




























































































































































































































































































































































































































































































Creating a Title Slide 
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4 From the Edit menu, drag down to Insert and over and down to 
Page Number. 

The symbols you see are magic codes to instruct PowerPoint to insert 
the day the presentation is printed or given, and each frame number of the 
show. You could also add the current time. 

5 Drag the date and page number into position using the Selection tool 

6 Click the first view button on the bottom of the screen to switch back 
to slide view. Notice that the master items have appeared. The real 
date and page number will only appear when you run or print the 
show. Don't believe me? Do the next step! 

7 Click the Slide Show button. See the date and page number filled in? 
Click the mouse to return to slide editing. 

Saving 
After my lectures about frequently saving, you're probably nervous about 
losing 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 may be different 
on your screen. If the Powerin' Up folder name is displayed in the title box, 
skip to step 5 below. If not, you will need to reset the save destination as 
shown in steps 2 through 4. 

YOU WILL WANT TO SAVE ON YOUR C.A.R.P. DATA DISK AND 
NOT ON THE HARD DISK. 

2 Click on the Desktop button. 

3 Double-click on the data disk icon. 

4 Double-click on the Powerin' Up folder. 

5 Click in the Save Presentation As: box, and type in the name 
Understanding Computers for your document. 

6 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 automatically save the document 
on the same disk under the same name (i.e., it will update the existing file). 

Let's start our show with a flashy but tastefully done title.slide. 

1 Check the bottom of your screen to see that you are viewing slide 1. If 
not, click the Slide View button to switch back from Slide Master view. 

2 Switch to 66% view. 

3 Select the Text tool, and click near the top center of the screen. 

4 Depress the Caps Lock key and type UNDERSTANDING COMPUTERS. 



230 • EDUCATOR'S GUIDE TO MACINTOSH APPLICATIONS 

5 We deleted the title and body text boxes when we selected all and 
deleted, but we can get them back again. 

6 From the Slide menu, select A dd Title. This sets the selected text as 
the title object for the slide. 

7 We want a really big title. Pull down the Text menu, and slide down 
to Size and over and down to 72 point. 

8 Apply a handsome font, perhaps New York (select Text menu ... 
Font). 

Did your words break up into three lines? We can fix that. 

9 Select the Selection tool, and click on your title. Drag a corner handle 
to make the text box the width of the screen. Now your title should 
remain intact. If that did not work, you will need to use a smaller 
font size. 

1 0 Perhaps you would like to apply a color or style to your title? Do this 
by experimenting in the Text menu. 

11 Center your title by selecting Alignment, Center from the Text menu. 

Hiding Master Items 

It looks kind of dumb having the title repeated in the bottom of the screen 
so let's delete it. From the Slide menu drag down to Follow Master. Slide 
over and down to toggle off Background Items. This hides all of the objects 
created on the Slide Master. 

Cut, Copy, and Paste 

Just as in any other Mac application, you can cut or copy an item from one 
part of the document and paste it to another part. To get our border, we will 
need to copy and paste it. 

1 Go to the Slide Master. 

2 With the Selection tool, click on the border so it is selected . 

3 From the Edit menu, select Copy. 

4 Switch back to viewing slide 1. 

5 Choose Edit and Paste. If necessary, drag the border into position. 

6 Save your work. 

Working with Text and Formatting 

Let's create a bullet chart for slide 2. 

To Add a New Slide 

Click on the+ at the bottom of the slider bar. Notice the slide is now labeled 
Slide 2. 
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WHAT IS A COMPUTER? 

• A Machine That Follows 
Directions 

• Manipulates Pieces of 
Information 

• Works Only With Information 
on Hand 
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Creating a Bullet Chart 
1 Click in the title box, and type WHAT IS A COMPUTER? Release the 

Caps Lock key. 

2 Format the title to an appropriate font, size, and style. 

3 Click on the body text object. 

4 Type in the first line as A Machine That Follows Directions, and press 
Return. 

5 For the second line, type Manipulates Pieces of Information. Press 
Return. 

6 For the third line, type Works Only With Information on Hand. 

7 Format the body text to an appropriate font, size, and style (about 36 
point). 

8 On any line of text, click the Bullet icon to remove or include a bullet. 

Working from Outline View 

I (!)UNDERSTANDING 
COMPUTERS 

2 a HA I 1:; A COMPUTEI!'l 

• A Machine That FollOws Directions 
• Manipulates Pieces or lnronnation 
• Worts Only With Information on Hand 

3 El COMPUTER LANGUAGES 
• Machine Languages 

- Blltuy 
- APL 

• comp11ee1 Languages 
-BASIC 
- Puctal 

• Authoring Systems 
-Hypavud 
• DBuenq 

.. ·­~ ·-
:: . 

We've just created some slides by typing directly on them, but there is a 
faster way to create a series of slides. This involves creating your text in 
outline view. 

1 Switch to outline view by clicking on the fourth view icon at the 
bottom of the screen. You could also access this by selecting Outline 
from the View menu. 

You now see an outline of the current presentation. Notice how slide 
2' s bulleted items are indented. The Tool Bar has changed to display four 
arrows in the left corner. 

2 Click the New Slide button (the bottom + ). 

The slide's text will automatically take on the formatting from the Slide 
Master. Bullets will be automatically created as specified in the Slide 
Master. 

3 For a slide title, type COMPUTER LANGUAGES. Now press the 
Option key while you hit a Return. 

Pressing Option-Return drops you to the next level of the outline. If 
you hit just a Return, you will move to the next slide. 

4 Type Machine Languages. Hit a Return (no Option key), then hit a Tab . 
This drops you to a third outline level. 

5 Type Binary. Hit just a Return. 

Now you can create a second item at the same level as Binary. 

6 Type APL. Hit Return . 

7 Type Compiled Languages. Now click the leftmost arrow in the Tool 
Bar. This promotes the item to the next highest level. Notice the 
change in indenting and formatting. 
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8 Hit Return. Type BASIC. Now click the second arrow in the Tool Bar. 
This demote button drops the item to the next outline level. Hit 
Return. 

9 Type Pascal. Hit Return. 

1 0 Click the Promote button (left arrow icon). 1}'pe Authoring Systems. 

You can promote or demote items before or after you type them, or 
change them at any time in the process. In fact, you might want to just type 
in your outline and then use the arrows to indent the lines. 

11 Hit Return and then Tab. Type HyperCard. 

12 Hit Return. Type DBase Ill. 

13 Go to slide view to examine your new slide. 

Our third slide is now finished. You could go back and change text 
formatting if you wished to. You could also drag over individual text and 
apply formatting to just those words. It is best to try to keep to the master 
slide formatting so you'll have a consistent look throughout your presenta­
tion. 

Moving through an Outline 

1 Go back to outline view. 

2 Notice that you can move through the outline using the up and 
down arrows on the keyboard. Try it. 

3 You can also move to another spot by clicking the mouse on it. Try it. 

4 If you double-click on a slide's number, you will jump back to 
viewing that slide. Try it with slide 3. 

5 Go back to outline view. 

Inserting an Outline 

The normal process of creating a PowerPoint presentation would be to type 
in most of your presentation in outline form and then create additional 
slides as needed. But in the interest of saving time we will load in an out­
line that has already been prepared. 

1 Be sure the cursor is in slide 3. 

2 From the Edit menu, pull down to Insert and then over and down to 
Outline. 

3 A dialog box opens, asking you to identify where the outline file is. 

The outline could have been created as another PowerPoint file or as a 
word processing file in another application. 

4 Select the Computers Outline file from the Powerin' Up folder, and click 
on Insert. 

Notice that the new outline is appended to the current one. New slides 
will be created in the current master slide format. Only the title and body 
text objects will appear. 
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. Moving through the Show 

If you click on the Slide Show icon, the show will start at whatever slide is 
on the screen. This can be either a timesaver or an inconvenience. If you 
want to see the entire show, either drag the slide changer up to slide 1 or 
use the Slide Show command in the File menu. 

1 Select Slide Show from the File menu. 

2 Click the mouse through the show. When it finishes, save your work. 

Advanced Text Features: Find, Spelling, and Smart Quotes 

(Change ) ( Ignore ) 

[suggest)~ 

{)o 

Find/Replace 

Find TeNt: ltupawrtters 

Roplece with: l._co--'mp'-ut_an _____ ___, 

0 Match Whale Word Only 0 Malth Coso 

C!!EJ (Reploco, then Find l ~ ~ 

Now that we have a sizable amount of text to work with, let's quickly 
explore a few of PowerPoint' s text editing tools. These function much like 
the tools in Microsoft Works or any other Mac word processor. 

Using the Spelling Checker 

If it's awkward to have spelling mistakes in a printed document, it's really 
embarrassing to have spelling errors on the screen when you're making a 
presentation to a group. Fortunately, PowerPoint has a spelling checker 
built in. 

1 Select Spelling from the Text menu. 

2 Click on Suggest to find the spelling, and then double-click on the 
right word. 

You will need to click the Check Spelling button after changing each 
misspelled word. 

3 Follow the dialog boxes to fix the several spelling mistakes in the 
document. Ignore the technical terms not found in the dictionary. 

4 After the check finishes, close the spelling dialog box. 

Find and Replace 

Sometimes you may want to use an older presentation, but you may want 
to update or otherwise change it. A good way to do this is to search for the 
term and replace it with the new term. 

1 Select Find/Replace from the Text menu. 

2 In the Find Text box, type Typewriters. In the Replace with box, type 
Computers. 

3 Click on the Replace All button. 

4 Close the Find/Replace window. 

Smart Quotes 

High-falutin' publishing types look down on straight quote marks. They 
prefer curly quote marks. Power Point defaults _to typing these high-class 
smart quotes. But if you're just plain folk, you can type straight quote marks 
by toggling off Smart Quotes. 



234 • EDUCATOR'S GUIDE TO MACINTOSH APPLICATIONS 

• Computers can'llhinl(l' 

1 Go to slide view of slide 3, 100% view. 

2 Click at the end of the last line, and hit Return. 

3 Pull down the Text menu, and toggle off Smart Quotes. 

4 Type in this line: "Computers can't think." 

5 Delete the line of text. 

6 Toggle Smart Quotes back on. 

7 Retype the line: "Computers can't think." What type of quotes do you 
prefer? 

Advanced Graphic Features 

All this work with text is getting a bit dry, so let's explore some sophisti­
cated graphics features. First, we need to insert a new slide to draw our 
graphics on. 

1 Be in slide view of slide 3. Drop to 66% size. 

2 Click the Add Slide button to insert a new slide. 

3 With the Box tool, create a small box in the center of the screen, 
perhaps two inches square. 

4 Let's fill it in with a pretty shaded fill. In the Object menu, drag 
down to Fill and then over to Shaded. A dialog box appears, 
prompting you to decide what type of shading to apply to the object. 

5 Click on a few of the various directions. Select one you like. 

6 Drag down on the From box to select any color you wish. 

7 Press on the arrows to change the darkness of the shading. 

8 Click on OK. 

0 Uertlcal 
0 Horizontal 
® Diagonal Right 
0 Diagonal Left 
OFromcomer 
0 From Center 

From: lvr I •I 
To: 1¢1@ 1¢M~1!1@Qj 

Dart Light 

~ 
I OK I 

Adding a Drop Shadow 

1 From the Object menu, drag down to Shadow and over and down to 
select black as the color for the shadow. 

Let's make the shadow deeper. 
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2 From the Object menu, select Shadow Offset. 

3 Leave the options as Down and Right, but click twice on the two up 
arrows to make the offset 8 points in each direction. Click 0 K. 

Duplicating an Obiect 
Here's an easy one. 

1 With the box still selected, choose Duplicate from the Edit menu. 

2 From the Edit menu, select Duplicate Again. 

3 From the Edit menu, select Duplicate Again again (is there an echo in 
here?). 

4 From the Edit menu, select Duplicate Again again. You should now 
have five boxes. 

Let's set up our final diagram of the parts of a computer system. 

1 Drag the five boxes into approximately the position shown in the 
illustration. 

2 Shift-click to select the three horizontal boxes. From the Arrange 
menu, select Align •.• Centers. 

3 Shift-click to select the three vertical boxes. From the Arrange menu, 
select Align ..• Middles. 

Just to show off, let's adjust the shadows. 

4 Select the rightmost box, and choose Shadow Offset. Click on the 
Left button. Click OK. 

5 Click on the top box. In the Shadow Offset dialog box, change the 
Right offset to 0. Click OK. 

6 Select the bottom box. Change its offset to Up 8 points and Right 0 
points. Click OK. 

Scaling an Obiect 
Let's make the center box bigger so it stands out. 

1 With the center box still selected, choose Scale from the Object menu. 

2 In the Scale dialog box, type 125 in the Scale to box. Click OK. 

We could also Rotate and Flip objects using the Object menu. We will 
work with recoloring and cropping a picture later in this tutorial. 

Placing Text in an Obiect 
Here's a pretty impressive feature of Power Point-it can automatically 
center text in an object. 

1 With the Selection tool, click to select the body text object and press 
Delete. 

2 With the Selection tool, click once in the top box and type Input. Drag 
over the text to select it, and make the type size 36 point. 
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3 Choose Fit Text from the Text menu. 

The Fit Text dialog box offers you several options. You need to choose 
either to change the size of the object to fit the text or to break the text into 
more than one line to fit within the current object size. We won't work with 
anchor points or margins right now. 

3 Click on the Adjust Object Size to Fit Text button (whew! that has to 
be the longest name for a button!). 

Notice the new size of the box. This tool works with any shape object. 

4 Select the center box, and type Central Processing Unit. 

5 Drag over the text, and change the size to 36 point. 

6 Choose Fit Text from the Text menu. 

7 Click on the Word Wrap Text in Object button. 

8 Finish the diagram as illustrated; don't bother to resize the other 
boxes. 

9 Select the center box. From the Object menu, select Shadow and then 
Embossed. This command makes the object the same color as the 
background, with a shadow to offset it. 

Working with Color 

It was so much fun applying a fill to the previous diagram, let's apply color 
to the text and background also. You can apply this color scheme to all 
slides or to individual slides. 

1 Go to Slide Master view. 

2 Select Color Scheme from the Slide menu. 

3 In the dialog box, click on the Choose a Scheme button. 

4 Scroll through the Background color menu to find a color you want 
to use for the background. Blue is a pleasing and commonly used 
background color. 

PowerPoint has a built-in color coordination system. As soon as you 
choose a background color, it suggests colors for the text and groups of six 
other coordinated colors to work in. 

5 Select a text color. Be sure it will stand out against the background. 

6 Click on one of the suggested groups of remaining colors. Click OK. 

7 Click the Shade Background button. 

8 Choose a shading direction and brightness as you did in filling the 
boxes a few minutes ago. Click OK. 

9 Click on the Apply to All Slides button. Click OK. 

Notice that the color scheme is applied. You can change the colors 
again if you wish. 

1 0 Select Color Scheme from the Slide menu. In the dialog box, 
double-dick on any item to change its color. 

11 When you are satisfied with the color scheme, click OK. 



Using the Slide Sorter 

2 

Working with Graphics 
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Changing Colors on an Individual Slide 

We want the title frame to differ from the other slides. 

1 Go to slide view, and drag the slide changer bar up to get to slide 1. 

2 Select Color Scheme from the Slide menu. 

3 Double-click on the background color. Select a new color, and click OK. 

4 Click on the Apply to This Slide button. Click OK. Only slide 
number 1' s colors are changed. 

You can also select individual text items or objects and use the Text . .. 
Color and Object ... Fill commands to recolor those items. You may want 
to go back and change the title's color for better contrast. 

5 Save your work. 

You don't have to worry about creating all of your slides in exactly the right 
order. You can use the slide sorter to rearrange your show easily. 

1 Click on the Slide Sorter button in the Tool Bar. 

We want to make the last slide become the third slide in the presentation. 

