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USING RAM CACHES 

A RAM cache is a small portion of memory (usually between 32K and 
384K) reserved to hold bits and pieces of programming codes. The idea of 
the cache is that repetitive tasks are stored in RAM, where they can be 
retrieved by the Macintosh much faster than data retrieved from a disk. 
The performance of Works is sped up, although only marginally, since 
Works tries to use as much RAM in your Macintosh as it can find. 

The latest version of the Macintosh System and Finder includes a RAM 
cache as part of the Control Panel. You can tum the cache on or off, as 
well as assign a specific amount of memory (up to 384K). You can 
increase your work efficiency with the Macintosh by five to 10 percent by 
turning the cache function on. For best results with Works, you need a 
Macintosh with at least two megabytes of memory, preferably more. You 
should not use RAM cache is you have only one megabyte of RAM. 

As with RAM disk software, RAM cache programs are also available 
separately. These let you assign most amounts of memory for caching. 

HELPFUL DESK ACCESSORIES 

A number of desk accessory utilities offer enhancement to any Works sys­
tem. However, RAM-hungry DAs could interfere with Works' operation. 
We therefore cannot guarantee that a 1 megabyte system will support Works 
and the following DAs. Generally, the more memory, the better. H you 
have sufficient memory, consider adding the following accessories to your 
System file (refer to Appendix A for a list of sources for these utilities). 

Note: The programs listed as "public domain/Shareware" are offered by 
most public domain clearinghouses, such as Public Domain Exchange and 
Educomp. True public domain programs are free, except for a small distri­
bution charge (usually $6 to $8). Shareware programs are not free, but are 
available on a "trial basis." Contact the clearinghouses mentioned in 
Appendix A for more information. 

• Art Grabber. Lets you snatch a MacPaint picture from within 
Works. You can select as much of the 8 by 10 MacPaint document as 
you want. 

• Acta. Has the same general function as Art Grabber. 

• Multi-Scrap (public domain/Shareware). Lets you access any number 
of individual Scrapbook files. The files can be stored on the Works 
disk or any other disk. 

• Smart Scrap. Has the same general function as Multi-Scrap. 
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• Extras (public domain/Shareware). Allows you to perform some 
Finder-like tasks from within Works. You can use Extras to delete 
files, display the amount of disk space available, and more. 

• CheapPaint. A MacPaint-like desk accessory used to edit existing 
MacPaint documents, or to create new ones. The bit-mapped graphics 
can be pasted into Works. 



C H A P T E R 10 

Customizing Works 

Before you get too involved using Works, you should frrst consider how to 
customize the program for your individual needs. Doing so can make you 
a better and more efficient Works user. 

You can customize Works in these five ways: 

• Make changes in the Macintosh Control Panel (these changes affect 
Works and all other applications you run on the Mac). 

• Record your preferences in the MS Works Pref file (actually titled 
MSWorksPref). 

• Create Works Stationery for the word processor, database, spreadsheet, 
and communications modules. 

• Modify Works with a utility program such as Apple's Resource Editor. 

• Create Works macros. 

This chapter discusses three of these methods; customizing with 
Stationery is discussed in Chapter 1, and using macros is detailed in 
Chapter 8. Included are step-by-step instructions for typical Works setup 
configurations. 

CUSTOMIZING WITH THE CONTROL PANEL 

The Control Panel desk accessory, shown in Figure 10-1, controls several 
characteristics of the Macintosh keyboard, mouse, display, and general 
interface. You can alter these characteristics with the Works Startup Disk, 
or with any other disk that contains System and Finder resources. 
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Figure 10-1 Control Panel Box 

The changes to the Control Panel are stored in the Mac's Parameter 
RAM (PRAM) and are kept alive by the clock battery installed in the 
Macintosh. The changes remain in effect until you alter them again or 
when the battery dies or is removed. Because the Control Panel is part of 
the Macintosh operating system, any alterations you make to the Control 
Panel affect not only Works but also any other Mac application. 

Before using the Control Panel, make sure you have the latest release of 
the Macintosh System and Finder. Works 2.0 is engineered to operate with 
System version 6.0.2 or later and Finder version 6.1 or later. If you are 
using earlier System and Finder versions, contact your dealer for an 
upgrade. The appearance and contents of the Control Panel may differ 
from version to version. The figures and examples in this chapter were 
made with System 6.0.2 and Finder 6.1. 

The icons you see to the left of the Control Panel desk accessory are 
individual resources that aren't really an attached part of the Control Panel 
desk accessory. These files are known as CDEV resources (as discussed in 
Chapter 9), and appear in the Control Panel dialog box only when they are 
present in the System Folder. If any of the icons are missing when you 
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open the Control Panel, check the contents of the System Folder to be sure 
the desired CDEV resources are there. The most common resources are: 

• General 

• Keyboard 

• Mouse 

• Sound 

• Startup Device 

Only a couple of the Control Panel options are of primary interest to us 
in the process of customizing Works. 

Key Repeat Rate 

The key repeat rate (displayed when you click the Keyboard icon within the 
Control Panel dialog box) varies the speed at which the character keys repeat 
when they are held down (see Figure 10-2). Touch typists may want to set the 
key repeat fast or moderately fast Others should keep it slow or moderate. 

n 
~ 

General 

' 

Control Panel 

Key Repeat Rate 

OOQ)-®0 
Slow Fast 

Figure 10·2 Key Repeat Rate 

De lay Until Repeat 

0 0®00 
Off Long Short 
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Delay Until Repeat 

The delay until repeat option (also displayed when you click the Keyboard 
icon) varies the interval between the time when a character key is pressed 
and when repeating begins. Touch typists should choose a short delay; oth­
erwise, keep the delay moderate or slow. 

Double-Click Speed 

The double-click speed (displayed when you click the Mouse icon in the 
Control Panel dialog box) varies the interval between successive clicks of 
the mouse button. If the clicks occur within a preselected period of time, 
the Macintosh treats the action as a double-click; otherwise, the action is 
considered single-clicks. If you're new to the Macintosh, keep the double­
click speed slow, as depicted in Figure 10-3. Those comfortable with the 
mouse may choose a faster setting. 

General 

' 
Keyboard 

... , 
I -

Control Panel 
Mouse Track;ng 

+ + + 
•o +® •<p 

Figure 10-3 Double-Click Speed 
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Mouse Tracking 

Mouse tracking (displayed when you click the Mouse icon) alters the track­
ing ratio of the mouse and pointer. When you select one of the mouse 
options, the pointer moves in a variable ratio depending on the speed and 
acceleration of the mouse. The faster the mouse moves in a particular peri­
od of time, the faster the pointer skims across the screen. 

Choosing the Tablet option moves the pointer at a constant 1: 1 ratio with 
the mouse, regardless of speed. Choose this setting if you are using a 
graphics tablet, having trouble positioning the pointer accurately, or creat­
ing detailed graphics (with mouse or tablet). 

Insertion Point Blinking 

As shown in Figure 10-4, the rate of insertion point blinking (displayed 
when you click the General icon in the Control Panel dialog box) changes 
the rate at which the insertion point flashes on and off. A slow blink makes 
the insertion point hard to see, especially in a full screen of text. Choose 
the medium or fast speed to enhance the visibility of the insertion point. 

' Vaccine 

(::::::·:·:·:·:·:·:·:·:::~ ) 
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Figure 10-4 Insertion Point Blinking 
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Menu Blinking 

The menu blinking control (displayed when you click the General icon) 
changes the number of times a chosen menu item blinks before the com­
mand is carried out. The blinks provide a form of visual feedback that a 
command has been selected. Most people set this at one blink to save 
some time. 

Speaker Volume 

The speaker volume (displayed when you click the General icon) controls 
the volume of the Mac's internal speaker. Works uses the speaker to sound 
a warning tone if there is danger of accidentally closing an unsaved docu­
ment. An alert tone is also sounded in other non-warning situations: when 
Works can't find a specified word with the Find or Replace command, for 
example, or when you attempt to edit the contents of a protected spread­
sheet cell. 

Drag the speaker volume control up or down to adjust the volume of the 
alert tone. The tone increases from 1 to 7; a setting of 0 is no tone. When 
the volume control is at 0, the Mac flashes the menu bar at the top of the 
screen as a visual warning cue. 

In addition to the volume control, you may wish to change the alert cue 
issued by the Mac. Refer to the Sound Cues section below on how to 
change the tone to a monkey screech, a "boing," or other sound. 

RAM Cache 

Many computer operations are redundant, requiring the Mac to retrieve the 
same data from a disk drive and insert it into memory. RAM cache is a 
way to cordon off a small segment of the Mac's available random access 
memory as a temporary holding tank for data. The RAM cache control 
(displayed when you click General icon in the Control Panel) lets you tum 
cache on and off, and adjust the amount of RAM you want removed for 
cache service. Click the On/Off buttons to activate or deactivate the cache; 
click the arrows to allot the desired amount of memory to cache use. 

Sound Cues 

Sound cues (displayed when you click the Sound icon in the Control Panel 
desk accessory) let you control the type of warning tone emitted through 
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Figure 10-5 Sound Cues 

the Mac's speaker. Apple provides four basic cues, as shown in Figure 10-
5: a clank, a boing, a monkey screech, and the standard tone. Additional 
cues are available from third party sources and are installed in the Control 
Panel desk accessory as a normal CDEV resource. To select a new sound 
cue, click it and the Mac produces the sound through the speaker. Not all 
cues are at the same sound level, so you may need to adjust the speaker 
volume. 

WORKS PREFERENCE FILE 

Works remembers some of your working habits by recording certain prefer­
ences in a file called MSWorksPref. This file is normally kept in the 
System Folder. If the file is missing, Works starts over with the default 
(standard) preference options and places a new copy of Ms WorksPref in the 
System Folder. 

The Works preference file records: 

• Selections in the Options command found under the Spelling menu. 
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• The location of the main Works spelling dictionary, MsWorksDict, and 
the location of the Works homonym file, MSWorksHymn (the location 
includes the disk and folder). 

Works doesn't update the preferences file until you quit the program, so 
if you fmd that Works isn't yet tracking the options that you've chosen, quit 
the program, then restart it. If the MSWorksPref file is lost or damaged, 
Works creates a new one with standard defaults. The standard defaults are: 

• All spelling options checked except "Homonyms." 

• Dictionary and homonym file location in the same drive and folder as 
the Works program. 

MODIFYING WORKS WITH RESOURCE EDITOR 

With a program called Resource Editor (otherwise known as ResEdit or 
ResEd), you can change the names of Works commands, redraw icons, add 
new command keys to menus, rewrite the messages that appear in dialog 
and alert boxes, edit and create fonts, and much more. 

In short, ResEdit is a do-all Mac handyman, allowing you to customize 
your Works (or most other applications) the way you want. You can't 
change everything with ResEdit, but it gives you far greater control over 
your Mac and Works than you've had before. 

The instructions provided here are for Resource Editor version 1.0. You 
may have an earlier or later version. The general procedure for using 
Resource Editor may be the same, but the exact steps and menu command 
names may differ from version to version. 

Most importantly, bear in mind that Resource Editor is a technical pro­
gram, and is not designed for general consumer use. By following the 
instructions given below to the letter, you should have no trouble customiz­
ing Works as described in the text, but you may not understand what you 
are doing. If you want to know more about how programs like Works and 
Resource Editor operate, consult a good book on Macintosh programming. 

Natural Resources 

Most of the Mac's applications, including Works-as well as the System 
and Finder files-are made up of discrete building blocks called resources. 
One resource might contain all the fonts you've installed on your disk; 
another might hold the icons that appear on the desktop. Yet another may 
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,. • File Edit 

Figure 10-6 Application Resources 

be a listing of menu commands. Resource Editor is used to open the doors 
to these resources, and make changes. 

Here's an example (but don't try it yet, before you read the do's and 
don'ts on using Resource Editor). Using ResEdit, open the System file on 
one of your application disks, and you '11 see a listing of resources like that 
in Figure 10-6. The resources are in code: BNDL, CURS, DITL, DRVR, 
and so forth. 

Open the resource labeled CURS, for instance, and you access the hold­
ing tank that stores the various pointer shapes of the mouse. Double-click 
on the wristwatch pointer, and you can edit it. You can even redraw it com­
pletely. How does a turtle strike you? Draw one. Now, whenever the Mac 
has you waiting, the mouse pointer will tum into a turtle. 

To keep track of the multitude of resources within each application, the 
Mac attaches identification numbers to each one. You can often use the ID 
numbers to your advantage. Instead of editing the wristwatch, make the 
turtle from scratch. Then, give the turtle the same ID as the wristwatch 
(renumber the wristwatch first so you don't overly confuse the Mac-give 
it a big six or seven digit number). IDs are changed by selecting a 
resource, then choosing the Get Info command from the File menu. A box 
appears allowing you to type in a new number. 

When the Mac changes from an arrow to a wristwatch, it simply grabs 
the pointer shape with the ID number of 4-it doesn't care what the pointer 
actually looks like. Once again, the turtle appears. To revert back to the 
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wristwatch, just reverse the renumbering process. (Specific instructions on 
changing the appearance of Works' pointers are given later in this chapter.) 

You should note that only programs and certain Mac files (including 
System, Finder, Scrapbook, and lmageWriter) have editable resources. 
Documents created by Works and most other programs don't have editable 
resources, and can't be manipulated by Resource Editor. 

That doesn't mean that Resource Editor can't tap into all documents. It 
can easily open and manipulate Font/DA Mover documents, for example. 
You can even use Resource Editor to install fonts into the System file, 
although Apple's Font/DA Mover utility is much easier and safer to use. In 
addition, Resource Editor creates documents of its own, in which you can 
store resources that you've cut or copied. 

Using the Resource Editor 

Using Resource Editor is a simple process. But ifs not foolproof. It can 
crash unexpectedly, and the hard work you've done will be lost forever. 
That's the goodnews. The bad news is that if the program bombs while it's 
saving your work onto disk, it will most likely ruin beyond salvage the file 
you've been editing. 

You can save yourself a lot of agony if you work only with copies of 
your applications, and by editing applications only on floppy disks. With 
practice, you '11 learn the limitations of Resource Editor-what it can and 
can't do. Another reason for working only with copies of your applications 
is that you may try to edit a resource that the Mac needs intact and 
unchanged. Altering even one seemingly innocent character can totally 
destroy an entire application. 

To use Resource Editor, make a copy of it and the files you want to edit 
(in this case Works), and put everything on a separate floppy disk. Start 
Resource Editor, and a small window appears, displaying the editable files 
on the disk. To open a file, double-click on it. To get to some resources, 
you may have to open several windows. Quite often, resources are tucked 
within one another, the same way you can put folders within other folders 
when working on the Mac's desktop. 

H the file you want to edit is on another disk, and you have a two-drive 
Mac, insert the disk in the other drive. The second disk's directory window 
will appear. To eject a disk, locate its disk window and click its close box. 
If you have a one-drive Mac, you can still work with two disks, but you '11 
have to swap them in and out of the drive. 

Some of the resources you open may reveal a windowful of strange num­
bers. These numbers are the hexadecimal code the Mac uses to perform its 
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sundry tasks. While you can edit these numbers, it does you no good 
because without training there's no way of knowing what you're doing. 

Data contained in an editable resource appear in templates, usually com­
prised of boxes to fill and buttons to push. If the data is a picture or icon, 
you '11 see its image in the window. Pictures cannot be directly edited with 
Resource Editor, but icons can. Double-click on an icon and a handy edit­
ing template appears. 

You can pass resources from one file to another (and from one disk to 
another) by using the Cut and Copy commands from the Edit menu. You 
can make a backup copy of a resource by selecting it, then choosing the 
Duplicate command. To delete a resource without affecting the contents of 
the Clipboard, choose the Clear command. 

When you are done editing a resource, click the Close box in each of the 
resource windows that are open. As you close the window to the Works 
program (or other application), Resource Editor asks if you want to save 
the changes you've made. Click Yes, No, or Cancel, as desired. 

Make it a habit of saving your changes often, especially if you are making 
several alterations at once. Then, try out Works to make sure it operates 
properly and that your changes have the desired effect. As an added precau­
tion make a backup copy of Works each time you use Resource Editor. That 
way, if a problem occurs, you can go back to the most recently edited ver­
sion instead of starting all over with a factory-fresh copy of Works. 

Adding and Modifying Command-Key Equivalents 
One of the most outstanding uses for Resource Editor is adding or editing 
command key shortcuts to menu items. Works already has command-key 
equivalents for some of its commands but you can readily add your own, or 
change the ones Works offers. See Table 1-1 in Chapter 1 for a list of letter 
keys that are already assigned to command-key equivalents within the 
modules of Works. 

You'll see that only the letter His not already assigned as a command­
key equivalent in at least one module of Works. Of course, not all letters 
are used in each module. For example, Command· T is used only in the 
database module to enter time; you are free to use T in your own com­
mand-key equivalents in any of the other modules. Of course, you are 
also free to remove any command-key equivalent already provided by 
Works. You can make Command-T equivalent to any command in the 
database module. 

Suppose you use a command often, like the Select All command in the 
word processing module, but Works doesn't offer a con;unand-key shortcut 
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for it. With Resource Editor, you can apply just about any key on the 
Mac's key board as a command-key equivalent (assuming, of course, that 
the key isn't already in use by Works). Keys you can use include: 

• All alphabet keys-A through Z (Works treats upper- and lowercase 
alphabet keys the same). 

