click to the right of the next face down. Use the scroll bar if
Keyley] necessary to view the lower part of the graphic. Type Friend Number 2
is Kayley for this face.

Now we will learn to edit text.
You can edit this text any time by clicking on the Text tool and then
clicking on the text block you want to edit.

Friend Number 1 1 If the Text tt?ol is not selected, then choose it. Click at the far right
is Brendan] side of the first name you've typed.

2 Use the arrow keys on the keyboard to move within the text. Delete
the entire name, and replace it with a new name.

Now we will learn how to modify the size, font, and style of text.

1 With the Text tool selected, click at the right side of the second name
you've typed.

Friend Number 2 is

2 Press-and-drag over just the name to highlight it.

3 Choose Times from the Font menu. Notice that only the
characteristics of the selected text are changed. The other text
remains the same.

4 Choose Bold from the Style menu (or press Command-B).

5 Choose 24 from the Size menu.
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If some of the text is not visible, you may need to resize the text box.

%riang * 6 Click on the Selection tool. The text becomes an object with handles,
Number 2 just like other objects.

']IS(a 1 . 7 Click on the lower right handle, and resize the text block. When you
y make the text box smaller, notice how the words wrap to fit in the
ey

| ] | |

N box.

8 Save your work.

You can also change centering and line spacing. Centering works in
relation to the text box, not the entire page size. Text can also be rotated
with the different rotation types under the Arrange menu.

Printing

1 Before printing, be sure you have recently saved your work.

2 To preview the way the printed page will look, choose Reduce twice
from the Format menu (or press Command-R twice).

3 Choose Print . . . from the File menu.
4 Click OK (or press Return). The image will be sent to the printer.

5 You can continue to work while you are waiting for your printout.

Other bpfions

Ruler
e . ..., If you need to measure things or line them up on a point, you can use
& M DeskDraw’s built-in ruler.
e | ] 1 Notice the ruler near the top and left of the DeskDraw window.
3@ | ]
1 2 Hide the ruler by choosing Hide Rulers from the Format menu.
L 1] ‘ Y B

3 Display the ruler by choosing Show Rulers from the Format menu.

4 You can change the measurement system by choosing Ruler Settings

. - from the Format menu. Press-and-drag the system from inches to
Q 5B centimeters. Select OK.

5 You can also toggle the rulers on and off by clicking the ruler box
near the lower left corner of the window.

Auto Snap

Snap to grid settings cause objects to move to an invisible grid, which
helps in alignment. You can turn off Auto Snap (Format menu) when small

)
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movements are necessary. You can also nudge movements by using the
arrow keys with selected objects. Try these with one of your objects.

Page Layout

Page Layout under the File menu allows you to set up the page to any
dimensions you want. You type in the desired sizes. For a horizontal page
you would type in Height = 8.5” and Width = 11", Do not make any changes at
this time.

Page Légout

Measure:
e

Page Setup

Page Setup is used in Macintosh programs to set the page size, paper ori-
entation, number of copies, and other things specific to the particular
printer being used. Do not make any changes at this time.

Preferences

Use Preferences . . . to set DeskDraw to your preferred settings. Any settings
you make will be used for all documents opened, until you change them.

1 Choose Preferences . . . from the Edit menu.

2 Set up the options the way you like. DeskDraw will remember them
and use them as defaults in the window currently open and in new
windows you open.

Here is what the preference settings mean:

Document
Measure Sets the measurement system (inches or centimeters).
Width/Height Sets the document size.

Ruler Settings
Ruler Lines  Sets line divisions in the window. Set it to .5 for ruler
lines every half measure. Set it to 1 for ruler lines every
measure. Set it to .25 for lines every quarter measure.
Auto Snap  Sets the snap-to increments. For instance, if you want an
Auto Snap of half an inch, set Auto Snap to . 5.

Startup Text
Font/Size Sets the font and size you prefer to use.
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Other Options

Show Ruler

Show Ruler Lines

Auto Snap

Makes the ruler show at start-up.

Makes ruler lines always show at start-up.

Enables Auto Snap.

3 Click Cancel. We won’t change the preferences.

Working with Color

DeskDraw objects can be any of 16.7 million colors. Even color bit maps

pasted from DeskPaint and other programs are supported.

To see color, you must have a color machine, and you must have set the
screen to display color. This is done via the Monitors Control Panel.

Changing Colors in the Palette

While the palette is limited to 256 colors, DeskDraw allows you to choose

any color out of the 16.7 million colors available.

1 Choose Colors from the Edit menu.

2 Choose the color you want to edit by clicking on it.

Colars

] Il
1

J! Click color to edit

3 You will be presented with the color picker wheel.

Hue
Saturation
Brightness

Red
Green
Blue

Select a new color

54399

52428

8909

9780

52428

EDEDED

EHNEDED
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4 Choose the new color by clicking on the color picker wheel or by
changing numeric values for Hue, Saturation, Brightness, Red,
Green, or Blue. Overall brightness is changed by dragging the scroll
box up or down.