2 Scroll down to see the last slide. Press on it with the mouse, and drag 
it up until its icon is between the second and third slide. 

3 When you release the mouse button, the slide is dropped into place. 

4 Rearrange a few other slides. 

5 Select Slide Show from the File menu to preview your presentation. 

6 Save your work. 

Rearranging ~lides in Outline View 

A less fun way to change the order of the slides is to do it while in outline 
view. 

1 Switch to outline view. 

2 Press the mouse on the slide icon next to the title of a slide (the 
cursor turns into a cross), and drag it up or down to its new position. 

If you're less than confident in your drawing skills, you can easily import 
clip art into your PowerPoint show. There are many ways to do this. You 
are already familiar with pasting in objects via the Mac's Clipboard or 
Scrapbook. Here are two other methods: 

1 Select Open Clip Art from the File menu. 

This brings up a list of clip art files that are provided in the Clip Art 
folder which comes with the PowerPoint program. Each file has several 
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pieces of artwork in it. PowerPoint comes with over 500 pieces of clip art. 
Notice the small sample picture of the artwork in the Preview box. In fact, 
each clip art file is a PowerPoint presentation, from which you will copy 
the graphic into your own show. 

2 Click on the Business.ppt file, and then click the Open button. 

You now have two different files open. You will be in outline view of 
the clip art file. 

3 Double-click on the seventh slide's number to view the graphic in 
slide view. 

4 Click on the chip. Notice its boundaries. 

5 Select Copy from the Edit menu. 

6 Close the file. 

7 Switch back to your Understanding Computers file. 

8 Go to slide view of the Third Generation of Computers slide. 

9 Select Edit . ,. Paste. 

10 Resize the chip to make it larger by dragging a corner handle. 

Recoloring a Graphic 

When you bring in a graphic created in another program, you can use the 
Recolor command to change the colors in the imported graphic. In our case 
we want to have the computer chip be in colors that will contrast better 
against the background color. 

1 Select the chip if it isn' t already selected. 

2 Select Recolor Picture from the Object menu. 

The Recolor d ialog box appears, showing you all of the colors found in 
the graphic. 

3 In the To box of the top color, press down on the arrow and drag to a 
different color. Click on Other Colors and/ or More Colors to get 
more choices. 

4 Continue this process to change several other colors. 

5 Click on the Preview button. 

The Change Fills button is useful if you are working in black and 
white. It allows you to change one pattern into another. 

6 Click the OK button to apply the new colors. 
Some pictures such as scans and complex paint images cannot be recol­

ored. If you had a graph on the screen you could use the Recolor Graph 
command. 

Inserting a Picture 

1 Click on the + to add a new slide. 

2 Select Insert ... Picture from the Edit menu. 
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3 Navigate to your floppy disk and Powerin' Up folder to find the 
Univac file. Select it. 

4 Move to 100% view. This is a photo that was digitized using a flatbed 
scanner. 

5 Drag the photo to the bottom center of the frame. 

Copying Slides 

Here's a quick way to merge slide shows. You simply open both shows and 
copy and paste entire slides. 

1 Select File and Open to open the file called Software Presentation. 

2 Switch to slide sorter view (the third view icon). 

3 Hold down the Shift key, and select all three slides. 

4 Select Edit . .. Copy. 

5 Use the Windows menu to switch back to Understanding Computers. 

6 Switch to slide sorter view. 

7 Select Edit . .. Paste. 

Cropping a Picture 

Unfortunately, there is more on the Univac scan than we want to use. For­
tunately, in PowerPoint we can crop the picture, which hides part of the 
picture without actually deleting any part of it. 

1 Double-click on the Univac slide. Go to 100% view. 

We want to cut out the white borders of the picture. 

2 Select Crop Picture from the Object menu. The cursor changes to the 
Cropping tool. 

3 Center the cursor over one of the corner handles and drag inward, to 
crop off the unwanted portion of the picture. 

4 Do the same with the other corner. 

5 Save your work. 

Creating Graphs and Charts 

Power Point comes with a full-featured graphing program called Microsoft 
Graph. When you want to create a graph or chart, you are linked to this 
program. We'll just work with a few of the graphing features. You can also 
import graphs made in Microsoft Works or Excel. Let's create a bar chart to 
compare the sales of microcomputers with those of TVs and VCRs. 

1 Add a new slide. Be in slide view, 50% view. 

2 Select the Graph tool from the Tool Palette, and draw a box for the 
chart. Make it most of the size of the slide. It will take a minute for 
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Gr11ph In Untilled - Ch11rt -

Text Boxes and Columns 

the computer to link to Microsoft Graph. It may not work on your 
computer if the software was not installed correctly. 

Two new windows will appear. One is the current graph, and the other 
is a small spreadsheet on which you enter your data. 

3 Make the Data Sheet window active by selecting it from the Window 
menu. 

4 Fill in the spreadsheet as illustrated in Figure 9.3. Use the Tab and 
arrow keys to move between cells. You may resize the window to 
make it easier to see. 

~-Gr11ph in Understanding Computers - D11t11sheet ~~ 

1984 1988 1990 1992 

TYo 90 92 94 99 

YCRo 11 3 4 40 68 

Computers 2.3 28 30 44 '\? ~ <> 
J - -:~. l /. :f if' I' 1'2l 

Figure 9.3 

5 Switch to Chart from the Window menu. 

6 From the File menu, select Quit and Retum to Understanding Computers. 

7 In the dialog box, click Yes to Update Graph. 

8 You can move and resize the graph if desired. 

You can always go back to the spreadsheet to change your data. There 
are also options to ungroup and reformat the chart. You can create many 
different types of charts. 

We want to create a slide with two columns of text. This involves creating 
text boxes. 

1 Insert a new slide. 

2 Select the Text tool. 

3 Starting outside of any existing text box, press-and-drag the mouse 
diagonally to create a text box across the left half of the screen. 

4 Type in these lines, hitting a Return after each line: 
WHAT'S HOT: 
CD-ROM 
Multimedia 
600 DPI Laser Printers 
More RAM 
l.ilptops 

5 Now to create a second text box. Select the Text tool. 
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6 Starting outside of any existing text box, drag a text box across the 
RIGHT half of the screen. 

7 Type in these lines: 
WHAT'S NOT: 
Dot Matrix Printers 
Videodisk Players 
Minicomputers 
P.D.A.s 

8 Click in the Title box, and type TECHNOLOGY TRENDS. 

9 Use the Selection tool to resize and move the three text boxes into 
final position. 

1 0 Save your work. 

11 Select Slide Show from the File menu to run the slide show. 

It's nice, but we could jazz it up with some dissolve effects as the slides 
change. 

Transition Effects and Timing 

PowerPoint has about forty different effects you can use to dissolve be­
tween slides in a show. These have utility only in giving on-screen slide 
shows or outputting to a videotaped presentation. 

1 Move to slide 1 and be in slide view. 

2 Choose Transition from the Slide menu. 

The transition will be used when the show moves from slide 1 to 
slide 2. 

3 Hold down on the effect box, and drag down to select an effect. 

The effect will be exhibited in the box with the picture of the cow dog 
and key. 

4 Click on a speed for the effect. Again notice the demo. 

5 Click in the Advance - Automatically after - seconds box, and type 
in 5. Click OK. 

6 Move to slide 2, and repeat the process using different options. 

7 Move to slide 3, select Transition again, but this time use Random 
Effects as the effect. 

Random Effects causes a different effect to be used each time the show 
is run. Here's another way to add transition effects. 

1 Move to slide sorter view. 

2 Click once on the fourth slide. 

3 Click the Transition button on the Tool Bar. 

4 Choose some options from the now familiar dialog box. 
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From the slide sorter view you can just drag down on the 'JJ'ansition 
Name box to change effects. We've got a bunch of transitions to apply, and 
this is getting tedious, so let's use a power technique. 

5 Still in slide sorter view, click once on the fifth slide to select it. 

6 Hold down on the Shift key, and click on each of the remaining slides. 
Remember to scroll down to see all of the slides. 

7 Click the 'JJ'ansition button in the Tool Bar. 

8 Select some options for the effects. Random Effects might be good to 
use for 5 seconds. 

Now the effects you choose will be applied to all of the selected slides. 

1 Click once on slide 1. 

2 Click the Slide Show button, kick back, and enjoy the show! Manual 
advances in slides 3 and 4 will require a mouse click. 

3 Save your work. 

Build Slides and Flying Text 

Have you ever seen a presentation where the speaker used slides that 
added a line to the existing bullet chart? These are called build slides and 
are quite easy to create in PowerPoint. 

1 Be in slide view of the What Is a Computer slide. 

2 Select Build from the Slide menu. 

3 In the dialog box, click on Build Body Text. 

4 Click on Dim Previous Point. 

5 Drag down to select a dark color. 

6 Click on Effect. 

7 Drag down to select Random Effects. 

8 ClickOK. 

9 Without leaving this slide, click the Slide Show icon. Watch your text 
fly! 

1 0 Repeat this process with another bullet slide if desired. 

Rehearse and Run Your Presentation 

Good public speakers know that they need to rehearse their presenta­
tion before giving it. In PowerPoint you can rehearse with the computer. 
In this section we will also explore some custom ways to run the slide 
show. 

Rehearsing a Show 

1 Select Slide Show from the File menu. 

The Slide Show dialog box appears. Now you can set three options. 
Instead of rehearsing the whole show, let's just practice with a part of it. 
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2 In the Slides: line, click on the From button and type in 3 to 10 in the 
boxes. 

3 Let's rehearse Manual Advancing of the slides (with a mouse click). 

4 Click on the Show button. Move through the show. 

Adiusting Slide Timings 

1 Select Slide Show again from the File menu. 

2 Click the Rehearse New limings button. 

The Loop Continuously Until Command-Period box can be used to 
run a show in a continuous demo mode. Don't select it now. 

3 Click on the Show button. 

Now the set timings will be displayed, and you can adjust the timings. 

4 To use new timings, just click on the Use New lime button when it 
displays the number of seconds you want to use. 

5 Manual advances will have existing times grayed out. Click on the 
Use New lime button to change it to timed advance. 

6 Click on the Use Original Time button to avoid making a change. 

7 At the end of the rehearsal, select Yes to save the new slide timings. 

Keyboard Controls 

While running your show, you can use the computer's keyboard to over­
ride the normal way you click linearly through the presentation. Here is a 
list of what some keys on the keyboard will do when you press them dur­
ing a slide show. 

1 Select Slide Show from the File menu. 

2 Click the Help button; a list of keyboard commands is displayed. 
Click OK. 

3 Click the Show button. Try each of these keyboard controls while the 
show is running. 

4 Use the Spacebar, N key, right arrow, or down arrow to move to the 
next slide. 

5 Hold the Command key down while you click the mouse to return to 
the previous slide. Other ways to do this include hitting P, left arrow, 
or uparrow. 

6 Type in a slide number followed by a Return to jump to that slide. 

7 Type a B to black out the screen. Type another B to bring back the 
screen. 

8 I bet you can guess what W does. 

9 To show the pointer, type A (for Arrow). Another A hides it. 

1 0 In a timed show, typing an S (for Stop) pauses the show and another 
5 (for Start) restarts it. 

11 Pressing Esc or Command-period ends the slide show. 
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Cool Secret Number Seventy-Seven 

You can draw directly on a slide while giving a show by using this little 
trick: 

1 Click on the Slide Show button. 

2 Type an A to get the pointer to show. Press-and-hold the mouse until 
the pointer turns into a dot. 

3 Drag the dot as if it were a pencil tool. Pressing Shift before drawing 
constrains the drawing to a straight line. Your drawing will be erased 
when you advance to the next slide. 

Creating Speaker's Notes and Handouts 
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Most public speakers would not dare make a presentation without using 
some notes. PowerPoint can make some of the fanciest notes you have ever 
seen, requiring very little time or effort. As in creating slides, you begin by 
creating a master page. 

1 Choose Notes Master from the View menu. 

One note page will print out for each slide in the show. Each page will 
have an image of the slide with a text body under it, including the notes 
you type in. In master view, you can set up the text formatting and any 
border, numbering, or header items. 

2 Using the Rounded Corner Box tool, create a border for the entire 
page. Set the Fill to none, and select a line style. 

3 Go to slide 1, and select View Notes. 

4 Click the Zoom In button to get to 100% view in order to better see 
what you are about to type. 

5 Click the Text tool. 

6 Type in the text box: Before running the presentation, remember to pass 
out handouts. 

As in outline view, you can use the arrow icons to indent levels. Not 
every slide need have notes added to it. 

Creating Handouts 

You can provide your audience printed handouts of your presentation by 
creating handouts easily. These pages can have either two, three, or six 
slides on each page. As with slides and notes, you can place master items 
on a handout master you create. 

1 Choose Handout Master from the View menu. 

You cannot preview the slides on your handout page; instead you will 
just see dotted lines where Ute slides will be placed. There are three sets of 
lines, for two, three, or six per page formats. Let's add the name of the 
presentation and your name to each page. 
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2 Select the Text tool. Move to 100% view. Scroll down to the bottom of 
the page, and click in the bottom left corner of the page. Type in the 
title of your show. Apply a font, size, and style. 

3 Select the Text tool again, and click in the bottom right corner of your 
page. Type in your name. 

4 Move and format the text if necessary. 

5 Drop back to 50% view. Use the Shape tool to select a rounded corner 
rectangle, and draw a border for the entire page. Make the fill None, 
and apply a line style. 

6 Save your work. We will not save any changes on the file past this 
point. 

If desired, you could draw lines under each frame for students to take 
notes on. When you print, you will have the option of printing handout 
pages. In fact, let's do some printing now. 

Printing in Power Point is pretty straightforward, but you have a few more 
output options than in other programs. One of the most pressing points is 
how to handle colorful images on a black and white printer. 

1 Select Print from the File menu. 

2 Hold down on the What box, and notice the different types of 
printouts. Let's just print out one slide. 

3 Drag down and select Slides (without builds), which prints all of the 
levels of a build slide as one frame. 

4 In the Pages area, click in the From and To boxes and type in 3 to 3. 

5 Select Omit Background Color. This drops out the colored fills and 
shading in the background. Colored objects will print out as a series 
of grays. Selecting Black and White Only would eliminate printing 
shades of gray also. 

6 If it's not already marked, click on the Scale to Fit Paper button. This 
option scales slides to automatically fit the printer paper. 

7 Click the Print button. 

LaserWriter "Personal LaserWriter NT" 7.1.2 n Print B 
Coples:EJ Pages: 0 Rll ®From:~ To: ~ ( cancel ] 

Couer Page: ® No 0 First Page 0 Last Page 

Peper source:® Paper Cassette 0 Manual Feed 

Print: 0 Bleck & White ® Color/Grayscele 
Destination: ®Printer 0 PostScriptS File 

What: I Slides (without Builds) ': ..-1 
0 Scale to Fit Paper 0 Black & White Only 
0 Print Back to Front ~ Omit Background Color 
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You could use this printout as a transparency master to produce tradi­
tional overheads or even put special transparency film directly in your la­
ser printer. While we're waiting for that printout, let's print some other 
items. 

1 Select Print from the File menu. 

2 In the Pages area, have All selected. 

3 In the What box, drag down to select Handouts (6 slides per page). 

4 Click on the Omit Background Color box. 

5 Click the Print button. ~ 

It may take several minutes for your printouts to come out of the ~ 

printer; you can continue to work in the meantime. If you have access to a 
color printer such as an inkjet printer, you can print out some very attrac- ~ 

tive transparencies. A service bureau can print out spectacular full-color 
slides, transparencies, or laser prints for you. ~ 

Revising the Presentation by Applying a Template 

With all of the work you've just done, you probably won't believe it, but we 
are going to have you completely revise your presentation's format. Luck­
ily this will only take a minute, and you still will have the original presen­
tation saved on your disk. 