• Number keys-from the top row of the keyboard or the numeric keypad. 

• Unshifted punctuation and symbol keys-those you get without press­
ing the Shift key. 

• Shifted punctuation and symbol keys-those you get when pressing the 
Shift keys (in other words, Works differentiates between : and ;). 

• Option keys-either shifted or unshifted. 

Examples of command-key equivalents are shown in Figure 10-7. 
To create or edit command key shortcuts in Works: 

1. Double-click on Microsoft Works in the Resource Editor disk 
window. 

New .•• 
Open ••• 

Close 
Close All ••• 
Saue 
Saue As ••• 
Delete ••• 

3CO 

xw 
X1 
XS 
X' 
XD 

Make Works Desktop ••• 

Page Setup... X[ 
Print... XP 
Print Window X] 
Eject Page 
f>rin t Mt~njt~...... :•:; 

Quit XQ 

Figure 10-7 Sample of Command-Key Equivalents 
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2. Double-click on the Menu resource. (A full list of the Works menus 
appears in the table below.) 

3. Double-click on the desired menu. 

4. Scroll the menu window until you find the command you want. 
Under it will be a box labeled "key equiv," as shown in Figure 10-8. 

5. Click inside this box and type a letter. Though there is space for sev­
eral characters, type only one. You can use upper- or lowercase let­
ters, but the Mac will treat them the same. If you run out of letters in 
the alphabet, use a symbol or one of the Option characters. 

6. Close each window in tum and answer Yes to the dialog box that asks 
if you want to save the changes. 

An example of a Works menu with additional keyboard command equiv­
alents is shown in Figure 10-9. 

While you've got the Menu resource open, you can also change the 
names of menus and commands. Find the menu/command name in the data 
boxes, and edit it. Don't worry about the length of the name; the menu will 
automatically expand. However, if the menu name is.too long for your lik­
ing (or it goes off the edges of the screen), you can compress the text by 
clicking the "1" button opposite "condense." 

-o MENU I D - 258 from Microsoft Works 

prociD 0 

filler 0 

enableflgs $00000001 

title File 

***** 
menu Item !New ... 

icon# lo I 
key equiu D 
mark Char D 
ignored @0 01 

Figure 10-8 Menu ResEdit Dialog Box 
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~0 MENU I D = 258 from Microsoft Works 

menu Item 

icon# 

key equiu 

mark Char 

ignored 

eHtend 

I Print Window 

D 
[] 
D 
@0 01 

®0 01 

Figure 10-9 Example of Menu with New Commands 

Works contains the following menus, each identified by a number, and 
indicating the menu ID, the menu name, the module that uses the menu, 
and the menu type. Menu type Main indicates a menu listed along the top 
of the Mac screen, and one you pull down with the mouse. A Menu Sub is 
a pop-up menu that appears when you select an entry in a main menu. 

MenuiD Name Module Type 

257 Apple Menu General Main 
258 File General Main 
259 Edit General Main 
260 Window General Main 
261 Macro General Main 

66 Size Draw Sub 
67 Style Draw Sub 
68 Color-Foreground Draw Sub 
69 Color-Background Draw Sub 
70 * Line Pattern Draw Main 
71 ** Fill Pattern Draw Main 
72 Justified Draw Sub 

142 Format Draw Main 
150 Fonts WP Sub 
151 Style WP Sub 
152 Size WP Sub 
153 Color WP Sub 
154 Justify WP Sub 
155 Spacing WP Sub 
517 Search WP Main 
518 Format WP Main 



Customizing Works 321 

MenuiD Name Module Type 

519 Spell WP Main 
775 Report DB Main 
774 Format DB-List Main 
776 Fonnat DB-Form Main 
773 Organize DB Main 

1285 Organize DB-Report Main 
1286 Format DB-Report Main 
1287 TotalsPage DB-Report Main 

128 Align ss Sub 
129 t Styles ss Sub 
130 Borders ss Sub 
131 Font ss Sub 
132 Size ss Sub 
133 Color ss Sub 

1029 Select ss Main 
1030 Format ss Main 
1031 Options ss Main 
1032 Chart ss Main 
1789 tt Keypad COM Main 
1797 Communications COM Main 

*, ** Line Pattern and Fill Pattern menus include the name of the menu 
only, and entries of the Blank/fransparent menu choices. The actual 
patterns are fetched from the pattern resource in the System file (on the 
Works Startup disk or your hard disk). 

t The Styles sub-menu for the spreadsheet is not shown in the 
Format menu, but does specify keyboard shortcuts for the Normal, Bold, 
and Italics styles. 

tt The Keypad menu includes the name of the menu only. The keys 
for the keypad are derived from special codes elsewhere within Works 
(this code can't be edited directly with Resource Editor). 

Changing Patterns 

Another practical application of Resource Editor is altering patterns that are 
used to create the Mac's desktop, along with the Fill and Line Pattern 
menus in Works (which are not changeable except with Resource Editor). 

Changing patterns requires that you edit the System file used to run 
Works (this System file will be either on your Works Startup disk or on 



322 Inside MS Works 2 for the Macintosh 

your hard disk). Works itself does not include resources for the Fill and 
Line patterns. 

WARNING: Never edit the System file the Mac is currently using. 
Make a copy of the System file on a separate disk, and use the copy to 
make the changes. Try out the edited System file with Works to make sure 
everything still works. Keep a safety copy of the original System file in 
case something goes wrong in the future with the edited version. 

To edit the patterns in the System file: 

1. Double-click on System in the Resource Editor disk window. 

2. Double-click on the PAT# resource. 

3. The System patterns appear in a window, as shown in Figure 10-10. 
Double-click anywhere in the block of patterns to "open" them. 

4. To select a pattern to edit, click in the left or right side of the small 
boxes in the bottom of the window. Drag off the window to the left 
or right and you '11 "fast forward" or "rewind" through the patterns. 

5. To edit a pattern, click inside the window in the upper-left comer, as 
in Figure 10-11. The results of your edits are shown immediately as 
you add and take out dots. 

6. Close each window in tum and answer Yes to the dialog box that asks 
if you want to save the changes. 

=D: Pattern Lists from System ------
. . . . :. :. :. -:·:·:·:·:·:·:· . . .. . . . .· .·· .·· .·· ..... -. .·.·.·. ::::::::::::::::::::::::::::: 11111111"' .. ·· .. ·· .. ··.1111~·····--1 

::::::: ~:~:~:~ }}}~:~ ~~~~~~~ :::·:::-:::-::: ~~~~~-~ 

Figure 10-10 Basic Pattern Box 
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Figure 10·11 Editing Patterns 
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-• 

Use the new Works patterns just as you did the old. To keep the old pat­
terns intact for future use, enable Resource Editor to duplicate the pattern 
list (use the Edit-Duplicate command) before you edit the patterns. Leave 
the duplicated set alone. 

To revert back to the old patterns, reverse the ID numbers of the two 
sets (Works uses the set with the ID number of 0). You can use this tech­
nique to create a bevy of pattern sets, and uactivate" each one by changing 
its ID to 0. 

Editing Fonts 

If you want to add a special character to one of the Mac's fonts, Resource 
Editor will get the job done. All of the Mac's writing fonts are stored in the 
FONT resource, which is located in the System ftle. To edit a font: 

1. Double-click on System in the Resource Editor disk window. 

2. Double-click on the FONT resource. A full listing of all the available 
fonts appears, in all sizes (see Figure 10-12). 

3. Double-click on a font, and you're greeted with a font editing tem­
plate. 

4. Click inside the large window to lay down or pick up dots, as illus-
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trated in Figure 10-13. To edit another character, either type it from 
the keyboard, or use the mouse to shuttle up and down the list charac­
ters in the box in the lower right comer. Click on either side of the 
box to step up or down the alphabet, or drag off the box to quickly 
fast forward or rewind. 

5. Close each window in tum and answer Yes to the dialog box that asks 
if you want to save the changes. 

-o Fonts from System 
Avant Garde 10 ID = 4234 ;Q 
Avant Garde 12 ID = 4236 
Chicago 12 I D = 12 
Geneva 9 I D = 393 
Geneva 1 o ID = 394 
Geneva 12 ID = 396 
Geneva 14 ID = 398 
Helvetica 10 ID = 2698 
Helvetica 12 ID = 2700 
Monaco 9 ID = 521 

Figure 10-12 Font Window wiJh AU Sizes 
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Figure 10-13 Editing Fonts 
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Figure 10-14 Creating a New Font Character 
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Resource Editor allows some creative freedom when working with fonts. 
H you want to change the horizontal spacing of the characters, drag either 
of the black triangles located along the bottom edge of the font window. 
You might use this feature to transform New York, for example, which is a 
proportionally spaced font (i's take up less space on the line than w's), intd 
a mono-spaced font. H you want to add more vertical spacing, drag the 
black triangles that appear on the left edge of the font window. 

To create an entirely new character, as in Figure 10-14, use the Key Caps 
desk accessory to find an unused Option or Shift-Option key (such as 
Option-K in Geneva or New York). Type it on the keyboard; the large win­
dow in the center of the template will go blank. Make the new character. 

Modifying the Mouse Pointers 

You can change any of the pointers (or cursors) used to indicate the posi­
tion of the mouse. You might, for example, change the standard 1-beam 
pointer to a heavy rectangle. 

1. Double-click on Works in the Resource Editor disk window. 

2. Double-click the CURS resource. 

3. The Works cursors appear in a window (refer to Figure 10-15). 
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Double-click on the 1-beam pointer and an editing box appears. (You 
can edit any other cursor if you wish; the meaning and use of each 
cursor is provided in the table below.) 

4. Edit the cursor in the left window of the editing box. Simply click to 
remove or add dots. You can see how the cursor will look by choos­
ing the Try Cursor command in the Cursor menu. Revert back to the 
arrow by choosing Restore Arrow. You can see how the cursor will 
look on black, white, and gray backgrounds by examining the sam­
ples at the bottom of the three editing windows (see Figure 10-16). 

5. Some cursors, including the original 1-beam, may not have a back­
ground mask, so the middle window is blank. Other cursors, includ­
ing the arrow, have a background mask that can be individually edit­
ed. When designing your own cursors, you can quickly transfer an 
image of the cursor to the background mask window by choosing the 
Data-> Mask command from the Cursor menu. 

=o= Cursors from Microsoft Works 

8 ~ ~ s ~ I l X Q 

Q b ~ ? ~ + -*- ~~ . ... 

0 
Figure 10-15 Cursor CoUection 

Figure 10-16 Editing Cursor 
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6. The left editing window lets you set the "hot spot" for the cursor, the 
exact point Works uses to defme the location of the cursor. The hot 
spot is normally in the center of the 1-beam; click any of the gray pix­
els to choose another hot spot. 

7. Close each window in turn and answer Yes to the dialog box that asks 
if you want to save the changes. 

Cursor Looks Like 
<beach balls> 
<hand> 

<1-beam> 
<1-beam with dot> 

<magnifying glass> 
<line, single arrow> 
<hollow pointer> 

Application 

Works busy, please wait. 
Scroll in Print Preview; move field in 

DB form. 
Set text insertion point in WP. 
Set text insertion point in WP while 

Works is repaginating or reformatting. 
Zoom in Print Preview. 
Resize field in database form. 
Set new cell or field selection in SS or DB 

while Works is calculating. 
<question mark> Select on-line help topic. 
<pointer> General purpose mouse pointer. 
<line, double arrow> Resize columns/fields in SS and DB. 
<horizontally split window > Split SS and DB window horizontally. 
<vertically split window > Split SS and DB window vertically. 

Both the System and Finder have additional cursors that you can edit in the 
same marmer. One of the cursors Works regularly uses from the System file is 
the cross, used to create objects with Draw. To change this cursor, you must 
open the System file you use with Works. Be sure to follow the caution provid­
ed earlier about editing the System file without first making protective copies. 

Modifying Dialog Boxes 

You may not always like how some of the Works dialog boxes are orga­
nized. Resource Editor lets you change the positions of the options so they 
are more logically situated for you. 

Dialog boxes are kept in DITL resources. You can freely change the 
organization of any dialog, but are limited to retaining the same size and 
shape for the box. To edit a dialog box, open Works with Resource Editor 
and find the DITL resource listing. Double-click on DITL and scroll 
through the ID numbers until you find one you want. Not all of the dialog 
boxes lend themselves to modification. Here is a list of some of the most 
suitable to customizing with Resource Editor. 
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DITLNumber Function Module 
142 Close all General 
212 New pie chart ss 
213 New series chart ss 
269 Open file General 
310 Sort field DB 
318 Set field attributes DB 
420 Paste with options ss 
422 Select sort keys ss 
431 Set cell attributes ss 
801 Find WP 
802 Replace WP 
940 Communications setting COM 
941 Dial number COM 
943 Send file COM 
947 Receive text COM 
948 Send text COM 
949 Capture text COM 

1000 Spell check WP 
7484 Grid settings in Draw Draw 

13052 Record macro Macro 
13070 Stop macro Macro 
13080 Playback macro Macro 
13081 Save macro file Macro 
13085 Open macro file Macro 
15767 Options ss 
Here's an example of how to change the organization of the Find dialog 

box in the word processor module. 

1. Double-click on Works in the Resource Editor disk window. 

2. Double-click on the DITL resource. 

3. Double-click on the DITL ID=801 resource. The Align Objects dia­
log box appears (if 10=801 does not contain the Align Objects box, 
open each ID=# in tum to fmd it). The box is shown in Figure 10-17. 

4. Tum on the alignment grid by choosing the DITL-Grid command. 

5. Use the mouse to drag the options around the window. You may 
resize the window, if you wish, by dragging the resize box on the 
lower right comer. Figure 10-18 shows one way of organizing the 
options. 

6. When fmished, close each window in tum and answer Yes to the dia­
log box that asks you if you want to save the changes. 
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~o~ Dialog item list • Find" I 0 801 from Microsoft Worlcs 

!Find What: Jl J 
~~ 0 Match Whole Words Only 0 Checlc Upper/Lowercase 

( Cancel ) l Find NeHtJbj 

Figure 10-17 Original Find Dialog 

50= Dialog item list "Find" 10- 801 from Microsoft Worlcs 

!rfiiifuffi"D"E'i' J 
'····-···---·--··-··.i_L--:---:-:-:-:-:-:--:-:-:-:---:---:--:---===---r===='" 

0 Match Whole Words Only '11 J ( Cancel ) 

0 Checlc Upper/Lowercase ] l_!"lifd NeHt -b 
Figure 10-18 Updated Find Dialog 

Changing Time/Date Separator 

The Alarm Clock desk accessory lets you easily copy the current time and 
date, then insert it in a document. The Works spreadsheet contains its own 
time and date function, but the word processor doesn't. You can use the 
Alarm Clock desk accessory to readily insert the current time and date any­
where in a word processor document. 

The Alarm Clock uses specific characters to separate the day, month, and 
year for the date; and the hour and minute for the time. You may, if you 
wish, change these separator characters to better suit your tastes. 

Changing the time/date separators requires you to open the itlO resource 
in the System ftle, then open the itlO=O resource. Scroll through the window 
until you get to the boxes labeled timeSep and dateSep. TYPe a new symbol. 

Resource Editor also lets you change the order and the format of the date. 
To change the date order, enter a new digit in the dateOrder box, follow­

ing these conventions: 

Order Number 

0 
1 
2 
3 

Date Order 

M!D!Y 
DIMlY 
Y/M/D 
M/Y/D 

To change the date format, enter a new code in the shrtDateFmt box, fol­
lowing these conventions: 
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Format Code 
$00 
$AO 
$CO 

Date Format 

1/1/90 
1/1/1990 
01/01/1990 

To copy the time and date text into a word processing document: 

1. Open the Alarm Clock desk accessory. 

2. Choose the Copy command from the Edit menu (or press Command­
C). 

3. Close the desk accessory and set an insertion point in the word pro­
cessing document. 

4. Choose the Paste command from the Edit menu (or press Command­
V) to paste the time and date. 

The Macintosh automatically includes both the time and date; if you 
want only one, simply remove the other. 

The Alarm Clock display is designed to work best with the standard time 
and date separators, and standard date format. Using different separators 
and formats may corrupt the display, but the actual time and date text is still 
properly copied and pasted. 

PersonaiiD 

Works insists that you "personalize" your copy when you first use it. This 
personalization includes your name and organization, and appears when 
you first start Works. The personal ID can't be edited except with a utility 
such as Resource Editor. 

But why would you want to edit the personal ID? Several reasons come 
to mind; the most obvious is if you get a "hand-me-down" copy of Works 
in your office, and it has someone else's name on it. You may also wish to 
sell your copy of Works, and not be responsible if the buyer gives away 
unregistered copies of a program you used to own, and which still has your 
name on it. 

Of course, you can avoid editing or removing the personal ID by using 
only a copy of the Works program, leaving the original unused. But sup­
pose you inadvertently personalized your original copy of Works? Here's 
how to delete or edit the personal ID. 