5 Click OK when you are finished choosing your new color.
6 The new color will appear in the palette where you set it.

You can use the Open . ..and Close . .. buttons to open or save pal-
ettes.

This has been a quite comprehensive introduction to DeskDraw. Now
let’s give you a chance to apply your newfound skills with some drawing

challenges.

Deskdraw Challenge (with Help)

The Bar Chart

See if you can use your DeskDraw skills to recreate the bar chart pictured
in Figure 5.2. We will give you one method for creating it, without includ-
ing the directions for how to use each tool. The chart should be about five
inches wide and three-and-a-half inches high. Be sure to include the border.

1 Draw the outside border.
2 Draw the baseline.
3 Make the first bar with the Box tool. Apply a thicker-width border to it.
4 Duplicate the bar.
5 Position the second bar.
6 Duplicate the other six bars.
7 Select each bar, and resize using the top middle handle.
8 Select each bar, and apply a pattern.
9 Type in the text.
10 Highlight the text, and format it.

BAR CHART

Figure 5.2
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11 Drag the text box into position.

12 Save your work as Types of Graphs.

Deskleaw Challenges (on Your Own)

The Line Chart Challenge

Here’s an easy one. On the same document as the bar chart, recreate the line
chart show in Figure 5.3. Make it the same size as the bar chart.

Choose Page Layout to make the page 11” wide by 8.5” high. Use Page
Setup to make the page orientation horizontal (landscape). Add the title
TYPES OF GRAPHS at the top center of the page.

"LINE CHART

Figure 5.3

The Pie Chart Challenge

Add the pie chart shown in Figure 5.4 to your Types of Graphs chart. Do not
fill in the slices.

PIE CHART

Figure 5.4
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The Pictograph Challenge

Finish your visual with the pictograph shown in Figure 5.5. You might cre-

ate the figure with some very wide lines, a box, and a circle. Be sure to

duplicate the figures. How will you hide half a figure? Save your work.
Does the final layout of your chart look anything like Figure 5.6?

£ AR R
ARRRRA
k7

R

Figure 5.5

PICTOGRAPH

TYPES OF CHARTS

BAR CHART PIE CHART

fi 44
LYY

LINE CHART PICTOGRAPH

Figure 5.6

Opening Deskpaint

1 Open DeskPaint by choosing it from the Apple menu ().

If it has not been installed as an Apple Menu item, navigate the hard
disk window to find the DeskPaint folder. Open that folder and then dou-
ble-click on the DeskPaint icon.

The hard disk will whirl for a few seconds, and you will be presented
with a blank DeskPaint document.

2 The DeskPaint window will look like Figure 5.7. Take a moment to
study the different parts of the window.
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NOTE: If you are using an older version of DeskPaint, you
may see different menus. Here are the primary differences.
In the new version, the old Format menu has, for the most
part, been replaced by the Window menu. The commands
in the old Arrange menu have been replaced by tools.
Many of the commands in the new Options menu are in the
old Format menu.

» SYSTEM 6 USERS Note that there are now two menu bars. Be sure to invoke
all DeskPaint commands from the lower menu bar.

3 Take a moment to pull down each of the menus, but don’t select any
commands quite yet.

4 The color mode at the bottom of your screen should say 256 colors. If
it doesn’t, pull down the File menu and select Page Layout.
Press-and-drag on the Colors box (it probably reads black and
white), and drag down to 256 colors. Click OK.

Hand Marquee
Text - Lasso Menu bar
Line Arc
Box - Spray can
Rounded Corner — Brush
Oval Pencil
Curved line - Eraser
Tool Polygon ity Charcoal
bar Auto trace/Eye dropper Smudge
&  Cursor
Line pattern —-} i Scroll bars
Copy mode —
Copy mode — == Color mode and

Foreground color - Dots per Inch
Background color

S
£

Help Ruler Current View

Figure 5.7

The Tool Bar = Painting Tools

Along the left side of the screen you will see the Tool Bar. This is where you
choose the various painting tools to work with. Study the diagram of the
Tool Bar (Figure 5.7). We will be working with these tools next. You should
note that you can also select tools by pressing a designated key (without
using the Command key).

Pencil Tool

Just as we did in DeskDraw, let’s create a face. But this time we will use
painting tools. The simplest tool to use is the Pencil tool.

ﬁ 1 Click on the Pencil tool (or press the D key)

2 Draw a simple face like the one illustrated.

) )Yy ) ) ))

D2 2 T T B N B T N B B R B B

3

» 30 2 33 3 )



IESED SRS ED S IS NS

> )3 3

)

> ) 32 D3 ) ) 3y ) )Y o)

PRODUCING PICTURES o 107

Mistakes

Unlike draw programs, you cannot just press the Delete key to erase a mis-
take when using a paint program. In fact, there is no arrow or selection
tool. This is because each pixel on the screen is addressed, not entire ob-
jects. Later, we will learn three techniques that can be used to select por-
tions of the screen to delete or move.