1 Change into slide sorter view. 

2 Click on slide 1. 

3 Click on the Apply Style button (the eyedropper icon) or select Edit­
Pick Up Scheme). This picks up the styles and colors of the first slide. 

4 Click on the second slide. Select Edit- Apply Scheme (or use the 
second eyedropper icon). The copied formatting is applied to this 
slide. 

This could be time-consuming for reformatting an entire presentation. 
Fear not, there is a faster way. 

1 You can do this in any view, but slide sorter view is dramatic. 

2 Choose Apply Template from the File menu. 

Power Point comes with 160 templates (40 designs in four different out­
put formats) which include background design, color scheme, and text for­
matting. Plus, you can make and save your own templates. 

3 If it's not already open, select the 35mm slide folder and open it. 

4 Click once on several different templates, and notice that they are 
displayed in the preview area. 

5 Find one you like, and double-click on it. 

Your entire presentation will be reformatted. You could override some 
of this formatting by toggling it off using the Follow Master command in 
the Slide menu. 
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NOTE: You should normally apply a template when first begin­
ning to create your presentation. 

6 Switch to slide view, and move through your show to see the new 
formatting. 

Advanced Features and Other Commands 

Quicklime Movies 

PowerPoint has one more secret up its electronic sleeve. This involves in­
serting video clips in you r presentation. To d o this you must have the 
QuickTime extension installed on your Macintosh. QuickTime is a little 
program tha t Apple includes with new Macs that allows the computer to 
play digital movie clips. The video can be brought into your computer 
from a VCR or videodisc, but beware, these clips are memory hogs. A 5-
second movie takes up about 300 K of d isk space. IF YOU CAN FIND A 
MOVIE ON YOUR COMPUTER SYSTEM, here's how you can import it 
into PowerPoint. 

1 Add a slide at any point in your presentation. 

2 Select Insert from the File menu, and then slide down and over to 
Movie. 

3 Navigate to find a movie file, select it, and click the Insert button. 

4 Double-click on the movie to play it. 

You can move through a movie by d ragging the slider bar below it. You 
can move the position of the movie on the screen by d ragging it and resize 
its window by dragging a corner handle. This tool has tremendous poten­
tial in the future when it's a bit more refined. 

Other Commands 

We covered almost all of PowerPoint's powerful arsenal, but there are a 
few features and commands we have not explored . We don' t have time to 
work with these, but let's look at a brief explanation of them. 

The PowerPoint Viewer 

Microsoft provides a really cool little utility as a part of the program 
called the PowerPoint Viewer. This viewer is what technoids call a run­
time version. In other words, this program can run your PowerPoint 
presentations withou t having to have the full p rogram insta lled. The 
best pa rt is that Microsoft gives you permission to copy the Viewer. So as a 
student you cou ld create your presentation using a school's full version of 
PowerPoint and use it on your own system with a cop y of the Viewer. 
The Viewer can only be used to run a show, not to crea te or change a pres­
entation. 
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Publish and Subscribe 

Apple has provided a method in System 7 that allows users to link parts of 
a file to other files. For example, a graph created in Microsoft Works' 
spreadsheet could be linked to a graph in PowerPoint. When the data in 
one application are edited, the changes will also be applied in the other 
application. This process primarily involves identifying and naming links 
in dialog boxes. 

Insert Obiect 

We've used the Insert command in the Edit menu to place a picture, an 
outline, and even a movie into your presentation, but there is also an op­
tion to insert an object. An object can be a graph, chart, or equation created 
in another application. The exciting part of this tool is that by double-click­
ing on the object when it is in PowerPoint, you will be back in the applica­
tion where it was created. After you make changes, you can select Update 
and you will jump back to PowerPoint, with the changes in effect. 

Baseline {Text Menu) 

The Baseline command adjusts the position of subscripts and superscripts. 

Alignment {Text Menu) 

As in a word processor, the Alignment command positions the text in a 
column to be flush with different sides of the text box. 

Bullet {Text Menu) 

When you select the Bullet command you can choose all types of symbols 
to serve as bullets. The choice is determined by which font you select. You 
can even change the size and color of these custom bullets. 

1 Have some text containing bullets selected. 

2 Select the Bullet command from the Text menu to see what this 
dialog box looks like. 

3 Click on various symbols. Try some other fonts and colors. 

4 Select OK. 

Line Spacing {Text Menu) 

The Line Spacing option works like the Leading option in PageMaker. This 
allows you to alter how much space is between lines of type. One option in 
this dialog box allows you to place more space between paragraphs than 
between lines of body text. 

Show Ruler (Text Menu) 

The text ruler is very similar to the one found in Microsoft Works. In this 
ruler you can adjust indent markers and tabs. In the ruler you can change 
the indents for sublevels of an outline. Each text box has its own ruler. 
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Replace Fonts (Text Menu) 

The Replace Fonts command is used to replace one font with another 
throughout a presentation. This is useful when you change printers. 

Recolor Graph (Object Menu) 

You won't normally see the Recolor Graph command. When you place or 
create a graph, the Recolor Picture command changes into the Recolor 
Graph command. This works pretty much the same way as Recolor Picture 
does. 

Rotate/Flip (Object Menu) 

Just as in DeskDraw, you can spin and flip PowerPoint objects around. You 
cannot flip or rotate text or pictures, and you can only rotate objects in 
90-degree increments. 

Align (Arrange Menu) 

The Align command works the same way as in Deskdraw. You use the Shift 
key to make multiple selections, then choose an alignment option to line up 
the objects. 

Bring Forward/Back (Arrange Menu) 

As in any draw program, in Power Point objects are stacked on top of other 
options. You access the Bring Forward/Move Back commands to move an 
object on top of or behind other objects. 

Group/Ungroup/Regroup (Arrange Menu) 

After doing a multiple selection, you can assemble the objects using the 
Group command. If you later need to edit the individual pieces of it, you 
Ungroup the assembly. Regroup reassembles the last group of objects that 
you ungrouped. 

Show Guides/Edges (Arrange Menu) 

Show Guides creates a dotted cross on the screen. This serves as an align­
ment tool and does not print out. Show Edges displays a dotted outline 
around all objects. 

Delete Slide (Slide Menu) 

I bet you know what this command does. First select the slide in any view, 
and then axe it. 

Reapply Master (Slide Menu) 

If you've changed the formatting of an individual slide, you can use the 
Reapply Master command to restore it to the formatting of the Master 
Slide. 
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Assignment 

Add Title/Body (Slide Menu) 

You can select some text and then use the Add Title/Body commands to 
identify the text as the title or body object. 

Microsoft Graph 

PowerPoint actually has a whole other program imbedded inside of it. 
When you select the Graph tool in the Tool Palette, you automatically go 
into Microsoft Graph. This works much like the charting features of Mi­
crosoft Works. The simple features of this application were covered in a 
previous section of this tutorial. If you want an in-depth explanation, you 
are invited to refer to the 90 pages in the PowerPoint manual. 

QuiHing 

1 Simply choose Quit from the File menu. 

You do not need to close your documents first; the Quit command 
closes all documents before quitting. The computer will ask you if you 
want to save changes. 

2 Select Don't Save for all files. 

In this project you will first create an original PowerPoint presentation of 
six slides. After printing it out, you will add four more slides, rearrange 
and reformat the presentation, and then print it out again. The second half 
of the assignment is for you to put together a presentation of your Com­
puter Assisted Research Project, which you have worked on in the other 
chapters of this book. 

Part 1-Directed Presentation 

Create an original file on any subject matter you wish. The file should have 
six slides in it. 

1. Begin by applying a template from the 35mm slide folder. 

2. Add a title, date, and page number to the Slide Master. 

3. Create the text for six slides in outline view. 

4. Have at least one bullet chart, with two sublevels. 

5. Insert two pieces of clip art. 

6. Recolor one picture. 

7. Resize and crop one picture. 

8. Add the build effect to your bullet chart(s). 

9. Create some original graphics, using all of the graphics tools. 

10. Put some text inside an object, and use Fit Text to resize the object to fit 
the text. 

11. Flip, rotate, shade, or shadow some objects. 
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12. Create at least one note page; include your name on it. 

13. On the Handout Master, include your presentation's name, your name, 
and the date. 

14. Use the spelling checker to correct any misspelled words. 

15. Print out one slide. Print out one note page. Print out your outline. 
Print out a handout with all six slides on one page (without builds). 

Now you will add four more slides and reformat them as follows: 

16. Add a slide, and create a pie chart using the Graph module. 

17. Change the color scheme for the first slide. 

18. Open the Understanding Computers file, and copy two slides. Paste 
them into this presentation. 

19. Add a slide with three columns of text in it. 

20. Rearrange the order of the slides. 

21. Add slide transitions and slide timings. 

22. Run your presentation. 

23. Print out a handout of the whole show, with six slides per page (with­
out builds). 

Part 2-C.A.R.P. Presentation 

Create a PowerPoint presentation that summarizes the research you have 
compiled for your Computer Assisted Research Project. I hope you will 
have the opportunity to present it to a group. The presentation should in­
clude the following items: 

• at least eight slides. 

• a graph or chart. 
• some original graphics. 
• some imported graphics, perhaps a scan. 
• a border and slide number on the Slide Master. 
• an attractive background and color scheme. 

• a printed handout and note pages. 

Well, we've reached the end of this book, and you've come a long way, but 
you have not finished learning. There are always new applications coming 
out, and they're getting more complicated, not less. However, with the fun­
damentals you have developed in this book, you will be able to pick up the 
conceptual nature of other programs. Now you are up to speed with the 
basics; in fact, with PageMaker and PowerPoint you have explored some 
highly powerful and professional programs. We've covered a lot in a small 
amount of time, and now to really absorb the knowledge you need to apply 
it. A perfect way to do this is to complete a Computer Assisted Research 
Project, using the applications you've learned in this book. Good luck and 
have fun! 



APPENDIXES 

APPENDIX A 

System 7 Finder Menus 

Menus for the Software 
Used in This Book 

About This Macintosh ... New Folder 3€N Undo 3€2 

~ Smart Labels Plus 

(Q Alarm Clock 

Wi Calculator 

r;g Chooser 

~Control Panels 

~Key Caps 

bJ Note Pad 

~Puzzle 
00 Scrapbook 

None 

Essential 
..,;'Hot 

In Progress 
Cool 
Personal 
Project 1 
Project 2 

Open 3€0 
Print S€P 
Close Window S€W 

Get Info 3€1 
Sharing ... 
Duplicate 3€D 
Make Alias 
Put HwatJ })('V 

Find... 3€F 
Find Again 3€6 

Page Setup ... 
Print Window ... 

Special 

Cut 3€H 
Copy 3€C 
Paste 3€U 
Clear 
Select All 3€A 

Show Clipboard 

by Small I con 
Clean Up Desktop 
Empty Trash ... 

..,;'by Icon 
by Name 
by Size 
by Kind 
by Label 
by Date 

Eject Disk S€E 
Erase Disk .•. 

Restar t 
Shut Down 
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Microsoft Works 3.0 Word Processor Menus 

MICROSOFT WORKS 3.0 
WORD PROCESSOR MENUS 
New ... 
Open ..• 

Close ~w 

Close Rll .•. 
Saue XS 
Saue Rs .•. 

Saue Workspace ••. 

Page Setup ••. 
Print... ~P 

Print One 
Print Preuiew 

OtH~n ~t~U--~ 

S<~nd M<~H,, 

Auentura 

OOQ 

B UAG Rounded Bold 
Blast 
CgMetropolis 
Chicago 
Chicago SLP 
Cottonwood 
Courier 
DomesticTyper 
EHtrauaganza 
Freestyle Script 
Geneua 
Heluetica 
Hobo 
linoteHt 
Monaco 
Mystical 
New York ... 

Undo HZ 

Cut XH 
Copy XC 
Paste XU 
Clear 
Select Rll XR 

Find... XF 
Find Again XG 
Replace... HH 
Go To Page •.. 

Preferences ••• 

../Plain 
Bold 
llslic 
Underline 
mmnoomm 
~llJGltOC!Jl!D 

XB 
XI 
38U 

Alignment ., 
Spacing ~ 

® 
nm 

,./fl~ 

n~ 

nm 
Increase Size 38) 
Decrease Size XI 
Format Character ••• 

Document 

Copy Ruler Settings 38K 
Paste Ruler Settings XY 

Spelling... 38L 
Thesaurus... XD 
Spelling Options ••• 

Insert Rs Footnote XE 
Insert Current Date 
Insert Current Time 
Insert Page Break 

Merge Fields... XM 
Show Field Data 

Word Count ••• 

Help .•. 

Draw On 
Show Tools 
Hide Ruler 
Show Clipboard 

Show Header 
Show Footer 
Show Footnotes 

Macro 

8€J 
88T 
88R 

../Lesson Plan Letterhead (WP) 
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Deskdraw Menus 

Format 

New ••• 8€N Undo New Object 882 Show Rulers 8€H 

Open .•• 8€0 Hide Ruler Lines 8€L 

Cut 88H Auto Snap 8€K 

Close 88W Copy 88C Ruler Settings ••• 

Saue 88S Paste 88U 

Saue As ••• Clear Actual Size 8€1 
Reduce 8€R 

Page Layout ••• sgy Select All 88A Enlarge 8€E 

Page Setup ••• Duplicate 8€D 

Print ••• 88P Group 886 
Smooth Ungroup 88U 

Return to Deskfile Unsmooth 

Quit 380 Reshape 

Colors ••• 

Preferences ••• 

~\ 

Rrial 
Blockbuster 
Book Rntiqua ../Plain TeHt 8€1 

Bookman Old Style 6 Point Bold 8€8 
Century Schoolbook w lPmnmn /lalic 8€1 
Chicago n m lPmDmtl Underline 8€U 

,.-..._ 

Courier OOm1lDDmm 
Dynamic ../ n ~ IPmDmn 

Scale by Percent 8€% Dynomite n~ lPmDmn ~[bfD[I(!l[D 

Flip Horizontally 
Elegant nm lPmnmn Condensed 

Flip Uertically Energy 
~ID IPmDm1l EHtended 

EHclusiue 
~~ lPmnmn Rotate Left EHQUisite 

Rotate Right ../Geneua ~CD IPmDm1l ../Align Left 

Unrotate Glasnost 
~ lPmDmn 

Align Center 
Free Rotate 8€@ Heluetica Align Right 

Illusion rom lPmnmn 
Align Objects ••. 8€= Legend rl~ lPmDm1l ../Single Spac~ 

Magical 
1-1/2 Space Bring to Front sgF Monaco 

Send to Back 8€B ... Other ••• Double Space 
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DeskPaint Menus 

DESKPAINT MENUS 
seN 8€2 
8€0 

Cut S€H 
Copy S€C 

Close 
Saue 
SaueRs ... 