1. Find the PSIP resource in the Resource Editor disk window, and dou­
ble-click on it 

2. Double-click on the PSIP ID=257 resource. 
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3. Use the mouse to carefully select the name text that's located between 
the two boxes. Don't delete these boxes; if you do, close the win­
dows without saving and try again. 

4. To delete the name text, press the Delete key. To write in a new 
name, simply type from the keyboard (no more than about 18 charac­
ters). 

5. Close the ID-257 window, and double-click on the PSIP 10=258 
window. 

6. Use the mouse to select the organization text that follows the box. 
Don't delete the box. 

7. Follow the same procedures as in step 5 to delete or replace the orga­
nization text. 

8. When fmished, close each window in turn and answer Yes to the dia­
log box that asks you if you want to save the changes. 

OTHER WAYS TO CUSTOMIZE WORKS 

There are a number of other methods to customize Works to best suit your 
working habits. 

New Command Keys with Menu Master 

Using Resource Editor is but one method of changing command-key equiv­
alents for Works menus. A number of stand-alone utility programs are 
available that make the process of adding or editing command-key equiva­
lents easy. One such utility is Menu Master, available as Shareware. (See 
Appendix A for a list of sources that offer Menu Master and other helpful 
utilities.) 

Menu Master is a desk accessory you use along with Works (or any other 
Macintosh application, including the Finder and MultiFinder. To add a 
command-key shortcut to a command, open Menu Master, choose the menu 
and command you want, then indicate a command-key letter. 

Menu Master lets you assign any alphabetic key to a command, such as 
A, B, C, and so forth, as well as numerals. Unlike Resource Editor, Menu 
Master does not allow you to use punctuation marks or special characters, 
such as<;. 
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Embedded Fonts and Desk Accessories 

Fonts and desk accessories are nonnally placed as individual resources in 
the System file, but they can also be inserted in any applications program, 
including Works. Embedded fonts and desk accessories offer a number of 
benefits: 

• Desired fonts and desk accessories are always available, even if your 
copy of Works is used with a different Startup disk. 

• Fonts and desk accessories that you use only with Works don't get in 
the way of other applications. 

• Specially modified versions of fonts can be implanted within Works, 
overriding the fonts in the System file. 

Apple's Font/DA Mover offers an easy method of embedding fonts and 
desk accessories in applications. Here's how to do it: 

1. Start Font. 
2. Choose Font or Desk Accessory, depending on which type of 

resource you want to add to Works. 
3. Close all open files (the buttons underneath the list windows should 

read Open). 

4. Depress and hold the Option key, and click the Open button under 
one of the list windows. 

5. Find the Microsoft Works file (use the Drive and Eject buttons as 
necessary, or change the levels of folders, to bring the Works file into 
view). 

6. Double-click on Microsoft Works. 
7. Click the Open button under the other list window and fmd the font 

or desk accessory you want. It may be in its own fJ.le, or it may be 
installed in the System fue. 

8. When the font or desk accessory is found, select it in the list window. 
9. Click the Copy button. 

Repeat steps 7, 8, and 9 for each additional font or desk accessory you 
want to add. Once the font is installed in Works, use Resource Editor to 
edit it, if desired. 

Note: These instructions assume you already know how to use the 
Font/DA Mover. If you are unfamiliar with the utility program, consult the 
manuals provided with the Macintosh. 
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Using Works with 
Other Programs 

In this chapter, you 'II learn how to use Works with other programs, how to 
format and convert Works documents for use with other programs, how to 
cut and paste data between applications, and how to use the various Works 
tools for maximum efficiency. (For information about sharing data 
between Works modules instead of outside Works, review Chapter 1.) 

REVIEW OF WORKS DATA TYPES 

We covered this topic in Chapter 1, but it's worth reiterating here. There 
are four types of information used in Works: text, tab-delimited data, bit­
map pictures, and object-oriented (or QuickDraw) pictures. The Mac 
works with each kind of information in a different way, and with some pro­
grams you're limited to sharing only certain types of data. 

• Text documents are letters and memos. The characters form whole 
lines or paragraphs, and the Works word processor creates text docu­
ments. Text is also generated by the communications module, and can 
be saved directly to disk or by cutting and pasting. 

• Tab-delimited data is composed of many discrete cells or fields, sepa­
rated by rows or records. The Works spreadsheet and database create 
tab-delimited documents. 

• Bit-mapped pictures are composed of dots, like a MacPaint image. 
You can erase or add dots to alter the picture. No works module cre­
ates bit-mapped images, but the word processor and spreadsheet can 
accept bit-mapped pictures created and pasted from other applications. 

333 
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• Object-oriented pictures are composed of discrete shapes-like circles 
and rectangles-each of which can be separately manipulated. The 
Works Draw and spreadsheet charting features create object-oriented 
pictures, which can be exported to other Macintosh applications or 
pasted into a word processor or spreadsheet document. 

Module 

Word processor 
Spreadsheet 
Spreadsheet charts 
Database 
Draw (in WP and SS) 

Data Type 

Text 
Tab-delimited 
Object-oriented graphics 
Tab-delimited 
Object-oriented graphics 

Keep these differences and their applications in mind as you read 
through this chapter. 

EXPORTING WP TEXT 

There are two methods of exporting text written in the Works word proces­
sor to another Macintosh word processor or application that accepts text 
data: through the Clipboard and with the Export (Text-only) Save option. 

Exporting Through the Clipboard 

The Clipboard is shared among most Macintosh applications. It holds all 
types of Works information, including text, tab-delimited spreadsheet data, 
bit-mapped graphics, and object-oriented graphics. Only one clipping can 
be stored at a time in the Clipboard. If you cut or copy one clipping, then 
another, the frrst one will be lost. 

To export text through the Clipboard: 

1. Select the text or data you want. 

2. Choose the Cut or Copy command from the Edit menu, as desired. 
This places the selection, or a copy of it, into the Clipboard. 

3. Exit Works. 

4. Start the application you want to put the data into. 

5. Once you're in that application, select an insertion point for the text 
and choose the Paste command from the Edit menu. 

All this assumes, of course, that the applications you're pasting into have 
a Paste command; most Mac programs do, but not all. If one of your appli-
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cations lacks these commands, then it probably doesn't make use of the 
standard Macintosh Clipboard, so you won't be able to use it for routine 
cutting and pasting. 

When cutting and pasting a large clipping, the Mac temporarily stores 
the data in a special Clipboard file on disk. This file is placed onto the 
same disk that holds the application you're using, regardless of whether or 
not the application is on the Works startup disk or hard disk. 

This means that if you change disks to load the application to paste to, 
the Mac may ask you to swap disks as it copies the Clipboard file to the 
new disk. If you have a two-drive Mac, you can avoid this hassle by insert­
ing the application you've cut from in one drive, and the application you're 
pasting to in the other. 

Be careful never to tum off the Macintosh before cutting and pasting is 
completed, or the contents of the Clipboard will be erased. 

Clipboard vs. Scrapbook 

Since the Clipboard holds only one clipping at a time, you should use the 
Scrapbook if you're cutting and pasting several clippings. It can hold up to 
256 clippings and you can add and remove clippings individually. 

The Mac uses the Scrapbook file (the file that holds all the Scrapbook 
clippings) on your current Works startup disk or hard disk. If the applica­
tion you're pasting to is on another startup disk, copy the current 
Scrapbook file to it. But frrst check if that disk already has a Scrapbook 
file, or you'll erase it unless you change its name before you copy. You can 
have as many Scrapbook files on the disk as you want, but all of them must 

0 ScrapBooks E!l= 
1 ;tern 612K in d;sk ·168K available 

~ ~ ~ ~ ~ 
Q 

. . 

Hardware Mise. p;ctures 

. . 

Electron;cs Graphs Draw Elements 

0 
~I 10 ~ 
Figure 11-1 Many Scrapbook FUes, with Different Names 
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have different names, as shown in Figure 11-1. The Mac always accesses 
the Scrapbook file named "Scrapbook file." If it can't fmd a file with that 
name on the current startup disk, a new, empty one is created. 

Using the Export Option 

The Export option is available when saving word processor flies, database 
and spreadsheet files. Clicking the Export option before saving a file (new 
saves or when using the Save As command), stores the ftle on disk with 
just text characters, and no information for fonts, paragraph margins, or 
other formatting. Once converted to Text-only (or ASCll) format, the file 
can be opened by any word processor on any computer. 

You can also save Works word processing files under the Export option 
as RTF-or Rich Text Format. The Rich Text Format, discussed more fully 
in Chapter 2, allows you to share Works documents with non-Macintosh 
word processing programs. 

Some Macintosh word processors, most notably Microsoft Word, can 
open Works 2.0 ftles directly; you don't need to convert it frrst to Text-only 
fonnat. Check frrst to avoid the extra step of text conversion. 

IMPORTING WP TEXT 

Importing text to the word processor follows the reverse procedure as 
outlined above. You can paste previously captured text from the Clipboard 
into an open Works word processing document, or open an entire Text-only 
document. 

To paste previously cut or copied text: 

1. Open a Works WP document or create a new one. 
2. Set an insertion point for the text. 
3. Choose the Paste command from the Edit menu. 

The imported text will take on the character and paragraph fonnatting of 
the surrounding text. If you have many snippets of text to transfer to 
Works, save them in the Scrapbook. See the section titled "Clipboard vs. 
Scrapbook," earlier in this chapter, for more details. 

To open a Text-only document: 

1. Choose the Open command from the Works File menu. 
2. Click the word processor icon. 
3. Click the Export option. 
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4. Choose the file from among the list in the file list window, then dou­
ble-click on it to open it. 

No formatting information is saved with Text-only documents, so Works 
opens the file in an Untitled window, using standard character and para­
graph formats. An exception to this rule is when importing Text-only doc­
uments that have been saved in RTF, or Rich Text Format. The RTF format 
records format settings as English commands. Works converts as many of 
these commands as possible into their corresponding formats, then leaves 
the rest as plain text. 

Most Text-only files do not contain unusual codes and characters, but 
you may encounter one, especially if you are working with documents cre­
ated on another computer. Works automatically strips most special codes 
or characters. Prior to formatting and printing the converting document, 
check for stray characters and remove them. You may need to refer to a 
printout of the original document in case you need to manually retype any 
characters that were lost during the conversion. 

You are not limited to importing text to the word processor. The Works 
word processor also accepts tab-delimited text pasted from the Clipboard, 
or complete files that have been saved in Export format. Imported tab­
delimited text is treated in a word processor document just like data copied 
from the Works spreadsheet or database. Cells (or fields) are separated by 
tabs, and rows (or records) are separated by paragraph returns. 

The Works word processor (as well as the spreadsheet) also accepts both 
bit-mapped and object-oriented graphics. See the section below on 
"Importing Graphics" for more information. 

EXPORTING SPREADSHEET AND DATABASE DATA 

Works spreadsheets can't be directly read by most other electronic spread­
sheet programs. If you need to export a spreadsheet for use with another 
program, you must convert it frrst using the Export option. 

Before saving the file, Works asks if you want to save it as a SYLK or 
Text-only document. The SYLK format allows conversion of spreadsheet 
data, including formulas, and most formatting. You must use a SYLK­
compatible electronic spreadsheet program, such as Excel. (Note: Many 
electronic spreadsheet programs for the Macintosh and IBM PC are SYLK­
compatible.) The Text-only format converts the spreadsheet to plain ASCIT 
text, without recording the formatting of the document. 

The database module offers only Text-only conversion; the SYLK for­
mat is not available. 
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More specific details on using the Export option with spreadsheet and 
database documents can be found in Chapter 4, "Spreadsheet Strategies," 
and Chapter 6, "Keeping Tabs on Data." 

IMPORTING SPREADSHEET AND DATABASE DATA 

Both the Works spreadsheet and database use tabular data, which consists 
of a series of lines, with each item in a line separated by tabs. A number of 
programs, including Microsoft File, Excel, and Multiplan, also accept tabu­
lar data into their specialized file formats. 

For electronic spreadsheets like Excel that support the SYLK document 
fonnat, transferring files is a rather simple process: just save the file in 
SYLK format and open it within Works. (Note: The database module can't 
open SYLK documents, so try this technique only with the Works spread­
sheet.) If the program doesn't support SYLK, or you need to transfer a file 
to the database, save the original document in Text-only format. Then: 

1. In the Open Files dialog box of Works, click the module you want to 
hold the document (spreadsheet or database). 

2. Choose the Export option. 

3. Find the file you want to open and double-click on it. 

EXPORTING GRAPHICS 

Works isn't a graphics program and you wouldn't use it to draw pictures. 
Sometimes, however, you must transfer a block of formatted text to another 
program. The special fonnatting features of Works (like boxes and lines) 
are probably not shared by the other program, so the only way to transfer 
the text intact is to frrst convert it to an object-oriented picture. Consider 
the possibilities of this feature. 

Works is fine for most routine desktop publishing endeavors, but it is not 
a full-fledged page makeup program. But page makeup programs aren't 
generally as easy to use as Works, and they aren't word processors. Works 
lets you have the best of both worlds. You can create your text and page 
formats on Works, then transfer them over, practically intact, to a page 
makeup program, such as PageMaker or Ready-Set-Go. 

You must use the Clipboard (or Scrapbook) to transfer text and special 
graphics. However, Works won't let you simultaneously select and copy 
both text in the word processor or spreadsheet, as well as graphics from the 
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Draw layer. If you want to transfer both text and graphics of a word pro­
cessing document, for example, you need to do it in two passes--once for 
the text, and once for the graphics. 

IMPORTING GRAPHICS 

Works accepts both bit-mapped and object-oriented graphics. From an 
operational standpoint, it doesn't matter which kind of graphic it is. You 
copy and paste both in the same fashion. Once in Works, however, the two 
kinds of graphics behave differently. You'll want to use object-oriented 
graphics if you plan to edit them with the Draw tools, or if the document is 
to be printed with the LaserWriter. The LaserWriter, as well as other 
PostScript-language output devices, "smooth" the contours of object-ori­
ented graphics much better than the contours of bit-mapped graphics. The 
result is a sharper image. 

You will also want to use bit-mapped graphics if you plan on resizing the 
graphic once in Works. Figures 11-2 and 11-3 show the effects of resizing 
an object-oriented graphic, and a bit-mapped graphic. Notice how the 
object-oriented graphic retains its smoothness and correct pattern, while the 
bit-mapped does not. 

Original Resized 
Figure 11-2 Object-oriented Graphic, Resized 

Original Resized 

Figure 11-3 Bit-mapped Graphic, Resized 
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When copying graphics into Works via the Clipboard, Draw is automati­
cally turned on. Object-oriented graphics are automatically grouped 
together, even if they weren't grouped in the original graphics program. 
You can position the graphic and box anywhere along the width of the doc­
ument simply by dragging it in place. 

OTHER THINGS TO CUT AND PASTE 

The Mac offers a great deal of cut and paste flexibility. Don't forget these 
shortcuts: 

• Plug in the current time and date by calling up the Alarm Clock desk 
accessory, choosing the Cut or Copy command, then pasting any­
where in the document. If you don~ like the form of the time and 
date as pasted, use Resource Editor, as detailed in Chapter 10, 
"Customizing Works." 

• Use the Scrapbook to keep simple form letters. Write the basic letter, 
select all of it, then save it in the Scrapbook. When you want to use a 
letter, call up the Scrapbook, select the form you want, then cut and 
paste it into the current document. You can also use this system to 
insert long passages of text that you regularly use in your line of busi­
ness. If you're a lawyer, for instance, you can save boilerplate portions 
of contracts in the Scrapbook and cut and paste them into your word 
processing documents as you need them. 

• Program the Calculator desk accessory to replay a long equation. Type 
the equation on the keyboard into the Note Pad, then copy it into the 
Clipboard. You can put the Note Pad away or keep it handy. When 
you're ready, paste the equation into the Calculator. When the equa­
tion is pasted, the Calculator performs the math, as you instructed. 
You can keep several equations on each page of the Note Pad. 

Of course, these hints are just the beginning of the many ways you can 
use the Mac's cut and paste feature to make your work with the Mac easier 
and more productive. Don't be afraid to experiment. 
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Printing with Works 

Only a few short years ago, computer industry pundits were forecasting a 
paperless office for the 1980s. The completely electronic office would con­
duct business through computers. Important mail, reports, and memos 
would be not in the fonn of printed papers, but as thousands of tiny bits of 
data sent through complex webs of computer links. 

So far, the electronic office hasn't happened, nor anything closely resem­
bling it. True, businesses today are using computers, but they are using 
them to produce more printed material than ever. U.S. business computers 
generate an estimated 600 million pages of output every day. 

And that's not counting the 235 million photocopies and 76 million let­
ters produced daily. Many of these pages are saved for future reference. 
File cabinets around the country hold an estimated 21 trillion sheets of 
printed paper, much of it generated from computers. Until the vision of the 
electronic office becomes a reality, we will continue to make printed copies 
of computer data. 

The printing process is the culmination of all the labor you've put into 
your Works documents, the denouement that shows everyone the result of 
all those hours pounding on the keys and scooting the mouse around the 
desk. In this chapter, you '11 learn all about printing with Works: how to 
prepare the document for printing, how to audition the printed output 
before committing a single letter to paper, and how to print multiple copies 
of your documents, or print just sections and pages. 