Eraser Tool

The Eraser tool works like a real eraser; just rub over an area to erase or
delete things.

1 Click on the Eraser tool (or press the E key).
2 Erase the right eye by pressing and dragging the eraser over it.

Hot Tip—Straight Lines

To draw or erase with straight lines, use the Shift key to constrain your
movements. When drawing on black with the pencil, the pencil will erase.

Undo

DeskPaint has the same undo characteristics as DeskDraw. You can only
undo your last move. But unlike in DeskDraw, you cannot redo your last
move.

Choose Undo from the Edit menu (or press Command-Z). The right eye
should reappear. If not, paint a new one.

Line Tool, Box Tool, Rounded Corner Tool, Freehand
Tool, Irregular Polygon Tool

These tools work just about the same as they do in DeskDraw. Take a mo-
ment to experiment with them. Try drawing another face.
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- .- m o= ® 8

Paint Brush Tools

The Paint Brush is like the Pencil tool, except it has a wide tip. You can
change brush widths and shapes.

1 Click on the Paint Brush tool (or press B).
2 Press-and-drag on the Color Box to select a red color.

3 Press-and-drag to paint red hair on our first face.

Different Brushes
1 Be sure the Paint Brush tool is still selected.
2 Press-and-drag on the Brush Size box to select a big oval shape.

3 Now paint yellow hair on the second face.

4 Save your work as Painted Face using the Save command under the
File menu.

Hot Tip—Brush Size

The brush size does not affect pencil lines. It is used as the line width tool
in drawing polygons and lines, and to determine the eraser width.

Paint Bucket Tool

Here’s something powerful that you can’t do in DeskDraw. The Paint
Bucket tool allows you to fill in any area of your image.

1 Click on the Paint Bucket tool (or press F).
2 Press-and-drag to select a pretty blue color.

3 Click the TIP of the paint coming out of the Paint Bucket tool inside
each eye of the first face.

If the paint leaks out of the eye, it means that the area was not entirely
bounded. Select Undo, and touch up the area with the Pencil tool to make
sure there are no gaps in your border.

Spray Can Tool

The Spray Can tool is lots of fun. If you've ever had a secret desire to be a
graffiti artist, this is the tool for you.

1 Click on the Spray Can tool (or press A).
2 The spray can continually sprays as you hold down the mouse.

3 Spray a nice pair of shoulders beneath the first face. Experiment with
moving the spray can fast and slow.
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Charcoal Tool

The Charcoal tool is identical to the spray can except that it only applies
paint while it is being moved.

1 Click on the Charcoal tool (or press O).
2 Apply a pair of shoulders beneath the second face.

3 Save your work.

Smooth Tool
The Smooth tool smudges or blends the paint it is dragged over.
1 Select the Smooth tool (or press Y).

2 Smooth the lines in the second face. Try it fast and slow.

Eyedropper Tool (When Working in Color)

The Eyedropper tool allows you to “pick up” a color from one part of your
image and apply it to another part.

1 Click on the Eyedropper tool (or press K). This tool will be replaced
by the Auto Trace tool if you are not working in color.

2 Click the Eyedropper on any colored portion of your image. Notice
that the foreground color in the Tool Bar has changed to this color.

3 You can now use any tool in this color. Choose the Paint Brush, and
paint some hair in this color.

Auto Trace (When working in Black and White)

The Auto Trace tool is used to convert black and white paint images into
DeskDraw objects. We will learn how to use it later.

Hand Tool

If your image goes off the screen you can use the scroll bars as you did in
DeskDraw, but there is also another way of scrolling. The Hand tool grabs
your image and lets you move it around in the window.

1 Click on the Hand tool.

2 Press the Hand down near the bottom right of your screen, and drag
it up and off the screen. The screen will scroll with you.
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Selectiéjg

HI
L_J

Notice that there is no arrow or selection tool in DeskPaint. This is because
the image is not comprised of objects but is bit-mapped. We will need to
lasso or surround a group of pixels to work on them.

Marquee Tool
The Marquee tool selects rectangular sections of an image.
1 Click on the Marguee tool (or press S).

2 Press-and-drag to draw a box around the left face. The Marquee tool
functions just like the box tool.

3 The cursor will turn into a cross. Now drag the box to the bottom of
the document.

4 Click outside of the box to place the face.

You might notice that when you select an area, the tools will turn into
new symbols. These are icons which represent the modifications you can
make to a selected area. Note that if you are using a version of DeskPaint
that does not have an Arrange menu, you will need to use these icons as
substitudes for the commands in the Arrange menu.

Lasso Tool
The Lasso tool selects irregular sections of an image.
1 Click on the Lasso tool (or press Q).

2 This tool functions much like the Pencil tool. The idea is to draw a
lasso around the area you want to move.
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3 Press-and-drag to put a lasso around the face you just moved.
4 Drag the face back to the top of the screen.
5 Click outside of the lasso to finish the move.