sew Paste 88U 
ses Clear 

~~~-~~------- Select Rll sen 
Require ... 
Select Source .•. 

Print Preuiew... se I 
Page Layout... seY 
Page Setup... seJ 
Print... sep 

Show Ruler seH 
Snap to Grid 88K 

··························································· 
Hctual Size 881 
Reduce 3€R 
Enlarge 88E 

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

Help 
Display • .._ ...................................................... _.. ............... ......_ .......................... ._ 

Untitled-1 

limited Undo 
Duplicate seD 

Preferences ... 

RnimalsP01 
Rrial 
Hrial Narrow 
Huant Garde 
B UHG Rounded Bold 
Book Hntiqua 
Bookman 
Bookman Old Style 
Brookfield 
Century Gothic 
Century Schoolbook 
CgBehemothSeCd 
CgBenguia tFri sky 

Auto Trare.,. 
Brush ... 
Charcoal •.. 
Draw Options ... 
Eraser ... 
Lasso •.. 
Marquee ... 
Smoothing ••• 
Spray can ••• 

Patterns ••. 
Color Palettes ••. 
.................. -.-.............................................. --.-... --............... 

Conuert Image to • Orientation • 
w lPmnmn 
~ m [pmHmO 

./ 11 ~ [pmnmn 
n tU lPmDrnfJ 
~ m [pmHmfl 
~oo lPmHrnfl 
~~ lPmnmfl 
~m lPmHrnfl 
~ill lPmHmfl 
~en lPmnmfl 
~ rPmnmn 
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CgBernhardModernRoman 
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CgFuturoMoHiDe .................................................. ......._ ....... .._ ............ 

CgFuturaMoHilt Other ••• ... 

Lighten 
Darken 
Trace Edges 
~ rHJert 
Sharpen 
Soften 
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Filter Options ... 
Rpp~~i f ~Her 

Fill Options ... 

Image Control ... 
Special 
Special Options 

./Normal 88T 
Bold 888 
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Underline seu 
OOmfJDDmm 
~lilf!lt!JW[!!J 
Condensed 
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Rlign Right 
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Double Space 

se+ 
8€-
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Microsoft Works 3.0 Database Menus 

MICROSOFT WORKS 3.0 
DATABASE MENUS 

Close 
Close Rll. .. 
Saue 
Saue Rs ... 

8€W 

3€S 

Saue Workspace •.• 

Page Setup ... 
Print... 38P 
Print One 
Print Preuiew 

Open MaiL ... 
Send !~aiL,, 

Quit 8€Q 

NeHt Record ~= 

Preuious Record 38-
1 nsert Record ~I 

Delete Record 

Sort ... 
Match Records... 38M 

New Filter ... 
Define Filter... a€K 
Delete Filter 
Duplicate Filter ... 

Show Rll 
../Untitled Filter 1 

Undo 

Cut 
Copy 
Paste 
Clear 
Select Rll 

Find ••• ~F 

Data Uiew 
List Uiew 

../Design Uiew 

Place Field ... 
Format Field .. . 
Field Name .. . 
Delete Field 

Duplicate Preuious OOE 
Fill Down 8€0 

Format Character ••• 
../Show Field Border 

Preferences ..• 

Lllindoll' 

Help ... 3€? 

Show Tools 8€T 
Show Clipboard 

Show Header 
Show Footer 

Macro ._ 

../Untitled 1 

New Form ... 
Set Up Form •.. 
Oelete Form 
Duplicate Form ... 

../Untitled Form 1 

../Report Uiew 
New Report ..• 
Report Name ... 
Delete Report 
Duplicate Report ... 

'II' Untitled Report 1 

+~ Sum this Field 

~itt Subtotal when Contents Change 
~itt Subtotal when 1st Char Changes 

~ New Page after Subtotal 

~. 

~. 
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Microsoft Works 3.0 Spreadsheet Menus 

MICROSOFT WORKS 3.0 
SPREADSHEET MENUS 

New •.. S8N 
Open ••• 880 

Close 8€W 
Close Rll ... 
Saue 8€S 
Saue Rs •.• 

Saue Workspace ••. 

Page Setup .•. 
Print ..• XP 
Print One 
Print Preuiew 

Open f\-·1aH .... 
Send M;(~H""" 

Quit 8€0 

../Show Grid 

../Show Ualues 
Show Formulas 

../Show Note Indicator 
Open Cell Note ... 

Manual Calculation 
Calculate Now 8€= 

Sort •.. 

Undo 382 

Cut 8€H 
Copy 8€C 
Paste xu 
Clear 
Paste Special ••. 
Moue ..• 
Select ~ 

Find •.. 8€F 
Paste Function ..• 

Insert 881 
Fill Right 88R 
Fill Down 88D 
RbsohJte Reference ~£ 

Preferences ••• 

LHindotu 

Help .•. 88? 
-----

Draw On 3€J 
Hide Tools 3€T 
Show Clipboard 

Show Header 
Show Footer 

Macro ~ 
-

../ Untitled2 (SS) 

Format Cells .•. 
Column Width ... 

Protect Cell 

Set Page Break 
Remoue Page Break 

Freeze HUes Horizonta§ 
fn:~eztJ TiUe~ ll(~rticai 

Format Character ... 

Arrange 

Bring To Front 
Send To Back 

Group 
Ungroup 

XF 
XB 

Format Character ••• 
Alignment ~ 
Hide Column Borders 

······-··-·~· .. ·-··-.. -·······~--·--········-·--·--
UerteH Snap 
Snap To Grid 
Grid Settings ..• 

Crop 
Spread reHt 

NeiH Ch<~rt"~ 
Define Chart ... 
Touch Up 

../Chart 1 
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Pagemaker 4 Menus 

PAGEMAKER 4 MENUS 
3€N 
~~t:O 

Soue 8€S 
Soue as ..• 
Reuert 
EHport ••• 

Place... OOD 

Links... 3€= 
Book ••• 

Page setup ... 
Print... 3€P 

../Fit in window 
25% size 
50% size 
75% size 
Rctuol size 
200,.o size 
400% size 

Go to page ••• 
Insert pages •.• 
Remoue pages ..• 

3€W 
8€0 
3€5 
3€7 
8€1 
3€2 
3€4 

OOG 

Undo edit 3€;Z 

Cut 3€H 
Copy 3€C 
Paste oou 
Clear 
Select all 3€R 

Find .•• 

nnct neHt *~ 
Change... 3€9 
Spelling... OOL 

Show clipboard 
Preferences ..• 

Edit layout 3€E 

Font 
Size 
Leading 
Set width 
Track 
Type style 

Type specs ... 
Paragraph ••• 
Indents/tabs ..• 
Hyphenation •.. 

Rlignment 
Style 

~ 
~ 
~ .. 
~ 
~ 

3€T 
3€M 
001 
OOH 

Define st les •.• 3€3 

../Rulers OOR 
Snap to rulers 3€( 
Zero lock 

../Guides OOJ 
Snap to guides OOU 
Lock guides 
Column guides •.. 
.................................................................... 

Rutoflow 

I ndeH entry... 3€; 
Shou~ ~ndeH ,_. 
Create indeH ••• 
Create TOC ••. 

Line 
Fill 

................................. .....--~ .................. ~-····.-..-····-···· .... ·-······· 

Bring to front 3€F 
Send to bock 388 

TeHt rotation .•• 
TeHt wrap .•. 
~ rnage tontrnl X<< 

Rounded corners ••• 
............................................................................................... 

Define colors ..• 
... ............... ._.._._'-"-."-"'"-"""._ .............................................. ..__ ............................................................. 

Unk info __ . 
Unk opHons ... 

UJindotus 

Help .•. 

../ToolbOH 3€6 

../Scroll bars 
Style palette OOY 
Color palette 3€K 

menus in pm 

~-
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New... S€N 
Open... S€0 
Open Clip Art ••. 
Close S€W 
Saue S€S 
Saue As •.. 
Apply Template ••. 

Slide Setup .•. 
Page Setup ..• 
Print... S€P 

Slide Show •.• 

Quit S€Q 

Font 
Size 
Style 
Color 
Base Line ..• 

~ 
~ 
~ 
~ 

Alignment ~ 
Bullet ••• 
Line Spacing •.. 

ShouJ Hu~~~r :~(H 

Fit TeHt ••• 

Find/Replace... S€F 
Spelling •.. 
Replace Fonts ... 

v'Smart Quotes 
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Undo 

Cut 
Copy 
Paste 
Paste Special ... 
Clear 

S€H 
S€C 
S€U 

Select All S€A 
Duplicate S€0 
Edit TeHt S€E 

Insert 
[ r~~~~ t•~ PubHstH~r ...... 
Subscribe to •.. 
SUt}~erHH~r 0~~1 ~on~ u~ 

Pick Up Style 
Apply Style 

25~ 
33~ 

v'50~ 
66% 
Actual Size 
200Cfo 
400~ 

v' Slides 
Notes 
Slide Sorter 
Outline 

Slide Master 
Notes Master 
Handout Master 
Outline Master 

Fill ~ 
Line ~ 
Line Style ~ 
Arrowheads ~ 
Shadow ~ 
Shadow Offset •.. 

H•~~~o~or P~( tur•~ ~, 

[ rop Pi~~t ur(~ 

Change Shape ~ 
Scale ... 
Rotate/Flip ~ 

New Slide 
Delete Slide 

Color Scheme ..• 
Transition ••• 
Build •.• 
Reapply Master 

8€L 

Follow Master ~ 

Hdd HH(~ 
Hdd Hod~j 

Arrange 

Align 

Bring to Front 
Send to Back 
Bring Forward 8€= 
Send Backward 8€-

Group 8€G 
Un~.lfOUP :•:H 
H•~~.lfOUP :•:~J 

vSnap to Grid 
Show Guides 8€Y 
Show Edges 



APPENDIX B Sample C.A.R.P. Report 

Booming sand Dunes 
Despite most people's concept of 

a desert, few desert areas are composed 
of vast, undulating seas of sand. Out of 
those areas that are made up of sand 
dunes, only a few of these dunes exhibit 
the "booming" phenomenon (Trexler, 
1986). This paper will describe this ef­
fect and list some of the theories at­
tempting to explain it. 

Dunes form where there is a suf­
ficient quantity of tiny rock particles, a 
consistent wind pattern and velocity, 
aridity, and little or no vegetation. The 
wind creates a winnowing process that 
carries away the finest particles, and 
separates the tiny rock grains from the 
larger rock bits, by lifting the grains high 
enough to cause them to bounce along in 
what is called a saltating motion. 

Where the wind is blocked, the 
grains drop and become shock absorbing 
surfaces that slow down other saltating 
grains. Eventually the particles build up 
a dune which will have an angle of repose 

on the downwind side of about 34° from 
the horizontal. Dunes travel by piling up 
enough grains at the crest so that the 
angle of repose becomes over-steep, 
creating small avalanches on the lee­
ward, or slip-face, side (Bagnold, 1954). 

With certain dunes, under special 
conditions, these small dune avalanches 
are accompanied by a low-pitched tone 
that increases in volume , till the sound 
can be compared to a propeller plane 
flying at a low altitude. This booming 
tone can last up to a minute (Lewis, 
1936). Only about thirty dunes worldwide 
have been identified as "booming dunes," 
and of these, five are located in the deserts 
of Nevada and California (Criswell, 197 5 
and Trexler, 1986). Researchers have 
looked carefully at these regions. They 
have closely examined the dunes as to the 
rock type, size and shape of the grains, 
and the moisture content of the sand. The 
sand source, distance travelled, wind 
speed and direction have all been taken 

i-1 Fi2ure #1 California and Nevada sand dunes: 
patterned region showing where booming 
sounds would be expected. Black squares 
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Teaching Children How To Ski 

The key points to 
teaching children are: 

• Make It tun and on)oyablo. 
• Know about dlfforont stagoa o1 

loamlng. 

· ~.~m~:~~~~~:r:~~i:~~.' 
• Undorstand how a child thinks. 

Teaching Children How To Ski 

After greeting the child 
you want to Introduce 
them to their 
equipment. 

• Show thorn their skis, 
binding, poles, and boots. 

• Explain briefly to tho child 
tho dlftoront parts or tho ski. 

• Show thorn how to got In and 
out or their binding. 

Teaching Children How To Ski 

Next, you want to 
Introduce the child 
to a 'straight run.' 
Push the child sevoral lett 
up tho hill. Turn them 
around, holdlnil the child at 
all tlmos. (This wlllglvo 
thorn a senso o1 socurhy.) 
Explain to tho child that all 
~":.Zn~~~~~ to do Is slide 

• Reassure the child, step 
away and walk backward as 
the Child slides to you. 

· e~~!~'rr!:1l'h!~ :.~ iu":t 
skied. 
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Teaching Children How To Ski 

When you first 
approach a child in a 
sktlesson: 

• Meot them at their lovol. 
(That means gottlng on 
your hands and knoos to 
say, 'HL') 

• Make them fool comlonablo 
and lot them know what 
thoy'ro going to be doing. 

• Talk to tho parents to ••• II 
thoro are any spoclal 
conotmt~. 

HzS1:: Tills Is a tme to uk tile pcnnta If 
tllclr eNid llu .,ntcraan. 
.unglau•,ll&s gana tD tile 
batllroom,etc. 

Teaching Children How To Ski 

After the Introduction to 
their equipment have 
the child: 

• Walle around In their ski boots. 
(Thlsslmplo exercise can tell 

~oupetlfl:.:~~~ec~~~r·1 

• Play gam•• such as Follow 
tho Loador and Simon Says. 

• Havo tho child step Into their 
skis and do some balancing 
exorcises. 

Teaching Children How To Ski 

Do the straiQht run several times. This 
will help gtve the child the needed 

confidence they must have to move on. 

• You can v~ tho straight run by having tho child 'hop 
Ilk• a rabb or ftt':: ~d:':to~ ~~: ~n~n tho othor as 

Teaching Children How To Ski 



APPENDIX C 

Buying a Modem 

Using On-Line Information 
and CD-ROM Databases 

A great way to do research, find useful information, or just have fun is to 
go on-line. There are many different names for this process: going on-line, 
telecommunications, electronic information retrieval, telecomputing. 
Whatever you call it, it means connecting to another computer a t a remote 
site. In contrast, a local area network (LAN) refers to other computers 
within a building. When you connect several Macs to one laser printer, you 
are using a LAN. Ano ther u se of a LAN is as a file server, where you share 
files and ap plication s. 

With telecommunica tions you can tap into vast banks of information. 
Sometimes this information is free to access and other times quite costly. 
But time is money and w ith on-line information retrieval you can find in 
minutes w hat might take you days in a library, if you are able to find it a t 
all. Your library might not have the Nova Scotia journal of Educational Tech­
no fogt;, but on-line you have access to a wider universe. In fact, most librar­
ies are now on-line and you can search their collections from your computer 
or link via their computers to even more libraries. The Information Age is 
truly here. Here's how to get started on the information high way. 

To go on-line you ' ll need four things: a modem, telecommunications soft­
ware, an access account, and any microcomputer. The word modem stands 
for modulator-demodulator. This is a device that converts a com puter's 
digital d ata to an audible analog signal (telephone signal). On the other end 
of the line, another modem transla tes the sound back into digital data . Mo­
dems cost between $50 and $300; many also have the ability to send and 
receive faxes. The speed of a modem is called its baud rate (pronounced 
bod). This refers to the number of bits p er second (bps) which can be trans­
mitted. Generally speaking, the faster the better. The minimum standard 
today is 2400 bps. 9600 baud modems are faster, but they may be prone to 
errors if the phone line is noisy. For teachers, the greatest obstacle in going 
on-line may be in the expense of having a phone line in the classroom . 
When you are traveling, you can plug your modem into any modular 
phone connection. 

Some modems are on a circuit board inside of a computer. These inter­
na l modems are often built into laptop computers. External modems are 



Setting Up a Modem 

Getting Connected 
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small boxes which sit next to or on top of your computer. In the near future 
you will probably be able to go on-line via your television cable system at 
extremely high baud rates. 

You will need software to let your computer emulate (act like) the com­
puter you are communicating with. These programs are often included 
when you buy a modem. Microsoft Works has a communications module 
to use with a modem. Communications software also lets you capture or 
save the incoming information and automate sign-on procedures. 

In the Mac world, your external modem plugs into a serial port on the back 
of the computer via a cable. You'll also need to plug your modem into an 
electrical outlet. The phone line goes from the wall into your modem and 
then another cable goes out of the modem to your phone (just as with an 
answering machine). You can use the phone for voice communication 
when you are not on-line. Most telecommunication services offer a local 
number to call, to save users long distance expenses. 

To get access to an information service you will need an account and a 
password. These are often free or part of a starter kit available at computer 
or book shops. CompuServe sells a starter kit for around $35 which in­
cludes a password, several hours of on-line time, communications soft­
ware, and a printed guide. Most services bill only by credit card account or 
electronic transfer of bank funds. 

Information services assign you an account number, which is your 
public address, and a password, which is your secret handshake to get into 
the service. You should periodically change your password so nonauthor­
ized persons (hackers) don't tap into your account. My CompuServe ad­
dress is 70337,2501. My Internet address is Abrams@max.soscosshe.edu. 
My America online address is AAAbrams. I won't tell you my password. 
Feel free to drop me a line. 

Advantages and Limitations 

The biggest drawback to going on-line is the monthly access charges. Some 
services offer a flat monthly rate for basic services ($7-$20 per month), but 
most have hourly charges for premium services ($3-$12 per hour). A 10-
minute call would be billed for only one-sixth of an hour. Some also charge 
a few cents for each journal citation you access. 

The other limitation is speed. To retrieve (download) a lOOK file at 2400 
baud takes about thirty minutes. For this reason, most files are compressed 
before being sent over a modem. On-line interactive games and procedures 
do not work well because of the slow speed of transmission. 
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Once you go on-line I think you'll find the advantages outweigh the 
limitations. A whole new world opens to you. You literally have the world 
at your fingertips. You can send and receive electronic mail. You can make 
electronic penpals. You can join forums where people who share interests 
leave messages, you can shop in an electronic mall, you can download free 
software or updates, you can get product support or information. 

Information Services versus Databases 

An information service is run by a company. It contains many different 
databases within it. For example, the Bibliographic Retrieval Service (BRS) 
has over one hundred databases within it, including ERIC, Books in Print, 
Sociological Abstracts, and Census Data. 

Full Text Retrieval versus Abstracts 

Information Service 

If you plan to do on-line information retrieval, you should understand the 
difference between full text retrieval and abstracts. Full text retrieval means 
you are able to download (receive) the entire article. Few databases yet 
offer this. Most databases, such as the ERIC database, offer only abstracts 
of the publication. If you want the entire article you will need to find it in a 
library (usually on a microfilm or microfiche), order it via an interlibrary 
loan, or perhaps order a reprint via ·conventional mail. 

On-line services can be roughly grouped into two classifications: consumer 