341 
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WHAT YOU CAN PRINT 

Works allows you to print any of the following documents: 

• Word processor 

• Database report 

• Spreadsheet 

Text files captured with the communications terminal cannot be printed 
directly from the communications module. You must save the captured text 
and open it with the word processor. You also cannot print records directly 
from the database. You must frrst create a report of the database records. 

Works will allow you to print the current window, using the Print 
Window command in the File menu, regardless of the module you are 
using. This applies to the communications and database modules, as well 
as the charts made within the spreadsheet. An additional command in the 
File menu, Eject Page, starts a new page in the printer. Use this command 
to start work on a fresh, blank page after printing the contents of one or 
more windows. 

Using the Page Setup Dialog Box 

Choosing the Page Setup command in the File menu allows you to control 
the layout of the entire document, including the paper size, page orientation 
(either portrait or landscape), margins, and header/footer text. Keep these 
notes in mind when using the Page Setup dialog box. 

• The Laser Writer and Image Writer use different Page Setup dialog 
boxes, as shown in Figures 12-1 and 12-2. The currently selected print­
er (as defined by the Chooser desk accessory) determines the dialog 
box that is displayed when you choose Page Setup from the File menu. 

• The Page Setup dialog box may appear in a different form, depending 
on the version of Finder and System you are using. The boxes in the 
two figures are from System 6.0.2 (Finder 6.1). 

• The Page Setup dialog box also differs-slightly-depending on the 
Works module you are using. 
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The Paper, Orientation, and Paper Width/Height options tell Works how 
large a canvas it has to work with. The four paper options have preset 
width and height dimensions. Clicking one of the options automatically 
places the following dimensions into the width and height boxes: 
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Paper 
U.S. Letter 
u.s. Legal 
A4Letter 
International FanFold 
Computer Paper 

Width 

8.5 in. 
8.5 in. 
8.25 in. 
8.25 in. 

14in. 

Height 
11 in. 
14 in. 
11.67 in. 
12 in. 
11 in. 

With the Image Writer, you can generate documents wider than the print 
carriage by printing them sideways. You choose this option by clicking the 
Landscape (or Wide) option. Works now prints each page on the wide 
(lengthwise) dimension. 

With the LaserWriter, you can indicate a percentage of reduction or 
enlargement, from 25 percent to 400 percent. The reduction and enlarge­
ment percentage relates to the size of the finished print in relation to the 
original. That is, a reduction of 7 5 means "7 5 percent of original size." 
You can use reduction to fit a large document on a small piece of paper. 
The original document may be 22 by 22 inches, but reduced to 25 percent 
the fmal printout takes up only 5.5 by 5.5 inches. 

The paper width dimension affects the left and right margins of the page. 
You can see the different effects of margins depending on the module you 
are using. 

Module 

WP 

DB 

ss 

Effects 

Right paragraph indent marker turns hollow 
when moved outside the right margins. 

Right indent marker will not move beyond 
right margin. 

Dotted lines appear at each page break. 

The paper height dimension affects the length of each page, and there­
fore the number of papers your document takes up. You further control the 
amount of text that can be placed on a page with the bottom and top mar­
gins (see below). You can increase or decrease the page length by chang­
ing the paper height, margins, or both. 

Each document you create with Works stores its own unique Page Setup 
settings. If you want to prepare a number of documents using the same 
Page Setup selections, create a master of the document using the Works 
Stationery feature. See Chapter 1 for more information on using 
Stationery. 
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The Truth About Margins 

Margin settings defme the printable area for the body of a document (page 
numbers and headers/footers are printed outside these areas, one half-inch 
from the top or bottom of the page). To change a margin, choose the Print 
Setup command from the File menu, click in the corresponding entry box 
and enter a number, in inches. Enter only numbers; Works ignores symbols 
or text such as " or in., and resets the value in the margin box to zero. 

Tall Adjusted The Tall Adjusted option corrects the discrepancy between 
the horizontal resolution of the Mac's screen (72 dots per inch) versus the 
horizontal resolution of the Imagewriter (80 dots per inch). Without Tall 
Adjusted, graphics that appear on the screen as round may print as ovals. 
With Tall Adjusted, the circle comes out as a circle. Be sure this option is 
on whenever you have inserted a graphic into the document. 

Your graphics suffer slightly when you must compensate for different 
resolutions. With Tall Adjusted, text is slightly squeezed, although the 
effect is hardly noticeable. What you will perceive, however, is that Works 
can fit more text on a line, and the line breaks may not always be what they 
were with Tall Adjusted turned off. This has a domino effect, including 
throwing off paragraph breaks and page breaks. You have two options: 

• Compensate for the change by adjusting the margins to return the line 
breaks to their previous state. 

• Plan on the Tall Adjusted discrepancy from the beginning, and format 
the document with it turned on. 

Fifty Percent Reduction When you choose Fifty Percent Reduction, doc­
uments are printed at half their normal size on the Image Writer. (As 
detailed earlier in this chapter, the LaserWriter lets you set variable reduc­
tions and enlargements.) 

No Gaps Between Pages The No Gaps Between Pages prints text so that 
you can overlap succeeding pages to make one large document sheet. The 
option is most often used to print large spreadsheet files. 

Headers and Footers Works lets you assign headers and/or footers to word 
processing, spreadsheet, and database report printouts. See Chapter 2, 
"Writing and Works," for a complete rundown on using headers and footers. 
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REPAGINATION AND PAGE BREAKS 

Works automatically breaks your document into pages while you write. 
The process is known as dynamic pagination. Page breaks appear on the 
screen as a light dotted line. You can force your own page break by press­
ing Shift-Enter. Page breaks you set yourself, called required page breaks, 
are shown on the screen as a heavy dotted line. You can select and delete 
your page breaks, but you can't get rid of the ones Works creates. 

PRINT PREVIEW 
Get into the habit of checking your documents before you print them. Use 
the Print Preview option in the Print dialog box. 

1. Choose Print from the File menu. 

2. Click the Print Preview option. 

3. Click the OK button. 

A miniature version of your document appears on the screen. To use 
Print Preview, click within the displayed page or one of the buttons beside 
the page. 

• To move forward one page, click the Next button. 

• To move backward one page, click the Previous button. 

• To examine the page enlarged, move the mouse pointer over the spot 
you want to view and click. 

• To see another part of the document while zoomed in, drag with the 
mouse. 

• To return to normal magnification, double-click anywhere on the page. 

• To print the document, click the Print button. 

• To exit Page Preview click the Cancel button. 

You can't edit the document while in Print Preview, and all commands are 
inaccessible. The Print Preview options, in the Print dialog box, stay select­
ed for all documents you create or edit, until you tum it off or quit Works. 

PRINTING 

Now that you've set up the document the way you want it, and made sure 
the page breaks appear at their proper places, it's time to print. 

During printing, you have the option of canceling at any time, even 
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before the Image Writer actually prints a character. To cancel printing, 
press Command-. (period). 

The changes you make in the Print dialog box are not stored with the 
document when you save it, but many are remembered during a single 
Works session. 

Option 

Quality 
Pages 
Paper Feed 
Copies 

Printing Options 

Stays Until Reset 

X 

Returns to Default 

X 
X 
X 

The Print dialog box lets you set options to accommodate special printing 
situations. 

Pages The Pages options set the range of text you want scribed on paper. 
Normally, the All option is selected, which prints all of the document. To 
print a range of pages or sections: 

1. Note the pages and/or sections you want to print (page numbers are 
displayed in the box in the vertical scroll bar). 

2. Choose the Print command. 

3. Click inside the From box. 

4. Enter the starting page in the From box. 

5. Press Tab, and enter an ending page in the To box. 

6. Click the OK button to start printing. 

Some printing shortcuts: 

• To print from the beginning to a specific page, enter a page number in 
the To box but leave the From box blank. 

• To print from some point within the document to the end, enter a page 
number in the From box but leave the To box blank. 

• If you just want to print one page out of many, enter the number for 
that page in both boxes. 

Copies The Copies option sets the number of copies of the document you 
want printed. If you know you want three original copies of your docu-
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ment, it's faster to print them all at once than separately. Enter a number up 
to 99 into the Copies box. 

Paper Feed You can instruct Works to print non-stop from beginning to 
end, or one page at a time. For non-stop printing, load the printer with con­
tinuous fan-fold·paper and keep the selection on Automatic. For page-at-a­
time, you use single sheets and click Manual. 

Quality You can select the quality of print with the Best, Faster, and Draft 
options. 

• With Best, each character is printed twice, and the look of the docu­
ment turns out darker and neater (unless you use a fresh ribbon; then 
the print looks smeared). 

• Faster is the standard setting; it prints text and graphics as they appear 
on the screen, but only with one pass. Faster printer is about twice as 
fast as Best printing. 

• Draft uses the text fonts built into the Image Writer to print your docu­
ment, and does not display fonts or graphics. 

When using Draft, different fonts, styles, and sizes affect the look of the 
print. You get more reliable results when using a monospaced font, such as 
Seattle, Monaco, or Courier when printing in Draft. 

PRINTING WITH A LASERWRITER 

The benefits of using a LaserWriter includes higher resolution text and 
graphics, and faster text output. Works behaves slightly differently when 
using a LaserWriter, and there are some tricks, tips, and caveats you should 
know about. 

Setting up for the LaserWriter 

If you haven't done so already, you must set up your Mac to use a 
LaserWriter. Be sure the LaserWriter printer driver (called LaserWriter) 
and the preparation program (called Laser Prep) are in the System Folder 
on the Works Startup disk or your hard disk. 

With the printer connected to the Mac and turned on, select the 
Chooser desk accessory and click the AppleTalk Active option. Choose 
the Laser printer icon. If there is more than one laser printer in your 
AppleTalk network, you must choose the one you want. The names of 
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the printers are shown in the list box. Close the Chooser dialog box and 
you're ready to print. 

LaserWrlter Dialog Boxes 

When printing with the LaserWriter, the dialog box for the Print command 
is different from the one when using an Image Writer (see Figures 12-3 and 
12-4). Additional options are: 

• Print Back to Front. Printing starts from the back of the document 
and goes forward. The printed output is collated for you in the prop­
er sequence. Printing is slower when going backwards. This option 
is helpful when using one of the older LaserWriter models (newer 
models eject printed pages so that the first page printed is on the top 
of the stack). 

• Cover Page. Prints a page identifying your document. For use when a 
lot of Macs share one Laser Writer. 

• Smoothing. Smooths the edges of graphics and non-laser fonts, and 
produces a better overall result. Printing is somewhat slower with 
Smoothing turned on. 

=lm====ag=e=W=n=·t=e=r ==============v2~.6 (( OK D 
Quality: 0 Best ® Foster 0 Droft 
Poge Ronge: ®All 0 From: D To: D ( Concel ) 

D Copies: 
Poper Feed: ® Automatic OHond Feed 

D Print Preulew 

Figure 12·3 Print Dialog Box, Image Writer 
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350 Inside MS Works 2 for the Macintosh 

• Font Substitution. Allows the LaserWriter to automatically substitute 
one of its internal fonts when it encounters a matching Image Writer 
(bit-mapped) font in your document. Printing is faster with Font 
Substitution on. The following Image Writer fonts are substituted for 
built-in LaserWriter fonts: 

Image Writer Font 
New York 
Geneva 
Monaco 

Substituted Font 
Times 
Helvetica 
Courier 

• Reduce/Enlarge. Lets you specify the amount of reduction or enlarge­
ment for printed output. You can specify a number from 25 percent 
(one-quarter the size of the original you see on the screen) to 400 per­
cent (four times the size of the original). 

Print Size and Orientation 

The LaserWriter does not have the same printing area as the Imagewriter. 
The print area of the standard carriage Imagewriter is 8 1/2 inches wide by 
10 inches high (one-half an inch is cropped off the top and bottom). The 
print area of the Laser Writer, however, is only 7 by 10 inches. That leaves 
a strip of 3/4 inches on either side of the page. Keep this in mind when for­
matting documents. 

If your documents are wider than seven inches, or go beyond the print 
boundary, some of the text may be cropped off. If you don't want missing 
text, choose a reduction percentage where the lines can be printed within the 
printing area, or relocate the margins so they are within the printing area. 

Downloadable Fonts 

Though the LaserWriter has many fonts permanently encoded in its memo­
ry (including Times, Helvetica, Bookman, and Avant-Garde), any number 
of specialty fonts can be downloaded to it from the Macintosh. The down­
loaded fonts are kept in the memory inside the LaserWriter until the printer 
is turned off or more fonts are loaded into it. Sources of downloadable 
fonts can be found in Appendix A. 

Fonts for downloading come in two major parts: screen font and laser 
(or outline) font. The screen font is installed in the System file on your 
Works disk or hard disk, and is what you see when you are working with 
text The laser font is the font data actually sent to the LaserWriter. Most 
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downloadable fonts have sundry other support files for printing on the 
LaserWriter. You keep the support files on the system disk with the 
LaserWriter driver ftles. 

SCREEN PRINTING 

Beyond printing text and graphics for a single page, you can make a paper 
copy of anything you see on the Mac's screen. You can use this feature, for 
example, to make a visual record of the settings in one or more dialog 
boxes. 

• To make a copy of the entire screen, frrst press the Shift Lock key into 
Shift position. Then press Command-Shift-4. Be sure the printer is 
turned on, selected, and has paper, or the screen print will not tum out. 

• To make a paper copy of just the currently active window, leave the 
Shift Lock key up, and press Command-Shift-4. 

• To record a copy of the entire screen onto disk instead of sending it to 
the printer, press Command-Shift-3 (the Shift Lock key is not used). 
The screen shots are MacPaint pictures, tided Screen 0 through Screen 
9 (the icons may not always look like MacPaint documents until you 
edit or print them with MacPaint). The documents are placed on the 
same disk as the application. The Mac beeps at you when you have 
ftlled the disk with all 10 screen shots, or if the disk runs out of room. 

PRINTING AND REPRODUCTION TIPS 

If you're like most Works fans, you'll use the Image Writer for the majority 
of your printing chores. Image Writer printouts are sharp and clear, and the 
results are nearly identical to what you see on the Mac's screen. There are 
certain tricks of the trade, however, for getting the best possible results 
from the Image Writer. Follow the easy steps outlined in this chapter, and 
you can make your printouts sharper and clearer than ever before. 

The Image Writer is the ideal choice for most printing situations, but it 
isn't capable of typeset-quality words and graphics. Fortunately, the Mac 
can be used with a variety of high-end graphics devices, including laser 
printers, phototypesetters, and video ftlm cameras. 
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Using the lmageWrlter 

You can improve the quality of Image Writer printouts by carefully select­
ing the best print setting, ribbon, and paper. 

ImageWriter Print Settings Works has three print settings, "Best," 
"Faster," and "Draft," as detailed earlier in this chapter. The Best and 
Faster print settings let you choose between standard and high quality print­
outs. Select one or the other as the situation demands. Because the 
Image Writer prints most of the document twice in Best mode (which takes 
twice as long), you '11 probably want to reserve Best print quality for special 
occasions only. 

Ribbon Freshness The age of the ribbon used in your Image Writer has a 
significant impact on the quality of your printed graphics. Contrary to pop­
ular belief, a new ribbon isn't always the best choice. 

• When printing in Faster mode, it's a good idea to use a fresh, well­
inked ribbon. The printouts will tum out dark and easy to read. You'll 
know when to replace the ribbon when the print looks gray and washed 
out 

• When printing in Best mode, use an older, partially worn ribbon. 
Since the Image Writer goes over most of the document twice in Best 
mode, some characters may fill in when printed with an inky ribbon. 
This is particularly important if you will be reproducing the printouts 
on an office copier and when making overhead transparencies. 

New ribbons can cause undo ink smearing. If smearing is a continual 
problem, you may want to make a slight adjustment to the printhead-to­
platen gap on the lmagewriter. To widen the gap (so the face of the print­
head doesn't scrape across the page), locate the gap adjustment lever on the 
right side of the Imagewriter. Pull the lever toward you a notch or two. To 
narrow the gap, push the lever away from you. 

Image Writer ribbons are usually made of nylon, which lasts a long time. 
You can rejuvenate old ribbons by using a re-inker. Cost is about $50. 
Most ribbons can be re-inked from three to five times before they become 
overly worn. Use caution when reusing ribbons. The threads of a frayed 
ribbon can become tangled with the Image Writer's printhead, causing con­
siderable damage. Get into the habit of regularly inspecting reused ribbons. 

Another method of rejuvenating used ribbons involves spraying with 
WD-40, a popular oil-free lubricant spray (available at most hardware and 
automotive stores). While the technique works, the design of Imagewriter 
ribbons makes it hard to spray inside the cartridge. Re-inking is easier and 
less expensive. 
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Another way to save money is to buy repacked ribbons-new ribbon 
cloth in old cartridges. Repacked ribbons are just as good as new ribbons, 
yet cost considerably less. Tum in your used ribbons for an even greater 
discount. 

The Image Writer I uses the same ribbons found in the C. Itoh Pro writer 
and NBC 8023A, two common printer types. If you don't see Apple 
Imagewriter ribbons listed in a ribbon catalog, check the availability of rib­
bons for the C. Itoh and NEC printers. 

Print Density When printing words and pictures for reproduction on a 
plain paper copier, it's a good idea to go a little on the light side. The same 
isn't true, however, with most types of offset printing. The darker and rich­
er the original, the better the copy. 