You can also use Cut or Copy after you have selected an area with the
Marquee or Lasso tool.

Hot Tip—Quickly Selecting Irregular Shapes
1 Select Marquee from the Options menu.
2 Click on the Shrink to fit check box. Click OK or press Return.
3 Click on the Marquee tool.

4 Draw a box larger than the second face. The marquee will neatly
shrink to become a box around the face.

Marquee
Copy mode:
@ Opaque

I:) Transparent
B shrink to fit

Hot Tip—The Lasso Tool

You can achieve the same effect of quickly selecting irregular shapes by
selecting the Lasso tool and pressing the Command key while you click
under the desired object. Try it if you want to.

There is no way to make multiple selections, but you can select the
entire image by using Select All from the Edit menu.

Now that you know how to select an area, you can resize and scale it just
as in DeskDraw.

1 Select a face with the Lasso or Marquee tool.

2 Hold down the Command key while you press-and-drag on the lower
right corner of the marquee. This will resize the area just as in Desk-
Draw.

3 Select Undo from the Edit menu.

Hot Tip—Proportional Resizing

To proportionally resize an area, hold down both the Shift and Command
keys while dragging a corner.
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Modifyin:g Images

Images can be modified by using the Selection tools. After you select an
area of the screen, the tools in the Tool Box turn into new icons. These
correspond to tools used to modify the selected area. The Selection tools are

shown in Figure 5.8.
Hand — {m} 3| ™arquee
Cropping q ] Invert
Stretch {133 (¥ Free rotate
skew - |T32 ™|  Rotate right
Distort ol - Rotate left
Two point pers. - .U. t — Flip vertical
One point pers. n' 4*| - Flip horizontal
Duplicate — %I Ehi - Opaque
Scale by percent —| % @ Transparent

Figure 5.8

Scaling
1 Select a face.

2 Click once on the Scale by Percent tool in the Selection tools box (or
press Command-%).

3 Click on a preset percentage, or enter a custom size. Press OK.

Duplicating
Let’s make three more faces.
1 Be sure a face is selected.
2 Choose Duplicate from the Edit menu (or press Command-D).
3 Drag the face to the right of the original face.
4 Choose Duplicate twice more to create two prepositioned faces.

S Save your work as Painted Face 2 (choose Save As under the File
menu).

There is no align command.

Flipping and Rotating

After selecting an area, you can flip or rotate it (using the Selection tools).
Try it.

Distort, Skew, Stretch, Perspective

You can get really wild with these tools.
1 Select a face with the Marguee tool (not the Lasso).
2 Choose Distort from the Selection tools.
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3 Grab the handle in the upper left corner of the marquee, and drag it
up and to the left. Be sure the cursor is the pointer and not a cross
when you drag the handle.

4 Let go of the mouse button. Click on the Marquee tool again. The face
will be distorted.

5 Try stretching another corner.

6 On the other faces, practice with Skew, Stretch, and One and Two
Point Perspective (in the Selection tools). If you don't like a
distortion, use Undo to start over.

“
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Lighten and Darken

We can lighten or darken the entire graphic by adding or subtracting dots,
or pixels.

1 Use the Fill tool (the paint bucket) to fill in the eyes of a face with a
black and white pattern.

2 Choose Lighten from the Effects menu.

3 Hold down the Command and + keys. Notice the image gets
progressively lighter.

4 Choose Darken twice from the Effects menu.

5 Hold down the Command and - keys.

Inverting
Need a reverse image? The Invert tool does the trick.
1 Select a face with the Marquee tool.

2 Choose Invert from the Effects menu.
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Trace Edges

Trace Edges is a rather strange effect. It converts your selection to an out-
line.
1 Select a face with the Marquee tool.

2 Choose Trace Edges from the Effects menu.

Sharpen, Soften, and Smooth

These tools work only in color. Try them if you wish.

A The Text tool operates much like DeskDraw’s text tool does, with two
notable exceptions: once the text has been placed it cannot be modified,
and the text will print out as bit maps (jagged edges and all). For these
reasons it is usually better to create text in a draw program.

1 Click on the Text tool (the A), or type T.

2 Click the mouse to the right of one of your faces.
3 Type in Friend Number 1.
4 Drag the cursor back over the text.

5 Apply a different Font, Size and Style from the menus. Resize the
text box if necessary.

6 Click the mouse outside of the text box.

7 Now try to highlight the text again. It can’t be done. The text is
painted. You will need to erase it and retype it to apply different
fonts or styles.

Frommmmmemomemeoeon 1 We can, however, change the size of the letters, but in a rather crude
| Friend Number 1;  fashion.

------------------- “T 1 Use the Text tool to type in Friend Number 2 next to another face. Be
sure to select your font, size and style before clicking the mouse

N |

LLIGLQ pNWPEL | 2 Use the Marquee tool to draw a box around your text.