services and professional services. The consumer services, such as Compu­
Serve, offer general interest information: news, weather, shopping, hobby 
forums, and more. These are less expensive and easier to use than the pro­
fessional services. Professional services, such as BRS, offer high-level infor­
mation in fields such as medicine, law, and education. These are often more 
costly and difficult to use than the consumer services. In fact, if you're go­
ing to get into on-line searching, you should attend a class to learn the 
syntax of the service you will be using. 

Types of Information Available 

The uses of a modem are almost as varied as the uses of a computer. Here 
are a few of the most common applications: 

• Accessing databases: journals, government records, or specialized col­
lections such as genealogy records. 

• Electronic mail (E-mail): sending messages to individuals or groups. 
Faster and often less costly than traditional mail. 
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• Forums: discussion groups with people with similar interests, for ex­
ample, travel forums, disabilities forums, Mac user forums. 

• Bulletin boards: places to post messages, perhaps to sell or publicize 
something. 

• Downloads: obtaining new software or updates, for example clip art or 
utilities. 

• File sharing: accessing a remote computer to use its programs, files, or 
processing power. 

• Translating files: text files sent over a modem can be converted from 
one computer platform to another. 

• Shopping: ordering items or getting information about them. There are 
hundreds of vendors available. 

Strategies for Saving Time and Money 

Consumer Services 

Before you embark on the Information Highway, let me give you a few tips 
for the road. When you are using on-line services the meter is running. you 
want to be as efficient as possible. First of all, "capture then read." Set your 
communications software to automatically save the incoming,information. 
Peruse it after you disconnect. The second strategy is to "plan before con­
necting." Know where you plan to go, write down your search strategy. 
Write your E-mail off-line before you send it. In short, keep browsing to a 
minimum and set up a game plan in advance. 

The consumer services are more similar than different. Most offer the 
standard services, such as news, weather, forums, games, on-line discus­
sion groups, and downloads. They differ primarily in price structure, num­
ber of subscribers, and user interfaces. 

CompuServe-About 1.5 million subscribers. Largest array of forums and 
databases of the commercial services. Custom software gives a graphical 
user interface. Fees are a bit higher than other services. 

America Online-Excellent user interface. Easy to navigate. About 600,000 
users. A bit more limited in services than the others, but its $10 per month 
fee for five hours of unrestricted use is attractive. Look for free starter kits. 
Prodigy-Has the most subscribers of the consumer services: two million. 
Second only to CompuServe in variety of services. Its interface is decidedly 
awkward on the Mac. Screens include advertising. 
GEnie-Known for its variety of multi player on-line games. About 400,000 
users. 
ZiffNet-Offers information dealing with computers only. Find the latest­
breaking news from the publishers of the popular computer magazines. 
Download all types of software. About 150,000 subscribers. 
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Professional Services 

The Internet 

Professional services tend to be expensive and specialized. You'll need to 
contact the companies for subscription information. 

BRS-Offers many databases. Fees range from $8 to $50 per hour. Features 
BRS After Dark at reduced rates for home use at night. Some databases offer 
full-text retrieval. 

NEA Bulletin Board-The National Education Association offers an elec­
tronic bulletin board for its members. Keep posted on current legislation 
and movements in education. Free to members of NEA. 

Bulletin Boards-There are more than 45,000 bulletin boards, covering all 
types of topics. Most of these are free to use. The Computer Shopper maga­
zine (800-274-6384) publishes monthly listings, or check with local user 
groups. 

Gateways 

A gateway is an electronic bridge from one service to another. For example, 
CompuServe offers a gateway to the Internet (see the next section). Eventu­
ally all of these services will be capable of being interconnected; this hints 
at the future of an information super highway. 

The Internet is a worldwide web of more than 14,000 computer networks. 
Unfortunately, there is no central structure or standardization to "the Net," 
so it can be difficult to learn to use. College students can often get a free 
account through their school. If your institution is not connected, a number 
of companies allow you to connect up for a fee. 

What's on the Net? 

• E-mail-Internet users can send electronic mail around the world with­
out charge. 

• FTP (File Transfer Protocol)- Net talk for downloading software. The 
Internet has millions of documents available. 

• Telnet- A gateway for a remote computer to access publicly availa~le 
files. Often used for examining university library card catalogs. 

Internet Books 

With the vastness and complexity of the Internet, it's a good idea to get a 
book on the subject. Two of the most popular are: 

• The Mac Internet Tour Guide, Michael Fraase, Ventana Press 

• The Whole Internet User's Guide, Ed Krol, O'Reilly and Associates 
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Internet Software 

The Internet's decidedly non-Mac-like interface may confuse or bore you; 
fortunately there are some free software programs to add a graphical user 
interface to the Net. These include Eudora, Fetch, and TurboGopher. 

Searching CD-ROM Databases 

CO-ROMs are the hottest thing in computing today. There is virtually an 
explosion in the number of programs available on CD-ROM, and the cost 
of the drives has dropped dramatically in the past few years. Many librar­
ies have banks. of computers with CD-ROM databases. The advantage of 
searching for information on CD-ROM as opposed to on-line services is 
that there is no connect time fee. The disadvantage is that to update the 
information, a new CD-ROM disk must be produced and distributed. Sub­
scribers to databases such as ERIC are sent updated disks quarterly or 
semiannually. You use the same types of search software and descriptors 
with CD-ROM databases as you do with on-line databases. 

Buying a CD-ROM drive- (See also Chapter 2) 

CD-ROM Databases 

A couple of years ago we thought of CD-ROMs primarily as depositories of 
enormous textual databases, but the latest trend is multimedia disks. These 
may contain digitized voice, music, graphics, photographs, or even small 
amounts of video. Thus the demands placed on the drives are greater. CO­
ROMs are at least ten times slower than hard drives in accessing data, so 
you'll want to buy a CD-ROM that is relatively fast. Access speed is meas­
ured in milliseconds. Look for a CD-ROM drive with an access time no 
greater than 200 milliseconds. Faster dives are called double-speed or even 
triple-speed. Some programs require you to copy part of the CD-ROM to 
your hard drive in order for it to run efficiently. 

Many computers now come with built in CD-ROM drives. An external 
drive is in a box under or next to your computer. Look for a drive that is 
PhotoCD compatible. This is a new standard created by Kodak, which al­
lows photo labs to put your pictures (prints or slides) onto a CD-ROM, so 
you can import them into a computer graphics or presentation programs. 
All CD-ROM drives can play standard music COs, but no regular CD play­
ers can access CO-ROMs. In the near future, recordable CD-ROM drives 
will become available and affordable. 

CD-ROM programs used to cost hundreds of dollars, but as their popular­
ity has gone up, their prices have come down. Most vendors bundle in 
disks when you purchase a drive. A multimedia encyclopedia is a good 
disk to start your collection with. Professional, academic, or specialized 
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databases are still usually obtained by subscription. Some of these include 
ERIC, Sociological Abstracts, and Computer Select. Because you are paying 
for the information and not the disks, these subscriptions are usually in the 
hundreds or thousands of dollars, so you might want to use the disks at the 
reference desk at your library. CD-ROM is rapidly replacing microfilm and 
microfiche for storing data. A recent trend is for computer stores and even 
video stores to rent out CO-ROMs. Besides reference disks, there is a profu­
sion of educational programs, games, clip art collections, and electronic 
books available on CD-ROM. 
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APPENDIX D Transferring MS-DOS and 
Macintosh Files between Disks 

The Apple Macintosh has less than fifteen percent of the computer market. 
Thus it is logical that Apple would provide a way to transfer MS-DOS files 
to and from a Macintosh. When you buy a Mac, the System Software disks 
contain a little utility program called the Apple File Exchange. This program 
must be copied to the hard disk for use and is often stored in the Utilities 
folder. The program is used to convert previously .created data files to a 
format readable by another type of computer. Besides the MS-DOS format 
conversion, Apple File Exchange can also convert ProDOS files created on 
an Apple II. The program can also be used to initialize (format) floppy 
disks in MS-DOS or ProDOS format. 

The Difference Between File Transfer and File Translation 

Apple File Exchange technically does file transfer, not file translation. File 
transfer is a simple format conversion, which changes the information in a 
file so it can be opened by software on another type of computer. For exam­
ple, you could take a file created in Microsoft Works on the Mac and trans­
fer it to an MS-005 text file. It will not open directly on the IBM. But if you 
open it from within an IBM word processor, such as WordPerfect, that pro­
gram will import it and translate it into WordPerfect format. Let's run the 
example the other way. A friend creates a document in WordPerfect on her 
IBM. You could place her MS-005 disk in your Mac and use Apple File 
Exchange to make a copy of her file in Mac format. If you want to use it in 
Microsoft Works, you open Works, then open the file. Works has a transla­
tor to convert the transferred file into Microsoft Works format. When you 
save the file, it will make a copy of the file in this Works format. Mac users 
are fortunate that Mac word processors have many translators. A file cre­
ated in one format can usually be translated into another format. WordPer­
fect for the Mac really excels at this; it can open data files created in almost 
any format. 

A more powerful kind of file exchange program does file translation. 
The most popular program is MacLinkPlus (Data Viz software), which has 
over one thousand translators. This program can translate files directly 
from one particular software format to another, for example, from Mi­
crosoft Word for the Mac to WordPerfect for Windows. This program 
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A Few Basic Concepts 

comes with hundreds of specific translators. In contrast, Apple File Ex­
change has only one translator: MacWrite to / from DCA-RFf. This DCA­
RFf format is used by many MS-DOS word processors and contains 
typestyle and font information. 

• File Conversion Is More of an Art than a Science-Unfortunately, trans­
lating files does not always work perfectly. You will need to experi­
ment. But once you figure out the right options and procedures, the 
results should be consistent. 

• You Are Making a Copy, Not Actually Converting the Original File­
Whenever you convert a file, the original file will be unchanged, and a 
new converted file will be created on another disk. 

• You Convert Documents, Not Applications-Transferring text-based 
documents such as word processing, database, or spreadsheet files is 
relatively easy. Converting programs is not really possible. This would 
involve creating new programming code for the program. Graphics 
and some sound files might be converted using a binary translation, 
but it's dodgy at best. 

• Generic Text Format versus Specific Program Formats-When a file is 
saved in text or ASCII format, this means it contains the letters, but no 
information about fonts, typestyles, or sizes. These generic text files are 
easy to convert and can be opened by virtually any word processor and 
then formatted. 

• Using Save As Instead of File Exchange-Instead of using file transla­
tion, you can sometimes get the same results from within an applica­
tion using the Save As command from the File menu. For example, in 
the word processing module of Microsoft Works, you can choose to 
save your document in WordPerfect for DOS, text, Microsoft Word, or 
any of several other formats (listed in the File Fonnat box of the Save 
As dialog box). 

• Transferring via Modem or Cable-A simple way to move text from 
one platform to another is to send the data over a modem or a serial 
cable connected between the two machines. This only works with ge­
neric text files. 

• Using AccessPC-AccessPC is a little utility program from Insignia 
software which allows MS-DOS disks to show up directly on the Desk­
top. You can copy files to and from these disks just as if they were Mac 
disks. 

• Don't Transfer Text If You're Using PageMaker-PageMaker and other 
desktop publishing programs have filters which allow you to place 
many types of word processing files into your publication. For exam­
ple, you can place IBM WordPerfect files directly into PageMaker 
documents. Again, you may need to reformat or "tweak" the text. 
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The Natural Superiority of Mac SuperDrives 

All Macintosh floppy drives manufactured in the past five years are what 
Apple calls SuperDrives. This means they have the ability to read and for­
mat MS-DOS disks. However, IBM-compatible drives cannot read Macin­
tosh floppies. So you'll need a workaround to bring your Mac files to an 
IBM-compatible computer. Simply use the Apple File Exchange program to 
transfer your Mac files onto an MS-DOS disk and then use that disk in your 
IBM. 

Even with the SuperDrive's flexibility, you cannot save directly to an 
IBM floppy from within an application. You should save in MS-DOS for­
mat to your hard drive and then drag the file to your IBM disk from the 
Desktop. 

Nobody's Perfect, Especially File Transfer Programs 

Before you get too excited about file transfer, you should know about some 
of its limitations. Fonts and text formatting from one computer platform 
may change when translated. You may get seemingly random stray charac­
ters. These are usually control codes that the other platform does not recog­
nize. It's usually easy to delete these characters or to type in missing 
characters. 

Doing a File Transfer from MS·DOS to Mac 

1 Open the hard disk window, find the Apple File Exchange folder, and 
open it. 

2 Double-dick on the Apple File Exchange icon to launch the program. 

3 Insert the floppy disk that contains the files you want to transfer. 

4 Navigate using the Open, Drive, and Eject buttons to display the files 
you want translated (the left half of the screen) and the disk and 
folder you want to copy the translated files to (the right half of the 
screen). 

5 Single-dick on the names of the files or folders you wish to translate. 
To select multiple items, use the Shift-click technique. You may need 
to scroll down to see the names of some of the files or folders. 

When you make a selection, the corresponding menus will appear in 
the menu bar. Notice that one menu converts files from Mac format to MS­
DOS and the other goes from MS-DOS to Mac. 

6 Pull down the appropriate menu, and select the desired translator. 
The default translator will have a diamond next to it. As a rule, try 
the default method before trying other translators. 

7 Click the Translate button. 
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You may be presented with dialog boxes asking you to select a transla­
tor, rename a file, or make other choices. 

8 Select Quit from the File menu. 

To format MS-DOS disks on your Mac, simply insert an unformatted 
disk into the SuperDrive when Apple File Exchange is running and select 
the appropriate dialog box options. 

To access your translated files, you will need to launch an application 
and then use the File-Open command to import your file. It's not unusual 
to get stray characters; simply select and delete them. 



APPENDIX E 

Utilities 

Twenty Top-Rated Programs for 
Fun, Learning, and Productivity 

As that purple dinosaur Barney says, "Our fun and learning never ends." 
With computers there's always some new piece of software that you "just 
gotta have." Here's a list of a few of my favorite programs. I've concen­
trated on "little" programs-inexpensive programs that just do one or two 
tricks. Some of these are freeware shareware or even included with your 
Mac when you buy it. For a free catalog of software, call one of the toll-free 
numbers at the end of this appendix. These companies would love to add 
you to their mailing list. 

These are programs that customize the way your computer works. Many of 
these work in the background while you are working in the other applica­
tions. 
Apple File Exchange- Utilities Disk Free with Mac 
Allows Macs with SuperDrives to read MS-DOS and Apple Ilgs disks. 
Transfers but does not translate files (use MacLinkPlus to translate). See 
Appendix D for a detailed description. 

Disk First Aid- Utilities Disk Free with Mac 
When your Mac disks become unreadable, this program can often fix them. 
Restores a disk's directory; does not repair physical damages. Use Norton 