If the blacks in the original printout aren't black but gray, most printers 
can darken the graphic by frrst making a PMT (photo-mechanical transfer). 
The PMT process make a high contrast copy of the original where white 
and black are the only shades. There are no in-between grays. 

Paper Quality The quality and texture of paper also plays an important 
role in print clarity. Cheap computer paper yields inferior results because 
the ink tends to smear and the paper doesn't hold up well to handling. 

Paper that has a cotton rag content or is textured may also yield inferior 
results, because the surface of the paper is uneven. Whenever possible, use 
a high grade, smooth bond paper. It's available in both single and continu­
ous sheet form and doesn't cost much more than regular computer paper. 
Shop around for a good price. 

Better paper also resists excessive curling, which can cause paper jams. 
Paper that sits in the Image Writer curls around the platen, so when it is 
advanced, it can be deflected back inside the printer. If this is a problem, 
lift up the clear plastic paper cover while the first page advances. You may 
need to help the paper along. You can also prevent paper deflection by 
placing a Post-It note over the paper slot. 

If you are reproducing your printouts on an office copier, and need high 
quality, you may want to use specialty clay coated paper, available at many 
printing shops and art supply stores. The smooth clay coating provides a 
better, more stable surface for the ink. 

When using a variety of paper stocks, remember to adjust the printhead­
to-platen gap as necessary. Pull the lever toward the front of the 
Image Writer when using thicker papers. Paper stock that is excessively 
thick or slick may not feed through the lmagewriter properly, so experi­
ment with a sample piece before you buy a whole box. 
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The quick brown fox jumped over the lazy dog. 0123456 
The quick brown fox jumped over the lozy dog. 
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Figure 12-5 Test Pattern for Printing 

Judging Ribbon and Paper Quality To make it easier to judge ribbon, 
paper, and printhead-to-platen gap, create a simple test pattern, like the one 
in Figure 12-5. Use Works Draw to create a series of patterns and shapes. 
(The symbols were created with the Cairo picture font.) 

Keep the pattern handy whenever you try a new type of ribbon or paper 
stock. Pay particular attention to the 50 percent gray pattern. With some 
ribbons and paper, the pattern may come out overly streaked. 

Image Size Discrepancies 

The picture you see on the Mac's screen doesn't always represent the exact 
size you '11 get when the image is printed. For example, a one-inch circle 
on the screen may actually be 7 /Bths of an inch when printed. Leave the 
Tall Adjusted option on for best results when printing graphics. 

Using the LaserWriter 

Laser printers are capable of extremely fme resolution-300 dots per inch 
versus about 80 dots per inch with the Imagewriter. Graphics reproduced 
on a laser printer look clean, sharp, and professional. More importantly, 
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the dots that make up laser print are much fmer than the ImageWriter's. 
Text and graphics from a laser printer look almost typeset. You can hardly 
see the individual dots at all unless you inspect the print closely with a 
magnifying glass. 

Improving Laser Quality 

Although the quality from the LaserWriter is good, it can be improved by 
following some simple guidelines. The LaserWriter uses a replaceable car­
tridge that contains the toner and photoreceptor drum. This cartridge is 
replaced as a unit every 2,500 to 5,000 pages. As the toner wears out, the 
printouts may become light. If your prints are excessively light, check the 
cartridge indicator located on the right side of the Laser Writer. Replace the 
cartridge if the toner level is low. 

If the cartridge is still good, and shows a reserve of toner, try taking it 
out of the LaserWriter and lightly tapping it a few times to redistribute the 
toner. Rock the cartridge back and forth (not end to end). Reinstall the car­
tridge and try a few more test prints. The frrst few prints may be smudgy; 
this is normal. Keep in mind that the frrst 100 to 200 prints from a new 
cartridge may be light and uneven. The toner has not had a chance to be 
evenly distributed along the length of the photoreceptor drum. 

Voids in the printout may indicate poor toner distribution (see the para­
graph above), or it may mean a dirty photoreceptor drum, transfer wire, or 
corona wire. Clean the LaserWriter as directed later in this chapter in the 
section titled "Special LaserWriter Cleaning Tips," and in the operator's 
manual. In most cases, a dirty transfer or corona wire will cause the page 
to be excessively light or completely blank. 

A number of paper companies, including Hammermill and James River, 
offer a specialty paper designed expressly for laser printers. If you have a 
choice, use it. Laser paper has a smooth, even fmish that readily accepts 
the toner. The coating and paper content also prevent excessive curl, 
caused by the heat and pressure of the LaserWriter's fuser (the fuser bonds 
the toner to the paper). Lacking laser paper, you can use standard 20 lb. 
bright-white copier paper in your LaserWriter and achieve better than aver­
age results. 

Toner cartridges for the LaserWriter may be refilled and reused (up to 
about three times). A number of local and mail order fmns specialize in 
"recharging" spent LaserWriter cartridges; see Appendix A for a partial list. 
The recharged cartridges are about half the cost of new ones and are said to 
offer the same quality. 
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Color Output 

The LaserWriter is not capable of color printing, but a unique transfer sys­
tem allows you to add color to any of your printouts. The KroyKolor sys­
tem (see Appendix A for the address) consists of colored dry transfer sheets 
and a transfer machine. After the page is printed, you place a color transfer 
sheet on the original. The sheet and printout are fed through the transfer 
machine. Color is transferred to the parts of the page that contain printing. 
The Kroy Kolor transfer sheets are available in a variety of colors, including 
brown, green, blue, red, yellow, pink, and orange. 

PHOTOGRAPHING THE MAC'S SCREEN 

There may be times when you want a photograph of the screen instead of 
an Image Writer or Laser Writer printout. Just about any 35mm camera can 
be used to take the pictures. A close focus zoom lens allows you to aim, 
frame, and shoot with the greatest flexibility and without having to be too 
far away from the Mac's screen. Zoom lenses with 35mm to 70mm focal 
lengths yield the best results without undo distortion. You can also get by 
with a standard 50mm lens equipped with a 1 + or 2+ diopter close-up lens. 

Mount the camera on a sturdy tripod and set the shutter speed at no faster 
than l/8th of a second. A noticeable bar will appear across the screen with 
faster shutter speeds (higher numbers). Dim or extinguish the room lights 
and adjust the Mac's brightness control so that it's comfortable to your 
eyes. Use the camera's built-in exposure meter to set the f/stop, or use the 
recommended indoor light setting for the film you're using (see the instruc­
tion sheet packed with the film). If your camera has an automatic flash, 
tum it off or cover it up completely. 

For slides, use either Kodachrome 40 or Ektachrome 100 (or another 
manufacturer's comparable slide film). Ektachrome film has a blue cast to 
it-especially noticeable when shooting the Mac's black and white 
screen-but you can have it processed anywhere. Kodachrome film needs 
to be processed by Kodak or some other large photographic lab, and the 
tum-around time can be as long as a week. If time is of the essence, use 
Polaroid instant-slide film. Developing time is one minute. You need the 
auto-processor kit to develop the slides. 

Until you get to know the proper settings for the films you're using, 
shoot several pictures of the same screen using different f/stops. Shoot one 
picture normally, then two others at one half f/stop below and above the 
meter reading. 

Perhaps the best way to shoot the Mac's screen is with a video film 
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camera. These have their own built-in high resolution monitors, color 
wheels (for adding color to the slides) and film cameras. Several models 
are available for the Macintosh. Some connect to the Mac via an external 
monitors adapter that you (or a qualified dealer) must add, while others, 
such as the Presentations Technologies Image Maker, connect to the Mac 
via a serial port. 

PHOTOTYPESETTING 

Phototypesetting is similar to laser printing, but the resolution is much 
higher. Some phototypesetting equipment, including the Linotronic 
L-300P, is PostScript compatible, and therefore can be used directly with 
Works and the Macintosh. The resolution of the Linotronic L-300P is 
2,540 dots per inch, or roughly 8 l/2 times that of the LaserWriter. If you 
can't afford your own typesetter (a minimum $30,000 investment), mail 
your MacDraw disks to a phototypesetting house (see Appendix A). Cost 
is between $5 and $10 per page. 

PRINTER MAINTENANCE 

Your computer is nearly all electronic, and it doesn't need rigorous periodic 
cleaning and maintenance to keep it in tip-top shape. But that doesn't 
apply to everything in your computer system. Your printer-whether it be 
dot matrix, daisywheel, ink jet, or laser-is mostly mechanical, and you 
must treat it with the same care and diligence as the family car. A clean 
printer is a happy printer; besides, your printer lasts longer and works better 
when it's clean. 

There are several cleaning and maintenance steps you can take to keep 
your Image Writer or Laser Writer in good working order. They're simple, 
don't require special tools or know-how, and the cleaning supplies are com­
monly available. 

General Cleaning 

When not in use, it's a good idea to place a dust cover over your printer. 
This makes sense because most printers are used a relatively short period of 
time each day. If you don't want to keep removing and replacing the cover 
every time the printer is used, at least keep it on overnight. As always, 
avoid smoking around your computer gear. The smoke and nicotine can 
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settle on mechanical and electrical parts, making cleaning that much more 
difficult. If you must smoke, install a filtered air cleaner near your work 
station or use a "smokeless" ashtry. 

Even with a cover, dust can never be avoided; some always sneaks 
through the best protective measures. A soft painter's brush, about 1/2- to 
3/4-inch wide, can be used to wipe away the loose dust that accumulates on 
the exterior of the printer. Be sure to get all the nooks and crannies around 
the switches, ventilation holes, and levers. 

Hard to reach areas can be cleaned with a can of compressed air, such as 
that offered by Falcon and Bib (available at most photographic and com­
puter stores). When using compressed air, blow the dust away from the 
printer; avoid pushing dirt further inside the machine. In place of the com­
pressed air you can use a vacuum cleaner to scoop up the dust. A house­
hold vacuum with a soft brush attachment works well, or you can use one 
of the miniature battery-operated vacuums. 

If dirt or grime piles up on the exterior of the printer, use a household 
spray cleaner, like 409 or Fantastik, to wipe up the gunk. Don't spray the 
cleaner directly on the printer; spray the cleaner on a sponge, then apply the 
sponge to the printer. 

Follow the same general steps when cleaning inside the printer. Remove 
the various covers and hatches as needed to access the printing and platen 
area. Most printers have two or three covers that can be readily removed 
when you require access to the inside. Under most circumstances, you do 
not need to disassemble the printer to clean it. In fact, this may void the 
warranty and may cause more problems than it is worth. 

After a period of use, small flecks of paper dust can gather inside the 
Image Writer. For best results, this dust should be removed every week or 
two. Use a vacuum to suck the dust out or a can of compressed air to blow 
it away. However, be particularly wary of blowing the paper dust further 
into the printer. Aim the can so the dust is shot outside, not inside. 

If you use pin-fed paper with your Image Writer, the round "holes" from 
the tractor-feed edges may accumulate around the feeding mechanism. 
Open the mechanism and inspect carefully for bits of paper. Use a tooth­
pick or wood manicuring pick to remove stubborn bits of paper. Do not use 
a sharp metal or plastic object. 

Scraps of paper may also pile up around the paper-out switch, which is 
located to the rear left side of the paper feed area on the Image Writer. This 
switch detects the presence or absence of paper. When the printer runs out 
of paper, the switch signals the printer, which in tum stops the flow of data 
from the computer. 

The paper-out switch is mechanical, and can be bent out of shape if you 
are careless. Gently squirt the compressed air around the switch to dislodge 
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any foreign matter. Avoid using a pick or stick to remove the paper bits, as 
you may bend the lever of the switch, and throw it out of adjustment. 

Avoid the use of cleaning solutions inside the printer. They act to 
remove necessary lubrication. Additionally, if the solution leaves a residue, 
it could cause problems in operation. 

Cleaning the Platen 

The platen is the large rubber roller that feeds the paper through the 
Image Writer. The platen receives a lot of abuse dwing printing, but you 
can easily rejuvenate it and restore it to almost-new condition. 

The platen is rubber and needs a special cleaner. You can buy a can of 
rubber cleaner/rejuvenator at most typewriter repair shops (avoid using 
alcohol; it dries out the rubber). The bottle will last several years if you 
keep the cap on tight. To use it, soak the cleaner onto a comer of a piece of 
cotton or other white cloth, then wipe the platen from side to side. Roll the 
platen around to get all of it. The cleaner will dry within seconds. 

Cleaning the Printhead 

Depending on the volume of printing you do, you '11 want to clean the print­
er's printhead every six months to a year. Cleaning will remove caked-on 
paper dust, ink, and other foreign material. 

The printhead in the Image Writer is very prone to the effects of accumu­
lated paper dust and dried ink. In the Image Writer (or any dot matrix print­
er), the printhead is composed of small needles that selectively strike 
against the ribbon, making an inked impression on the paper. Through use, 
ink and paper dust can clog up the workings of the printhead, reducing 
print quality. 

To clean the printhead, first remove the ribbon and blow excess particles 
away with a can of compressed air. Move the head-to-platen adjustment 
lever so that the printhead is as far from the platen as possible. 

Soak a cotton or sponge swab in alcohol and gently scrub the printhead 
clean (make sure the printhead is cool before you touch and clean it). If 
you can't reach the front of the printhead, use an alcohol spray cleaner, the 
kind designed for cleaning audio and video tape heads. Repeat the process 
until the printhead is completely clean. 
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Special LaserWriter Cleaning Tips 

The LaserWriter is really a plain paper copier with a laser light imaging 
source. You clean the LaserWriter just as you would the office plain paper 
copier. 

Follow the manufacturer's recommended service interval for changing 
the drum cartridge. The cartridge lasts 2,000 to 3,000 pages. An indicator 
on the cartridge shows you if it needs replacing. Or, replace the cartridge if 
you notice consistently poor print quality. While changing the cartridge, 
wipe or vacuum spilled toner. This keeps the machine clean and easier to 
use, and helps promote better looking printouts. 

Regularly inspect the insides of the LaserWriter. Use a small vacuum to 
get rid of paper dust and other foreign objects. Be careful with the internal 
parts of the printer, especially the small transfer and corona wires (these are 
mostly hidden, but you should be aware of them anyway). Follow the 
maintenance procedures provided by the manufacturer on cleaning the 
internal parts, including rollers, fuser, and drum. 

Printer Lubrication 

After cleaning, especially if you use cleaning solutions, or even after pro­
longed use, parts of the printer may need lubrication. Points of critical 
lubrication will usually be indicated in the printer's user manual. Consult 
the book for more information. Generally, you will lubricate the printhead 
running bar, which supports the printhead as it travels back and forth across 
the platen, and any associated gears. Do not lubricate pulleys, cables, or 
other components that rely on friction for proper movement or activation. 

Most manufacturers suggest you use a common machine oil for lubrica­
tion. The oil should not have anti-rust chemicals in it, as they can cause the 
mechanisms to bind in unusually high or low temperatures. A graphite­
based oil also should be avoided because the dark color can smudge the 
printouts. Suitable lubrication oils are available at Radio Shack stores, 
industrial outlets, and most electronic stores. Do not use an oil-free lubri­
cant such as WD-40. The spray is non-conductive and may impair the 
operation of the printer. 



A P P E N D X A 

Sources for Products 
and Information 

Acta 
A desk accessory that lets you grab MacPaint images from any disk and include 
them in the current application (such as MacDraw). 

Symmetry Corp. 761 E. University Dr. 

Allotype Fonts 

Mesa, AZ 85203 
(800) 624-2485 
(602) 844-2199 (in AZ) 

A collection of downloadable laser fonts; serif and sans-serif, in a variety of styles. 

Allotype l}tpographics 

Bullets & Boxes 

1600 Packard Rd. #5 
Ann Arbor, MI 48104 
(313) 663-1989 

Unique laser font that consists of different sizes of boxes and bullets (filled and 
unfilled). Included with the package is a selection of bullets that snap to the grid 
within MacDraw. The fonts are downloadable into the LaserWriter. 

Caseys' Page Mill 

Cheap Paint 

6528 S. Oneida Ct. 
Englewood, CO 80111 
(303) 220-1463 

A desk accessory version of MacPaint. Use it with MacDraw to edit bit-map 
graphics. Spinnaker also sells ArtGrabber, a program that lets you snatch a bit­
map image recorded on disk (any disk) and plant it into the current application. 
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Spinnaker Software Corp. 

ClickArt:Letters 

1 Kendall Sq. 
Cambridge, MA 02139 
(617) 494-1200 

Mostly large, display fonts-24, 36, and 48 point. Lots of them and well done. 

T/Maker Graphics 

Cricket Draw 
Cricket Graph 

1973 Landings Drive 
Mountain View, CA 94043 
(415) 962-0195 

Cricket Draw is a MacDraw-like program that boasts some additional features, 
including incremental rotation of certain object types and "pattern fountains." 
Cricket Graph is a business graphics program for changing numbers into charts. 

Cricket Software 

Desktop Art 

40 Valley Stream Parkway 
Great Valley Corporate Center 
Malvern, PA 19355 
(800) 345-8112 
(215) 251-9890 (in PA) 

Excellent object-oriented clip art collection (bit-mapped clip art also available). 