\
3 Hold down the Command key, and drag one of the corners. You can
“ / stretch or shrink the text, and the letters will distort.
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4 Since the text is a bit map you can flip, rotate, and otherwise play
with the text. Try it.

5 Save your work.

Other Options

Opaque

v Transparent

Negative

Negative & Transparent
Black Inverts

White Inverts

Black Erases

White Erases

Preferences

Preferences allows you to set up DeskPaint to your custom settings. We
won't play with these settings now, but you can take a look at them.

1 Choose Preferences from the Edit menu. Look at the options available.
2 Select Cancel.

Modes

So far, it seems that painting always covers up the paint beneath it. But we
can apply color in many different modes.

1 Get back to your Painted Faces document.

2 Click on the Paint Brush tool.

3 Select a nice fat brush.

4 Choose Transparent from the Modes pop-up menu.

5 Paint hair over some existing hair. Notice this new effect.
6 Experiment with other modes.

The different modes also work when pasting or duplicating things.

Avuto Trace

Auto Trace permits you to convert DeskPaint images to DeskDraw objects.
You use this to import things into DeskDraw which you will wish to mod-
ify. You can directly import portions of a DeskPaint image into DeskDraw
from the Clipboard (using Cut and Paste), but you will not be able to mod-
ify them. Auto trace works only in black and white mode.

1 Get a New document from the File menu.

2 Set the color to black and white using the Page Luyout menu.
3 Draw a hand using the pencil tool.

4 Choose Auto Trace from the Options menu.

5 Set Trace As to Polygons, Trace Type to Prefer curves, and Complexity to
Medium. :

6 Click on the Auto Trace tool.
7 Click on a line of the hand. The hand will “shimmer.”
8 Choose Copy from the Edit menu.

9 Now open DeskDraw from the Apple menu. Choose Paste from the
Edit menu in DeskDraw.
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10 You can now modify the hand just as you would any other object;
you can even Reshape it from the Edit menu.

11 Quit DeskDraw without saving changes. Return to your DeskPaint
screen.

Browse Files

Browse Files is a utility which automates the process of looking through
several paint files. It's useful for previewing clip art.

1 Choose Browse Files from the File menu.

2 Navigate through folders to find the PD Clip Art file in the Producing
Pictures folder on your C.A.R.P. floppy disk.

3 The Hand icons activate forward, reverse, or pause browse. The
Movie Camera moves to auto browse. You can change the speed by
typing in a number from 0 (fastest) to 9 (slowest). The Paint Brush
allows you to stop and edit an image.

Workit g with Color

—DocumentTgq g dl!ﬂusiun

Measure:
Width: ¢

o] -

& Memory req|
& Paper yize:
® Pages requir

—Printer/d

72 dpi

4 grays
16 greys

4 cotors
16 colors
256 colors
Thousends
Millions

256 grays

To turn off color, you go to the Page Layout dialog box.
1 Select Page Layout from the Edit menu.
2 In the Colors pop-up menu, drag down to Black and White.

Normal color mode is 256 colors. Never choose Millions of colors; few
Macs have enough memory to use this option.

3 Drag back to 256 colors to continue to work in color.

Picking Colors

Picking colors is almost like choosing patterns except you can choose both
a background and foreground color. The foreground color is used for solid
fills. The background color affects only patterned fills.

1 Click on a foreground blue.

2 Draw a filled circle.

3 Click on a foreground red and a background yellow.

4 Use the Paint Can to refill the circle. It should become red.
5 Select a pattern from the pop-up Pattern menu.

6 Refill the circle with the Paint Can. The circle should fill with this
new mixed color.

7 Try some other color combinations.

8 The Color Picker bar keeps track of the last 14 colors used.

Changing Colors

Although you can only see a palette of 256 colors, you can in fact choose
from 16.7 million colors.
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Colors [J Apply direct
Document Palette

.palettes: ..............
Colors

EEENE
Click color to edit

m]hterg ( parker )

(warmer ) ( Cooler )

1 Choose Color Palettes from the Options menu.

2 Click on any color to edit it. The Color Wheel will come up.

3 Click on a new color, or adjust the color with the arrows and scroll bar.
4 Click OK. Your edited color replaces the old one in the color palette.

5 You can alter the entire palette by selecting Color Palettes from the
Options menu and then pressing the Lighter, Darker, Warmer (more
red), or Cooler (more blue) buttons.

You can save and load custom palettes. Or you can choose a gray-scale
instead of colors.

6 Click Cancel or OK to exit this dialog box.

Graduated Fills
The graduated fill option makes pretty shaded fills.
1 Make sure your pattern is set to solid.
2 Draw a filled square.
3 Click on the Paint Bucket tool.
4 Choose Fill Options from the Effects menu.

Fill Options

[1o0] [0 ]! (Swes)
- POSItion% s

) [0 ] (Ghow,)

O Transparent
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5 Click on the directional fill that graduates from the center to the
edge. Click the Show button. Note the sample fill in the preview area.