Utilities for bigger jobs. 

After Dark- Berkeley $30 
A screen saver. Automatically blanks out the computer's screen to prevent 
an image from "burning in" to the monitor. Several free screen savers are 
available. After Dark goes farther by offering you over thirty different dis­
plays for screen saving, including flying toasters and an electronic aquar­
ium. 

Disinfectant- Northwestern Univ. Freeware 
Virus detection and removal. Cleans up most viruses including NVir and 
WDEF. Update via on-line services or user groups. Includes good back­
ground information on viruses. 

S.A.M.- Symantic $66 
Checks for viruses before they attach to your computer. If it finds an in­
fected floppy disk, it will not allow the disk to load. Good for schools and 
businesses as a safeguard for their computers. 
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Personal Productivity 

Disk Doubler- Salient Software $45 
A file compression program "scrunches" files down to about half their 
original size. Automatically decompresses files when they are launched. 
Valuable to use for archiving files or sending them over a modem. Many 
freeware programs, such as Stufflt, can also compress files. 

Screen Shot- Baseline $30 
This is a screen capture utility. Screen Shot can capture a menu, window, 
selected area, or the entire Mac screen. The files can be saved in a variety of 
formats and imported into Mac applications for touch-up. Most of the illus­
trations for this book were captured using Screen Shot. Even without a 
screen capture program, you can take a shot of your entire Mac screen by 
pressing Command-Shift 3. 

These are programs that handle your finances, scheduling, or other situ­
ations where computers can make your life a bit easier (and more com­
plex). Microsoft Works can also be applied to personal productivity, such as 
using the spreadsheet module to keep your bank balance. I've also in­
cluded a couple of my favorite graphics programs. 

First Things First- Visionary $30 
A 11to do" list generator. Just double-click on the clock on your screen and 
your list of appointments and tasks pops up. Saving these as a file is a good 
way to keep a diary of your activities. Can also be printed out like Day­
keeper books. 

Quicken- Intuit $45 
Accounting for the rest of us. Simple but useful program for keeping ac­
counts balanced. Can print checks and track tax deductions. 

Mac Label Pro- Avery $49 
Sophisticated package for making all types of labels, including labels for 
disks, file folders, cassettes, and envelopes. Correlated to Avery label stock. 
Can number the labels sequentially. 

Smart Label Printer- Seiko $145 
A hardware device that connects to a Mac serial port to print mailing labels 
one at a time. Without it you have to put a whole sheet of labels in your 
laser printer. Comes with software to customize the type formatting. 

Bannermania- Broderbund $37 
Lots of fun. Creates banners and headlines with spectacular effects. Prints 
in color on a color printer. Very easy to use. 

TypeStyler- Broderbund $119 
Fancy effects with type. More sophisticated and difficult to use than Ban­
nermania. Import into PageMaker to create great-looking logos. 

Clip Art and Fonts- various 
Buy some handsome clip art or fancy fonts. Check public domain disks and 
inexpensive CD-ROM collections. Be sure to specify format (Paint, PICT, 
EPS, True Type, Postscript, or bit-mapped). 
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Computer Assisted Instruction- ""Edutainment" 

These programs can be used in the classroom or home to foster learning. 
Computers are a great motivational device for getting children to regard 
learning as fun. My three-year-old loves to "play puters." 

Where in the World Is Carmen San Diego? Broderbund $29 
Very popular series of educational games. Uses reference and geography 
skills to solve a crime. Great graphics and sound. Comes with a printed 
almanac. Many versions available, including Where in the U.S.A., Europe, 
Tune, America's History, or Space Is Carmen San Diego? 

Stickybear's Reading Room- Optimum Resources $35 
Early learning games have made us rethink what young children are capa­
ble of learning. The Stickybear series of programs features multilingual 
digitized speech and great animation. 

KidPix- Broderbund $35 
A graphics program designed for children, but fun for all. Every tool makes 
a sound, and the letters and numbers have digitized speech. Menus and 
speech can be used in English or Spanish. Some really wild effects such as 
the dripping blood tool. 

Oregon Trail- MECC $29 
This program is a real classic, tracing its origins back to the earliest Apple 
II days. Travel along the trail making life-or-death decisions along the way. 
Many excellent simulation programs are available for the Mac. A great use 
of the computer. 

Songworks- Ars Nova $70 
The Mac's a good machine for creating and playing music. Many programs 
exist for creating sheet music, drilling on music fundamentals, or just hav­
ing a jam session. Hook up to a real keyboard via a MIDI device. 

PGA Tour Golf- Electronic Arts $39 
Realistic golf simulation with digitized sound effects. Use actual courses or 
design your own. Check out other Mac sports and action and adventure 
games. 

These prices are approximate, discounted prices from the MacWarehouse 
September 1994 catalog. 

For a MacWarehouse catalog, call 800-843-9497. 
For a Mac Connection catalog, call 800-800-2222. 
For a catalog of CO-ROMs and public domain programs, call EduCorp at 

800-877-9497. 
For a catalog of CAI and educational programs, call Learning Services at 

800-877-9378. 



APPENDIX F Twenty-Five Classroom 
Microsoft Works Tips 

The classroom tips listed below have been compiled by the staff of the 
Teachers' Idea & Information Exchange (TI&IE). This organization has 
been helping classroom teachers use application software since 1986. They 
sell an extensive collection of teacher created and teacher tested Microsoft 
Works files for both instruction and management. These disks contain 
Works tips and techniques, teaching suggestions, and creative ideas to ac­
tively involve students. Many of the files are stationery documents (tem­
plates) which students or teachers can fill in or modify. Some disks contain 
completed databases on states, inventions, notable women, and other col­
lections which would be valuable to use in the classroom. 

The ideas listed below are aimed at sparking creative energies. Many 
are generic enough that they could be done w ith programs other than Mi­
crosoft Works. These are the kinds of ideas and lessons that are developed 
and included on disks from TI&IE by calling (402) 483-6987. 

1. Don't feel that all computer work has to be done "at the computer." 
Collecting data with paper and pencil can be a vital first step. Create 
forms so that the information collected is consistent. This will greatly 
simplify data entry at the computer. 

2. Research projects take on a whole new dimension when students 
tackle them with the assistance of Works. Try a group research project 
in which all students can take part. Select a subject that lends itself to 
data collection by different groups or individuals (animals, authors, 
inventions, the events of specific years). Let students determine what 
pieces of information they want to collect (names, birth dates, sizes, 
locations). Create a database to hold the information and tum your 
students loose! (Vo/.2, Issues 1&4) 

3. Introduce students to the spreadsheet by letting them collect informa­
tion about themselves. All kinds of statistics can be collected. Try a few 
of these: number of eyeblinks in a minute, pulse rate (resting and after 
exercise), how many teeth they have, how they sleep/ are awake, ages, 
birth dates, number of people in their immediate family, etc. Avoid sen­
sitive areas (weight, height, etc.) Students can easily create spread­
sheets to compute totals, differences, averages, percents. Compare 
information across grade levels and genders. How do statistics for 
teachers compare to those of students? (Census Works) 

Reprinted by permission of the Teachers' Idea & Information Exchange,© 1993 
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4. Television! It's not going to go away, so why not tap into the wasted 
hours? Let students use Works to create a classroom TV Guide. Con­
struct a database to hold program name, time/ day of broadcast, con­
tent, length of broadcast, advertisers, appropriate viewing age group. 
(Vol. 2, Issue 1 & Vol. 3, Issue 1) 

5. Heighten your students' awareness for what they are actually seeing 
on television. Have students collect statistics for various programs. 
How many acts of violence do they see, how often is sexist or racist 
language used, how often do they see self-destructive behaviors 
(smoking, drinking, drug use), when are problems solved creatively 
without agressive or violent behavior, etc. Use the Works. spreadsheet 
to compare program statistics. Sort your program list. Create a 11top 
ten" list of best programs or a 11dirty dozen" to be avoided. (Vol. 2, 
Issue 1 & Vol. 3, Issue 1) 

6. Create a database file for specific years. Collect information for those 
years. Possible fields could be headlines, prices, popular movies, noted 
births, deaths, sporting events, etc. Let students create a word proces­
sor document called 11The Year You Were Born." Merge information 
from the database with this document. Students could use this method 
to prepare 1/year pages" for themselves, their parents, grandparents, 
siblings, and others. (Vol.1, Issue 1) 

7. Ask students to bring in empty cereal boxes. Create spreadsheets to 
analyze them. Students can use the spreadsheets to compare weights, 
compute servings per box, analyze nutritional information (how much 
sugar do they contain?), compare prices (what box sizes are most com­
mon, offer the best buy, etc.) How do cereal manufacturers use their 
boxes to attract consumers? What about graphics? Let students design 
their own cereal boxes. (Vol. 3, Issue 1) 

8. Collect statistics on the world's population (i.e., nationalities, income, 
religions, production, consumption, etc.). Use the spreadsheet to 
"shrink" that world to a community of 1,000 people. What will the 
community look like? How many are Americans? Men? Women? Chil­
dren? (Vol. 1, Issue 2) 

9. If you haven't coupled math activities with your students' interest in 
sports, this may be the time to try it. There are all kinds of sports statis­
tics students can collect. Students could be challenged to create spread­
sheets for computing statistics in any number of sports. Some 
possibilities are spreadsheets for batting averages, points per minute in 
basketball, or football pass completion percentages. (Vol. 2, Issues 2&3) 

10. Use Works to analyze student reaction times. Hold a meter stick vertically 
just above a student's hand. Tell her you will drop it and she should be 
prepared to grab it as soon as she realizes it is falling. Release the stick. 
Reaction time is measured by recording the number (on the meter 
stick) just above where the student grabs. Record the results. Do your 
students improve with practice? Are girls better at this than boys? What 
differences do distractions make? Graph the results. (Vol. 3, Issue 1) 

11. If you are using Works as a desktop publishing tool, don't confine your 
activities to producing newsletters. Consider having students create 
bookmarks, certificates, letterheads, business cards, tickets, maps, 
dot-to-dot puzzles, mazes, birthday cards, posters, postcards, an-
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nouncements, advertisements, rebus stories, calendars, and invita­
tions. Encourage students to "spice up" their writing projects with dif­
ferent fonts, styles, font sizes, and graphics. (All Vol. 2) 

12. Provide your students with editing practice by creating a file of 
"mixed-up" phrases or idioms." A bird in the band is worth two in the 
bush." "Look before you sleep." "Here come the gride and broom." 
Let students create their own editing challenges and exchange them 
with each other. (Vol. 3, Issue 1) 

13. Have your class develop a "bank" of book reviews. Short reviews can 
be created for use with the database. Store the database on the same 
disk. Students can search the database for a particular book. If they 
wish, they can refer to the longer word processor file review or write a 
review for a book that hasn't been reviewed (or add to an existing re­
view). Expand this idea by creating similar files for movies, albums, 
games, etc. (Vol. 1, Issue 3 and Vol. 2, Issues 1&2) 

14. Let students collect words of wisdom. These can be stored in the data­
base. The database should include fields for source, date, etc. They 
might also create a "keyword" field. The keyword field can help them 
quickly locate all the quotes related to a specific topic (e.g., justice, 
women, education, etc.). (Vol. 3, Issue 1) 

15. Spark creative writing activities by having students create a database 
of story ideas. The database could contain characters (names, physical 
descriptions, personality traits, quotes), settings, problems, first lines, 
etc. Students can add to the database, and over time they will have a 
wealth of material to draw from when they are faced with the age-old 
question of "What do I write about?" You can assign students to write 
about specific elements in the database (combine specific characters, 
how would different characters react to the same problem, etc.). (Vol.1, 
Issue 4) 

16. Provide your students with a short paragraph (write one about your­
self, your school, describe an event, almost anything will suffice). Chal­
lenge your students to use the Works thesaurus to improve upon the 
writing. Extend this activity by having students create lists of "over­
used" words and their possible substitutes (start by having them look 
up such common words as run, sad, old, laugh). (Vol. 3, Issue 1) 

17. Let students use the spreadsheet to create their own personal grade­
books. Students can record their scores and watch their grade point 
average. This can be a powerful motivation for some students. (Vol. 3, 
Issue 1) 

18. Everyone loves a good riddle. Let your students create a database of 
riddles. The database should contain a field for the riddle and a field 
for the answer. Layouts can be created to show only the riddle, only the 
answers, and both. Riddle sheets can then be printed. This database 
will grow quickly and should provide students with hours of practice 
at data entry, sorting, and record retrieval. Add fields for keywords or 
subject and students can group riddles (sports, animals, easy, hard, 
math, nature, etc.). Expand upon this idea with files for jokes, figures 
of speech, idioms, etc. (Vol. 1, Issue 3 & Vol. 3, Issue 1) 

19. Pulse rates can provide students with some interesting data to analyze. 
How do the pulse rates of males and females compare? How does age 
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affect pulse rate? Do kindergartners' pulse rates differ significantly 
from those of older students? How do the pulse rates of teachers com­
pare to students' pulse rates? Athletes' hearts are more efficient than 
those who don't exercise regularly. How do the pulse rates of the ath­
letes in your school compare to those of more sedentary students? 
How does body size relate to pulse rate? How about heredity? Do stu­
dents with higher pulse rates have parents, brothers, or sisters with 
higher rates? (Vol. 1, Issue 1) 

20. Let your students create a school telephone directory. You can combine 
the database with the word processor for this. Students might also like 
to create their own personal directories. 

21. Graphs provide new ways of looking at data. Let your students create 
graphs for all kinds of data. Possible graphs might cover: numbers of 
students at each grade level; boys/ girls at a grade level; kinds of pets; 
family sizes; favorites (food, movies, colors, radio station, etc.); birth­
days; common names in the school (Smith, Brown, Johnson, etc.); num­
ber of words in a sentence, paragraph, on a page; car colors in the 
school parking lot; weather data. (Vol. 3, Issue 1, Weather Works) 

22. Following the stock market can be fun (even if you don't own any 
shares!). Let your students pick a company from the paper. Create a 
spreadsheet to track students' "investments." Students enter the name 
of a company, its stock symbol, the per-share price they are paying for 
a stock, and the number of stocks they are buying. Once each week 
students enter the current price of their stock. The spreadsheet pro­
vides the price change (from the previous week), the current value of 
the student's stock in a company, and the net gain or loss for the stock. 
(Vol. 2, Issue 3) 

23. Students can get to know each other by creating a schoolwide ~~favor­
ites database." Create a database for students to record their name, 
grade, and any other biographical information you wish to include. 
Create fields to hold the /I favorite" data such as: pet, car, author, book, 
athlete (male and female), subject, movie, actor, food, toothpaste, pizza 
topping, game, etc. Students can search the database for those who 
have the same favorites. (Vol. 1, Issue 1) 

24. Let your students use the word processor to create "hundred lists." 
These are lists of one hundred items. For example: 100 things I want to 
do in my lifetime, 100 things I'm good at, 100 things I believe in, 100 
places I'd like to visit, 100 things I want for my birthday, 100 memories, 
100 people I'd like to meet, 100 things I hate, 100 things I'd do if I had 
time. Your students will think of many more possible lists. Post these 
lists around the room.(Vol. 3, Issue 1) 

25. Let students use Works to plan a trip. Each student pretends to have 
$1,000. They may choose any mode of travel they wish. However, they 
must return within two weeks. They can use the spreadsheet to com­
pute distances between cities, total distances traveled, costs for meals 