Dynamic Graphics 6000 N. Forest Park Drive 
Peoria, IL 61656 
(309) 688-8800 

Digit -Art Laser Graphics 
Object-oriented (MacDraw) clip art collection especially designed for advertising 
and business. Disks come in sets. 

Digit-Art Laser Graphics 

Fluent Fonts 

2828-19th Street N.E. 
Calgary, Alberta, Canada T2E 6Y9 
( 403) 250-1969 

Font collection of mostly decorative and occasional fonts, including computer, out­
line, and art deco. Most are available in a variety of sizes. 

Casady Company 

Fontographer 

PO Box 223779 
Carmel, CA 93922 
( 408) 646-4660 

Font creation tool for creating LaserWriter fonts. Allows you to create fonts and 
add embellishments, such as drop shadows, slants, and rotations. 
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Fontastic Plus 
Fontastic is a font editing program that you can use to create or customize 
Image Writer fonts. Works with all fonts in all sizes. Includes some advanced fea­
tures, including horizontal and/or vertical rescaling. 

Altsys Corp. 

LaserFonts 

720 Avenue F, Ste. 109 
Plano, TX 75074 
(214) 424-4888 

Collection of laser fonts. Includes more than 32 font families. 

Century Software, Inc. 

LaserPaint 

2483 Hearst Ave. #175 
Berkeley, CA 94709 
(415) 549-1901 

Drawing program that relies on the LaserWriter or other suitably equipped 
PostScript compatible laser printer. Intended as a high-end product and requires 
some technical skill to use effectively. 

LaserWare, Inc. 

Laser Writer 

POBox668 
San Rafael, CA 94915 
(800) 367-6898 
(415) 453-9500 (inCA) 

Apple's own xerographic printer especially designed for the Macintosh. Has sever­
al.fonts built in, but can also accept downloaded fonts. Built in is a smoothing 
algorithm that can take rough artwork and turn it into clean, drafting room copy. 

Apple Computer, Inc. 20525 Mariani Ave. 

MacDraft 

Cupertino, CA 95014 
(800) 538-9696 
(408) 996-1010 (inCA) 

MacDraw-like drafting set program with a few advanced features like incremental 
rotation, zoom in and zoom out, and auto-dimensioning. 

Innovative Data Design, Inc. 

MacDraw 

2280 Bates Ave. 
Concord, CA 94520 
(415) 680-6818 

Object-oriented drawing tool, in both original and updated (MacDraw m versions. 
Claris also sells MacPaint; similar programs are available from other sources. 
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Claris Corp. 

Mac Tools 

440 Clyde Ave. 
Mountain View, CA 94040 
(800) 334-3535 
(415) 960-1500 

MacTools isn't a graphics program, but it's useful for reclaiming MacPaint or MacDraw 
documents you've accidentally thrown away, disks that have been damaged, and for 
generally fiddling around with Macintosh files. Comes with Copy n Mac, a diskette 
backup utility you can use to make duplicates of your copy protected disks. 

Central Point Software, Inc. 

Microsoft Chart 

9700 W. Capital Highway, #1 00 
Portland, OR 97219 
(503) 244-5782 

A highly useful business graphics program. Use it to create pie, bar, line, scatter, 
and area charts. Features include drop shadowing, built-in data sorting, and 
Multiplan compatibility. 

Microsoft Corp. 

PageMaker 

16011 N.E. 36th Way 
Box 97017 
Redmond, WA 98073-9717 
(800) 426-9400 
(206) 882-8080 

Sophisticated, professional electronic paste-up program that lets you combine 
MacPaint and MacWrite documents and produce camera-ready mechanicals. 
Interfaces with the Image Writer or LaserWriter. 

Aldus Corp. 

Pages (and Hot TYpe) 

411 First Ave. South 
Seattle, WA 98104 
(206) 622-5500 

A series of fonts, downloadable PostScript files, and MacDraw images. Available 
in sets. Unusual and attractive laser font designs. 

Image Club 

Professional TYpe Fonts 

#206, 2915-19th St. N.E. 
Calgary, Alberta, Canada T2E 7 A2 
(403) 250-1969 

Disk of well-known Mergenthaler and lTC typefaces, including Times Roman, 
Helvetica, and Optima. Sizes range from 12 to 24 point. H you need larger ver­
sions of these fonts, the company offers them in a separate disk, Headlines. 
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Kensington Microware, Ltd 

SuperPaint 

251 Park Ave. South 
New York, NY 10010 
(212) 475-5200 

A combination MacPaint and MacDraw, all in one program (you can combine bit­
map and object-oriented graphics in one document, and switch between editing 
modes). SuperPaint offers all of MacPaint's versatility but is lacking many of 
MacDraw's finer points. The program can both read and write MacPaint and 
MacDraw ftles. 

Silicon Beach Software 

Tempo 

PO Box 261430 
San Diego, CA 92126 
(619) 695-6956 

A keyboard/mouse recorder that lets you program the Mac and have it play back 
your exact movements. Allows non-stop or interactive control. 

Affinity Microsystems 

Public Domain Programs and Utilities 

10560 Walnut St, #425 
Boulder, CO 80302 
(800) 367-6771 
(303) 442-4840 (in CO) 

These clearinghouses provide public domain and "user-supported" programs for the 
Macintosh. Among the programs and utilities available from these sources are 
Resource Editor, DrawPaint (a MacDraw-to-MacPaint picture converter), Multi­
Scrap, hundreds of fonts, and more. 

CompuServe 

Educorp 

Translatum International 

The Mac Group 

POBox20212 
Columbus, OH 43220 
(800) 848-8199 
(614) 457-8600 

531 Stevens Ave. 
Suite B. 
Solana Beach, CA 92075 
(800) 843-9497 
(619) 259-0255 

1730 E. Oltorf St, #127 
Austin, TX 78741 
(512) 442-0266 

POBox85125 
San Diego, CA 92138 
(619) 747-7940 
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MCUS 

ResEdit 

POBox6963 
San Jose, CA 95150 
(408) 723-3388 

An advanced version of Resource Editor, with documentation. 

APDA 

SmartS crap 

290 S. W. 43rd St 
Renton, WA 98055 
(206) 251-6548 

A replacement desk accessory for the Apple Scrapbook. The Clipper, a Clipboard 
enhancer, is also available. 

Solutions International, Inc. 29MainSt 
Montpelier, VT 05602 
(802) 229-0368 
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Table of Character Sets 

This appendix presents a table of complete printable character sets for four com­
mon Macintosh fonts: Geneva, New York, Times, and Zapf Dingbats. The first 
two fonts are Image Writer fonts, and the remaining two are Laser Writer fonts. 
Note that each font displays slightly different characters. 

The first column in the following table represents an ASCll code number from 
32 to 255. These code numbers are used by the Macintosh to keep track of the 
characters you type. Because the Mac tracks the ASCII code numbers, and not the 
actual characters, the characters can change when switching from one font to 
another. 

The Keys column indicates the keys to press to produce that character. When 
necessary, additional information about the character is provided in the Comments 
column. 

With the exception of the Zapf Dingbats font, characters represented by a box 
are undefmed, meaning there is no character for that ASCll code number. You can 
use these "empty slots" to include your own special characters, which can be added 
with the help of a font editing utility, such as Resource Editor or Fontographer. 

367 
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ASCII Times Dingbat Geneva New York Keys Comments 

33 ~ Shift-1 
34 " ~ 

II " Shift-' 
35 # ~ # # Shift-3 
36 $ ~ $ $ Shift-4 
37 % v o/o % Shift-S 
38 & ([) & & Shift-7 

39 @ 

40 ( + ( ( Shift-9 
41 ) 1:!51 ) ) Shift-a 
42 * ... * * Shift-8 
43 + my' + + Shift-== 
44 lS (comma) 

45 fhJ (hyphen) 
46 ' (period) 
47 I § I I I 
48 0 ~ 0 0 0 (zero) 
49 1 C$ 1 1 1 
50 2 .. 2 2 2 

51 3 ./ 3 3 3 
52 4 1/ 4 4 4 
53 5 X 5 5 5 
54 6 • 6 6 6 
55 7 X 7 7 7 
56 8 K 8 8 8 

57 9 + 9 9 9 
58 + Shift-; (semicolon) 
59 + 
60 < -Q- < < Shift-, (comma) 
61 = t = = = 
62 > '& > > Shift-. (period) 

63 ? t ? ? Shift-/ (slash) 
64 @ t:a @ @ Shift-2 
65 A * A A Shift-a 
66 B + B B Shift-b 
67 c + c c Shift-c 
68 D + D D Shift-d 
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ASCII Times Dingbat Geneva New York Keys Comments 

69 E + E E Shift-e 
70 F • F F Shift-f 
71 G -¢- G G Shift-g 
72 H * H H Shift-h 
73 I '(:( I I Shift-i 
74 J 0 J J Shift-j 

75 K * K K Shift-k 
76 L * L L Shift-1 
77 M * M M Shift-m 
78 N * N N Shift-n 
79 0 * 0 0 Shift-o 
80 p * p p Shift-p 

81 Q * a Q Shift-q 
82 R * R R Shift-r 
83 s * s s Shift-s 
84 T * T T Shift-t 
85 u * u u Shift-u 
86 v * v v Shift-v 

87 w * w w Shift-w 
88 X • X X Shift-x 
89 y • y y Shift-y 
90 z • z z Shift-z 
91 [ * ' [ [ [ 
92 \ * \ \ \ (backslash) 

93 * ] 
94 1\ • 1\ 1\ Shift-6 
95 0 - Shift-- (hyphen for underscore) 
96 f1 

... 
(grave accent) 

97 a • a a a 
98 b 0 b b b 

99 c * c c c 
100 d * d d d 
101 e • e e e 
102 f * f f f 
103 g * g g g 
104 h * ,.. h h h 
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ASCII nmes Dlngbat Geneva New York Keys Comments 

105 * 106 j * j j j 
107 k * k k k 
108 • I I 
109 m 0 m m m 
110 n • n n n 

111 0 0 0 0 0 

112 p 0 p p p 
113 q 0 q q q 
114 r 0 r r r 
115 s A s s s 
116 t ~ t t t 

117 u • u u u 
118 v + v v v 
119 w t w w w 
120 X I X X X 

121 y y y y 
122 z I z z z 

123 ' { ( Shift-[ 
124 I ' I I Shift-\ (backslash) 
125 } " } } Shift-] 
126 " Shift-' (grave accent) 
127 
128 A ( A A Option-u Shift-a 

129 A ) A A Shift-Option-a 
130 ~ ( c ~ Shift-Option-c 
131 E ) E E Option-e Shift-e 
132 N ( N N Option-n Shift-n 
133 () 0 0 Option-u Shift-o 
134 (J < 0 u Option-u Shift-u 

135 a > a a Option-e a 
136 a I a a Option-' a 
137 a J a a Option-i a 
138 a ( a a Option-u a 
139 a ) a a Option-n a 
140 4 ( A 4 Option-a 
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ASCII Times Dingbat Geneva New York Keys Comments 

141 ~ c; ~ Option-c 
142 e e e Option-a e 
143 e e e Option-' e 
144 e e e Option-i e 
145 e e e Option-u e 
146 f f Option-a i 

147 l l Option-' i 
148 i i i Option-i i 
149 i "j 1 Option-u i 
150 ii n ii Option-n n 
151 6 6 6 Option-a o 
152 0 0 0 Option-' o 

153 0 0 0 Option-i o 
154 ij 0 ij Option-u o 
155 0 0 0 Option-n o 
156 11 u 11 Option-a u 
157 u u u Option-' u 
15S (i a (i Option-i u 

159 ii a ii Option-u u 
160 t t t Option-t dagger 
161 0 !}" 0 0 Shift-Option-S degrees 
162 ¢ ' ¢ ¢ Option-4 cents 
163 £ ' £ £ Option-3 pound sterling 
164 § • § § Option-6 section symbol 

165 • • • • Option-S bullet 
166 ~ 'i 11 ~ Option-7 paragraph symbol 
167 B ~ B B Option-s 
16S ® • ® ® Option-r registered trademark 
169 © • © © Option-g copyright symbol 
170 TM • TM TM Option-2 trademark symbol 

171 • Option-e Option-e acute accent 
172 (i) Option-u Option-u umlaut 
173 * ® * * Option-= 
174 }E @ ~ }E Shift-Option-' (single quote) 
175 0 @ 0 0 Shift-Option-a 
176 00 ® 00 00 Option-S 
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ASCII Times Dlngbat Geneva New York Keys Comments 

177 ± ® ± ± Shift-Option-= 
178 s ® s s Option-, (comma) 
179 ~ ® ~ ~ Option-. (period) 
180 ¥ ® ¥ ¥ Option-y Japanese yen symbol 
181 J.1 @ JJ JJ Option-m 
182 d 0 d a Option-d 

183 :I: • :I: :I: Option-w 
184 n • n n Shift-Option-p 
185 1t 0 1t 1t Option-p 
186 I e J I Option-b 
187 I CD D 8 Option-9 

.188 Q 8 g 9 Option-0 (zero) 

189 n • n n Option-z 
190 ce CD m ~ Option-' (single quote) 
191 f{j CID g f{j Option-a 
192 l (j) l l Shift-Option-/ 
193 ® I Option-1 
194 --, @ .., --, Option-1 (lower case L) 

195 v @ v v Option-v 
196 f @ f f Option-f 
197 ::::= ® ::::= ::::= Option-x 
198 ll (/) ll ll Option-j 
199 « ® cc « Option-\ (backslash) 
200 » ® )) » Shift-Option-\ (backslash) 

201 ® Option-; (semicolon) 
202 0 not accessible 
203 A. • A A Option-' Shift-a 
204 A • A A Option-n Shift-a 
205 0 8 0 0 Option-n Shift-o 
206 <E 0 CE <E Shift-Option-q 

207 re 0 ce re Option-q 
208 • Option-- en dash 
209 • Shift-Option-- em dash 
210 CD " Option-[ open dbl. quote 
211 '' 4It> Shift-Option-[ close dbl. quote 
212 -+ Option-] open sng. quote 
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ASCII Times Dlngbat Geneva New York Keys Comments 

213 ~ Shift-Option-] Ccose sng. quote 
214 + ++ + Option-/ 
215 0 t 0 0 Shift-Option-v 
216 y ' y y Option-u y 
217 y ... 'Y 'Y Shift-Option-' (grave accent) 
218 I .;t I I Shift-Option-1 

219 c ~ a a Shift-Option-2 
220 ~ Shift-Option-3 
221 -+ Shift -Option-4 
222 fi .... fi fi Shift-Option-S 
223 ft ... fl fl Shift-Option-6 
224 :f: • * * Shift-Option-7 

225 .. Shift-Option-9 
226 > Shift-Option-0 (zero) 
227 > 

" " 
Shift-Option-w 

228 %o ,... roo %o Shift-Option-a 
229 A. ... A A Shift-Option-r 
230 :E ... E E Shift-Option-t 

231 A. • A A Shift-Option-y 
232 :E ... E E Shift-Option-u 
233 E c) E E Shift-Option-i 
234 f ¢ i i Shift-Option-s 
235 t ~ i i Shift-Option-d 
236 i ~ "i "i Shift -Option-f 

237 l 0 1 1 Shift -Option-g 
238 6 0 6 6 Shift-Option-h 
239 6 Q 6 6 Shift-Option-j 
240 Shift-Option-k 
241 0 0 0 0 Shift-Option-1 (lower case L) 
242 (J :> 0 0 Shift-Option-; {semicolon) 

243 0 Jt+ 0 0 Shift-Option-z 
244 u .. 0 0 Shift-Option-x 
245 .. Shift-Option-b 
246 .;' Shift -Option-n 
247 ~ Shift-Option-m 
248 .... Shift-Option-, {comma) 
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ASCII Times Dlngbat Geneva New York Keys Comments 

249 ~ Shift-Option-. (period) 
250 .. Option-h 
251 ... Option-k 
252 .. not accessible 

~ ~ 

253 .. " " not accessible 
254 not accessible 

255 not accessible 
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Editable Works 
Resources 

The following Works resources can be edited with Resource Editor, version 1.0 or 
later. The number of items may change depending on the version of Works. 