6 Try some other options, or type in new mix or position options.
7 When you find a suitable fill, click the OK button.

8 Position the TIP of the paint pouring out of the Paint Bucket inside
the filled box and click once.

Transparent fills over colored images can be quite spectacular.

Image Control

Image control allows you to adjust the contrast, brightness, and sharpness
of your picture.

1 Choose Image Control from the Effects menu.

2 Experiment with dragging the settings. You can either affect all colors
or work on Red, Green, and Blue separately. If things get really
unattractive, click the Reset button.

Special Effects

We can’t quit without playing with two of the most fun tools. Let’s do some
DeskPaint special effects.

Oil Paint
1 Draw a marquee around a colorful face.

2 In the Effects menu, drag down to Special and then over to Oil Paint.

Other Special Effects

Experiment and discover!

-

LH]

e

If you are lucky enough to have access to a color printer, it is easy to print out
your image: just use the Print command under the File menu. If not, you
should learn how to print your image on a black and white laser printer.

1 Be sure your colorful Painted Face file is open.

2 Choose Page Layout from the File menu.

3 Choose Black and white diffusion from the pop-up color menu.
4 Click on 300 dpi under the LaserWriter setting.

5 Click OK to convert your image to a black and white halftone ready
for printing.

Help

Just as in DeskDraw, help is only a click away. Simply click on the Question
Mark and drag the cursor to the tool or menu item you want information on.

) D) ) D) )

)

)



)

) ) ) )

)

) ) ) ) D))

) )

)

)

) )

)

) ) ) ) )

)

|

) ) ) D)

PRODUCING PICTURES e 119

Ruler: Move Zero Point

You can Hide or Show Rulers via the Window menu. You can also move
where the ruler starts by dragging the zero point.

1 Select Show Rulers from the Format menu.

2 Click in the ruler where you want the new ruler to start. The ruler’s
zero point will move to this new position.

Deskpaint Challenge (Guided Discovery)

Integrating DeskDraw and DeskPaint

Let’s use DeskPaint to fill in the slices we started in the DeskDraw Pie
Chart Challenge.

1 Open DeskDraw.
2 Open your Types of Graphs visual.

¢ P T 3 Select the circle of the pie chart. Copy it.
5%= YYYYY'YYYT"TYYYT
Leliken B s s .
e, oy e 4 Open a new DeskPaint document.
e TR P
S % )
S, 5 Select Paste. The circle will appear.
P AL
SRR . i
ST 6 Draw the lines for the slices.
Ly
L; o

7 Fill in each slice with a pattern.

G
o

s,

8 Select the entire pie graphic, and copy it.
9 Close DeskPaint, and return to your DeskDraw Types of Graphs.

10 Select Paste. Move your pie chart into position. Save your work.

Deskpaint Challenges (On Your Own)

Choose any two of the images pictured in Figure 5.9 to recreate. You can
modify them. Finally, create an image of your own. It does not need to be
anything complicated, but try to experiment with some of DeskPaint’s ef-
fects.

Figure 5.9



ORGANIZING THE REPORT'S DATA

CHAPTER 6

Doin” Data—
Learning Database Management
via Microsoft Works

Files Used in this Tutorial
The following files are found in the Doin” Data folder on the C.A.R.P. disk:

Whales References

Business Confacts Friends and Family (created by user)
Customers Baseball Filled In (created by user)
Music Collection References Template (created by user)
Baseball Team Thesis Reference (created by user)

Welcome to the Information Age

It has been said that we have moved into the Information Age. The grow-
ing significance of high-quality, vital information in a modern economy
has led to the assertion that information is our most valuable commodity.
In the book The Wealth of Information, Tom Stoner (Wiley 1983) describes the
place of information in current society:

Information has upstaged land, labour, and capital as the most important input
into modern productive systems. Information reduces the requirement for land,
labour, and capital. It reduces the requirements for raw materials and energy. It
spawns entire new industries. It is sold in its own right, and it is the raw material
for the fastest growing sector of the economy—the knowledge industry.

What has brought us into the Information Age is the computer, and
specifically the advent of electronic database management systems. Busi-
ness and government have already responded to the needs of a post-indus-
trial economy. The software industry primarily sells information and ideas.
When you buy computer software, you are paying for the development of
the program, not the actual disks it comes on.

The educational system is beginning to adapt to the change to the in-
formation age, as Simonson and Thompson state in their book Educational
Computing Foundations (Merrill, 1990):

As information and knowledge continue to expand rapidly, skills in accessing and
using this information will be very important. The ability to locate and use quality
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information will be more important than the ability to memorize facts. Increasingly,
teachers will be seen less as dispensers of information and more as facilitators in helping
students learn the process of using information.

What Is a Database?