and lodging. Students may wish to write to state tourist agencies or 
contact local travel agencies for information. Encourage them to inves­
tigate the costs of driving, flying, or taking the train or bus. How far 
could they get if they walked? Where would they go if they had more 
money or time? (Vol. 1, Issue 1 and Vol. 2, Issue 3) 



APPENDIX G List of Programs and Producers 

Aldus-PageMaker 
411 First Ave. South, Seattle WA 98104 (800) 333-2538 

Apple Computer, Inc. 
20525 Mariani Ave., Cupertino CA 95014 (800) 892-4649 (800) 776-2333 

Broderbund Software-Batmermania, TypeShjler, Where in the World, 
KidPix 
P.O. Box 6121, Novato CA 94948 (800) 521-6263 

Microsoft Corp-Microsoft Works, PowerPoint 
1 Microsoft Way, Redmond WA 98052 (800) 426-9400 

Teacher's Information and Idea Exchange-Works Classroom Tips Disks 
Dept. TP, P.O. Box 6229, Lincoln NE 68506 (402) 483-6987 

Zedcor-DeskDraw, DeskPaint 
4500 E. Speedway Suite 22, Tucson AZ 85712 (602) 881-8101 



Glossary 

Here's enough technospeak to make your propeller whirl. Please note that 
these definitions are in relation to their meaning in the Macintosh world 
(MacSpeak); some are true for all types of computers but certainly not all. 
Terms in italics have their own glossary entries. 

Access time the amount of time it takes a CD-ROM or other type of drive 
to read data on it. 

Active when something is selected it is said to be active. This means the 
next command will take effect on it. For example, when you select the icon 
of the hard disk, using Open command will open its window. See select. 

Active window the window that is selected. The active window will have 
stripes in its title bar. You make a window active by clicking in it or 
selecting it from the Application menu. 

Alert box a dialog box that issues a warning. It usually just tells you 
something won' t work, and you simply dick the OK button to continue. 

Alias a copy of a file that serves to open the real file from a different 
location. Although aliases can be put anywhere, they are often stored as 
Apple menu items, enabling you to open the program from under the Apple 
menu. Not available in System 6. 

Apple menu the menu at the extreme left of the menu bar that is available 
from within almost all Mac programs. This menu contains items that you 
can open up while another p rogram is running (Desk Accessories). In System 
7, any file placed in the Apple menu items folder will appear under the 
Apple menu. The top command of the Apple menu always gives you 
information about the active program. 

AppleShare a Chooser extension of the System software that lets you share 
files over a network. 

AppleTalk the networking software that comes with the Mac. It allows 
computers to share one printer or to exchange files. 

Application a Macintosh program, although some people consider only 
major programs such as word processors to be applications. 

Application menu the menu at the far right of the menu bar. From this 
menu you can switch betwen programs. The active program's icon appears 
in the menu bar. Not available in System 6. 

ASCII a type of file consisting of plain text and no formatting. Also called 
a text file. ASCII files can be easily exchanged between different types of 
computers. 
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Backspace erase the normal way the Mac erases. The user positions the 
cursor just past the unwanted character and then hits the Delete key. 

Backup a duplicate of a file or program which you can use if the original 
becomes damaged. To back up a file is to make a copy. 

Balloon help help cartoon windows which you can turn on from the Help 
menu (by selecting the ?). With balloon help on, you simply point the 
mouse at a command and a help balloon pops up. Not available in Sys­
tem 6. 

Bit a binary digit. The smallest unit of information the computer trans­
lates instructions into. Either power is on or off, that is, flowing through a 
circuit (represented by a 1) or not (represented by a 0). 

Bit-mapped fonts low-resolution fonts designed to be printed on a dot-ma­
trix printer. 

Bit-mapped graphics pictures defined as a series of dots. All scans and 
most paint program files are bit-mapped. Harder to scale and less sharp 
than object-oriented graphics. 

Bps (bits per second) a measure of how fast data is transmitted, usually 
over a modem or a network. Baud rates (or modem speeds) are expressed in 
bps, such as 2400 bps. 

Bug a mistake in a piece of software or hardware. It's very rare to find a 
program that is totally bug free. A bug will often cause the computer to 
crash. 

Byte in general, each stroke of the keyboard is a byte. A combination of 
eight bits makes up a byte. 

Cancel a button that occurs in most dialog boxes, used to back out of the 
procedure you just began. 

CD-ROM stands for compact disk read-only-memory. A kind of storage 
device that holds enormous amounts of data. For the most part, CD-ROMs 
are nonrecordable. 

Cell one block in a spreadsheet representing the intersection of a column 
and a row. Each cell has a label, such as A 1. 

Central processing unit (CPU) the ''brain" of a computer where the data 
is actually manipulated. In the Mac world, the CPUs have been in the 
Motorola 68000 family of microships. 

Charting the ability of a program, such as a spreadsheet, to create charts 
or graphs from the data contained in the file. 

Chooser an extension under the Apple menu where you specify which 
printer or network your Mac is connected to. 

Clip art artwork that includes permission to reproduce it. There are nu­
merous clip art collections available. 

Clipboard a part of the Mac's memory. When you cut or copy data it is 
placed in the Clipboard. The Clipboard can only hold once piece of data at 
a time. 

Close to collapse a window. When you finish with a file or window, you 
choose the Close command or click the close box. 

Close box the box at the upper left corner of any window. Clicking this 
box causes the window to disappear. 
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Color separations commercial artists need to prepare color separations to 
take to the printer to do full-color printing. Some high-end graphics or 
desktop publishing programs such as PageMaker can do these. 

Command any action you tell a Mac to do. Each of the words under the 
menus is called a command. 

Command key the key on the keyboard that has a cloverleaf on it. Used 
in conjunction with another key to execute a command. Erroneously called 
the butterfly key, the flower key, and even the propeller key. 

Compression files can be shrunk or compressed by a file compression 
program to save room on a disk or to make them faster to send over a modem. 

Constrain a graphics term used to describe proportional drawing or scal­
ing. The Shift key is used along with a drawing tool as the constrain key. 
Using constrain with the Oval tool will draw perfect circles. 

Control panels small system utilities that let you adjust how your Mac 
works (such as speaker volume). In System 7 these are stored in the Control 
panels folder. 

Copy when used as a verb, to duplicate something; when used as a noun, 
a backup. The Copy command from the Edit menu makes a duplicate of 
the item without cutting it first. 

Count in Microsoft Works' spreadsheet module, count is a function that 
identifies the number of numbers that meet a criteria. 

Crash when your computer freezes up and stops working. Usually re­
quires you to restart the machine (often via turning the computer off and 
back on again). Used as both a verb ("this bleepin' computer just crashed") 
and as a noun ("I've had three bleepin' crashes today''). 

Cursor a person who swears (sorry, poor joke). The indicator on the 
screen of the current position of the pointer or insertion point. In other 
words, the point where you are currently working on the Mac screen. On 
a Mac the cursor may take several forms (a watch, an arrow, a cross, etc.). 

Cut to remove something from a document by selecting it and choosing 
the Cut command from the Edit menu. Data that you cut is placed in the 
Clipboard. 

DA see Desk Accessory. 

Data information in any form. 

Database a collection of information. 

Database management system (DBMS) a fancy way of saying a database 
program. 

Default the normal (or standard) settings of a Mac program. You can 
usually change the defaults by accessing the Preferences command. 

Deselected after you have made something active (selected it), you can 
cancel it out by clicking it off (deselecting it). 

Desk Accessory (DA) small programs under the Apple menu. Designed to 
be used while other programs are open. Calculator and Key Caps are two 
DAs that come with your Mac; other ones are available. 

Desktop the "home base" of your Mac. When you are in the Finder, the 
Desktop is the gray area of the screen and the menu bar. You need to return 
to the Desktop to copy or move files. 
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Desktop presentation program a type of software used to create on­
screen or other types of slide shows. PowerPoint and Persuasion are two 
popular desktop presentation programs. 

Desktop publishing using the computer for laying out printed pages or 
other documents in preparation for printing them. May involve merging 
text from several sources, copying graphics, and manipulation text styles. 

Dialog box a box that appears on the screen asking you to provide infor­
mation or make further decisions. 

Digital the form of all information in a computer. Represented as either a 
one (power on) or a zero (power off). The opposite of analog,, which is 
information represented as waves. 

Directory a listing of the files that are on a disk. 

Document a file created with an application. For example, a letter, a pic­
ture, or a newsletter. Documents need to be opened from within a program 
or application. 

Dot-matrix printer a printer that creates letters by striking a ribbon with 
tiny wires. Apple's ImageWriters are examples of these. Dot-matrix print­
ers are generally the poorest type of printers in terms of resolutions and 
speed, but they can print multiple-part forms. An endangered species. 

Double density disk a type of floppy disk that can store 800 K of data. 
Has one hole on the top of it. The other type of floppy is high density. 

Double-click one of the four mouse movements. To quickly press the 
mouse button twice without moving the mouse. Used to open a file or to 
select one word. 

Download receiving a file over a modem or network. The opposite of 
upload. 

Dpi (dots per inch) a measure of screen resolution. The higher the dpi, 
the less jagged the image will be. The number of dots in a line one inch 
long. The Mac screen is 75 dpi, and laser printers are 300 or 600 dpi. 

Drag one of four mouse movements. You drag by placing the pointer on 
a point on the screen, holding the mouse button down, and sliding the 
mouse. You release the mouse button when you are finished dragging. 

Drag-and-drop an easy way to move or copy things on the Mac. Drag an 
object with the mouse from one window to another, let the button go, and 
it drops into the other window. 

Draw program a type of graphics program that creates whole objects as 
opposed to bit maps. These objects can be precisely changed. 

Ellipsis three dots after any command. This indicates a dialog box will 
come up, prompting the user with further information. 

E-mail (electronic mail) messages sent from one computer to others over 
a modem or network. 

Entry a piece of data entered into a database or spreadsheet. 

Entry bar in Microsoft Works' spreadsheet module, the area near the top of 
the screen where you type in the data for an entry. 

EPS a format of graphic file. Stands for Encapsulated PostScript, also just 
called PostScript. Consists of code instructing the printer how to print the 
image. 
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ERIC database the largest public database of educational publications. 
Stands for Educational Resources and Information Clearinghouse. Con­
tains publications both in journals and on microfiche. About one million 
citations. Accessible via CD-ROM and on-line services. 

Execute technospeak for doing a command. 

Extension a file that loads automatically when you start your Mac. Called 
an init in System 6. 

Field in a databse, one entry portion of a record. For example, first name, 
last name, and phone number are each one field. 

File a collection of related data saved together and called by a name. 

File server a computer that other computers on a network can access and 
share files from. 

Filter in a database, a selection criteria to narrow a search. For example, a filter 
might select only those records that contain 11Spanish" in the language field. 

Finder the uhome base" program on the Mac that contains the Desktop 
screen. Contains the Mac's basic operating system. 

Folder a grouping of files and/ or other folders. The basic way files are 
organized on the Mac. 

Font a computer typeface in all its sizes and styles. Popular fonts include 
Times, Geneva, and Helvetica. Many vendors sell different styles (bold, 
light, italic) of a font as separate fonts. 

Footer a line of text which is printed at the bottom of each page of a docu­
ment. The footer often contains the page numbering or document title. 

Form as used in Microsoft Works' database module, a form is a custom­
ized layout for each record of the database. It can contain specified fields, 
borders or other graphics. There can be up to 16 different forms per data­
base. 

Format the form a file is saved in. For example, ASCII, PICT, Microsoft 
Works. Most applications can save a file in several different formats. 

Formatted a new floppy disk must be initialized or formatted as a Macin­
tosh disk. Formatting will erase anything that was previously recorded 
onto the disk. 

Formula in a spreadsheet, a mathematical calculation. Some spreadsheet 
cells contain just numbers, others contain text, and a third type contains a 
formula. For example, a formula could sum all of the cells in a column. 

Gigabyte 1024 megabytes of computer memory (over a billion bytes). CD­
ROMs can hold almost a gigabyte of information. 

Grammar checker also called a style checker. A program used to alert the 
user to errors in grammar use in a word processing file. Grammar checkers 
work by comparing the text to a set of grammatical rules. Generally 
thought of as having limited utility. Can also provide statistics on the text, 
such as readability level. 

Graphical user interface (GUI) a method of using a computer that works 
via icons and menus rather than by typing in commands. 

Graphics tools in Microsoft Works, the icons used to draw objects with. 
When you execute the Draw On command, the graphics tools appear in 
the Tool Palette. 
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Grayed out when a command is not currently available, it is dimmed or 
grayed out in the menu. 

Gray-scale graphics or monitors that display shades of gray in addition 
to black and white. Photographs are often digitized as gray-scale. 

Greeking in PageMaker type smaller than a specified size is displayed in 
rough form or "greeked." This speeds up the computer's drawing of the 
screen. 

Grid in Microsoft Works you can show or hide gridlines, which are lik~ 
graph paper lines. These gridlines only print out in the database module. 

Group in a draw program, multiple objects can be merged or grouped 
together into one object. 

Handles in a draw program, when an object is selected it will display 
small squares or handles around it. Dragging one of these handles resizes 
the object. 

Hard disk (Hard drive) a nonremovable memory storage device. Hard 
drives hold much more data than do floppy disks. A magnetic head moves 
across hard platters to read data. 

Header a line of text which is printed at the top of each page of a docu­
ment. T11e header often includes the document's title and date. 

Hierarchical filing system the filing system that the Mac uses for organ­
izing files. The basic concept is that files and/ or folders are nested inside 
of folders, which can be nested inside of still other folders. 

High density disk floppy disks that can hold 1.44 megabytes of data. 
Double density disks have only one hole in them, while high density disks 
have two holes. 

HyperCard an easy-to-learn programming language used on Macs for 
instructional or informational programs. The HyperCard program used to 
come with the Mac but is now sold separately. 

I-beam the shape the Mac's cursor takes when working with text. 

Icon a small pictorial symbol representing a file, folder, disk, or tool. 

Import the process of bringing data into a program from a different pro­
gram. 

InfoTrack an on-line database of popular magazine abstracts. Found in 
many public libraries. 

Initialize see format. 

Inkjet Printer a printer that squirts tiny jets of ink to form characters. 
Some inkjet printers can print in full color. 

Insert mode when working with text the Mac is normally in insert mode, 
where new text pushes existing text over rather than writing over it. 

Insertion point when working with text, the current position of the cursor 
is represented by a blinking vertical line. The next character will be entered 
at this insertion point. 

Installed programs are copied or installed onto your hard disk. 

Integrated software programs such as Microsoft Works which have sev­
eral applications within them and can share data between those applica­
tions. For example, a user could copy text from the database module into a 
word processor document within the same integrated program. 
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Intuitive you can probably guess it. It's a compliment to say a program is 
intuitive, which means you can figure out how to use it without reading 
the manual. The commands and operations are logical. 

Kilobyte (K) a measurement of memory. A kilobyte is 1024 bytes. 