Name Description Number of items 

ALRT Alert boxes 105 items 
CURS Cursors 16 items 
DITL Dialog item list 189 items 
DLOG Dialog boxes 79 items 
ICN# System icons 5 items 
ICON Program icons 23 items 
:MENU Menus 44items 
PSIP Personalization 5 items 
STR Strings 100 items 
STR# Strings 122 items 
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Index 

A 

Abs, number format functions, 161 
Absolute cell references, 146-147 
Acoustic-connect modems, 238 
Acta, 305 
Active, area, spreadsheet, 121-122 
Adaptive dialing, modems, 267 
Alignment, 50,53-54 
justified margins, 54 
of shape, in Draw, 107-108, 109-110 
types of, 53-54 

All options, spell checker, 62 
)Unpe~d,printing,58 

Anchor, 33 
AND and OR, use of, database, 233-234 
Annotations, charts, 186 
ANSI escape sequences, Works communi­
cation 

module, 259-262 
ApFont, 13 
Arc, Draw, 87 
Arguments, formulas, 154 
~wheads,Draw,89, 112-113 
Art Grabber, 305 
ASCll, data transfer protocols, 244-245 
Asynchronous communication, modems, 
242 
AT command set, Hayes modem, 263-264 
Average, statistical functions, 161 
Axis label, charts, 185-186 

377 

B 

Baud rates, modems, 239,241-242 
Best, print quality option, 348 
Bit-mapped graphics, 333, 339 
importing to Draw,ll6 
MacPaint, 23, 76 

Blank Works documents, templates, 29 
Block-out method, erasing, Draw, 103-104 
Boilerplate text, 68-71 
boilerplate characters, inserting, 68 
database, 71 
spreadsheet, 70-71 
usefulness of, 68 
word processor, 69-70 

Bold, printing, 58 
Boolean expressions, 233 
Borders 
Draw, 88-89 
and boundaries, 97 
sp~dsheet, 137-138 
options,138 

Box width, database, 221 
Bring to Front, Draw, 92 

c 
Cables, connector types, modems, 239-240 
Calculated fields, database, use of, 227-229 
Call waiting problems 

telecommunications, 24 7-248 
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Works communication module, 247-248 
Capitalization, spell checker and, 60 
CDEV (Control DEVice), Microsoft 
Works, 292-

293 
Cells 
absolute cell references, 146-14 7 
mixed cell references, 147 
relative cell references, 146 
sorting, 147-149 
spreadsheet 
cell attributes, 139-140 
cell notes, 132-133 
cell reference, 131 
copying cells, 142-143 
Fill Down, 144, 145 
moving cells, 143 
overwritingcells,146 
paste with options, 144 

Centered tab, 52, 53 
Centering shapes, Draw, 108 
Character formats, 46-49 
choosing format, 46-4 7 
fonts and, 47-49 

Characters, special characters, 39-45 
dashes, 43-44 
diacritical characters, 40-41 
font characters, 40 
hidden graphics, 41-43 
hyphens,43 
ligature characters, 41 
microspaces, 44-45 
most commonly used characters, 45 

Charts 
chart blank, creating, 209 
choosing type of, 169-174 
comparisons, determining, 172-173 
message identification, 169-172 
selecting chart, 173-174 

column charts, 176-179 
copying charts, 199 
data entry for, 195-196 
organization of data, 199-200 

design elements, 184-185 

editing with Draw, 201-203 
erasing chart definition, 197 
grids 
linear grid, 186 
logarithmic grid, 186-187 

illustration, adding, 205-207 
incompatible data solutions 
conversion to percentages, 189-190 
cutting or extending bar, 189 
index scale, 192-193 
reducing dat value, 189 

line charts, 180-182 
missing data problem, 194 
parts of, 182-184 
pasting charts, 199 
pictograph, creating, 207-208 
pie charts, 175-176 
data formatting for, 199-200 
exploded pie chart, 204-205 
3-D pie chart, 203 

printing, 198 
redefinition of, 196-197 
resizing, 197-198 
scale, 187-188 
placement, 188 
proportion, 188 
zero and non-zero, 187 
series charts, data location, 200 
several versions of, making, 197 
text, 185-186 
annotations, 186 
axis label, 185-186 
legends, 186 
style of text, 186 
subtitle, 185 
title, 185 

transposing data, between rows and 
columns, 200-201 

uses of, 167-168 
CheapPaint, 306 
Circles, Draw, 107 
Circular reference, spreadsheet, 124 
Clipboard, 15 
exporting graphics, 338-339 



exporting text, 334-335 
importing graphics. 339-340 
pasted objects from Draw, 96 

Closing documents, 25 
Color 
choices for, 46 
database,220 
Draw, 106 
printing, 356 
spreadsheet, 139 

Color-Black dots, Draw, 91 
Color-White dots. Draw, 90 
Column boxes. Draw, 93 
Column charts, 176-179 
illustration, adding. 205-207 

Column text, 99-102 
creating column text, 100 
header for. 100, 101 
linking,101 
outline for, 100 
text blocks converted to, 102 

Column width 
database, 218 
spreadsheet, 135-136 

Command-keys 
equivalents, keyboard shortcuts, 8 
modifying 
Menu Master, 331 
Resource Editor, 317-319 

Commands, keyboard shortcuts, 6-8 
Command-specific help, 15 
Communications document, icon, 2 
Communications Stationery document, 
icon, 3 
Comparison operators, formulas, 151-152 
CompuServe communications scripts, 
macros, 

284-285 
Conditioned lines, telecommunications, 
249 
Constant values, 130 
Constraining shapes. Draw, 97 
Control code commands, Works communi­
cation 
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module. 257-258 
Copies, printing, 347-348 
Count, statistical functions, 161 
Custom disks 
example of, 300 
guidelines, 298-300 
Microsoft Works, 298-300 

Customization of Works 
Control Panel, 307-313 
CDEV resources, 292-293. 309 
delay until repeat, 310 
double-click speed, 310 
insertion point blinking, 311 
key repeat rate, 309 
menu blinking, 312 
mouse tracking, 311 
RAM cache, 312 
sound cues. 312-313 
speaker volume, 312 
and Works• versions, 308 

desk accessories, embedding, 332 
fonts, embedding, 332 
Menu Master, command-keys, modifying, 

331 
Resource Editor, 314-331 
action of, 314-316 
command-keys, modifying, 317-319 
dialog boxes, modifying, 327-328 
fonts, editing, 323-325 
menus, changing name of, 319-321 
mouse pointers, modifying, 325-327 
patterns, changing, 321-323 
personal ID, editing, 330-331 
time/date separator, changing, 329-330 
use of, 316-317 

Works preference file, 313-314 

D 

Dashes 
en and em dashes, 43-44 
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use of, 43-44 
Data 
non-delimited text, 16 
object-oriented graphics, 16 
tab-delimite(t'text, 16, 17 

Database 
boilerplate, 71 
calculated fields, use of, 227-229 
components of, 211-212 
copying fields, 224 
data enuy, 212 
data sharing, spreadsheet information, 21 
exporting text, 337-338 
fields, 215-216 
fonn view, 212-213,216 
box width, 221 
field formatting, 223 
rearranging fields, 221-222 
renaming fields, 222 

importing text, 338 
keyboard shortcuts, 213-215 
limits for fields/records, 216 
list view, 213 
list view formatting 
column width, 218 
field formatting, 220 
rearranging fields, 218 
renaming fields, 219 
splitting windows, 219 

mouse shortcuts, 213-215 
new database start-up, 217 
Print merging 

missing database files/records and, 73 
record selection, 74 
setting up for, 72-73 

records, 215-216 
record selection criteria 

AND and OR, use of, 233-234 
reports feature, 235 
rules, 231-233 
saving record selections, 234-235 

repetitive entty, techniques for, 223-224 
rows, 215 
saving, fonnats for, 235 

search for data 
fmding single records, 229-230 
matching records, 230-231 
matching with selection criteria, 231 

sorting, 226-227 
multiple-key sorting, 227 
process in, 227 

spreadsheet functions, use of, 224-226, 
228-229 

Text-only files, opening, 235-236 
views of, 216 

Database document, icon, 2 
Database Stationery document, icon, 3 
Data bits, 246 
Data format, telecommunications, 246-247 
data bits, 246 
parity bit, 246-247 
start and stop bits, 242, 246 

Data sharing 
within document, 15-16 
between like documents, 16 
between unlike documents, 16-23 
from graphics to word processOr, 20-21 
pictures, 20-21,23 
between spreadsheet and database, 21 
from spreadsheet to word processor, 18 
from word processor to spreadsheet, 18-

20 
Data Terminal Ready, 240 
Data transfer protocols 
telecommunications, 244-245 
ASCII, 244-245 
MacBinary, 245, 269-270 
XMODEM, 245, 269-270 

Data transfer speed, telecommunications, 
269-270 

Data types 
bit-mapped data, 333 
object-oriented pictures, 334 
tab-delimited data, 333 
text documents, 333 

Date, printing, 58 
Date/time functions 
formulas, 156-160 



spreadsheet 
accepted fonnat, 158 
calculations with, 157-158 
conversion to date/time format, 158-159 
conversion to serial format, 157-158 
Now function as utility, 159-160 
serial number, parts of, 156 

Decimal-aligned tab, 52, 53 
Delete key, 24 
action of, Works communication module, 

258-259 
Deleting files, caution about, 27 
Desk accessories 
Acta, 305 
Art Grabber, 305 
CheapPaint, 306 
embedding, 332 
Extras, 306 
Multi-Scrap, 305 
Smart Scrap, 305 

Desktop files 
creating file, 28 
opening, 28 

Diacritical characters, use of, 40-41 
Dialog boxes, modifying, Resource Editor, 

327-328 
Direct-connect modems, 238 
Document formats, 56-58 
headers and footers, 56, 58 
margins, 56, 57 
paper size, 56, 57 
print orientation, 56, 57 

Documents 
closing, 25 
opening documents, 4-5 
saving, 24-25 
scroll bars, vertical and horizontal, 12 
windows, 11-12 

Document size, Microsoft Works, 288 
Draft, print quality option, 348 
Draw 
activating Draw, 77 
alignment of shapes, 107-108, 109-110 
arc, 87 
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extending/retrncting arc, 87 
resizing, 87 

arrowhead objects, 112-113 
bit-map, importing, 116 
borders, thickness, 88-89 
boundaries and borders, 97 
centering shapes, 108 
charts 
editing charts, 201-203 
illustrations, 205-207 
pictograph, 207-208 

circles and squares, starting point, 107 
colors, 106 
column text, 99-102 
creating column text, 100 
header for, 100, 101 
linking, 101 
outline for, 100 
text blocks converted to, 102 

constraining shapes, 97 
editing graphics, 23 
erasing, block-out method, 103-104 
Fill and Line Pattern menu, 94-96 
changing after object drawn, 96 
changing before object drawn, 94-95 

Format menus 
Bring to Front, 92 
Color-Black dots, 91 
Color-White dots, 90 
Column boxes, 93 
fonts, 89-90 
grid on/off, 92 
grid settings, 91-92 
Group Picture, 91 
justification, 89 
Send to Back, 93 
size, 90 
Spread text, 94 
style, 90 
Ungroup Picture, 91 

free-form and polygon, 85 
resizing, 86 
tips for, 115-116 

freezing objects, 112 
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graphics compounds 
creating, 102 
saving, 103 
template, 103 

handles around objects, 78-79, 97 
hidden keyboard features, 98-99 
lines, 83-84 
resizing, 83 
settings, 89 

lines and arrows, 84_ 89 
measuring objects, 110-111 
object-oriented graphics, 23, 76 
and other modules, 76, 77 
palette with callouts, 78 
Pasting objects from Clipboard, 96 
patterns, 87-88 
placement of objects, control of, 99 
positioning pad, 88 
proportions 
and resizing, 115 
text/graphics proportions, 106 

rectangles and ovals, 84-85 
resizing, 84-85 

redrawing time, minimizing, 104-105 
resizing objects, 108, 115 
scope of use, 75 
selection arrow, 79-80 
deleting objects, 80 
moving objects, 79 
reshaping objects, 80 
selecting several objects, 79 

size of objects, control of, 99 
spacing objects, 111-112 
stacking, 76-77 
text, 81-83 
background pattern, changing, 82 
editing text, 82 
text box, changing width, 82 
writing, 81 

text effects, 105-106 
fonts, mixing, 106 

tracing graphics, 116 
Dynamic pagination, 346 

E 

Echo Off/Echo On, Worlcs communication 
module, 256 

Ecological Linguistics, 41 
Edit bar, spreadsheet, 134-135 
Elements, pictures, 23 
En and em dashes, 43-44 
Erasing, Draw, block-out method, 103-104 
Escape key, action of, Works communica­
tion 

module, 259 
Excel, 164 
Exploded pie chart, 204-205 
Exponents, 130 
Exporting text 

Export option, 336 
spreadsheet, 337-338 
word processor 
Clipboard, 334-335 
Export option, 336 
Scrapbook,335-336 

Export Text-only, saving, 35 
Extras,306 

F 

Faster, print quality option, 348 
Fields, database, 215-216 
attributes, setting, 220 
fonnatting, 220, 223 

Fifty Percent Reduction, printing, 345 
File configuration, Microsoft Works, 294 
File management 
copying documents, 26 
deleting files, 27 
renaming documents, 26 
saving in folders, 26 

Fill and Line Pattern menu, Draw, 94-96 
Financial calculations 
fonnulas, 161-162 



spreadsheet 
defmitions of argwnents used, 162 
types of, 161-162 

Floppy disk system, Microsoft Works, 295-
297 
Folders 

Microsoft Works, 297-298 
saving in folders, 26 

Font characters, use of, 40 
Fonts 
changing, 13 
database, 220 
downloadable fonts, 350-351 
Draw, 89-90, 106 
editing, Resource Editor, 323-325 
embedding, 332 
font list, 39 
fontresources,47 
initial fonts, choosing, 12-13 
installed fonts, 48 
LaserWriter, 350 
outlined fonts, 48 
permanent fonts, 290 
scaled fonts, 47-48 
size,46,47 
spreadsheet, 138-139 
tips for use, 139 

style,46 
Works and, 290-291 

Foreign language, diacritical characters, 
40-41 

Formatting 
character fonnats, 46-49 
database,218-223 
document formats, 56-58 
Draw,89-94 
paragraph fonnats, 49-56 
spreadsheet, 135-142 

See also specific applications. 
Forms, preprinted forms, line spacing, 53 
Formulas 
functions and 
arguments, 154 
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date/time functions, 156-160 
entering functions, 154-155 
fmancial calculations, 161-162 
number format functions, 160-161 
parts of, 154 
statistical functions, 161 
sum a range of numbers, 155-156 

shortcuts for, 163 
spreadsheet, 130, 133 
basic fonnula unit, 149-150 
comparison operators, 151-152 
identification by Works, 133 
mathematical operators, 151 
maximum number of characters, 130 
precedence, 153 

Form view, database, 212-213, 216 
Free-fonn shapes, Draw, 85, 86, 115-116 
Freezing objects, Draw, 112 
Full-duplex mode, modems, 239 
Functions 

and formulas 
arguments, 154 
date/time functions, 156-160 
entering functions, 154-155 
fmancial calculations, 161-162 
number format functions, 160-161 

parts of, 154 
statistical functions, 161 
sum a range of numbers, 155-156 

Future value of investment, spreadsheet 
calculation, 161 

G 

Go To Page, text selection, 34 
Graphics 
bit-mapped graphics, 23, 76 
data sharing, to word processor, 20-21 
exporting,338-339 
hidden characters, 41-43 
nnporting,339-340 
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object-oriented graphics, 23, 76 
Graphics compounds 
creating, 102 
saving, 103 
template, 103 

Grids 
charts 
linear grid, 186 
logarithmic grid. 186-187 

Draw settings, 91-92 
Group Picture, Draw, 91 

H 

Half-duplex mode, modems, 239 
Handles around objects, Draw, 78-79, 97 
Hard disk system, Microsoft Works, 300 
Hard-wired transfers, telecommunications, 

271 
Hayes modem 
AT command set, 263-264 
non-Hayes modem, 267 
testing with AT command, 264 

Headers and footers, 56, 58 
printing, 345 

Help 
command-specific help, 15 
icon, 2. 
module-specific help, 13-14 
review of Help window, 14 

Hidden graphics characters, use of, 41-43 
Homonym option, spell checker, 66-67 
HyperCard stack, icon, 4 
Hyphens 
spell checker and, 60 
useof,43 

I 

Icons 
communications document, 2 

Communications Stationery document, 3 
database document, 2 
Database Stationery document, 3 
Help, 2 
HyperCard stack, 4 
macro file, 3 
Main Works, 2 
preference flle, 3 
spelling dictionary, 3 
spreadsheet document, 2 
Spreadsheet Stationery document, 3 
text-only flle, 3 
undefmed flle, 4 
word processing document, 2 
word processing Stationery document, 3 
Works Desktop document set, 2 

Illusttation,charts,205-207 
Image size discrepancies, printing, 354-355 
Image Writer, 13, 47, 48, 56, 106, 342, 352-

354 
advantages of, 351 
paper quality, 353-354 
print density, 353 
print settings, 352 
resolution, 354 
ribbon freshness, 352-353, 354 

Importing text 
spreadsheet, 338 
word processor 
pasting text, 336 
Text-only document, opening, 336-337 

Indentation, 49,50 
ruler markings, 50 
setting indents, 50 

Index scale, charts, 192-193 
INIT initialization resource, Microsoft 

Works, 291 
Insertion points shortcuts, text selection, 

33-34 
Int, number fonnat functions, 160 
Internal rate of return, spreadsheet 

calculation, 161 
Italics, printing, 58 
Iteration, spreadsheet, 125 



J 

Justification 
Draw,89 
margins, 54 

K 

Keyboard entry 
Draw features, 98-99 
spreadsheet, 135 

Keyboard shortcuts 
command-key equivalents, 8 
database,213-215 
documents, 5-6 
macro-key equivalents, 7 
spell checker, 67 
spreadsheet, 128-129 

Keypad, special keys, Works communica-
tion · 

module, 256 

L 

Labels 
Print merge, 74 
spreadsheet, 131, 133_134 

Landscape orientation, 57 
~rprinting,354-355 
improving quality, 355 
special paper, 355 
tonercarbidges,355 
~rWriter, 13, 48, 56, 205, 339, 342, 
348-