A database is simply a collection of data. We have all used nonelectronic data-
bases in our everyday lives. A phone book, a recipe file, a collection of maga-
zines, a box of household bills—all of these are collections of data. What these
databases lack is a well-defined organization system. Finding specific informa-
tion, ordering it, or drawing inferences from it may be difficult to do; the facts
are there, but they are “buried.” An electronic database lets the computer store,
sort, and find the information with amazing speed, flexibility, and accuracy.
Given the proper database file, you could search your magazine collection to
find all the articles on whales, or all the articles on baleen whales, or only
those articles on baleen whales that are over 60 feet long. The price you pay
for doing it on a computer is having to first set up the database, and then hav-
ing to enter the data accurately into the computer. But once the data are in the
computer, what power you have!

Besides using database files which you create, there are other types of data-
bases; these are commercial, on-line, and CD-ROM databases (see Appendix
C). You can purchase commercial databases for use in education or business.
For example, disks are sold containing databases on countries of the world,
U.S. presidents, and bibliographies. On-line databases are usually accessed
with a modem over a phone line. In these cases, your computer is tapping into
a larger database. For example, the ERIC database contains over one million
records of educational articles. You can dial up databases of demographics,
consumer reports, or even genealogical records. Increasingly, libraries are put-
ting their card catalogs on computers; these, in fact, are electronic database
files. CD-ROM:s allow enormous amounts of data to be stored on one optical
disc. You can purchase an entire U.S. census on a CD-ROM, or you can get the
ERIC database on a couple of disks.

Some Basic Database Terms and Concepts:

Before we begin to work with databases it would be helpful first to explain
some terminology and basic concepts. Most of these apply to any electronic
database, but a few are specific to Microsoft Works.

There are three basic parts of a database: file, record, and field.

A file is a collection of information on a specific topic; it is the whole data-
base. For example, we will work with files on whales, items in a music collec-
tion, and business contacts.

Arecord is all the information about one entry in a file. In the Whales files,
one record is on the sperm whale. In the Music Collection database, one record
is on the Sound of Music soundtrack.

A field is one item of information contained within a record. For example,
in the Sperm whale record, we have separate fields for whale name, length, and
food eaten.

Microsoft Works uses some additional terms. A form is the printed repre-
sentation of a record. You can print out the same record in up to 16 different
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Form C

forms. An entry is the information contained in a field. Works has you set
up filters, which are selection criteria. By applying a filter to a database
you will select only certain records. Works also has you set up reports. A
report is a printed list of selected records.

Using Databases for Teaching and Learning

Database management can be used in a wide variety of curriculum areas.
It is especially good for fostering an interdisciplinary approach to handling
information. Three distinct advantages come with using databases in the
classroom. First, students gain skill in using a key Information Age tool.
Second, students develop higher-order thinking skills including class-
ifying, drawing inferences, and hypothesizing. Third, databases can be re-
positories of facts and knowledge. The preceding section outlined some of
the different types of commercial databases. Be sure to read Appendix F for
ideas on using databases in the classroom.

For elementary school use, teachers might want to forego computer use
and display the database on large sheets of paper, having the students en-
ter the data with felt pens. Eventually a transition is made to the computer.
Popular subjects include endangered species, plants, rocks, and presidents.

In secondary schools, a natural use of databases is the social studies
and science curriculum, where information needs to be stored and recalled.
But they can also be used in less obvious areas. In language arts, students
can keep track of books they have read as part of a classroom book report
database. Students could search for a certain type of book and print out
reading lists. For learning databases (see the following section) a popular
activity is to have the students create a classroom database. Each student
enters his or her age, address, hobbies, favorite song, and the like into the
database. They can then in turn sort, search, and report the data.

For college and adult learners, databases can be created to keep track
of references in a research report or to record the results of an experiment.
Being able to search large on-line databases in such areas as careers, natural
resources, and publications is an increasingly useful skill.

Administrative uses of databases include keeping student records,
maintaining inventories of books or other materials, and creating personal-
ized form letters via a mail merge (merging address lists into a word proc-
essed document).

Learning and Teaching Database Management

Learning how to use an electronic database is a formidable task for most
adults, and it can be too difficult for young learners. It has been suggested
that full use of electronic databases shouldn’t begin until about eighth
grade. There are several reasons for this. First is that it involves using
higher-order thinking skills, including inference, application of logical
rules, and testing hypotheses. The concepts of set theory and Venn dia-
grams should be understood first. Second, data entry must be accurate; if a
word is spelled wrong, a search of the database may not find the needed
data. Thus keyboarding skills need to be polished.

Beverly Hunter (My Students Use Computers, Reston, 1985) has sug-
gested a three-stage model for teaching database skills. We will apply this
model in our tutorial. The first stage is Using, during which students work
with an existing database developed by someone else. They learn to search,
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sort, and print information. With younger learners you can start by doing
these activities off of the computer, working with paper card files. The sec-
ond stage is Building. In this phase students enter information into the
database. They need to use research and organizational skills to compile
the information. We will have you add new whale species into our existing
whales database file. The final level is Designing Files. In this stage, learn-
ers create their own files from scratch. The design of fields, forms, and
reports takes considerable planning and organization. If the designer of the
database does not ask the right questions or asks them in the wrong form,
the database will not be able to produce effective results. Your assignment
will have you design you own database.