Landscape printing a document horizontally as opposed to vertically 
(portrait orientation). Most spreadsheets are printed in landscape format. 

Laser printer a printer that prints by drawing images on a metal drum 
with a laser. Creates the image with toner much the way a photocopy 
machine does. Faster and sharper than ink jet printers. 

LCD panel a flat glass panel that sits on top of an overhead projector, 
which when connected to the output of a computer projects the com­
puter's image onto a large screen. These liquid crystal displays may be 
monochrome or color. 

Link in Microsoft PowerPoint, you can create links which cause changes 
made in a file in one application to automatically cause changes in another 
linked file. Uses Apple's publish and subscribe capability. 

Local area network (LAN) computers connected in a network within one 
building or one site. As opposed to telecommunications, which is a wide area 
network. 

Macro an automated sequence to perform other commands or actions. 
Microsoft Works lets you create macros to automate repetitive tasks. 

Master in desktop publishing or presentations, items that will appear on 
each page or frame of the document. There will be a separate page or frame 
to create these master items on. 

Megabyte a measurement of computer memory or storage space. A 
megabyte is 1024 kilobytes. Abbreviated as MB. · 

Menu bar the horizontal area at the top of the screen that contains the 
names of the menus available. 

Microsoft Windows an operating system for IBM PCs and compatibles that 
uses icons and pull-down menus in a graphical user interface. Although similar in 
appearance to the Mac's operating system, it is not compatible with it. 

Modem a device for sending and receiving information over phone lines. 
Stands for modulator-demodulator, which indicates it converts data from 
digital to analog form. 

Mouse input device that controls the movement of the cursor on the 
screen. 

MS-DOS the original operating system used on IBM PCs and compatable 
computers. Stands for Microsoft Disk Operating System. Rapidly being 
replaced by Microsoft Windows. 

Multimedia the merging of more than one audiovisual formats via a 
desktop computer. May include video, digitized sound, and graphics. 

Network connecting computers or other devices together. Also called a 
local area network. 

Object-oriented draw programs are considered object-oriented since 
they create pictures composed of polygons which are separate objects. In 
contrast, paint programs represent drawings as a series of bits. 

On-line connected to a computer network, usually at a remote site. 
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Open to load a file into memory. One might say, for example, "Open the 
gradebook file". 

Option key a key on the keyboard used to create special characters or do 
alternative functions. 

Outline fonts PostScript fonts that can be scaled to any size. Compare to 
bit-mapped or TruType fonts. 

Paint a graphics file format for bit-mapped images. Compare to PICT, 
EPS, and TIFF files. 

Paint program a graphics program that creates bit-mapped graphics by 
turning dots on or off on the screen. 

Palette in Microsoft Works, a small movable window containing graphics 
or other types of tools. 

Pane-splitting in Microsoft Works' spreadsheet module, the act of splitting 
the screen to see different portions of the spreadsheet. 

Paste when you select Paste from the Edit menu, the Macintosh inserts 
the data that was previously Cut or Copied into the Clipboard. 

Pasteboard in PageMaker the nonprinting area surrounding the publica­
tion where objects can be "parked". 

PICT a graphics file format, used by many draw programs. DeskDraw, 
DeskPaint, and Microsoft Works pictures can be saved as PICT files. Com­
pare with Paint, EPS, and TIFF. 

Pixel one dot on the computer's screen. 

Plastic environment an advantage of working on a computer is that it 
creates a flexible or plastic environment where changes can be easily tried 
out and made. 

Pointer the thing on the screen that moves when you move the mouse. It 
usually takes the form of an arrow or an I beam. 

Pop-up menu menus that drop down from shaded boxes inside dialog 
boxes as opposed to the pull-down menus in the menu bar. 

Portrait printing on paper in a vertical format as opposed to horizontal 
(landscape) format. 

PostScript a programming language that generates code to draw text and 
graphics. Only some laser printers contain PostScript capabilities. 

Precedence in Microsoft Works' database module, precedence refers to the 
order in which searches are conducted. 

Press one of the basic mouse movements. To point at something on the 
screen and press the mouse button down. 

Press-and-drag a mouse movement in which you press the mouse button 
down and then drag the mouse while still holding the mouse button down. 
Menu commands are selected by pressing and dragging down to them. 

Print Preview to view what the printout of the document will look like 
on the screen before actually printing it on paper. 

Pro-DOS an operating system used on Apple II computers in software 
such as AppleWorks. The Apple File Exchange program can transfer Pro­
DOS files to the Mac. 
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Programming Language a language for writing instructions to the com­
puter. A group of instructions is called a program. Programming languages 
include HyperCard, Pascal, and BASIC. 

Publish and subscribe the capability of System 7 to link files so that if you 
make changes in one file, those changes will automatically take effect in 
the other file. 

Pull-down menu when you press on the words in the menu bar, pull­
down menus will appear where you can drag down to select a command. 

QuickTime an extension that comes with the Mac for playing digitized 
video sequences. PowerPoint has the ability to include QuickTime movies 
in its presentations. 

Random Access Memory (RAM) temporary computer memory; it is 
cleared when the computer is turned off. When you input data into the 
computer via the keyboard or from a disk, the data is temporarily held in 
this part of memory. The more RAM you have, the more data you can work 
with at one time. 

Record in a database, all of the fields for one item. For example, in an 
employee database, one record would be all of the fields on one employee. 

Removable cartridge drive a type of storage device that stores large 
amounts of data on removable tapes or optical disks. In contrast to hard 
drives, which are not removable. 

Report As used in Microsoft Works' database module, a report is a printed 
table showing selected information. There can be up to 16 different reports 
per database. 

Reshape in DeskDraw, the command to edit the shape of an object. 

Resize to change the size of a graphic object or selected area. 

ROM read-only memory. The part of a computer's memory that is un­
changeable. This may be thought of as the computer's built-in software 
features. 

Rule in Microsoft Works' database modules a rule is a logical argument 
that is tested to determine whether a record is selected during a search. 

Run-time version a play-only version of a program, where you can view 
files created in it but not create or modify them. PowerPoint includes 
PowerPoint Viewer, a run-time version of the program which can be freely 
distributed. 

Scrapbook a Desk Accessory where you can save a series of frequently 
used pictures or text passages. You can easily copy items from the Scrap­
book into an active application. 

Screen saver a program to draw a moving image on your monitor after a 
specified period of inactivity, to prevent an image from burning into the 
screen. 

Scroll arrows the arrows at either end of a scroll bar, which when pressed 
cause the view of the window to move up, down, left, or right. 

Scroll box the small box inside a scroll bar indicating which part of the 
window you are looking at. Dragging the scroll box causes the window's 
view to change. 
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Select to make something active. Remember the first rule of the Mac: 
~~select then affect." To select something you click on it or drag over it. 

Selected you can tell something is selected (active) on the Mac because it 
will be darkened. See Select. 

Selection marquee you can select a portion of the screen or all of the 
items within it by drawing a box or marquee around it. 

Selection tool the arrow-shaped pointer (cursor) used to select text or 
other objects on the screen. 

Serial port the Macintosh has two plugs on the back (identified by icons 
of a phone and a printer) which are serial ports. You can hook up a modem, 
a printer, or other devices to these ports. 

Shift-clicking when you hold down the Shift key while clicking on mul­
tiple objects. This allows multiple objects to be selected at once. 

Single-click one of the four mouse movements. Positioning the pointer 
on something on the screen and then pressing and immediately releasing 
the mouse button. A single-dick selects an object without doing anything 
else to it. 

Slide in PowerPoint, one frame (or screen) of the presentation. Uses the 
analogy of a slide in a slide show. 

Slider bar in PowerPoint and Works' database, dragging the slider bar 
with the mouse moves you between slides or records. 

Spreadsheet a computer application that works as an electronic ledger or 
balance sheet. Can automatically calculate formulas within it. 

Stationery as used in Microsoft Works, a document saved in stationery 
format will serve as a template or a blank form. When you open a stationery 
document, an untitled copy opens for you to work with. 

SuperDrive all Macs built since 1991 have a floppy drive called a Super­
Drive which can read and format double density, high density, or MS-DOS 
disks. Older Mac drives can only read double density disks. 

System Error when your Macintosh freezes and stops working. Also 
called a crash. You can get your Mac working again by turning it off and 
back on again, but you may lose the data you were working on when the 
system error occurred. System errors are often caused by errors in the 
software. 

System 6 the older version of the Macintosh operating system software. 
Still used on many older Macs. 

System 7 Apple's current operating system software. Included with all 
Macs shipped since 1991. 

System Folder a special folder on all Macs that contains the System file, 
the Finder, fonts, and other basic operational files. 

System software the basic operating programs that run your computer. 
Contained within the System Folder. 

Tab in Microsoft Works, you can specify four different types of tabs (left, 
center, right, and decimal). The left tab alights text on its left edge. 

Tear-off menu a menu that you can remove from the menu bar and drag 
around the screen. Tear-off menus remain fully visible once they are de­
tached. 
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Technospeak jargon like the terms found in this glossary that computer 
users find themselves using all too often. 

Telecommunications transferring information among multiple comput­
ers over telephone lines using a modem. 

Template a document that you use as a blank form. When you open a . 
template, a blank copy of it is opened and you save the modified version 
of it under another name. In Microsoft Works templates are called station-
ery files. · 

Text block in PageMaker, a connected series of words. The program auto­
matically ties these text blocks together in order. 

Text file see ASCII. 

TIFF A graphics file format for high-resolution bit-mapped graphics. Stands 
for Tagged Image File Format. Photographs saved in this format retain 
their gray or color scale. Compare to PICT, Paint, and EPS formats. 

Title bar the horizontal strip at the top of a window containing the 
name of that window. When the window is active, the title bar has stripes 
in it. 

Toggle commands that turn on and off each time you access them. These 
commands often have a check mark next to them to indicate they are 
toggled on. Other commands will change their wording (e.g., Hide Tools 
becomes Show Tools). 

Tool bar as used in this book, the tool bar is a strip near the left or top of 
the screen where tools are located. 

Tool box as used in this book, the tool box is a small rectangle on the 
screen which contains various types of tools. 

Trash an icon in the Finder where you drag files to delete them or drag 
disks to eject them. 

True1)rpe a type of font which is scalable (that is printed at any point size). 
An alternative to PostScript fonts, which unlike TrueType fonts take separate 
files for both the screen image and the printer. 

Undo a command available in many Mac programs to undo the previous 
action taken. The programs in this book have only one level of undo, so 
only the last action taken can be undone or redone. 

Ungroup a graphics command to break apart the parts of an object that 
have previously been grouped together. 

Unlink in Microsoft Works' spreadsheet module, the ability to break up a 
chart into separate objects. Once a chart has been unlinked, the numbers 
are treated as objects rather than data. 

Upload to send a file to another computer over a modem or network. The 
opposite of download. 

User the person operating a computer, as opposed to those persons who 
program or design them. 

User friendly easy to use. 

User group a club made up of people who share computing interests. 
They are typically local, not-for-profit, and independent of commercial 
interests. They are a great source of assistance and resources. Some of the 
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biggest Mac user groups are the Boston Computer Society and the Berkeley 
Macintosh Users Group. 

Vll'Us an unwanted program that attaches itself to other programs. Some 
viruses seem to do no damage, but others may destroy data or cause your 
computer to crash. Eradicated with disinfectant software. 

Window an enclosed box on the Mac's screen that contains a title bar. 
Disks and folders open into windows, which then show their contents. 
Most windows are resizable and movable, as opposed to dialog boxes. 

Window-shade handles in PageMaker, the beginning and end of text 
boxes are indicated by lines with small pentagons in them. If a window­
shade has a plus in it, that indicates the text continues in another text box. 

Word Processor a software program used for creating and editing text. 

Wrap around also called word wrap. When working with text, if a word 
won't fit at the end of one line it will automatically be placed at the 
beginning of the line below it. 

Wristwatch when the computer is busy and you need to wait to do some­
thing, the cursor will usually take the form of a small watch. You'll soon 
grow weary of watching the wristwatch. 

Zoom to make a window large or small by clicking in the zoom box. 

Zoom box the small box in the upper right comer of most windows which 
when clicked toggles the size of the window between full screen and a 
custom size. 

~. 
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Quitting, 61 (WP), 179 (55), 250 (PP) 

Random Access Memory (RAM), 12 
Record, 121 
Reports, 143 (DB) 
Revert, 208 (PM) 
ROM, 12 
Ruler, 71 (WP), 100 (DD), 118 (DP), 

248 (PP) 
Rulers, 192 (PM) 
Running the show, 241 (PP) 

SaveAs,42 
Save Workspace,82 (WP), 150 (DB), 

181 (55) 
Saving, 40, 60 (WP), 92 (DD), 129 

(DB), 131 (DB), 156 (SS), 193 
(PM), 229 (PP) 

Scanned Photos, 205 (PM) 
Scanner, 85, 86 
Scrapbook, 38, 72 (WP), 207 (PM) 
Scrolling, 33, 62 (WP), 97 (DD), 126 

(DB), 186 (PM) 
Search strategy, 141 (DB) 
Select All, 35 
Selecting, 25 (disk), 57 (WP), 88 

(DD), 110-111 (DP), 159 (SS), 
191 (PM) 

Selection marquee, 35 
Shift-dick, 35 
Shift key, 91 (DD) 
Shut Down, 52 
Single-clicking, 23, 25 
Slide sorter, 237 (PP) 
Smart quotes, 233 (PP) 
Sorting, 137 (DB), 165 (SS) 
Speaker's notes and handouts, 244 

(PP) 
Spelling Check, 65 (WP), 199 (PM), 

233 (PP) 
Split screen view, 166 (SS) 
Spreadsheets, 151-181 
Starting up, 21, 57 (WP), 87 (DD), 

105 (DP), 123 (DB), 153 (SS), 
184 (PM), 222 (PP) 

Stationery, 76 (WP), 133 (DB) 
Story editor, 198 
Styles, 203 (PM) 
System Folder, 45 

QWCK BACKUP INSTRUCTIONS 

System 7. See System software. 
System 6, 20 
System Software, 17, 20, 25 

Tabs, 70 (WP) 
Teaching and Learning, 2, 55-57 

(WP), 84 (DD & DP), 154 (SS), 
122 (DB), 182 (PM), 219 (PP) 

Telecommunications, 226 
Templates, 76 (WP), 246 (PP) 
Text, formatting, 64 (WP), 114 (DP), 

195 (PM), 230 (PP) 
Text, placing, 193 (PM) 
Text blocks, 193 
Text Entry, 59 (WP), 99 (DD) 
Text rotation, 205 (PM) 
Text :wrap, 200 (PM) 
Thesaurus, 67 (WP) 
Tune, 159 (SS) 
Title page, 80 (WP) 
Tool box, 124 (DB), 127 (DB), 188 

(PM) 
Tools, 107 (DP), 136 (DB) 
Tools, draw, 163 (55) 
Trackball, 23 
Trackpad, 23 
Transition effects, 241 (PP) 
Trash, 36 

Undo, 63 (WP), 81 (WP), 93 (DD), 
108 (DP) 

Version 5 differences, 184 (PM), 209 
(PM) 

Views, 125 (DB), 166 (SS), 186 (PM), 
231 (PP) 

Windows, 17, 31 
Word Count, 68 (WP) 
Word Processing, 55-83 

Zooming, 98 (DD) 

At the end of Chapter 3 there are detailed instructions on how to make a backup copy of the enclosed data 
disk. Because the disk is nearly full, the instructions explain how to divide the original disk into two 
backups; affording space to save the exercises in the book's tutorials. However, if you have some previous 
Mac experience and/or would like to make a quick copy of the disk, just for safe keeping before you begin 
the book, you can follow these steps: 

1. 
2. 
3. 
4. 
s. 
6. 

Insert the CARP data disk into the disk drive. 
Drag the CARP icon to the hard disk. 
Drag your CARP disk to the Trash icon (to eject it). 
Insert a blank disk. Follow the on screen directions to format it if necessary. 
Drag the CARP folder from your hard disk to the icon of your floppy disk. 
Drag your floppy disk to the Trash to eject it. Store the backup in a safe place. 
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