351, 354-355, 360 
cleaning tips, 360 
dialog boxes, 349-350 
fonts, 350 
printing area, 350 
set-up for, 348-349 

Layers,sp~sheet, 122-123 
Left-aligned tab, 52, 53 
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Legends,chans,l86 
Ligature characters, use of, 41 
Linear grid, 186 
Line charts, 180-182 
illustration, adding, 205-207 

Lines, Draw, 83-84, 89 
Line spacing, 49, 53 
preprinted fonns, 53 
types used, 53 

Linguists' Software, 41 
Linking, column text, 101 
Linotronic L-300P, 357 
List view, database, 213 
Logarithmic grid, 186-187 

M 

MacBinary, data transfer protocols, 245, 
269-270 

MacDraw, 107 
MacPaint, 206 
bit-mapped graphics, 23,76 

Macros 
examples of 
CompuServe communications scripts, 

284-285 
place number macro, 283-284 
spreadsheet month column headers, 284 
spreadsheet number series macro, 282-

283 
key assignments, 277 
limitations of, 281 
macro files 
adding macros to, 279 
icon, 3 
merging macros, 279 
opening, 278-279 
printing, 281-282 

macro-key equivalents, 7 
pauses, 280-281 
Playback And command, 279-280 
playback of, 277 
recording new macro, 275-277 
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saving macros, 277-278 
startup, Microsoft Works, 302 
uses of, 282-285 

MacTools, 27 
Mail merging. See Print merging 
Main Works, icon, 2 
Margins, 56, 57 _ 
changing, 345 
justified margins, 54 
setting, 57 

Matching records, database, 230-231 
Mathematical operators, formulas, 151 
Measuring objects, Draw, 110-111 
Memory requirements, Microsoft Works, 
287, 

288,289 
Menus 
changing name of, Resource Editor, 319-

321 
Menu Master, command-keys, 331 

Micro-scrolling, 12, 31 
Microsoft Word, 164 
Microsoft Works 
CDEV (Control DEVice), 292-293 
customization of Works, 307-313 
desk accessory utilities, 305-306 
disk management, 294-300 
custom disks, 298-300 
floppy disk system, 295-297 
Folders, 297-298 
hard disk system, 300 

disks/contents of, 294-295 
documents, opening documents, 4-5 
document size, 288 
fdeconfiguration,294 
finding files, checkpoints for, 301 
icons, meaning of, 2-3 
INIT initialization resource, 291 
keyboard shortcuts 
commands, 6-8 
dialog boxes, 9-11 
documents, 5-6 

Mac models used with, 287 

memory requirements, 287, 288, 289 
MultiFinder, 303-304 
RAM cache, 304, 305 
RAM disk, 289, 304 
start-up, 4 
startup, 301-302 
automatic startup, 301-302 
macros, 302 

System ftle resources, 290-291 
System resources, 289-290 
versions/updates, 293 

Microspaces, use of, 44-45 
Mixed cell references, 147 
Modems, 238-244 
acoustic-connect modems, 238 
adaptive call sequencing, 249 
asynchronous communication, 242 
baud rates, 239,241-242 
cables, connector types, 239-240 
Data Terminal Ready, 240 
data transfer speed, 269-270 
data transmission standards, 243-244 
direct-connect modems, 238 
full-duplex mode, 239 
half -duplex mode, 239 
manual control 

Hayes AT command set, 263-264 
reason for use, 262 
testing, AT command, 264 

non-Hayes modem, 266 
protocols, 243-244 
serial port attachment, 238 
signal lines, 240, 241 
smart modems, 238,267-269 
adaptive dialing, 267 
answers, detection of, 268 
dialing directory power, 268 
multi-tasking, 268-269 

synchronous communication, 243 
tone sets, answer and originate, 239 

Modified internal rate of return, 
spreadsheet calculation, 161 

Module-specific help, 13-14 



Mouse 
pointers, modifying, 325-327 
shortcuts 
database,213-215 
spreadsheet, 128-129 

spreadsheet entry, 135 
MsWorksDict file, 59,62 
MsWorksHyrnn file, 66 
MsWorksHyrnn Table, 66 
MsWorksPrefpreference file, 59,66 
Multiplan, 164 
Multiple-key sorting, database, 227 
Multiple labels, Print merging, 74 
Multi-Scrap, 305 
Multi-tasking, smart modems, 268-269 

N 

Net present value, spreadsheet calculation, 
162 

No Gaps Between Pages, printing, 345 
Noise on phone line 
telecommunications, 248-249 
Works communication module, 248-249 

Non-delimited text, 16 
Normal fdes, saving, 35 
Note pa~ spreadsheet, cell notes, 132-133 
Number fonnat functions 

fonnulas, 160-161 
spreadsheet 
Abs, 161 
lot, 160 
Rand, 161 
Round, 160 
Sign, 161 

0 

Object-oriented graphics, 16,334,339 
Draw,23, 76 

Operators, spreadsheet 
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comparison operators, 151-152 
mathematical operators, 151 
precedence, 153 

Ovals, Draw, 84-85 

p 

Page breaks 
printing, 346 
spreadsheet, 141-142 
removing, 141 
setting, 141 
vertical and horizontal, 142 

Page numbers, printing, 58 
Pages,printing,347 
Page Setup command, printing, 342 
Paper size, 56, 57 
options for, 57 
paper size/orientation, printing, 343-344 

Paragraph fonnats, 49-56 
alignment, 50, 53-54 
different fonnats for paragraphs, 54-56 
indentation, 49, SO 
line spacing, 49, 53 
tabs, 49, 51-53 

Parameter RAM (PRAM}, 308 
Parity bit, 246-247 
Pasting 
charts,199 
Draw, objects from, 96 
text 
tips for, 340 
word processor, 336 

Patterns 
changing, Resource Editor, 321-323 
Draw, 82, 87-88 

Pauses, macros, 280-281 
Payments of investment, spreadsheet 

calculation, 162 
Personal ID, editing, Resource Editor, 330-

331 
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Photographs, of Mac screen, 356-357 
Phototypesetting, 357 
Pictures, data sharing, 23 
Pie charts, 175-176 
data fonnatting for, 199-200 
exploded pie chart, 204-205 
3-D pie chart, 203 

Place markers, setting, 36-37 
Place number macro, 283-284 
Playback And command, macro, 279-280 
Polygons, Draw, 85, 86, 115-116 
Porbldtorienuuion,57 
Precedence, formulas, 153 
Preference file, icon, 3 
Preprinted forms, line spacing, 53 
Present value of invesnnent, spreadsheet 

calculation, 162 
Printing 
canceling printing, 347 
Copies, 34 7-348 
Pages,347 

charts,198 
color, 356 
Fifty Percent Reduction, 345 
headers and footers, 345 
image size discrepancies, 354-355 
Image Writer, 352-354 
~rprinting,354-355 

LaserWriter, 348-351, 354-355, 360 
macro flies, 281-282 
margins, 345 
No Gaps Between Pages, 345 
page breaks, 346 
Page Setup command, 342 
paper feed, non-stop printing, 348 
paper size/orientation, 343-344 
printer maintenance, 357-360 
print preview, 346 
quality, options for, 348 
screen printing, 351 
shortcuts, 34 7 
Tall Adjusted option, 345 
types of files and, 342 

Print merging, 71-74 

database 
missing database files/records and, 73 
record selection, 74 
setting up for, 72-73 

Multiple labels, 74 
previewing document, 73 
use of, 71-72 

Print orientation, 56,57 
landscape orientation, 57 
portraitorientation,57 

Q 

Quick options, spell checker, 63 
Quikeys, 302 

R 

RAM disk, Microsoft Works, 289 
Rand, number format functions, 161 
Rate returned on investment, spreadsheet 

calculation, 162 
Recalculation, spreadsheet 
automatic vs. manual, 123-124 
order of, 126-127 

Records, database, 215-216 
Rectangles, Draw, 84-85 
Relative cell references, 146 · 
Renaming 
documents, 26 
fields in database, 219, 222 

Repetitive entry, techniques for, database, 
223-224 

Reports feature, database, 235 
Resizing 
charts, 197-198 
objects in Draw, 108, 115 

Ribbon freshness, Image Writer, 352-353, 
354 
Rich Text Files, 337 



saving, 35 
Right-aligned tab, 52, 53 
Round, number format functions, 160 
Rows, database, 215 
Ruler, Draw, 110-111 
Ruler markings, indentation, 50 
Rules, database, 231-233 

s 
Saving 
communication_ documents_ 255 
database, formats for, 235 
documents, 24-25 
in folders, 26 
graphics compounds, 103 
macros, 277-278 
spreadsheet 
SYLK format, 163-164 
Text with Values and Formulas, 164-165 
Text with Values Only, 164 

word processor 
Export Text-only, 35 
Normal files, 35 
Rich Text Files, 35 
stationery files, 35 

Scale,chads,187-188 
Scientific notation, 130 
Scrapbook, exporting text, 335-336 
Screen printing, 351 
Scroll bars, vertical and horizontal, 12 
Scrolling, micro-scrolling, 12, 31 
Search for data, database, finding single 

records, 229-230 
Send to Back, Draw, 93 
Serial pon attachment, modems, 238 
Series cbans, data location, 200 
Shift-clicking, text selection, 33 
Sign, number format functions, 161 
Signal lines, modems, 240, 241 
Skipped words file, spell checker, 64-65 
Smart modems, 238 
See also, Modems. 

Smart Scrap, 305 
Sorting 
database, 226-227 
spreadsheet, 147-149 

Spacing 
microspaces, 44-45 
objects in Draw, 111-112 

Index 389 

Special characters. See Characters 
Spell checker, 58-67 
adding/deleting words, 62 
All options, 62 
homonym option, 66-67 
icon,3 
keyboard shortcuts, 67 
location of, 59 
for one word, 63-64 
for part of document, 63 
Quick options, 63 
setting options, 59-60 
size, 59 
skipped words file, 64-65 
spell check process, 60-62 

Splitting windows 
database, 219 
spreadsheet, 136 
word processor, 37-39 

Spreadsheet 
active area, 121-122 
boilerplate, 70-71 
cell entries, 129-133 
cell notes, 132-133 
cell reference, 131 
formulas, 130, 133 
functions,131-132 
labels, 131, 133 
values, 130, 133 

cell references 
absolute cell references, 146-147 
mixed cell references, 147 
relative cell references, 146 

cell selection, moving, 118-119 
circular reference, 124 
components of, 118 
copying cells, 142-143 
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database and, use of functions, 224-226, 
228-229 

data sharing 
database information, 21 
data from word processor, 18-20 
data to word processor, 18 

edit bar, 134-135 
enter/return keys, use of, 119 
exporting text, 337-338 
Fill Down and Fill Right, 144-145 
formatting 
~rders, 137-138 
cell attributes, setting, 139-140 
color, 139 
column width, 135-136 
fonts, 138-139 
page breaks, 141-142 
splitting windows, 136 

formulas, 149-163 
importing text, 338 
iteration, 125 
keyboard entry, 135 
keyboard shortcuts, 128-129 
layers, 122-123 
macros, examples of, 282-283, 284 
mouse, 119 
entry, 135 
shortcuts, 128-129 

moving cells, 143 
multiple cells, selection of, 119-121 
for non-computational tasks, 127 
non-numerical characters, 134 
overwriting cells, 146 
paste with options, 144 
recalculation 
automatic vs. manual, 123-124 
order of, 126-127 

saving 
SYLK fonnat, 163-164 
Text with Values and Formulas, 164-165 
Text with Values Only, 164 

sorting, 14 7-149 
order of, 149 

process in, 148-149 
selected cells and, 147-148 

variables, limitations of, 127 
See also Formulas. 

Spreadsheet document, icon, 2 
Spreadsheet Stationery document, icon, 3 
Spread text, Draw, 94 
Squares, Draw, 107 
Start and stop bits, 242, 246 
Stationery files 
creating files, 29 
opening files, 30 
saving, 35 

Statistical functions 
fonnulas, 161 
spreadsheet 
Average, 161 
Count, 161 

Subtitle, charts, 185 
Sum a range of numbers, formulas, 155-
156 
SuperPaint, 206 
SYLK format, 337, 338 

saving spreadsheet, 163-164 
Synchronous communication, modems, 
243 
System file resources, Microsoft Works, 
290-

291 
System resources, Microsoft Works, 289-
290 

T 

Tab-delimited data, 16, 17,333 
Tables, data sharing, from word processor 

to spreadsheet, 19 
Tabs, 49,51-53 

different stops, setting, 52 
setting tab, 51 



spaces exchanged for, 19 
types of tab stops, 52-53 

Tall Adjusted option, printing, 345 
Telecommunications 
call waiting problem, 247-248 
conditioned lines, 249 
data fonnat, 246-24 7 
data transfer protocols, 244-245 

ASCIT, 244-245 
MacBinary, 245,269-270 
XMODEM, 245, 269-270 

data transfer speed, 269-270 
hard-wired transfers, 271 
modem, 238-244 
noise on phone line, 248-249 
tenns/definitions related to, 272-273 
See also Modems Works communication 

module. 
Templates 
Blank Works documents, 29 
graphics compounds, 103 

Tempoll,302 
Text 
charts, 185-186 
Draw, 81-82,94, 105-106 
See also Word processor. 

Text-only document, opening, 336-337 
Text-only ftle, 54 
database, opening, 235-236 
icon, 3 

Text with Values and Fonnulas, saving 
spreadsheet, 164-165 

Text with Values Only, saving spreadsheet, 
164 

3-D pie chart, 203 
Time, printing, 58 
Time/date separator, changing, Resource 

Editor, 329-330 
Title, charts, 185 
Toner cartridges, laser printing, 355 
Tone sets, modems, answer and originate, 
239 
Tracing graphics, 116 

u 
Undefined file, icon, 4 
Undo, 23-24 
cautions about, 24 

Ungroup Picture, Draw, 91 

v 

Index 391 

Values, spreadsheet, 130, 133 
constant values, 130 
identification by Works, 133 

Variables, limitations of, spreadsheet, 127 

w 
Windows 
optimization, 11-12 
resizing, 11-12 
split-window, word processor, 37-39 
spreadsheet, splitting windows, 136 

Word processor 
boilerplate, 69-70 
boilerplate text, 68-71 
data sharing 
data from spreadsheet, 18 
data to spreadsheet, 18-20 
graphics, 20-21 

exporting text 
Clipboard, 334-335 
Export option, 336 
Scrapbook, 335-336 

fonnatting 
character formats, 46-49 
document formats, 56-58 
paragraph formats, 49-56 

icon, 2 
importing text 
pasting text, 336 
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Text-only document, opening, 336-337 
place markers, setting, 36-37 
Print merging, 71-74 
saving, 35 
special characters, 39-45 
spell checker, 58-67 
split-window, 37-39 
text selection, 32 
Go To Page, 34 
insertion points shortcuts, 33-34 
shift-clicking, 33 

Works communication module 
ANSI escape sequences, 259-262 
character display attributes, 261 
cursor movement, 260 
cursor position save and restore, 261 
erase screen and line, 261 
line editing, 260-261 
mode selection, 262 

call progress prompts, 253 
call waiting problems, 247-248 
communication parameters, setting, 249-

251 
connection quality, 270 
control code commands, 257-258 
data format, 246-24 7 
data transfer speed, 269-270 
delete key, action of, 258-259 
dialing phone, 252-253 
dialog box, contents, 249-251 
Echo Off/Echo On, 256 

escape key, action of, 259 
hanging up phone, 255 
hard-wired transfers, 271 
keypad, special keys, 256 
manual modem control 
direct commands, 264-265 
examples of use, 265-266 
Hayes AT command set, 263-264 
reason for use, 262 
testing, AT command, 264 

modes of operation, 246 
noise on phone line, 248-249 
non-Hayes modem, 266 
non-modem calls, 256-257 
receiving text and ftles, 254 
saving communications documents, 255 
sending text and files, 254-255 
smart modems, 267-269 
adaptive dialing, 267 
answers, detection of, 268 
dialing directory power, 268 
multi-tasking, 268-269 

ttansmission errors, 270-271 
waiting for call, 253 

Works Desktop document set, icon, 2 

X 

XMODEM, data transfer protocols, 245, 
269-270 



Learn the Works from a Pro. 
Gordon McComb, author of a dozen computer books, knows how to really get 
inside a program and bring his readers with him. Here he reveals undocumented 
or little-known hints for getting the most out of Microsoft Works 2-the best­
selling integrated software package that might be the only software you need to 
run your home or business. In this book you'll fmd out how to apply the full 
power and flexibility of MS Works 2 to your specific requirements. 

This book contains scores of tips for getting the most from Works 2, including 
how to: 

• use the upgraded, powerful draw module to create sophisticated charts and 
graphics 

• turn Works into an effective page-layout tool for desktop publishing 

• integrate the database and word processing modules for powerful mail-merge 
applications 

• use the communications module to access electronic mail services and huge 
databases; then import downloaded information into other Works modules 

• optimize printing for high-quality hard copy 

• use third-party add-in software to beef up performance 

• save time with keyboard shortcuts 

• customize Works for your individual needs with ResEdit 

Gordon McComb has written U books on microcomputer topics, including 
PC Presentation Graphics and WordPerfect 5.0 Macros and Templates. 
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