Starting Up Works and Opening a File
1 Double-click the Microsoft Works 3.0 folder icon.

2 In that window, double-click the Microsoft Works 3.0 icon. Wait for the
program to load.

3 We want to use the database of Works, so click once on the Database
Choose Type:

& 91888

All Types Word Datubasekﬁpreadsheet Comm Draw
Processor

4 Insert your floppy disk. We want to open the Whales file, which is in
the Doin’ Data folder of your floppy disk.

You will need to navigate through the drives and folders to find the
Doin’ Data folder. Use the drive button (or press Desktop in System 7) to
change drives. Change folders by double-clicking on the Doin" Data folder
in the list of files dialog box.

5 Click once on the Whales file name, and then click once on the Open
button (a shorteut is to click twice on the file name).

As with any other file, you can also open a file by double-clicking on it
from the Desktop Finder or by using the Open command from within
Works’ File menu.

A Look at the Menus

In any Mac program it is a good idea to pull down each of the menus and,
without selecting any commands, take mental note of the commands. You
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Show All'W

Geneva W

can probably guess what many of the commands do. As with most Mac
programs the first three menus are Apple, File, and Edit. (See Figure
6.1.)You are familiar with many of these commands. The rest of the menus
may be less familiar to you, but we are about to explore them

Take a minute to pull down each of the menus. Examine them, but do
not select any of the commands. Notice that many of the commands have
keyboard equivalents (accessed by Command-keystroke combinations).

r

& File Edit Form Data Report Window D& "

Figure 6.1

A Look at the Screen

The database screen will look different in different views, but Figure 6.2 is
a diagram of the parts of the window that are common to several views.

Current Record Entry Bar File Title Menu Bar Tool Box
" & Lle Edit Form |Data Report| Window @&
1 [ e

Whales (DB) i =

ﬁmrmnts ]!arqeﬂ animal that ever lived I |6r'oup ]baleon

weight bs”  [392000
Weight tons™  [196

[length fest 102

Scroll Bars

Figure 6.2

The Tool Box

The tool box is a new feature of Works which acts as a shortcut for some of
the menu commands. For example, it will let you change views with just a
click of the mouse. It also lets you move through a database quickly or
change font sizes and styles. It changes in each view. We will be working
with the tool box throughout this tutorial.

1 If the tool box is not on the screen, select Show Tools from the
Window menu. If the menu says Hide Tools you are OK.

2 Move the tool box around by dragging it by its top bar.
3 Close it by clicking its close box.

4 To get it to appear again, select Show Tools from the Window menu.
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Different Views
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One of the most confusing aspects of working with a database is that you
are not always looking at all of the file at once. Conversely, there are several
different ways of looking at the same data. Let’s now look at the various
views in the database module. There are several different views, each with
its own purpose.

Design View

1 While still in the Whales database, select Design View from the Form
menu.

The design view is where you create the blank fields to set up your
database. You can also move and resize fields. You cannot enter or see field
information in this view.

2 Drag the Name field to the top of the screen. To move it, simply put
the pointer in any part of the field other than on a handle and drag it
into position.

3 Drag the Comments field to the bottom of the screen.

Data View

Select Data View from the Form menu. In this view you enter the informa-
tion onto a form. You can also use this view to see information one record
at a time, to search for specific information, or to sort information. Use data
view to look at one record at a time and to see the information in a way that
corresponds to a real form.

List View

Select List View from the Form menu. List view sets up a table to show all
the data in columns and rows. This is useful for viewing information from
several records at once. You can still enter or change data in this view.
Changes in the placement of the fields in this view will not affect the ap-
pearance of the data view forms.

Switching Views Shortcuts

1 To switch quickly to the design view, click on the Design tool in the
tool box.

2 To switch quickly to the data view, click on the Data tool in the tool
box.

3 To switch quickly to the list view, double-click anywhere in the white
space of the form, or press Command-L.

4 To switch quickly from the list view to the data view, double-click to
the left of the first field of any record.
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Forms View

You should be aware that the display of data you see in data and design
view can be arranged into many different arrangements, and you can add
borders or graphics. Works allows up to 16 different forms to be created in
a single database. We will work with the forms later in this tutorial.

Report View

A report is a table of all of the records that meet the selection criteria you
have specified. You can arrange the fields in a report table in any order or
style, but you cannot change any data while in report view. Works allows
up to 16 different reports to be associated with a single database; these are
accessed from the Report menu. Take a look at that menu, but do not select
any commands yet. Notice that the Whales database currently has three
reports associated with it. We will work with reports later in this tutorial.

Print Preview View

When you sum the totals in a report column or do other arithmetic func-
tions, you will need to do a print preview to see th